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Enter on appearance without a document  
Attorneys can use a web form in the Kansas Courts eFiling system (eFlex) to enter an 
appearance without filing a document in certain case types if all parties are represented 
by an attorney. The case types are: 
 
• criminal 
• traffic 
• fish and game 
• juvenile offender 
• child in need of care 
• care and treatment 
 
If a case involves a self-represented party, you must file a traditional entry of 
appearance with a document and serve it on the self-represented party as required by 
applicable law.  
 
The web form cannot be used to withdraw or substitute counsel under Supreme Court 
Rule 117. 
 
Steps to enter appearance using web form 
 
1. Log in to Kansas Courts eFiling system (eFlex).  
 
2. Search in My Cases by entering the Case Number and Court Location. 
 

 
 
3. Within the case, select the document type: 

 
• INF: Entry of Appearance – Prosecutor No Doc 
• INF: Entry of Appearance – Defense Attorney No Doc 
• INF: Entry of Appearance – Other Attorney No Doc 

https://www.kscourts.org/KSCourts/media/KsCourts/Rules/Rule-117.pdf?ext=.pdf
https://www.kscourts.org/KSCourts/media/KsCourts/Rules/Rule-117.pdf?ext=.pdf
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4. In Document Title enter your name and select Add. 
 

 
 
5. Select the Party you will represent.  
 

  
  
6. Select Next to attach the information for filing. 
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7. Select the checkbox for the Certificate of Compliance and then Submit for Filing 

to update the case. 
 

 
 

8. Your submission is confirmed when the Status for the case updates to Filed. 
 

 
 

The submission is approved automatically in eFlex. Your name will appear as the  
attorney of record for the party and case you selected. 

 
9. A Notice of Electronic Filing (NEF) will be sent to counsel for other parties at their 

email addresses associated with their eFlex user accounts. 
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10. A Case Event is added to the case. This information is available through the District 

Court Public Access Portal.   
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