
Nevada Supreme Court 
Training Sessions 

 
Overview of System Features 

 Web-based electronic filing system 
 Allows electronic filing of documents 24/7 
 Provides electronic notification of case activity via email 
 24-hour access to case documents and docket sheets 
 Download and print documents over the internet 
 Electronic service of documents 
 No registration or access fees 
 Electronic or digital signatures not required 
 No coding of documents required 

 
Benefits of Efiling System 

 Documents submitted for filing from desktop 
 Stores draft document until ready to submit for filing 
 Electronic tracking of filing status and pending cases 
 Instant access to case documents and case activity 
 Instant notification of court decisions 

o Receive email notification & link to electronic document as 
soon as decision is filed 

o Notice will be sent before press receives copy 
 Replaces faxing, fed-exing or flying emergency filings to Carson 
 Allows justices and court staff immediate access to filings via 

Internet 
 No copying or service costs 

 Clerk’s office produces copies required for court’s use 
 E-service replaces mailing or delivery of copies of documents 

to opposing counsel 
 Minimal start-up costs – system uses Internet and PDF document 

format 
 Faster processing of documents by clerk’s office 

o Automatic data entry in Case Management System 
o Automatic docket entries 

 Electronic payment of filing fees  
 
 



Future Plans 
 Access to all court documents and records 
 Enhanced indexing and search capabilities 
 Automatic update of attorney’s case management system 
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District Clerk Training Session 
 

The Nevada Supreme Court eFiling System Training 
 

Purpose 
This one hour session will help the District Clerk to understand how to use the 
account set up for their district to file appeals documents, give a quick overview of 
the system and walk the District Clerk through the process of filing an appeal, using 
the FTP site, and looking for requests for documents from the Supreme Court. The 
goal of this session is to give the District Clerk  enough information so that they feel 
comfortable to file other filings and use the on-line manual when they have further 
questions. 
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District Clerk Training Outline 
1. What hardware and software do I need 
2. Accessing your District Clerk User Account 
3. Overview of on-line instruction and system overview 
4. E-filing the Appeals document 

a. Collecting documents 
b. Including scanned documents 
c. How big can a document be 
d. Splitting up documents  
e. How do I handle payments for appeals 
f. Walking through the process 

5. Checking the status of my District Courts Filings 
a. Will my filings ever be rejected? 
b. Checking for notes returned by the Appeals Clerks 

6. When to use FTP or CDs to send data 
7. Where can I call to get additional help? 
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1) What software or hardware do I need? 
You will need a standard internet browser such as IE 5.5 or higher, Netscape Navigator 4.7 or 
higher, or the Firefox browser.  There are other browsers you can use but you need to make 
sure your browser is less than three years old.  To read documents that are downloaded you 
need the Adobe Acrobat Reader which can be downloaded at no cost from www.adobe.com and 
follow the links to download the reader. 
 
Hardware:  Whether you use Windows, Macintosh, or a Linux machine it does not matter 
however you will need your workstation connected to the internet.  You should talk to your 
network administrator if you do not already have access to the internet from your workstation.  
Your District office will need to set up a scanning process and you will need to talk to your 
network administrator regarding how you are going to gain access to the appeals documents 
that you need to file. Your court may also set up a process for you to retrieve the documents 
that your court receives for the appeals process.  
 

2) Accessing your District Clerk User Account 
The Nevada Supreme Court e-filing system has set up one account for each District Court.  The 
clerks that work within that district will share that user account.  The reason we have one 
account per District is so that we have a central point for each District Court where 
information is sent when notifications are and requests are made.  The District Court Clerks 
will not have their own unique name.   
 
