Nevada Department of Administration, Hearings Division
FREQUENTLY ASKED QUESTIONS REGARDING E-FILING AND eFLEX

How do I:
1. Commence a new case (HO or AO level)?
https://hearings.nv.gov/efile/eflex-resources/manual/UsersGuide.pdf (page 6)

2. File to an existing case?
https://hearings.nv.gov/efile/eflex-resources/manual/UsersGuide.pdf (page 9)

3. File a Notice of Appearance?
See FAQ item 2 (above). See https://hearings.nv.gov/efile/eflex-resources/manual/UsersGuide.pdf (page 14).
Please state very clearly and explicitly in your Notice of Appearance whether you want to replace a lawyer already on the case or be added in addition to that person/firm. It is very important, especially for defense counsel, that you identify exactly the parties you represent. If you represent the employer and the TPA/insurer, please state so. If your Notice of Appearance is unclear or conflicts with the information that is in our system, improper service may result.
If your cases are consolidated, please file your Notice of Appearance to the lowest-numbered consolidated case and list on the front page of that Notice all the consolidated cases.

File a Notice of Appearance by itself. Do not group this filing with other filings.

4. File a Substitution of Counsel?
Log in to eFlex → go to Existing Cases → select Document Category “Parties & Counsel” → select Document Type “Substitution of Counsel of Record” → upload your .pdf Substitution of Counsel document → click Next.

On the following page, check the box of the Party you will be representing. If you have an associate you also want on record as representing the party, click the Add button to enter their information. Then click Next → Next (again) → Submit the Filing.

Once Court staff approve your Substitution, you will automatically replace former counsel. The case will appear in your list of Existing Cases, and you will be added to the Service List for the case.

5. Request an Interpreter?
Continue using the same Interpreter Request form as previously used when you require an interpreter for an Appeals-level hearing (https://hearings.nv.gov/uploadedFiles/hearingsnvgov/Content/forms/REQUEST FOR INTERPRETER SERVICES.pdf). File the completed form in eFlex by selecting the Document Type “Interpreter Request.” (Note, you must not select a Document Category, as the Interpreter Request is not categorized and needs to be selected using only the Document Type.)
You must still make any cancellations of Interpreter Requests to the AO Assistant by email within 48 hours to avoid late cancellation fees.   
6. Submit a proposed order?
a. Proposed Decisions and Orders and Proposed Interim Orders must be filed in a Word doc (not pdf). You do not need submit a cover letter alongside these Proposed Orders. The Court will automatically hold them for 5 days for any objection.
b. Proposed Stipulated Settlements and Orders of Dismissal must be split into two separate documents. The proposed Stipulated Settlement should be filed in pdf format as the lead document. The Proposed Order of Dismissal should be filed in word format as the subsequent filing.
c. When you file a motion or other documents requiring proposed orders granting and denying to be attached, you should file the motion as the lead document in pdf format. You should then add the Proposed Orders granting and denying separately to the lead document in Word (doc) format. Therefore, the motion filing in eFlex will consist of three separate documents added to the same filing.
d. You do not need to sign the ‘submitted by’ section on Proposed Orders. By virtue of filing the Proposed Orders under the filing attorney’s name, the attorney has submitted it.  However, if the submitting attorney wants to sign the submission, they will need to use an electronic signature of /s/ and their typed name.
e. Do not attach Certificates of Mailing/Service to any Proposed Orders. The Court will rely upon the Certificates of Service generated through the e-filing system. 

