
How to Add a Keyword/ Client Matter # in eFileAZ 

 

1. Create a submission in eFileAZ 

 

2.  Click on the Case Information tab 

 
3. Enter the Keyword or Client Matter # in the appropriate field 

 
4. Click the Next button when complete 

 

 

5. The Keyword/Matter # will appear on the financial receipt sent via email to the filer. 
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6. The filer can access financial reports in eFileAZ that will contain the Client Matter # if entered. 

 

Step 1: Click on My Payments from the Filing Options tab 

 
 

 

Step 2: Enter the Client Matter # and desired date range then click ‘Search’. 

 
 

 

Step Three:  The report that generates includes the Clien tMatter # and payment method information. 

This report can be exported to excel by clicking on ‘Save’ 
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