When you launch your internet browser you will first go to your home page.  You should create 
a Bookmark in your browser that will link you directly to the Nevada Supreme Court web site.  
The address for the Nevada Supreme Court e-filing system is  https://efile.nvsupremecourt.us 
 
This will bring you to the Login Screen as shown below. During the e-filing training you will 
be given the username and password for your District. 
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The administrator of the system has established this account however your district may wish to 
modify the email information in the user profile.  Each District may designate a specific clerk 
to e-file the appeals however there are three email addresses in the user profile so that 
multiple clerks will receive email notifications and requests.  If your District has several clerks 
that will use the system you should talk to your network administrator and establish email 
groups.  In the profile you may enter an email address that is designed to broadcast the email 
to several other clerks.  This method will allow your District to broadcast to more than three 
clerks if needed.  
 
Forgot your password? 
 
As District Clerks if you forget your password you can use the button on the Login Page labeled 
Forgot your Password? This is not a button but is a link. You will be directed to a screen where 
you will enter the user name assigned to your District Court. The efiling system will then send 
an email to the primary email address associated with the specified account. The email 
contains a link back to the efiling system. Click on the link in the email.  This will take you to a 
screen where you can enter your user name and a temporary password will be generated and 
displayed. Write this temporary password down and return to the Login Screen.  Enter your 
username and this temporary password to login to the efiling system.  Once you are logged in 
the system will prompt you to change your password.  
 
The challenge with using this feature is that as a District Clerk you need to share the new 
password with the other clerks that may be using this account.  Make sure that only the person 
with the primary email address uses this feature and that all other clerks sharing this District 
Court account know about the change. 
  

3) Overview of the online instructions and system overview 
Once you have logged in the footer of each screen will include a link to the on-line manual.  
Clicking on this on-line manual will include frequently asked questions ‘FAQ’, as well as other 
information you will learn in the filers training.  This manual may be updated from time to 
time as the Supreme Court deems necessary. 

 
4) e-file the appeals documents 

 
A – Collecting the documents 
Each District Court could have a different process for collecting the appeals documents.  
Because the attorneys file the appeals to the District Court the process to input the documents 
into your District Court’s case management system is different.   
 
If your District Court is storing the documents electronically you need to determine with your 
case management or document management administrator the best way to export those 
documents so that when you are uploading those documents into the e-filing system you can 
browse and see those documents on a network drive or your local workstation drive.   
 
The documents need to be either in PDF format or multi-page TIFF format.  You will need to 
work with your administrator to make sure the documents you are storing are in one of these 
formats. 
 
If your District is not storing the documents electronically you will need to use the scanning 
process to collect the documents you will use to e-file. 
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B - Including Scanned Documents: 
When your Court receives the appeals in paper format you need to work with your network 
administrator on setting up a scanning process to prepare the documents for e-filing.  You may 
have a simple scanner connected to one workstation or you may have a high speed scanner that 
stores all the information in a particular network directory.  You will need to work with your 
network administrator to determine the best way for you to access the documents once they 
are scanned.  The scanner creates an electronic version of the paper document.  
 
Most scanners allow you to scan and save the document to various electronic formats.  The 
standard format for scanning is TIFF which is the same format fax machines use, however most 
scanners that are less that 5 years old allow you to store the documents electronically in TIFF, 
PDF, JPG, BMP.  We recommend that you store the information in either TIFF or PDF.  
 
Your scanner will usually have settings that allow you to adjust the quality of the image and 
the color selection.  You need to select black and white with a density of 300 dpi.  You need to 
look at your scanners user manual or check with you network administrator to help you 
determine the quality and color of your scanner’s settings.  The only time you can use the color 
selection is when the evidence you are scanning will lose its value if the color is not included.  
A black and white page at 300 dpi is between 25k and 50k per page which a color image can 
easily reach 2 Megabytes per pages.  These large documents consume space and don’t provide 
value to most documents. 
 
If you have a simple workstation scanner your scanner may only store one page at a time rather 
than combining all the pages into a single multi-page TIFF image.  If this is the case you need 
to work with your administrator on how to prepare a multi-page TIFF image or use the Adobe 
Acrobat Standard Edition application to embed the multiple pages into a single PDF document. 
 
You and your administrator must determine the best way to organize your documents that you 
are preparing to submit.  Once the documents are included in the e-filing system they are 
stored on the e-filing server at the Supreme Court and managed according to the e-filing 
systems needs. 
 
