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Here are the instructions for navigating through this module. Click Start when you're ready to begin. 
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Welcome to the Overview for CJA Panel Attorneys! During the transition from the current generation of CM/ECF to the next 
generation of CM/ECF, or NextGen, PACER users who are appointed as CJA attorneys will have two different methods for 
changing their exempt status, depending on which generation of CM/ECF the court is running. 

Please remember that you may only use your exempt status when working on CJA cases. Click Continue. 
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By the end of this module, you will be able to activate your CJA privileges on your upgraded PACER account, change your 
exemption status in courts that are using the current generation of CM/ECF, and change your exemption status in courts that 
are using NextGen CM/ECF. 

Click Continue. 
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Use these steps to activate your CJA privileges for current CJA attorneys. Your CJA privileges must be activated in order to 
receive your fee exemption when using your upgraded PACER account to view reports and documents. 

There are several steps in this process. First, you must contact the PACER Service Center by phone or email and give them 
your name, the username, and account number of your upgraded PACER account; the district in which you have been 
appointed as a CJA attorney; and the username and account number of your current exempt PACER account.  

Please note that once CJA privileges are activated on your upgraded PACER account, your current PACER-exempt account 
will be canceled as you will now be able to view reports and documents in both CurrentGen and NextGen courts, and switch 
between exempt and non-exempt status using your upgraded PACER account. Click Continue. 
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Use these steps to activate your CJA privileges for newly appointed CJA attorneys. Your CJA privileges must be activated in 
order to receive your fee exemption when using your upgraded PACER account to view reports and documents. 

There are several steps in this process. First, you must contact the PACER Service Center by phone or email and give them 
your name, the username, and account number of your upgraded PACER account; and the district in which you have been 
appointed as a CJA attorney. 

The PACER Service Center will send an acknowledgment email with instructions on how to use your exempt account. You 
must then reply to the email with your acknowledgment. Your CJA privileges will not be activated until the PACER Service 
Center receives your email reply. 

Click Continue. 
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For courts running the current generation of CM/ECF, you will log in using your upgraded PACER account to view case 
information for private work.  

However for exempt work, rather than having a separate PACER-exempt account as it is done today, you must add an X- 
prefix to your upgraded PACER username, once CJA privileges are added to your account by the PACER Service Center. A 
helpful hint to remember this is to think X- for exempt. If it's exempt, it gets the X- prefix. If it is not exempt, it does not get the 
X- prefix. 

To switch back to non-exempt status, you must log out of the system, and then log back in again, removing the X- prefix 
from your PACER username. Note that the only thing that changes when switching between exempt and non-exempt status 
is your username. 

Your password stays the same. Click Continue. 
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In NextGen CM/ECF, you will be able to log in and switch between exempt and non-exempt status using the Change 
PACER Exemption Status utility, which is a new feature of NextGen CM/ECF. This utility allows you to turn on exempt status 
when performing exempt work, and to change the exemption status back to non-exempt when performing non-exempt work. 
Click Continue. 
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New PACER User 

 

This demonstration will show you how to indicate your CJA status when completing the e-filing registration process if you are 
appointed to a CJA attorney panel prior to obtaining a PACER account. On the PACER homepage, click Register. 
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Click Attorneys in the left panel. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 12 of 166 

 

Scroll down. 
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Click Apply for Attorney Admissions and/or Register to E-File Now. 
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This is the Attorney Admissions and/or E-File Registration page. To register, you would fill out all required fields, denoted 
with a red asterisk. For the purpose if this demonstration, we will only review how you would indicate your CJA status when 
completing the registration process. 

Scroll down. 
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Select the check box that says Check here if this account will be used by an attorney appointed to the CJA Attorney Panel. 
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After selecting the check box, you must select your CJA jurisdiction from the drop-down options. If you have been given CJA 
status in more than one court, please select the court in which you most frequently practice. 
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For the purpose of this demonstration, select the first circuit. 
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CJA privileges will be added to your account when the PACER Service Center processes your registration request; however, 
the CJA privileges will not be activated until you acknowledge the terms of use of the exemption status via email. Once your 
registration has been processed, an email will be sent to you with the terms of use of the exemption status, as well as 
instructions on how to switch your exemption status in courts that are using the current generation of CM/ECF, and courts 
that have moved to NextGen CM/ECF. 

You will need to respond to the email, acknowledging that you understand the terms of use of your exemption status. Upon 
receipt of your acknowledgment email, your CJA privileges will be activated and you will be able to use your exemption 
status. 

