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INTRODUCTION 
 
Court Services Online (CSO) provides eFiling services for both civil and criminal matters for the 
Court of Appeal.  If you are new to eFiling, the purpose of this guide is to provide you with a 
brief overview the information you will need to commence eFiling with the Court of Appeal.  
Additional resources are available on the CSO website. 
  

What do I need? 
 

1) You must have one of the following: 
• Basic BCeID account and a credit card - https://www.bceid.ca/  
• Business BCeID  and credit card - https://www.bceid.ca/  
•  BC Online account - https://www.bconline.gov.bc.ca/  

 
2) Register your Basic BCeID account, Business BCeID account and credit card or BC 

Online account with Court Services Online (CSO) and accept the Electronic User 
agreement. 
 

3) Adobe pdf reader or viewer 

How does it work? 
 
Once you have established a registered account with CSO and you log in to CSO, you will be 
able to access the E-File section as shown below. 
 

https://www.bceid.ca/
https://www.bceid.ca/
https://www.bconline.gov.bc.ca/
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How do I submit a document to the Court of Appeal? 
 
To submit a document or group of documents to the Court of Appeal, click the Submit Package 
link under the E-file section on CSO.   

 
You will be taken to Step 1 of the eFiling process which is the Identification step. 
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Note the navigation bar on the right side of the screen. This shows which steps you have 
completed, and which step you are currently on. If necessary, you can click one of the links to 
return to an earlier step.  

 
 
In the Identification screen, identify the filing package that you are submitting. It is important to 
select whether you are submitting documents to commence a new filing with the Court of Appeal 
or if you are filing to an existing court file number. 
 
For the Filing Information please select the Location to File as the BC Court of Appeal from the 
drop-down list.  If you select a location other than the BC Court of Appeal, your filing will be 
directed to the Supreme Court.  
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ACCESS 
 
If you have a Business BCeID or a BC Online account, you can provide access to other users on 
your CSO account.   There are two types of access which can be provided either Read Only or 
Update access.  For Read Only access a user can view the document but cannot make edits.  
For Update access, a user could go in and edit the document. 
 
NOTE:  Basic BCeID users will not see this screen as they will not have multiple users on the 
account. 
 

 
 
.  
DOCUMENTS 
 
This screen lets you add the documents you wish to submit in this filing package.  
When you add documents, consider the following: 
 

• All documents must be in PDF format. 
• A filing package can contain one or more documents; but all documents in a filing 

package must be for the same court file and  
• Ensure that you follow the standards that have been directed by the Court of Appeal in 

the Notice to the Public Regarding Modified Filing Directions in Civil and Criminal 
Appeals. 
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PARTY INFORMATION 
 
If you are initiating a new court file, this screen lets you identify the parties to the action. If you 
are adding documents to an existing file, this step will not appear because you are not required 
to identify parties for an existing file.  

 
For a new court file, identify the party's type, name, and role. Repeat this process for all the 
parties 
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REVIEW 
 
This screen lets you review the filing package that you are about to submit. Review this 
information carefully. If everything is correct, you can agree to the terms at the bottom of the 
screen and authorize payment from your BC OnLine account or credit card. 
 
The screen contains several tables displaying basic package information, parties, documents, 
fees, and a comments box.  
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SUBMIT PACKAGE 
 
When you submit a filing package, the $7.00 filing fee is charged immediately, and payment for 
any statutory filing fees will be authorized. Statutory fees will only be charged when the registry 
processes the documents in the filing package. All fees will be charged to your BC OnLine 
account. 

 
 
 
This screen displays all fees associated with your filing package. 

 
You can click: 

• Print Submission Sheet to create a detailed report of all the information that was 
provided during the package's submission.  

• Print Receipt to create a summary report of all fees paid for this package.  
• View Filing Package to go to the View Packages service where you can review the 

status of all the packages you have submitted.  
• Done to return to the CSO main screen. 
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How do I View Packages and Retrieve Filed Documents? 
 
There are numerous ways to view the packages that you (and others in your organization) have 
submitted.  

• When CSO sends you an e-notification about a package (by e-mail), it will contain a link 
that you can click to view that package's details.  

 

 
 

• Any package that has not yet been filed will appear in the Recent Packages list at the 
bottom of the CSO Services screen. You can click any View link to go straight to that 
package's details. 

• The View Filing Packages screen helps you find packages that you submitted, as well as 
packages that other people in your organization have given you access to.  

 
A package's status will show in the Results column as: 
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• Pending (at least one document in the package has not yet been processed).  
• Complete (all documents have been accepted for filing). You can click View to view, 

print, and save filed copies of your documents.  
• Action Required (at least one document has been rejected or returned for a courtesy 

correction). Click View immediately to see what the problem is  
 
 
It is important to note that the documents filed will only remain accessible on your account for 
a period of 30 days from the date processed.  If you need to go back and retrieve the form 
prior to the expiration of the 30 days, you can do so through the VIEW PACKAGE screen or 
under the Recent Packages menu which appears on the CSO Homepage when you are logged 
into CSO. 

 

 
 
To access the document, you will need to click on the VIEW link which appears under the Action 
column. The Filing Package Details screen will appear and you can print the Notice of Appeal 
form from this screen. 

Who do I advise if I have technical issues or feedback? 
 
We are always looking for ways in which applications can be improved, so if you have 
some suggestions, please do not hesitate to send them to CSO Support.  
CSO Support – Courts.CSO@gov.bc.ca  

mailto:Courts.CSO@gov.bc.ca
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