C– How big of a document can I submit 
Each document should be 4 megabytes or less.  When you are creating multi-page TIFF images 
or embedding scanned images into a single PDF document you can estimate that each page will 
take between 25K and 50K bytes.  Between 40 and 80 scanned images included in a multi-page 
TIFF or embedded in a PDF document will reach the 4 megabyte limit.  
 
D – What if a document is large than 4 megabytes 
When your documents are larger than 4 megabytes you should break the documents into 
sections and then add each one separately. The e-filing system will allow you to enter several 
documents in one submission as long as the toal size of all the documents does not exceed 16 
megabytes. 
 
E – How do payments work? 
In the past the District Court Clerks have collected payment when the appeal was submitted to 
the District Court.  This procedure has now changed.  With the shift to e-filing appeals the 
District Court will not receive checks and forwarded them, instead they will accept the appeals 
documents without payment.  When the appeals documents are processed at the Nevada 
Supreme Court a notice will be sent to the party responsible for payment that payment is due. 
 
F – Walking through the process 
In this step each participant will walk through the process of uploading some appeals 
documents to the test system.  The details of these steps are recorded in the on-line 
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documentation.  Please follow along with the class on these steps and ask any questions as you 
go. 

5) What can I file? 
There are several types of filings that you can choose from depending on whether you are an 
attorney or a District Court Clerk.  During the training we are going to walk through an example 
of filing a Notice of Appeal and filing a District Court Judgment in an existing case.  For step by 
step instructions of each of these please refer to the on-line manual. During the training we 
request that you actually try the system as the instructor walks you through the process rather 
than reading the step-by-step instructions. 
 
Once you log in to the e-filing system you will see buttons that help guide you through the 
system. On the Menu bar the eFile option links you to the starting point of several different 
actions. 
 

 
 
On the Menu bar the eFile option links you to the starting point of several different actions 
which include: 
 
    * Notice of Appeal – Allows you to submit a Notice of Appeal packet. 
    * Other Documents - Submit extension motions, District Court Orders, exhibits and other 
documents to an existing case. 
    * Filing Status - Review the status of submissions you previously sent in. 
    * Draft Filings - Check to see if there is something you need to finish. 
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A – Filing a Notice of Appeal 
District Court Clerks file all Notices of Appeal using this link.  You will be taken through a series 
of screens which request information about the filing and the District Court Case.  You can 
access this page either from the Home page or the Menu Bar. 
 
This process allows the Supreme Court Clerk to determine whether the Notice should be filed in 
an existing case or should initiate a new appellate case.  If the District Court Clerk believes the 
Notice of Appeal should be filed in an existing Supreme Court case, then this information 
should be entered in the “Special Filing Instructions for the Clerk” field when submitting the 
Notice of Appeal. 
 
B – Filing on an existing Case 
The Other Documents link is used by the District Court Clerk to submit documents other than 
the Notice of Appeal, including documents such as the District Court Judgment, Minutes, and 
other documents that comprise the Notice of Appeal Packet.  You can access this page either 
from the Home page or the Menu Bar. 
 
C – Walking through the process 
In this step each participant will walk through the process of uploading some Notices of Appeals 
and other documents to the test system.  The details of these steps are recorded in the on-line 
documentation.  Please follow along with the class on these steps and ask any questions as you 
go. 
 
D– How do I know if it is a new case or an extension of an existing case? 
Many times a filer will think that the case is a new appeal when it is an extension of an existing 
case that is on appeal or vice versa.  The Supreme Court Clerk will determine whether it is an 
extension or not and associate the filing appropriately.  All Notices of Appeal should be filed 
using the Notice of Appeal link. 
 

