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E-MACS Quick Reference for Court Reporters 

 

E-filing the certificate as to transcript 
The completed transcript certificate can be filed with the appellate courts with E-MACS. Please follow 
these guidelines regarding how to properly complete a transcript certificate filing: 

• Selecting the “Filed on Behalf of” option 

On the Filing Information page, check only yourself from the parties listed in the “Filed on 
Behalf of” section. As you are the e-filer, you should not select any other parties. 

 

• Uploading the transcript certificate 

Please upload the transcript certificate as the lead document on the Upload Lead Document page 
(do not add it a second time for the proof of service). 

 

• Entering service information 

Attorneys that have E-MACS accounts can be served by E-MACS. They will be displayed in the 
E-MACS Service Recipients section of the service screen: 

Note: 

Please do not submit paper copies of any 
documents you e-file in E-MACS. 

Only check yourself 
in the “Filed on 

Behalf of” section 
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Non-attorneys and parties that do not have E-MACS accounts must be served by traditional 
means. They will display in the Conventional Service Recipients area of the service screen: 

 

E-filing and e-serving transcripts 
E-MACS cannot be used to deliver transcripts to the district court or to parties. Transcripts must be filed 
and served as permitted by the district courts. 

E-filing and e-serving the transcript delivery certificate 
The transcript delivery certificate can be filed with the appellate courts with E-MACS. Attorneys that 
have E-MACS accounts can be served by E-MACS. They will be displayed in the E-service section of the 
service screen. Non-attorneys and parties that do not have E-MACS accounts must be served by 
traditional means. They will display in the conventional service area of the service screen. 

Note: When serving a transcript delivery certificate through E-MACS, the service date will be the date of 
submission of the certificate, not the date the transcript was delivered. You can include the transcript 
delivery date in the comments box on the service screen. 
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