
WESTERN DISTRICT OF TENNESSEE 

REQUESTING PRO HAC VICE ADMISSION 
(1) Login to https://pacer.uscourts.gov, and go to Manage Your Account. 

 

  



(2) On the Maintenance tab, select Attorney Admissions / E-File Registration 

 

  



(3) Select “U.S. District Courts” and “Tennessee Western District Courts” from the drop-down 
menus. If you do not see “Tennessee Western District Court” in the second drop-down menu, 
you already are registered for E-filing in this court. 

Click the Next button. 

 

  



(4) Select the appropriate option. If you are already admitted to practice in this court, but you 
have never registered to E-file, select “E-file Registration Only”.  

The rest of the screenshots presume you have selected “Pro Hac Vice”, but the screens are 
similar if you select “E-file Registration Only” or “Multi-District Litigation”. 

 

 

  



(5) Complete the form on the E-File Registration Screen. 

In the “Additional Filer Information” section, enter the case number where you will be 
appearing pro hac vice. 

In the Delivery Method and Formatting section, we recommend selecting Email Frequency “At 
the Time of Filing” and Email Format “HTML”. 

 

  



(6) If you do not have saved credit card information, you may add it on the next screen. This is 
optional, but if you do not have saved credit card information, you will be prompted for one-
time credit card payment information when filing your Motion for Leave to Appear Pro Hac Vice. 

NOTE: The US District Court for the Western District of Tennessee does not accept ACH 
payments.  

 

 

  



(7) Review the E-filing Terms and Conditions and the Court Policies and Procedures for the 
Western District of Tennessee. Check the boxes to confirm that you have done this, and click 
Submit. 

 

  



(8) You have completed your registration request. Your request will be processed by court staff 
within two business days. 

 

 

  



(9) When court staff have processed your request, you will receive an email. At this point, you 
may login to E-file at https://ecf.tnwd.uscourts.gov/.  

 

(10) If you are seeking to appear pro hac vice in a case, login at https://ecf.tnwd.uscourts.gov/ 
using your PACER credentials. Under the Civil or Criminal menu, select Motion to file your 
Motion to Appear Pro Hac Vice. You will be prompted to pay a $150 filing fee. You will be 
prompted to re-enter your PACER credentials when paying. 

 

 



(11) You will receive a Notice of Electronic Filing when your motion has been granted or denied. 

 


