
 eFile and eServe 

 

1 
 

HOW DO YOU TRANSFER CASES FROM ONE ACCOUNT TO A NEW 

ACCOUNT AS AN ADMINISTRATOR?  

 

1. If you are not logged in already, follow the steps below  

a. Log in as the organization administrator. 

b. Click on the Organization Name tile. 

  
    

3. Or if you navigate from the My Accounts menu and My Organizations sub-

menu, click on the name of the organization you wish to manage.  
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4. Click on the “Account Transfer” button.  

 

 
 

5. Click on the “Yes” button in the pop-up displayed.  

 

 
 

6. Click on the “How to Initiate Account Transfer” link to view all the details to 

be taken care of before initiating a case transfer.  
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5. Select the checkbox if the new accounts belong to the same organization as 

the current ones or enter the ‘Transfer-To’ organization in which the new 

accounts are a member or skip this if the new accounts do not belong to an 

organization. 
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6. Enter the current and new email addresses of the members as described 

below.  

• Enter Transfer-From and Transfer-To account pairs in this format, one 

pair per line  

➢ current_email1@example.com, new_email1@example.com 

➢ current_email2@example.com, new_email2@example.com 
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7. Click on ‘Verify Accounts’ to verify the email addresses’ pairs entered in 

the ‘Account Details’ field.  

Resolve the validation error messages (if any) displayed at the bottom of 

the page to proceed to transfer initiation. 

 

 
 

8. Once the verification is completed, the message “Verification Successful. Click 

Start Transfer button.” will be displayed. 

 

 
 

9. Click on the Start Transfer button displayed at the bottom of the page 
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10. Click on the “Confirm” button to start the Transfer of Cases 

 
 

11. A confirmation message will be displayed on the main dashboard and 

the OALJ tile will be disabled for all the participating accounts until the 

transfer is completed. 
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12. The admin of the organization, the Transfer-From email ids, and 

Transfer-To email ids receive a transfer initiation email and transfer 

completion email. 
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