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Streamlining the Payment Process 
  
The UJS Web Portal has partnered with USBank to simplify the payment 
portion of the PACFile process. When a filing carries a fee, the entire checkout 
process has been trimmed to a single form, replacing the more complex multi-
page process. In a related change, the point at which credit cards are charged 
for filing fees has also been modified. 
 
Checking out in the Payment & Submission screen 
At the conclusion of the PACFile filing wizard, all filers are required to click the 
VERIFY button to affirm that their filing is ready for submission. Clicking this 
button displays a popup screen, titled Payment and Submission (see picture 
below), which displays a short summary of the filing that has been prepared. 
When a filing carries a fee, the filer’s billing information is now collected 
below this summary. Some of these billing details, including name, address, 
and e-mail address, will default automatically based on the information 
associated to the submitter’s Web Portal account. These defaults are provided 
as a convenience and should be updated based on the payment method. 
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When entering or confirming these details, the first and last name should reflect the 
name that appears on the credit card being used for payment, the billing address 
should reflect the one associated with the credit card, and the e-mail address should 
specify where the payment confirmation should be sent once the credit card has 
been charged. 
 
 
Credit Card Charges 
When a filing is submitted and sent to the court for acceptance, the filer’s credit card 
is no longer charged immediately. Following the practice of many online retailers, 
which only charge credit cards when an order has shipped, a credit card is now only 
charged for a filing fee when the court has accepted the submission.  
 
Previous Filing & Payment Process: 
 

A filing (with a 
fee) is submitted 
to the court via 

PACFile

The filer’s credit 
card is charged for 

the filing

The Court reviews 
and accepts the 

filing

 
 
 
New Filing & Payment Process: 
 

A filing (with a 
fee) is submitted 
to the court via 

PACFile

The Court reviews 
and accepts the 

filing

The filer’s credit 
card is charged for 

the filing

 
 
 
Payment Issues & Cautionary Notifications 
If there is ever a problem with a filing, no money changes hands. There are three 
possible situations where a problem could occur and the filer will receive one of the 
following User Action Required dashboard notifications and, perhaps, a 
corresponding e-mail: 

 Filing Rejected – Sent when the court did not accept the filing or payment. 
Within the User Action Required notification sent to the filer, the court identifies 
the problem and any terms for resubmission. 

 Filing Accepted, Payment Failed – Sent when the court accepted the filing, but 
the credit card payment failed. This could be caused by incorrect billing 
information, an invalid card, credit limit issues, etc.  

 Filing Accepted, Payment Due – Sent when the court accepts a filing, but the 
filing name selected in PACFile was incorrect. Upon review, the court adjusted 
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the filing name, but the correction resulted in a higher filing fee. For example, 
this could occur in the Superior Court if an attorney filed a second request for an 
extension of time to file a brief when it was actually the third request.   

 

 
 

In the ‘Payment Failed’ and ‘Payment Due’ situations, since no payment was taken, 
but is nevertheless required, filers are responsible for resubmitting their payment 
information. If received, the Dashboard notification will lead you through PACFile to 
resubmit payment via the checkout process. No changes are necessary to the filing. 
 
Alternatively, if the filing name selected in PACFile is ever incorrect and the adjusted 
filing name carries a fee that is less than the filer’s original authorized amount, no 
additional action is required. The lesser amount is charged to the credit card (if 
greater than zero) and the filer receives an informational notification through the 
Notice of Court option on the Dashboard. 
 
 
The Remainder of the Filing Process 
The changes described in this bulletin are limited to the payment portion of the 
PACFile process. The remainder of the filing process has not been changed. 


