Instructions for Filing an Annual Registration Statement (ARS)

OVERVIEW

The following instructions are intended to assist you with filing an Annual Registration Statement (ARS) through the Virgin
Islands Judiciary Electronic Filing System (VIJEFS) and paying the associated fee. Pursuant to Virgin Islands Supreme
Court Rule 203(e), all active members must electronically file an ARS and pay a $50.00 annual assessment fee for each
reporting period beginning on January 1st of each year. All ARS filed after February 1st shall be considered late filings, and
requires a $200.00 fee, which includes the $50.00 annual assessment fee and the $150.00 late filing.

For purposes of the registration requirement, an active member of the Bar is any individual authorized to practice law in the
Virgin Islands in any capacity, whether reqularly admitted, specially admitted, admitted pro hac vice, or licensed as a certified
in-house counsel, forei%n legal consultant, legal intern, or military spouse and whether in good standing. Please familiarize
yourself with VISCR 203(e). The Rules of Supreme Court of the Virgin Islands can be found on the Court’s website at Rules
- Judiciary of the US Virgin Islands (vicourts.org)

ARS FILING INSTRUCTIONS

Filing the ARS begins with registering as an e-filer. Go to the Login Screen E-Filing - Login (vicourts.orq)

BECOMING AN E-Filer

From the Login page please select the “Register as an E-Filer” button.


https://www.vicourts.org/rules
https://www.vicourts.org/rules
https://usviefile.vicourts.org/login
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You will be taken to the “E-file Registration” screen and prompted to input information that is pertinent to creating your
filing user profile.
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Fig. 2 — E-File Registration Screen for the VIJEFS

Access type: If you are not a member of the Virgin Islands Bar with a valid VI Bar Number please select E-File User. Users
who have taken the prescribed attorney oath may select Registered Representer. Complete all required fields marked with
a red asterisk (*). Your password must contain a minimum of eight characters. When all fields have been completed and

you have agreed to the terms and condition which appears at the bottom of the screen, click onm.
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The next page lets you know that you are currently pending user approval. Please check the primary email you entered on
the e-file registration form for further instructions.

THOMSON REUTERS

i VIRGIN ISLANDS JUDICIARY E-FILING

o Information

* You are currently pending user approval. Please check the primary e-mail you entered during registration for further instructions,

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 3 — Pending User Approval Screen for the VIJEFS

Activation Email - After submitting the required information to create an e-file user account, you will receive a confirmation e-mail to
activate your account. You must click on “link” to confirm your email before logging into the VIJEFS. If you do not receive an activation

e-mail within a few hours of creating your user account, complete the E-Filing Help Desk Form - Judiciary of the US Virgin Islands
(vicourts.org) for further assistance.

Please be aware of the privacy and spam settings on your e-mail account and ensure that “noreply-efilel @vicourts.org” is whitelisted
in your spam settings. The email text is as follows:

C-Track E-Filing

This iz a notica to inform you that on your E-File User account has been created, accepted, and now pending E-Mail confirmation. Please click the following link to confirm this as your primary e-mail.

Do not respand fo this system-generated e-mail nofification. For help with technical problems, please contact the system administrator

|r. Follow us on Twitter.
This email and its attachments may be confidential and are intended solely for the use of the individual to whom it is addressed. Any views or opinions expressed are solely those of

the author and do not necessarily represent those of the Judicial Branch of the Virgin Islands. If you are not the intended recipient of this email and its attachments, you must take no
action based upon them, nor must you copy or show them to anyone. Please contact the sender if you believe you have received this email in error.

“« & 5



https://www.vicourts.org/cms/One.aspx?portalId=9784302&pageId=16963051
https://www.vicourts.org/cms/One.aspx?portalId=9784302&pageId=16963051
mailto:noreply-efile1@vicourts.org
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Fig. 4 —Activation Email for the VIJEFS

After activating your account, you will be able to log into the electronic filing system and begin to file the ARS.

THOMSON REUTERS
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® Ssuccess

« You are now officially approved to use the E-File system. Please proceed to log in below.

Username

Password

Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court

Fig. 4 — Login Screen for the VIJEFS
[Next page]
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Upon logging into the e-filing system, you will land on the “Home” screen, which shows several useful tabs. Before you
begin, please ensure that the ARS Form is completed in its entirety. The ARS MUST BE TYPED. To download and complete
the pdf fillable version of the ARS please visit the Court’s website at Attorney Reqistration - Supreme Court of the US Virgin
Islands (vicourts.orq). If the form is completed in its entirety and your signature is attached to the document, please select
the create filing tab. Next, select the following entries for each category.

Please select the “Create Filing” tab.

