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Summary: This cheatsheet will instruct you how to assign a support staff as a Paralegal within the PO 

EFSP.  The Paralegal role can make initial and/or subsequent filings on your behalf using their own 

efiling/OFS credential.   

Please note: Your staff must be registered with the Paralegal role and have logged in once 

before you can assign them as your Paralegal.  

Step 1: Log into the system as an attorney and click on the “My Paralegals” link. 

 

The My Paralegals screen will open, and any paralegal assigned to the attorney will be listed.  

 

Step 2: Click the “ Assign New” button to add a new paralegal to the list.  

 

 

 

 

 

 

 



ASSIGNING A PARALEGAL QUICK REFERENCE GUIDE 

P a g e  2 | 4 

 

 

The Paralegals screen opens listing all paralegals in the system, who have not yet been assigned to the 

current attorney.   

Step 3: Click on the “Assign” button next the desired paralegal. 

 

 

Step 4: Click on “Assign” to confirm or “Cancel” to select a different paralegal. 

 

 

Once assigned, the new paralegal will display on the My Paralegals screen.  Attorneys will have the 

option to remove the paralegal. 
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Once assigned, the paralegal receives a confirmation email from "Court Technology Notifications." 

 

The email will note the assigning attorney and their bar number. 

 

 

When the paralegal logs into the system, after being assigned to an attorney, and clicks in the “File on 

Behalf Of” field, the attorneys they are assigned to will display in the drop-down list. 
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Once the paralegal selects the attorney for whom they will file a protection order, they will select the 

petition type. 

 

 


