
Filing a case initialing document in the U.S. District Court

CM/ECF is a menu driven system.  Attorney’s may now file case initiating documents using new
options added to the menu.

*** Microsoft Internet Explorer users should clear browser cache before attempting to activate
the new features inside CM/ECF.  To accomplish this task, locate the tools option in your
browser.  Select Internet options and Delete Temporary Files.  For more information, please
contact our technical support team at 912-650-4010.

1. Login the CM/ECF.

2. Choose Civil Menu

Note new options under “Initial Pleading and Service”

“Case Initiating Documents” and “Other Initiating Documents”

Example 2



Filing a complaint

3. Select or click on Case Initiating Documents

4. Select Complaint from the list of event types

5. Click Next to proceed
(Note message about case number in RED)

6. Enter YY-5000 for the case number

7. Check the box matching the appropriate
division

8. Click on Next Button to proceed

9. Re-verify Case Number and press Next

10. Shows user the fee charged.  Prepare to pay
by credit card.

Example 7



11. Credit card transaction screen is now displayed. Complete form with the
identifying information from the card holder.

12. Press Continue with Plastic Card Payment

Credit Card



13. Enter email information and click on Final Authorization Box

14. Click on Submit Payment
(If no errors are reported, you will be returned back to CM/ECF Screen
*** Once submit has been pressed your credit card is charged for this transaction
*** If for some reason you do not finish transaction you will need to call Court for
a credit against your account)

15. Read Notice and Click Next

16. Enter PDF document and Attachments
(General routine like all cm/ecf filing)

17. Enter the short/style  name of the Case and press Next
(Jones v Smith)

18. Add additional Text as needed for Docket Entry, press Next

19. Verify the text of the entry and press Submit to File.



Filing an Other Initiating Document

1. Under the Civil Section, locate the Other Initiating Document Link

2. Select the most appropriate event for the type of document you wish to file. Click
Next

3. Enter Case Number you wish to file against, Click Next

4. Verify Case Number, Click Next

5. Select the Party filing this Complaint/Document
(Add Party if necessary
Complete all information about new party)

6. Select Defendant Party 
(Add Party if necessary
Please complete all information about new party)

7. Enter PDF Document Name and Attachments

8. Add Text if necessary to docket entry

9. Verify Docket entry and click Nextt when Ready

Document is filed

I encourage all attorneys to use Training System if you want to practice.

For more information or help on this process, please contact technical support at 912-650-4010


