
 
UNITED STATES DISTRICT COURT  
FOR THE DISTRICT OF COLORADO 

 
Attorney Services Portal User Guide 

 
 
 Attorneys seeking to practice before the U.S. District Court for the District of Colorado 
must become members of the bar by completing an Application for Admission to the Bar of the 
U.S. District Court.1  All applications for admission to the court's bar must be submitted by 
completion of an electronic form, through the court’s Attorney Services Portal on the 
court’s website.  Registration for the Case Management/Electronic Case Filing System 
(CM/ECF) can be completed simultaneously, allowing for speedy access to the court’s 
filing system for new and existing attorneys.   
 
 A link to the Portal is provided below and requires creation of an individual online 
account by all attorneys. Completion of the form must be accompanied by a $211.00 fee, paid 
online from a bank account or by credit/debit card through Pay.Gov. The $211 admission fee is 
waived for attorneys employed by the United States government; effective June 2014, the 
admission fee is also waived for those attorneys specially appointed by the United States Court 
of Appeals for the Tenth Circuit under the Criminal Justice Act for representation for appeal 
purposes of District of Colorado criminal defendants.  The court imposed a $50.00 “One-Time 
Renewal Fee” in 2013; collection of that fee ended November 1, 2015.  As of that date, all 
attorneys previously admitted to the court who did not pay the fee are considered 
Administratively Removed  and must reapply for bar admission, submitting a bar 
application and paying the $211 fee.  
 
 The online application form ensures the accuracy of attorney contact information and 
also allows attorneys to perform a variety of functions – they may register for the Electronic 
Case Filing System, change their contact information, and order certificates of good standing or 
duplicate bar admission certificates.  After successful completion of the online application form, 
the applicant will receive an e-mail confirmation and the court will issue a downloadable 
Certificate of Admission.  
 
 This Guide is designed to assist you with creating an Attorney Services Portal Account 
and completing the online combined admission and e-filing registration form.  If you encounter 
difficulties or a have a question, you may call the Clerk’s Office main phone number at 303-844-
3433 and select “1" on the menu to contact the Attorney Services Division. 
 
 Welcome to the Bar of the United States District Court for the District of Colorado. 

1 Please note the following regarding eligibility for admission to the U.S. District Court, Dist. of Colo.: 

• A person must be licensed by the highest court of a state, federal territory, or the District of Columbia, be on 
active status in a state, federal territory, or the District of Columbia, and be a member of the bar in good 
standing in all courts and jurisdictions where the applicant has been admitted.  D.C.COLO.LAttyR 3 

• Other than the 2013 one-time renewal fee described below, there are no yearly dues or continuing legal 
education requirements, and an attorney's membership is valid unless and until terminated by the Court.  

• An attorney need not be a member of the Colorado bar or associated with local counsel to practice in the 
U.S. District Court. 

• The court does not accept or admit counsel on a pro hac vice basis.  
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I.  Getting Started - The Attorney Services Portal on the U.S. District Court Website: 

 
 Locate the Attorney Services Portal page on the U.S. District Court Home Page, at  
http://www.cod.uscourts.gov/Home.aspx.  The Attorney Services Portal page is available as a 
link under the Attorney Information tab on the Home Page menu bar, and a connection to the 
page is also available under “Quick Links.” 
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http://www.cod.uscourts.gov/Home.aspx


 
• The Attorney Services Portal page’s opening screen has a button to create a new portal 

account, or login fields to complete if you have an existing account. 
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II. Creating an Attorney Services Portal Account: 
 

• Create a new account, by using an e-mail address convenient to you for conducting 
court business.  Enter basic personal identifying information, and select “Begin.” 
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• The court’s records will search for attorneys with similar names.  Select the one that 
identifies you, if you are an existing bar member.  If not, select “I’m not on this list.” 
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• The Attorney Services Portal will indicate that your account is “awaiting linkage.”  That 
means the court’s internal records are being double checked to ensure a similar name is 
not linked to the wrong account.  Once “linkage” is complete, you will receive a 
confirmation e-mail. 

