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Instructional Videos 
Link: https://douglasdistrictcourt.com/  

Registering to use Douglas County Portal 
*** YOU MUST COMPLETE ALL STEPS*** 

Link: https://efile.douglasdistrictcourt.com 
 

1. Click Login 
2. Click on tab Create new account 

 

3. Select your User Role Type 
4. Enter Email Address 
5. Confirm Email Address 
6. Enter Personal Information  

https://douglasdistrictcourt.com/
https://efile.douglasdistrictcourt.com/
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7. Review Terms of Use 

 
8. Select I agree with these Terms of Use 

 

9. Click Create New Account 
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10. You should receive an email  
NOTE: Check Junk Folder if you do not receive it within 5 minutes 

 
 
11. Click on the link in the email 
12. Click on the Login button 
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13. You will be prompted to set your password 

NOTE: Do not click off this screen until you have set your password or you will have 
to request a reset.  
Password Requirements: 

 
 

14. Click Save 
15. You are now logged into the Douglas County Portal 
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NOTE: If your email address changes, you will need to notify the District Court Clerk’s 
Office at 775-782-9820 before you change your email.  

Need to Reset Password 
1. Click on Login  
2.  Click on the tab for Reset Password 
3. Enter your email 
4. Click Submit 
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5. Click on the link in the email 

 
 
6. Click on the Log In button 
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7. Create your new password 
8. Click Save 

Need Help 
1. On the Home Page, click on Contact Us 
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2. You can email portaladmin@douglas.nv.gov or contact the court by phone 775-782-

9820 
Please include details of the errors received 

 

mailto:portaladmin@douglas.nv.gov
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Home 
1. On the Home Page you can view information About the Site, Terms of Use, Public 

Kiosk Terms of Use, and Contact Us information 

 

Case Search 
1. On Case Search, you can search for cases by Name, Company Name, Case Number 

or Filed Date 
2. Once you populate your search criteria click on Search 
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3. If search results have more than 20 records, you can view the additional results by 

clicking the next arrow at the bottom of the page or changing your Records Per Page 

 
4. To view the case information, click on the Case Number (blue hyperlink) 
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My Cases 
1. Click on My Cases Tab 

NOTE: You will only have case access to cases where you are an active party 

 
 
 

2. Click on the Action Drop-down menu 

 
 
3. From the Action menu 
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a. View Case – This will display the case summary, including events in the next 
90 days, Case Header, Filed Documents 

 
 
 

b. View/Seal Documents 
i. Click on the Image icon to view the document 

ii. To Seal/Mark a document confidential see section d below 
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c. File Document 
i. Refer to section Filing Documents on existing case for more 

information 
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d. Seal Document/Confidential Documents 
i. Click on the Action Drop-down menu 

ii. Select View/Seal Documents 

 

iii. Click on the Lock next to the Document Image  

 

iv. Click Proceed 
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NOTE: The Clerk’s Office will be notified that a document has been flagged to be 
sealed or marked as confidential. The clerks will review the request to determine if the 
document meets statutory requirements.  

Adoption 
When the Decree for Adoption is filed, the case is automatically sealed by statute. Once a 
case is sealed it will no longer be available through the Portal  

Case Payment Search 
1. On the Case Payment Search you can search by Name, Company Name, Case 

Number, and Filed Date 
2. Once you populate your search criteria click on Search 
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3. If a Case is eligible to be paid online, click on the Pay Case Option 

 
4. If a Case is NOT eligible to be paid online, it will show to contact the court 

 
5. To pay a case, click on Pay Case 
6. In the Payment Amount Field, you can edit the amount of your payment 
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NOTE: For Civil and Family cases the court does not accept partial payments 
towards filing fees.  