THOMSON REUTERS

i VIRGIN ISLANDS JUDICIARY E-FILING JaneDoev @B =

Administration »
o Information

Case Search
« Caution!!! Please be sure to select the correct Court when submitting your Filing. For existing cases, the Superior Court case number format example : SX-2020-CV-00000. Supreme

Configuration Manager  » Court case number format example: SCT-BA-2020-0000. Dashes and leading zeroes are required.

Create Filing

COURT SELECTION

Court* Supreme Court of the Virgin Islands v
Filing Category* NewCase v
NEW CASE
Case Location® SPM St. Thomas v
Case Category* Bar Matters v
Case Type* Attorney Registration o4
Case Subtype* Annual Registration v
Filing Type* Bar Initiating Document v
Filing Subtype* Annual Attorney Registration Statement v
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 5 — Create Filing Screen

e Court: The application is being filed in the Supreme Court of the Virgin Islands.


https://supreme.vicourts.org/offices_of_the_court/office_of_disciplinary_counsel/attorney_registration
https://supreme.vicourts.org/offices_of_the_court/office_of_disciplinary_counsel/attorney_registration
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Filing Category: Users submitting their ARS for the current reporting period must select “New Case” when filing their bar
initiating document. Users should only select “Existing Case” and enter the appropriate case number if filing an Amended Annual
Attorney Registration Statement.

e Case Location: Users should select “SPM St. Thomas” as the case location.

e Case Category: All users submitting a filing related to an Annual Registration Statement must select “Bar Matters” as the case
category.

e Case Type — Users submitting an Annual Registration Statement must select “Attorney Registration” as the case type.
e Case Subtype: Users must select, “Annual Registration”

e Filing Type: The Filing Type to be selected is “Bar Initiating Document,” which is the first document that initiates the filing of
the matter. Users should only select “Bar Response” if filing an Amended Annual Attorney Registration Statement for an existing
ARS matter.

o Filing Subtype: Users should select “Annual Attorney Registration Statement” as the case type. Users should only select “Bar
Response” if filing an Amended Annual Attorney Registration Statement for an existing ARS matter.

When all the required entries have been selected, please click on # The Party Information indicator is highlighted
and the Party Information container appears.
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Fig. 6 — Party Information Screen

Click the Add Another Case Party link. The Party Information window appears.
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Party Information

ADD PARTY ~

Role* Petitioner v Type*

Representation Self-represented v

Middle Name

n’ X
Person v
St. Thomas
United States v
Virgin Islands, U.S. v
X

NAME ~
Last Name* Doe
First Name* Jane
ADDRESS INFORMATION ~
Address 1* Post Office Box 590 City?
Address 2 Country*
Address 3 State!
Zip 00804
CONTACT INFORMATION ~
Type* ‘WorkPhone ¥ Contact* B40-774-2237
Add Contact
Add Alias

Add Self

Con Lot
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Fig. 7 — Party Information Window

After entering the required information, click “ m " at the bottom of the dialogue box.

The Party appears in the Parties display table of the Party Information screen. When parties have been created, click
to proceed.

THOMSON REUTERS
il VIRGIN ISLANDS JUDICIARY E-FILING JaneDoev @ W

Administration FILING PROGRESS = Party Information Filing Information Upload Document Service Information Filing Summary

Case Search

Party Information

Configuration Manager

Create Filing PARTIES

Filings

Name Type Role Attorney(s) Address

Filing Information Jane Doe Person Petitioner Post Office Box 590

St. Thomas VI 00804
Court  Supreme Court of

the Virgin Islands 1to 1of 1 records
Class  Bar Matters - Add Another Case Party
Attorney
Registration - m
Annual

Registration

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
Type  Barlnitiating

Document -
Annual Attorney
Registration
Statement

Case SPM St. Thomas
Location

Fig. 8 — Summary of Party Information
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The Filing Information Indicator is highlighted and Filing Information screen appears.



Instructions for Filing an Annual Registration Statement (ARS)
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Case Search
Filing Informati ?
Configuration Manager ET =D 2tol .
Create Filing DETAILS
Filings
Comments
Filing Information
Court  Supreme Court of
theVirgin slands Emergency 0 Amended O
Class  Bar Matters- Confidential 0
Attorney
Registration - FILER INFORMATION
Annual
Registration Filed on Behalf of*
Type  Barlnitiating
Document - Jane Doe
Annual Attorney
Registration Other Filed on Behalf oft
Statement
Case  SPMSt Thomas FILING FEES
Location Fee Name Amount
Attorney Registration Annual Assessment $50.00
Total $50.00
FILING FEES
Due From* Jane Doe v Fees Not Required v
Comments

Previous

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Should you wish to pay by credit card, please check the box adjacent to your name then click m to proceed.
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Configuration Manager  }