6) Checking the status of my Filings 

Once you have submitted a filing you can check the status of the submission.  You may want to 
know the time the submission was clocked in by the court.  You may want to know if the 
submission was accepted or rejected and if there were any special instructions the clerk return 
as part of the status of your submission. The status of each submission will be updated until the 
final status has been received. Clicking on this link will take you to a screen where you can 
select a range of dates for the statuses you want to see. You can view the status of each 
submission by clicking on eFiling / Filing Status.    
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Each entry in the list represents the status of a submission. Each entry has a limited amount of 
time that the status will be viewable.  The length of time is usually set to 30 to 60 days 
however the court can reconfigure this to more or less if needed.  Each entry has a link to view 
the specifics about the Filing Status of the submission. The status information is temporary and 
is deleted after a certain period of time. You should check each entry. Sometimes, although a 
status is complete there may still be a note from the Supreme Court Clerk notifying you of 
missing documents or other information. 
 
The statuses that are possible include: 
 
• Package Pending - The eFlex system is preparing the document for transmission to the 

court.. 
• Packaged - The eFlex system has transmitted the document to the court. 
• Filed Subject to Acceptance - The court’s server received the document and forwarded it 

to the clerk’s office. 
• Awaiting Approval - The clerk’s office has received the document for review prior to 

accepting or rejecting the document for filing. 
• Accepted and Filed – The clerk’s office has filed the document. 
• Rejected for Filing - The clerk’s office has refused the document for filing 
• Receipt pending - The court’s server cannot forward the document to the clerk’s office 

due to a technical problem.  The system administrator is notified and will resolve the 
problem during regular business hours. Unresolved technical problems result in rejection 
of the filing 

• Resubmitted - The submission was rejected for Filing and the filer reprocessed the filing 
by clicking on the Resubmit button. 
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A – Checking for time stamps. The time stamp that the court will use to record with your 
documents submitted is when the ‘Received’ status has occurred.  Each status entry from this 
point will show the time stamp of when the document was received when you click on the link 
for each entry. 
 
B – What do I do when my filing was rejected by the clerk? When a submission is rejected the 
status show Rejected and a 'Resubmit' button appears next to the status. You should first look 
at the rejection receipt and review the instructions the clerk may have sent.   Clicking on the 
Resubmit button automatically creates a new submission based on the previously rejected 
submission. You can then change what was rejected by either deleting the document in 
question or correcting the information you entered. 
 
C- Checking for notes returned by the Clerk.  Once the submission has reached the final 
status of either ‘Receipt Received’ or ‘Rejected’ you should check the receipt of each status to 
see if the clerk sent a note.  Sometimes the clerk may accept the submission but request 
further action from the filer.  The receipt contains the note returned by the clerk and the filer 
should review them. 
 

7) Understanding Notifications 
 
Notification   
 
A - Who will receive service electronically?  
Whenever someone efiles on a case that originates from your county the system will send you 
notification.  In the ‘Notifications’ screen you can see a listing of the notifications. Each entry 
in the list represents a notice of an electronic filing sent by someone on the case. By clicking 
on the link in the entry you can view the Official Notice of Electronic Filing.  Following is an 
example of the list of notifications you would see in your listing. Each entry has a link to the 
documents that were filed. Clicking on one of these links will launch a window to view the 
documents. While viewing the documents you should save them locally. 
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The notification information is temporary and is deleted after a certain period of time. You 
should check each entry and download the documents then delete the notification. The 
Envelope icon changes once you have clicked on the link to view the documents so that you can 
tell which notifications you have viewed. 
 
B - Who do I send service to by mail?  
If you need to know who will receive notifications electronically when you e-file you can go to 
the ‘My Cases’ screen.  Each entry represents a listing of cases you are registered on and the e-
filing system is aware of that case.  For each entry in the list there is a link that will show you 
who is registered to receive notifications electronically on that case and who you need to send 
a paper copy to.  If you need to get the list of participants that will receive electronic 
notification and you are not yet registered on a case you can type in the case number and a 
participant’s last name and then click on the link to get the list in the ‘My Cases’ list. 
 