7. Use the shortcut functions to alert the Court that I 
a. intend to voluntary dismiss my hearing or appeal?
i. Hearings Office: select Document Type “Request to Voluntarily Dismiss Hearing” to notify the Hearing Officer of your intent to dismiss the appeal. This filing does not require the party to attach a document; however, they must still click “Add” next to “Add to Submission” in order to process the request through eFlex.   
ii. Appeals Office: select Document Type “Request to Voluntarily Dismiss Hearing Before the Appeals Officer.” This filing requires the party to file the request itself as the lead document in pdf format. For this request, the party can file just a Proposed Order Granting in Word (doc) format attached to the lead (pdf) document. 
b. would like a continuance shortly before the hearing date and time?
i. A party/parties may make an informal request for continuance via the shortcut method provided in eFlex. Video instruction illustrating how to make such a request can be found here: https://hearings.nv.gov/Home/Features/E-Filing_Training/. In addition to this informal option, a party/parties may always file a formal request for continuance or stipulation for continuance in conformance with NRS 616C.345(8) and NAC 616C.318.
c. would like to bypass my Hearings-level case to the Appeals level?
https://hearings.nv.gov/efile/eflex-resources/manual/UsersGuide.pdf (page 14)
d. would like to consolidate a case with other, existing cases?
https://hearings.nv.gov/efile/eflex-resources/manual/UsersGuide.pdf (page 17)
8. Add my client to the Service List? 
Represented clients must sign up for their own eFlex accounts and associate themselves with each individual case by filing a Notice of Appearance in that case.
9. Inform the Court that the insurer who must be added as a party to the case is not listed in the drop-down menu?
If the insurer you are looking for is not in the drop-down, email us at hearingsandappeals@admin.nv.gov to request that it be added.
10. Inform the Court of the phone number by which I will appear?
Counsel are still required to comply with Rule of Practice 5.02, informing the Court of their contact number if they are appearing by phone. Counsel should send this contact information to each HO or AO assistant by email in advance of each appearance. 
A list of each judge and his/her assistant is found here: https://hearings.nv.gov/Contact/ 
11. File a response to electronic status check?
You have two choices:
a. Select Document Type "Status Update (Electronic)" and provide the status by attaching a document in pdf. Please make sure you include what you are requesting for the Court to do next (status check, time certain, stacked reset, etc.) and be specific (e.g., one hour hearing in 60 days).
b. Send the AO and their assistant an email with the status update (as in the pre eFlex days).
Each attorney is required to respond to every order for status check of any kind, and it is crucial that each attorney specify what next setting he/she prefers.
12. Request the Submission of Electronic Evidence/Video Evidence at the Appeals Level?
Per NAC 616C.307(1), you must file a request to introduce evidence that is recorded on video, as a digital recording, or any other electronic medium to the appeals office. The request should contain a summary of the contents of the video. You should submit proposed orders granting and denying this request as separate documents in word format. 

a. Parties wishing to submit video, digital, or electronic evidence at the hearings level must also comply with NAC 616C.307.

13. Submit electronic evidence?
The video/electronic evidence itself must be submitted to the Court in accordance with NAC 616C.307. It is the party’s responsibility to provide equipment necessary to display their electronic evidence. 
14. Use the Additional Text box? 
The “Additional Text” field in eFlex directly following the selection of a Document Type can be used to state the specific title of your document (“Insurer’s Third Production of Evidence”) which also assists with ensuring your document is properly routed within our office. 

15. File a Motion for Stay of an HO decision? 
Motions for Stay of an HO decision must be filed at the AO level (NAC 616C.315(1)). They should be filed at the same time as the Request for Hearing Before an Appeals Officer, if possible.  

Please only submit a proposed order denying a motion for stay along with your motion. If the Court should grant the stay, it will issue its own order.

16. Request a Consolidation?
Please file all Requests for Consolidation to the lowest-numbered case. This is the policy that attorneys practicing in the South are used to, but this is a change for attorneys practicing in the North. You will file your Request for Consolidation in the lowest-numbered case, and if the judge assigned to the lowest-numbered case grants your Motion, your case(s) will be consolidated to the lowest-numbered case. Do not submit any request pertaining to consolidation in the higher-numbered case. 

This instruction suspends the instruction in the Listserv email sent 4.23.25 which advised counsel to request consolidation “with the appeal filed earliest in time, which may not be the appeal with the lowest number.”

17. Request a Change of Venue?
In April 2025, this Division began assigning cases filed in Las Vegas equally to the judges located in Carson City. The purpose was to more equally distribute cases state-wide to promote efficiency in adjudication. 

While counsel are free to move for a change of venue, none of the following circumstances are an adequate basis for granting a motion for change of venue: 1) the location of the parties, their counsel, or witnesses in the south; 2) a witness’s need for an interpreter; or 3) the issue on appeal being claim denial. Live appearances, face-to-face testimony, and interpreters can be facilitated via GoTo Meeting, which provides a real-time connection between the Appeals Officer and all participants. Also, the North and South will soon be connected via courtroom video arrangement, providing for a second appearance option.

If your motion for change of venue is granted (from North to South or vice versa), your case will not be assigned a new number. Your case will be assigned a new judge only. 

18. Deal with a Rejected Filing? When you receive notification that a document you attempted to file was rejected, navigate to the “My Filings” link, you will see a list of your filings organized by Filing ID and you can deal with the rejected documents there.

General Rules
1. Effective January 5, 2026, requests for continuance at the AO level must be made via eFlex only, in both Las Vegas and Carson City locations: A party/parties may make a request for continuance via eFlex only. Requests made via email only will not be processed. You may send a courtesy email to let the Court know you have filed the request in eFlex, but if you only send an email, your request will not be processed. This change applies to Appeals cases assigned to the Carson City office as well, eliminating the long-standing practice of the parties jointly calling the Carson City office to request a continuance.

A party/parties may make a formal request for continuance via the filing of a motion or a stipulation per NRS 616C.345(8) and NAC 616C.318. 

A party/parties may make an informal request for continuance via the shortcut method provided in eFlex. Video instruction illustrating how to make such a request can be found here: https://hearings.nv.gov/Home/Features/E-Filing_Training/
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