
How to Create a New Payment Token in eFileAZ 

 
1. Log in to eFileAZ as a user with administrative access 

 

2. Click on the My Account link from the top menu. 

 
 

3. Click on the Edit Organization link on the My Account menu. 

 
 

4. Click on the Payment Tokens tab on the Organization Profile screen 

 
 

5. Click the Add Payment Token link  

 
 

 

 

 



6. Complete all fields on the nCourt Register Card screen 

 

 
 

7. Click the Submit Information button when complete. 

 
 

8. The new payment token will be displayed on the Payment Tokens tab 

 
 

 

 



9. Click on the card number under the Card / Account column 

 
 

10. On the Payment Token screen, scroll down to the list of Users 

 
11. Check the box next to the name(s) of the users who should have access to this payment token 

 
12. Click the Update button when complete 

 