 
7. Check the box to agree 
8. Click Pay Now 
9. You will be sent to the Court’s payment processer  
10. Enter your information and click Continue 
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11. Review your Payment Details and check the box to agree to the Terms and 
Conditions 

12. Click Submit 
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13. You will receive Payment Confirmation. You can click Print to have a copy for your 

records. You will also receive an email with a copy of your receipt 
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Filing Documents on existing case 
1. Click on My Cases 
2. In the Action Menu drop-down select File Document 

 
 

3. In the Name or Number field you can type the full or partial document name to see a 
list of documents 
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4. Select the Document you are filing 
5. You can enter Additional Info if needed 
6. Select who is filing the document 
7. If you are an Attorney, you can select who you are representing 
8. In the EDocument select Choose File 
9. Select your PDF document you want to file 
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10. Click Proceed 
11. You will receive a confirmation email that the filing has been submitted to the clerk’s 

office 

NOTE: Refer to the FAQS section for Documents that you will not be allowed to file 
through the Portal.  
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Proposed Orders 
1. When filing a Proposed Order that requires the Judge’s Signature use Document- 

PDORD 
a. Please ensure the word “proposed” is omitted from the document you are 

submitting. 
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Petition for Post Conviction Writ and Petition for Pre Conviction Writ 
1. When filing a Petition for Post Conviction Writ of Habeas Corpus use Document- 

PWPOST 
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2. When filing a Petition for Pre Conviction Writ of Habeas Corpus use Document 

PWPRE 

 
 

3. Filing additional documents related to the Petitions  
a. When a Criminal Case has a Post or Pre Writs of Habeas Corpus, you will 

now see a drop-down menu 
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b. Select the Parent Record you need to associate the new document 

 

Juvenile Delinquency 
1. Filing additional documents related to Juvenile Delinquency 

a. When a Juvenile Case has more than one Petition Filed, you will see a drop-
down menu 
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b. Select the Parent Record you need to associate the new document 

Summons Issued 
1. Summons Issued use Document DSBA. This document code will be available in the 

Additional Documents Section when creating a new case 
a. The clerk will print the Summons, place the Seal, and mail you the original.  
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2. Once the party has been served, the original Summons needs to be filed with the 
court using Document DSF 

 

Certificate of Service 
1. As the Filer, you will receive the following email 
2. To view the Certificate of Service, click on the link 

 
 

3. If the parties to the case have registered to use the Portal, they will receive the 
following email 
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a. The Douglas County Portal link will take you to the Portal Login 
b. The E-Filed Document link will open the document filed for you to view and 

download. 
4. If a party is not registered, it is the filer’s responsibility to serve that party. You will 

know by the certificate of service if a party was not sent an email.  
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Filing New Case 
1. Click on File Case 
2. Select which case type you want to file 

NOTE: If you are unsure what case type to select, please contact the Clerk’s 
Office at 775-782-9820 
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3. Populate the information on the Case Initiation Form 

NOTE: Required fields are marked with a red asterisk (*) 
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4. To add Additional Parties, Click on the + Party Information 

 

5. Enter the additional party information 
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6. In the Initiating Document (s) select the Document you are filing 
7. Make your selection for Filed By 
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8. In the EDocument Field, click on Choose File and attach the document 
9. If you need to include an Application for Waived Fees or Costs, click on the arrow to 

expand-See Section Waiver of Fees for more information 

 
10. Select the Application you are filing 

 
11. Make your selection for Filed By 
12. In the EDocument Field, click on Choose File and attach the Document 
13. If you have additional Documents to File, click on the arrow for Additional 

documents 

 
14. Select the Document you are filing 
15. Make your selection for Filed By  
16. In the EDocument Field, click on Choose File and attach the document 
17. Click Proceed 

NOTE: If you are missing any fields, you will receive a message at the top of the page 
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18. If there are filing fees that must be paid, you will be prompted to make a payment 
19. Click Continue 
20. Enter your information and click Next 

 
 
21. Review your Payment Details and check the box to agree to the Terms and 

Conditions 
22. Click Submit Payment 
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23. You will receive a Payment Confirmation. You can Click Print to have a copy for your 

records. You will also receive an email with a copy of your receipt 
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Page 41 of 45 
 