C - What are the rules of the court regarding service?  
When the clerk’s office accepts a document for filing, the electronic filing system 
automatically distributes in email and through the efiling interface a notice to all counsel that 
the document has been filed and is available on the court’s electronic filing system.  This 
notice is considered valid and effective service of the document on counsel and has the same 
legal effect as service of a paper document. 
 
You calculate the time to respond to an e-served document from the date and time of 
transmission of the notice of electronic filing.  The 3-day mailing rule does not apply.  
However, a document served on a day or at a time when the court is not open for business is 
deemed served on the next judicial day. 
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D - Can other people in my office receive the notice of service as well?  
Other members of your office can receive email notifications by adding their email address in 
your user profile. So, for example, suppose you want to set up a group of clerks in your division 
to receive notifications for your cases, you could set up a group rule in your email server and 
then add that group address in your profile.  Managing the distribution of notifications in the e-
filing system is limited and should be augmented by creating rules and group addresses in your 
court’s email system. 
 

8) When to use the FTP site or CDs 
Some documents filed to the Nevada Supreme Court are too large to reasonably be filed over 
the internet. This will occur when the Nevada Supreme Court needs the lower court to upload 
portions of the lower court records during the appeals process.  The lower court would capture 
all of the documents requested, prepare them based on the rules and combine the set of 
documents into a single multi-page TIFF document or a PDF Binder. The District Court would 
prepare and XML document and a single document that includes all the requested documents 
and then either upload them to the FTP site or burn a CD with the information. 
 
FTP Upload - The court has configured an FTP server for the District court can upload data 
rather than using the e-filing interface if that is easier. If you district Court anticipates using 
this process you must contact Silvia Alfonso at the Nevada Supreme Court to set up a username 
and password for the FTP site.  The instructions for how to use this process is beyond the 
purpose of this training material.  Our goal in presenting this information during the 
presentation is to make each court aware of the feature. 
 
CDROM Upload - The CDROM upload process allows the District Court to follow the same 
process they would use with the FTP site only burn the information to a CD and send the CD for 
the Nevada Supreme Court to process.  The address to send this data is included in the detailed 
instructions. 
 

9) Where can I call to get additional help?  
If you have any questions or problems with the efiling system, telephone the clerk’s office for 
assistance.  Should you need help after hours, send an email to nvscclerk@nvcourts.nv.gov and 
explain the nature of your problem.  No one will assist you until the next business day, but at 
least we will know that your were trying to file a document. 
 



Nevada Supreme Court Electronic Filing 
Frequently Asked Questions 

District Court Clerks 

Who is authorized to e-file with the Nevada Supreme Court? 
Clerks from all district courts in Nevada are authorized to e-file 
documents with the Nevada Supreme Court.   
 
Only attorneys admitted to practice law in the State of Nevada or 
Supreme Court Settlement Judges may e-file documents with the Nevada 
Supreme Court.   

How do I e-file with the Nevada Supreme Court? 
Go to the Nevada Supreme Court E-filing system website at 
https://efile.nvsupremecourt.us. 

Are pro se litigants authorized to e-file with the Nevada Supreme 
Court? 

No, not at this time. 

Which cases will be included in the e-filing program? 
The electronic filing program is open to civil appeals, criminal appeals and 
writ petitions.  

What cases will the district court clerks e-file? 
District court clerks will electronically submit all Notices of Appeal. 

What documents can be e-filed? 
All documents may be filed electronically, except for sealed or confidential 
documents.  For district court clerks, Notice of Appeal packets, any 
documents included in the Notice of Appeal packet, transcript request 
forms, extension motions, documents ordered to be transmitted by the 
Supreme Court, and exhibits capable of electronic transmission are 
allowed. 

How do I file sealed or confidential documents? 
Presentence Investigation Reports or other sealed or confidential 
documents cannot be efiled.  They must be filed and served by traditional 
means.  The Supreme Court clerk will not scan or otherwise make such 
documents available electronically, but will electronically notify counsel 
and the district court clerk of receipt of the sealed or confidential 
document. 
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How do I certify documents e-filed with the Supreme Court? 
To certify a document, you must sign a hard copy of the certification.  The 
hard copy is then scanned and filed electronically.  The original, signed 
certificate does not need to be mailed to the Supreme Court. 