Remember, your exemption status should only be used when performing exempt work. 
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This completes the demonstration on how to indicate your CJA status when completing the PACER registration process. 
Click Continue. 
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Change Your Exemption Status – CurrentGen Appellate 

 

This demonstration will show you how to change your exemption status in appellate courts that are using the current 
generation of CM/ECF. From the CM/ECF landing page, click CM/ECF PACER Login. 
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To perform exempt work, log in with your upgraded PACER username and password and add an X- in front of your 
username. 
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Upon logging in, there is nothing on the screen to indicate your exempt status. You will be able to confirm your usage is 
exempted by reviewing the transaction receipt generated for billing purposes. For the purpose of this demonstration, we will 
perform a case search.  

Enter the last name Parker in the Party/Attorney field, and then click Search. 
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Scroll down to the bottom of the screen. 
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Here, in the Transaction Receipt, you can clearly see that the PACER status is exempt. Notice the X- in front of the 
username. This indicates that you are viewing the data while in an exempt status, and therefore will not be charged for the 
transaction. 

Let's go ahead and select one of the cases. 
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Again, in the Transaction Receipt, you can see that the status is exempt for this case search. Now, let's see how easy it is to 
change the status back to non-exempt. First, you must log out of the system. Click Logout. 
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Next, log back in, this time without the X- in front of the username. 
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Now, let's perform the same search. Enter the last name Parker again in the Party/Attorney field, and then click Search. 
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Scroll down to the bottom of the screen. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 43 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 44 of 166 

 

In the Transaction Receipt, notice that the username no longer has the X- in front of it. This indicates that you are now using 
the non-exempt status for this case search, and will be billed for this transaction. Select one of the cases. 
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Again, notice the non-exempt format of the username. Click Logout. 
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This completes the demonstration on changing your exemption status in appellate courts that are using the current 
generation of CM/ECF. Click Continue. 
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This demonstration will show you how to change your exemption status in district courts that are using the current generation 
of CM/ECF. From the CM/ECF landing page, click the Document Filing System hyperlink. 
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Scroll down. 
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To view case reports and documents using your CJA exemption, log in with your upgraded PACER username and 
password, adding an X- in front of your username. This will provide you with access to reports and PDF documents only. 

You will need to use your court assigned CM/ECF account to file in your CJA and non-CJA cases. 
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Upon successful login, there is nothing on the screen to indicate your exempt status. Note that you can tell you have logged 
in with your PACER-only status because the filing option is not available on the blue menu bar at the top of the screen. 

You will be able to confirm your usage is exempted by reviewing the transaction receipt generated for billing purposes. For 
the purpose of this demonstration, we will perform a case search. Click Query. 
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Let's search for cases by the dates filed, and then run the query. 
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In the Transaction Receipt, you can clearly see that you are using your PACER exempt status. Notice the X- in front of the 
username. This indicates that you are viewing the data while in an exempt status, and therefore will not be charged for the 
transaction. 

Let's go ahead and select the case from the query result. 
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Click Docket Report. 
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Click Run Report. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 65 of 166 

 

Scroll down. 
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Again, in the Transaction Receipt, you can see that you are using your exempt status for this case search. Now, let's see 
how easy it is to change your status back to non-exempt. First, you must log out of the system. Click Logout. 
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Scroll down. 
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Next, log back in, this time without using the X- in front of the username. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 71 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 72 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 73 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 74 of 166 

 

Again, note that you can tell you have logged in with your PACER-only status because the filing option is not available on the 
blue menu bar at the top of the screen. Now, let's perform the same search again. Click Query. 
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Enter a range of dates in the Filed Date fields, and then click Run Query. 
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In the Transaction Receipt, notice that the username no longer has the X- in front of it. This indicates that you are now using 
your non-exempt status for this case search and will be billed for the transaction. Click Logout. 
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This completes the demonstration on changing your exemption status in district courts that are using the current generation 
of CM/ECF. Click Continue. 
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Change Your Exemption Status – NextGen Appellate 

 

This demonstration will show you how to change your exemption status in appellate courts that have moved to NextGen. 
From the PACER website, click Find a Case. 
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Click Court Links. 
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For the purpose of this demonstration, click AZ TC1A - NextGen. 
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This is the CM/ECF landing page for the court you selected. Click CM/ECF PACER Login. 
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Log in to your upgraded PACER account. 
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Select the check box to indicate that you have read the notice and will comply with the redaction rules. Then, click Continue. 
You will only see this pop-up window if you an e-filer in a NextGen court. 
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In NextGen CM/ECF, if CJA privileges have been added to your PACER account, you will have the option to switch between 
exempt and non-exempt status when viewing cases, without having to log out and back in to change your status.  