24. The filing is then sent to the Clerk’s Office for review and acceptance 
a. If the filing does not conform to Douglas County eFiling Rules you will be 

notified. You have 7 days to correct the filing.  
b. If there are no issues the clerk will accept the filing and process accordingly 

 
25. If you click on My Cases you are able to review the new filing 

NOTE: The case number will show as PRDC this is NOT the case number to use. This 
is the submittal number until the clerk’s office accepts the filing. Once the case is 
reviewed by the clerk’s office and if there are no issues, the system will assign a 
case number.  Submissions received after 5:00pm, or on weekends or holidays, will 
not be reviewed until the next business day.  

For example, once accepted, the case number will change to 

Criminal = 2025-CR-00101 

Paternity = 2025-PA-00101 

Divorce = 2025-DI-00101 

Probate = 2025-PB-00101 

Juvenile = 2025-JV-00101 

Before Clerk Accepts the new case 

 

After Clerk Accepts the new case 
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Criminal Cases in District Court 
At this time, Criminal Cases cannot be created through the portal. Once the case has been 
bound over by Justice Court and judge case assignment is completed, you will be able to 
file additional documents.  

 

Additional Parties 
1. When filing a new case, some case types require a $30.00 additional party fee 
2. When adding the additional parties, please leave the Case Filer Box checked 
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NOTE: Unchecking the box will not waive the additional fee. If the additional fee is 
owed you will be contacted by the Clerk’s Office, or your filing may be rejected.  
 

3. When filing documents, you will need to verify and select which parties you are filing 
on behalf of 

4. For some case types there is a $30.00 additional party fee 

 

Waiver of Fees 
1. When filing a new case through the Portal and you are requesting the fees to be 

waived, you will need to attach an Application to Waive Fees  
2. You will also need to include the Proposed Order in the Additional Documents – use 

code PDORD 
a. For copy of Proposed Order to Waive Fees 

https://douglasdistrictcourt.com/forms/ - Document Name Order Waiving 
Filing Fees 

https://douglasdistrictcourt.com/forms/
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FAQS 
ELECTRONIC FILING ACCOUNT 

. No fee per transaction at this time 

. Only access to cases in which a person is an active party or an attorney of record 

. E-Filing can only electronically serve, if the person is registered and assigned to the case. 
If you are registered through the Portal and you are not receiving service, please contact the 
Clerk’s Office  

Q: I have an order to submit with my filing that will need the judge’s signature, how will I 
submit the order and receive a copy once the Judge signs?  

A: Use Specific Document Type PROD - Proposed Orders. Once the Judge signs the order 
the document will be filed on the case and all registered parties on the case will receive 
notification by email. Parties that are not registered to use the eFiling system will be mailed 
a copy.   

Q: I am not a party on the case; how do I request copies of documents?  
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A: You can contact the Clerk’s Office to request copies, or you can come to the Courthouse 
and use one of the Public Kiosks to view and request copies. We charge $0.50 per page.  

Q: I do not have an attorney; can I still use eFiling? 

A: Yes, you will need to register to use the eFiling system and then you will be able to file 
your case and/or documents.  

Q: What document format can I submit? 

A: A PDF document.  

Q: What documents can be electronically served? 

A: All documents can be electronically served, except a complaint, petition or other 
document that must be served with a summons or a subpoena.  

Q: How do I process a Summons? 

A: For Summons Issued use Document Type DSBA-Summons Issued.  The clerk will print 
the Summons, place the Seal, and mail you the original. Once the party has been served, 
the original Summons needs to be filed with the court using Document Type DSF – 
Summons Filed.  

Q: Can I file my Appeal through the Portal? 

A: Yes, you can file the Notice of Appeal through the Portal. You will be responsible for 
mailing a check for $250.00 to the Nevada Supreme Court at 201 South Carson Street, 
Suite 201 Carson City, NV 89701.  
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