How to Create a New Token in TurboCourt

1. Loginto TurboCourt and access ‘Saved Payment Methods’ from the User Menu on the left-hand side of
the home screen.
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2. Select the hyperlink that appears on the top of screen: ‘Click here to register a new credit card or bank
account for Arizona court filings.’
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3. The user will be redirected to nCourt’s token creation screen. Enter the required information in the fields
provided. Once all information has been entered, click ‘Submit Information’

**Please note the ‘Card Description’ field is the nickname that will be assigned to the payment method.
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4. The system will redirect the filer to the Saved Payment Methods page where the new token will be
displayed. From this screen, a firm administrator can assign the saved payment method to members of a
firm by selecting the ‘Add/Remove User(s)’ link to the right of the saved payment method

Saved Payment Methods

Click here to register a new credit card or bank account for Arizona court filings.
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5. Select the ‘Assign Authorized User(s)’ button along the top to select members of the firm.
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6. Select the box(es) next to the firm members to whom the saved payment token will be assigned and select
‘Assigned Selected’.
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7. The system will then display the members of the firm that are authorized to use the saved payment
method.
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