Notice the red text at the top of the screen that verifies the PACER fee for this case search is not exempt, meaning you 
would have to pay a fee in PACER for this search. However, in NextGen CM/ECF, you can easily switch to an exempt status 
for your exempt work. 

Click Change to the right of the red text. 
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Next, you will see your current PACER exemption status as well as the option to change your PACER status. Click Exempt 
CJA to change your status from non-exempt to exempt, and then click Submit. 
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You are returned to the Case Search page. Notice at the top of the screen that the PACER fee has changed to Exempt. You 
can now perform your CJA work! Let's give it a try. Enter the last name Parker in the Party/Attorney field, and then click 
Search. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 99 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 100 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 101 of 166 

 

Scroll down to the bottom of the screen. 
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In the Transaction Receipt, notice that the exempt flag is Exempt and the exempt reason is Exempt CJA. This indicates that 
you will not be billed for this search. Let's select one of the cases. 
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Again, you can see that this case search is exempt from PACER fees. Now, using the same utility, let's change the status 
back to non-exempt. Click Change to the right of the red text at the top of the screen. 
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Click the Not Exempt radio button, and then click Submit. 
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Now, the red text at the top of the screen reads Not Exempt. Therefore, any case searches from this point would generate a 
PACER fee. Let's look at an example again. Enter the last name Parker in the Party/Attorney field, and then click Search. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 108 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 109 of 166 

 

 



AO DTS – SDSO Training Division June 2015 

 

Page 110 of 166 

 

Scroll down to the bottom of the screen. 
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In the Transaction Receipt, the exempt flag and exempt reason now read Not Exempt. Select one of the cases. 
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Again, you can see that this case search is not exempt from PACER fees. Click Logout. 
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This completes the demonstration on changing your exemption status in appellate courts that are using NextGen. Click 
Continue. 
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Change Your Exemption Status – NextGen District 

 

This demonstration will show you how to change your exemption status in district courts that have moved to NextGen. On 
the PACER website, click Find a Case. 
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Click Court Links. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 117 of 166 

 

For the purpose of this demonstration, click AZ Test - NextGen. 
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Click the Document Filing System hyperlink. 
 



AO DTS – SDSO Training Division June 2015 

 

Page 119 of 166 

 

Log in with your upgraded PACER username and password. 
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Select the check box to indicate that you have read the notice and will comply with the redaction rules. Then, click Continue. 
You will only see this pop-up window if you an e-filer in a NextGen court. 
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This is the Official Court Electronic Document Filing System for this court. To change your exemption status, hover over 
Utilities. 
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Then, click Change PACER Exemption Status. 
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As you can see, the current exemption status is Not Exempt. Click the CJA radio button to change the status... 
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...and then click Submit. 
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You will see a note that states your PACER status has changed to Exempt CJA. Let's dig a little deeper to see more 
indications of this change. Click Query. 
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Scroll down. 
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Before performing a search, look at the bottom of the screen and notice the red text that reminds you of your exemption 
status. If needed, you can change your status from this screen by clicking Change. To begin your search, enter a range of 
dates in the Filed Date fields, and then click Run Query. 
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Scroll down. 
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In the Transaction Receipt, notice that the exempt flag is Exempt and the exempt reason is Exempt CJA. This indicates that 
you are now using your exempt status to perform this search. 
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Select one of the cases. 
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Click Docket Report. 
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Before you run the report, you again have the opportunity to see and change your exemption status, if needed. Click Run 
Report. 
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Scroll down. 
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In the Transaction Receipt, the exempt flag and exempt reason are still Exempt for this search. Now, let's see how to change 
the exemption status back to non-exempt. Hover over Utilities again. 
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Click Change PACER Exemption Status. 
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You will notice that your status is set to CJA. Now, select the Not Exempt radio button… 
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…and click Submit. 
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Here's the note that confirms the change in your exemption status. Let's do the same search again. Click Query. 
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Scroll down. 
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Click Clear to clear the search. 
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Enter a range of dates in the Filed Date fields. 
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Before running the query, please note that you can always verify your status by looking at the bottom of your screen. If 
needed, you can change your status by clicking Change. Click Run Query. 
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Scroll down. 
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Now, in the Transaction Receipt, the exempt flag and exempt reason are Not Exempt. This case search would generate a 
fee in PACER. Click Logout. 
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This completes the demonstration on changing your exemption status in district courts that are using NextGen. Click 
Continue. 
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You should now be able to activate your CJA privileges, change your exemption status in courts that are using the current 
generation of CM/ECF, and change your exemption status in courts that are using NextGen CM/ECF. Click Exit to complete 
this module. 
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