Create Filing DETAILS
Filings
Comments
Filing Information
Court  Supreme Court of
theVirgin slands Emergency 0 Amended 0
Class  Bar Matters - Confidential 0
Attorney
Registration- FILER INFORMATION
Annual
Registration Filed on Behalf of*
Type  BarlInitiating
Document - Jane Doe
Annual Attorney
Registration Other Filed on Behalf of
Statement
Case  SPMSt Thomas FILING FEES
Attorney Registration Annual Assessment $50.00
Total $0.00
FILING FEES
Due From* Jane Doe v Fees Not Required Will Pay in Person v
Comments

D

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solutions

Users who wish to mail or hand deliver the requisite payment should check the box adjacent to their name but select” Will
Pay in Person” from the Fees Not Required option before clicking m to proceed.
Please click m to proceed.
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The Upload Document screen appears.

THOMSON REUTERS
VIRGIN ISLANDS JUDICIARY E-FILING Jane Doe v [
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Case Search
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Create Filing DOCUMENT

Filings

Name Bar Initiating Document - Annual Attorney File* ” Choose File | No file chosen |

Registration Statement
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the Virgin Islands
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Document -
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You will return to the Upload Document screen and the document title appears to the right of the Choose File button.
Once the user is sure that the selected file is ready for uploading, the user should click on the m button to proceed.

iti VIRGIN ISLANDS JUDICIARY E-FILING JaneDoe @B

Administration [@l ' FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Case Search
2
Configuration Manager » Al i e 2l =
Create Filing DOCUMENT
Filings 13 N
Name Bar Initiating Document - Annual Atterney Registration Statement File* Choose File | Annual Registration Statement.pdf

Fling Information Exclude from eService O Comments
Court  Supreme Court of

the Virgin Islands
Class Bar Matters - Request Confidential* m] Confidential Reason™ -

Attorney

Registration - Add Another

Annual

Regiation | s |
Type  BarInitiating

Document -

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Annual Attorney
Registration
Statement

Case SPM St. Thomas
Location

Please note: Once the Annual Registration Statement (Click the link to view the form) is submitted and accepted,
you will receive a case number. Should you need to file an Amended Annual Reqgistration Statement (Click the link to
view the form) you will need to know the existing case number.

e Filing Type: The Filing Type to be selected is “Bar Response,” which is the first document that initiates the filing of the matter.

e Filing Subtype: Users should select “Annual Attorney Registration Statement” as the case type.


https://visupremecourt.hosted.civiclive.com/common/pages/DisplayFile.aspx?itemId=14292361
https://visupremecourt.hosted.civiclive.com/common/pages/DisplayFile.aspx?itemId=14292358
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ﬁVIRGINISLAN JuDICIARY E-FILING JaneDoev @ B

Administration o
Information

Case Search
« Please ensure that all applicable parties have been added to the Electronic Service Recipients area to ensure service. If all parties applicable for electronic service is not presented,

Configuration Manager please use the "Add Electronic Service Recipients" option to search for their name. The electronic filing system will only serve parties who have the service method of "eService
through System". Non electronic Service option of "Email Non System" requires the filer to serve the recipients outside of the electronic filing system.

Create Filing

Filings
FILING PROGRESS Party Information Filing Information Upload Document  Service Information Filing Summary

Filing Information

Service Information 9

Court  Supreme Court of
the Virgin Islands

Class  BarMatters- ELECTRONIC SERVICE RECIPIENTS

Attorney Name User Role Representing E-Mail Address Service Method
Registration -
Annual No records were found.
Registration Add Electronic Service Recipients
Type  Barlnitiating .
Document= NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS
Annual Attorney Party/ParticipantRole  Representing Address Service Method Service Date
Registration
Statement Jane Doe Petitioner Self-Represented Post Office Box 590 Not Served v E#

St. Thomas VI 00804 4

Case  SPMSt.Thomas

. Add Non-Electronic Service Recipients
Location

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Service Information: Please note that the user may select “Not Served” from the Service Method drop down menu
since the filing is not required to be served. Please click m to proceed.
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Administration FILING PROGRESS ~ Party Information Filing Information Upload Document ~ Service Information Filing Summary
Case Search
Configuration Manager ¥ RIS ‘
Create Filing CASE DETAILS
Filings
¢ Court Supreme Court of the Virgin Islands
Court  Supreme Court of Case Type Attorney Registration
e e Case Subtype Annual Registration
Bar Matters -
ks o e e SPN St Thomas
Registration -
Annual FILING INFORMATION
Registration
Tye  Barlniitng Filing Number 9736 Type Bar Initiating Document - Annual Attorney Registration Statement
Document - Filed on Behalf of Jane Doe Comments.
Annual Attorney .
Registaton Other Filed on Behalf of Emergency
Statement Amended Confidential
L ——

Location
Address Attorney(s)

Jane Doo Person Peitioner Post Office Box 330
5t. Thomas V1 00804

DOCUMENTS

Name Request Confidential Confidential Reason Exclude from eService Comments

Bar Initiating Document - Annual Attorney Registration Statement E] < I

ELECTRONIC SERVICE RECIPIENTS
Name User Role Representing E-Mail Address Service Method

N racords were found.

NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS

Party/Participant Role Representing Address Service Method Service Date

Jane Doe Petitioner Self-Represented Post Office Box 530 Not Served
5t. Thomas V1 00804

FILING FEES
Fee Name Amount
Attornay Reqistration Annual Assessment $50.00
Total 50.00
FILING FEES

Due From Jane Doe Fees Not Required Will Pay in Person

Comments

Add Associated Filing Delate This Filing

CTrack™E-Filing, developed by Thomson Reuters Court Management Solutions

Document icon: Select the icon to confirm that the form was completed in its entirety and your signature is attached.
Additionally, the user may verify that the correct document was uploaded.
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Add To C
The “Filing Summary” screen will provide a summary of the e-filing information. Clicking the button will take

you to the “Cart” screen found on page 18. If you owe late filing fees ($150.00), please click the
tab.

The Add Associated Filing screen appears

THOMSON REUTERS

E VIRGIN ISLANDS JUDICIARY E-FILING

JaneDoe v ¢ =

Administration Add Associated Filing 2
Case Search
CASE DETAILS
Configuration Manager
Create Filing Court Level SIREE Case Category Bar Matters
Filings Court Supreme Court of the Virgin Islands Case Type Attorney Registration

Case Number

Case Subtype Annual Registration
Associated Filings

Bar Initiating Document - FILING INFORMATION

Annual Attorney Registration -

S Filing Category New Case
Filing Type* Financial v
Filing Subtype* ARS late registration payment v

Next

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

e Complete each item marked by a red asterisk (*) then click m to proceed. You must repeat the instructions
found on pages 11 through 15.

e Filing Type: Please select Financial.

e Filing Subtype: Please select ARS late registration payment.
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The Cart screen appears.

THOMSON REUTERS

EVIRGINISLANDSJUDICIARYE-FILING JaneDoev @ '!1

Administration 6
Information

Case Search
+ If fees are owed, you will be directed to a page to make your payment.

Configuration Manager

Create Filing

Cart

Filings

SUMMARY

Number of Filings 1 Total §50.00

FILINGS

Court CaseNumber  Filing Item(s) Documents Fees

Supreme Court of the Virgin Islands Bar Initiating Document - Annual Attorney Registration Statement 1 $50.00 X

1to 1 of 1 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

checkoutwitn . 1 Court

Payments Made Easy

C-Track™ E-Filing, developed by Thomson Reuters Court Maﬂagement Solutions

Please note: If the user elected to pay with a credit card, click Check Out with NCourt, you will be directed to the “Payment
Information” screen found on the next page. The user will then enter the necessary credit card information for processing.
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Please note: If the user selected No Fee Reason: Will Pay In Person click Submit Filings and remember to give your
check/money order to the Office of Bar Admissions.

C-Track E-FILING Jarwie Heclor = 48 1

0 Inforrmation

= M feas ans owed, you will b= dreciad o 8 pags ko make your payment

Cart s
SUNBARY
Mumber of Filings 1 Total 5000
FILING S
Court Caree Murmleer Fileng Iteen{E) Documents Fees
Dwisware Courty Court of Common Pless CR:201 8000052 Dhsoowery « Reguest for Admiss.ons by 1 $0.00 b4

s 180 1 swends

By subrmitting the Bing(s), you am agresing io the E-Filing Termas & Condiions
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JUDICIAL BRANCH o e US. WIRGIN IS ANIDS

Receipt

Vo have slected 1o pay for ghe following ilemis)

Judiclial Branch of the Wingin letands
o = man, wlarcia

Total Amount Due: S52.25

sukITEO.
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Onoe e organizason ne oy . T AT Yo

IT you wouwld ke 3 text notincation payment confirmation asnt 1o your mobdle phones, sntar the Tollowing:

af the acoeptance R rejection of yoaus

Enter all the required information and select
the “Submit Payment” button to complete
the filing. Once you have submitted
payment, you will be navigated to the
Submission Confirmation screen.
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The Submission Confirmation screen appears.

C-TRACK E-FILING Jamie Hector = @ 1=

© wiomation

* Veus eleciron filings harve been submitied for review 8nd Drocessing

Submission Confimmation T8
DETAILS
E-File Confrnation # 121 524TETTIZNET Submitted Date 04-26-2018 10045 AM
FILINGS
Court Case Number Fdling Number Filing Mem{s) Documents
Delaware County Court of Common Pees CR-2015-000082 32207 Duacivery - Feguest for Admascns by