• Congratulations!  You completed the first step -- your Attorney Services Portal account is 
now created.  You are now ready to complete the court’s bar application and Case 
Management/Electronic Case Filing (CM/ECF) registration.  Select the “Submit Bar/ECF 
Application” button on the Portal Home page. 
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III. Completing the Combined Bar Admission  Application and CM/ECF Registration 
Form: 
 

• The Combined Bar Application and ECF Registration Form appears next.  The first 
question asked of you as prospective counsel is whether you are an attorney employed 
by the Federal Government and serving in a legal capacity for it (such as the 
Department of Justice or other executive branch agencies), an attorney employed by the 
judicial branch (permanent court staff or employed by the Federal Public Defender) or an 
attorney employed by the legislative branch.1  If so, and you answer “Yes” the bar 
admission fee and any renewal fees are waived; proceed with completing the rest of the 
online application form.  If you are counsel specially appointed under the Criminal 
Justice Act by the U.S. Tenth Circuit Court of Appeals to represent a District of Colorado 
defendant whose case is on appeal, the fee is also waived.   
 

• Note that state and local government counsel do not qualify for a fee exemption. 
 

 
 

1 The U.S. District Court’s Schedule of Fees states “The $211 admission fee is waived for attorneys employed by the 
United States government and serving in a legal capacity for it; effective June 2014, the admission fee is also waived 
for those attorneys specially appointed by the United States Court of Appeals for the Tenth Circuit under the 
Criminal Justice Act for representation for appeal purposes of District of Colorado criminal defendants.” 
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• Complete the rest of the Combined Bar Application and ECF Registration Form.  Please 
note that whether or not you are a State of Colorado Bar Member, you must indicate 
under “List all other licensing jurisdictions where you were admitted by examination or by 
reciprocity” where you were originally admitted to practice law and any other licensing 
(state, territory or District of Columbia) jurisdiction.  Click the “Add Jurisdiction” button to 
provide more licensing jurisdiction information. 
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• The personal identifying information requested in the lower half of the application is 
necessary for ECF login purposes. 
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• After selecting the “Submit Bar/ECF Application” you will be directed to the U.S. 
Treasury Department’s Pay.gov website, if you indicated you are not a Federal 
Government 10th Circuit Specially Appointed attorney.  At the Pay.Gov site, the court’s 
bar admission fee of $211 will be automatically listed, and you will be offered payment 
options of completing an ACH (bank) account transaction, or if you wish to pay by credit 
card, scroll to the bottom of the page. 
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• Below is a completed Pay.gov screen …
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• … and an Authorization of Payment screen: 
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• Once submitted and payment is successful, the Attorney Services Portal will reflect 
confirmation of payment.  As the Portal indicates, processing of an application can take 
up to two business days, though it usually takes less time. 
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• The Attorney Services Portal Home page will reflect your application status. 
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• Once admitted, the Attorney Services Portal will reflect your date of admission and ECF 
Login. 

 
 

 
 
 
Congratulations!!  You are now a U.S. District Court Bar member and have registered for 
Electronic Case Filing.  You may now file documents in U.S. District Court, District of Colorado 
cases. 
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IV. Ordering a Certificate of Good Standing: 
 

• Ordering a Certificate of Good Standing is similar to paying the 2013 Renewal Fee.  
Select the “Order Certificate of Good Standing” button on the Home page, and the page 
will open a link to the Pay.Gov website.  The $18.00 fee will be automatically posted as 
the appropriate amount.  Follow the same steps as the Bar Admission payment in Part III 
above.  Once completed, the Attorney Services Portal will reflect receipt of payment.  
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• You may also download a copy of your Bar Certificate, signed by the current Clerk of the 

Court.  Select “Download Bar Certificate” at the bottom of the Home page. 
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V. Changing Personal Contact Information: 
 

• To change one’s personal contact information – perhaps due to a change of law firm, for 
example -- from the Home page of the Attorney Services Portal visit the “My Profile” 
page.  All of Portal e-mail account information you’re using is listed, as well as the 
Linked ECF Contact Information.  At the bottom of the screen is a button with the title 
“Submit Change of Contact Information.”  To make such a change, select the button. 
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• Please note that you only need to complete the portion of the form applicable to your 
particular change (i.e., if your office relocated, change only the address line(s). 

• If you are a sole practitioner operating under your own name, please input the following 
as your firm name:  “Jane Smith, Attorney at Law.” 

• The following page will appear, and when completed, select the “Submit” button and 
court personnel will process the request as quickly as possible, and the data will be input 
into the CM/ECF system.   

 
 
That is the Attorney Services Portal on the U.S. District Court, District of Colorado’s website.  
Please remember, if you encounter difficulties or a have a question, you may call the Clerk’s 
Office main phone number at 303-844-3433 and select “1" on the menu to contact the Attorney 
Services Division. 
 
Thank you. 
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