Is there a special process for notices of deficiency? 
Although the district court clerks will electronically transmit deficiency 
notices to the Supreme Court, they should continue to send such notices to 
counsel and self-represented litigants by traditional means. 

Will the Supreme Court issue notices, orders or opinions electronically? 
Yes.  The Supreme Court clerk may file or issue court documents using 
either the traditional process or the electronic filing system.  Any 
document processed in the traditional manner, however, will be uploaded 
to the electronic filing system, and counsel and the district court clerk will 
be notified electronically of the filing. 

How will remittiturs be handled? 
Because the remittiturs must be signed and accompanied by certified 
copies of the judgment and other documents, the Supreme Court clerk will 
issue remittiturs using both the traditional paper method and electronic 
filing. 

The district court clerk will receive a hard copy of the remittitur in the 
mail.  After signing the receipt for the remittitur, the district court clerk 
scans the receipt and electronically submits it to the Supreme Court clerk.  
The original remittitur document need not be mailed back. 

When will an e-filed document be considered filed? 
An electronic document is deemed timely under NRAP 25 if it is 
electronically transmitted to the court’s electronic filing system by 11:59 
p.m. Pacific time on the date the document is due, provided that the 
document is accepted by the supreme court clerk upon review.  The time of 
filing is when transmission of the document to the court’s server is 
completed, not when the filing party began the filing process. 

How will I know when or if my document was successfully e-filed? 
Upon receipt of the transmitted document, the court’s electronic filing 
system will automatically send an e-mail to the filing party that the 
transmission of the document was completed and the date and time of the 
document’s receipt.  The confirmation receipt serves as proof of the filing. 
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Do I still need to file hard copies of the documents that I e-file? 
Hard copies of electronic documents are not required to be sent to the 
court.  Records on appeal, however, may be handled differently once the 
Supreme Court starts accepting them electronically. 

When will an e-filed document be available for viewing on the website? 
After the Supreme Court clerk’s office accepts the document for filing.  The 
electronic filing system automatically endorses the document with the 
date and time of acceptance and e-mails a notice of electronic filing to all 
counsel and the district court clerk. 

How are electronic documents served? 
When the Supreme Court clerk’s office accepts a document for filing, the 
electronic filing system automatically e-mails a notice to all counsel and 
the district court clerk that the document has been filed and is available 
on the court’s electronic filing system.  This notice is considered valid and 
effective service of the document on counsel and has the same legal effect 
as service of a paper document. 

How do I calculate the deadline for responding to an e-served 
document? 

You calculate the time to respond to an e-served document from the date 
and time of transmission of the notice of electronic filing.  The 3-day 
mailing rule does not apply.  However, a document served on a day or at a 
time when the court is not open for business is deemed served on the next 
judicial day. 

Who receives the automatic e-mail notification? 
The e-mail notification goes to the e-mail address of the registered 
attorneys of record and the district court clerk.  It can also go to all e-mail 
accounts they have listed on their user profiles as recipients of additional 
notices. 

Are there special formatting requirements for e-filed documents? 
An electronic document must be submitted in a portable document format 
(PDF) with a minimum resolution of 200 dpi (dots per inch).  Multi-page 
TIFF format is also acceptable.  Only black text on a white background is 
permitted.  Otherwise, the format of an electronic document must conform 
to the applicable NRAPs. 
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How will signatures on electronic documents be handled? 
A document electronically filed or served is deemed to be signed by the 
registered user submitting the document.  In addition to the information 
required by the NRAPs, each document must include the registered user’s 
name, telephone number, and e-mail address.  Except for stipulations and 
affidavits, no facsimile, typographical, or digital signature is required on 
an electronic document. 

What happens if there is a technical failure of the court’s e-filing 
system? 

You may seek appropriate relief from the court if your filing is untimely 
due to a technical failure. 
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