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Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of an Internet
Browser (ie:Netscape) and Adobe Acrobat or other PDF authoring tool.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 A.M. and 5:00 P. M.,
Monday through Friday, if you need assistance using ECF.

(912) 650-4010
OR

E-mail: efile information @ gas.uscourts.gov
efile support@gas.uscourts.gov

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Netscape software to perform the following functions:

. Open the Court’s web page

. View or download the most recent version of the User’s Manual
. Self-train on a web-based ECF Tutorial

. Practice entering pleadings into ECF using a “training” database

that is similar to the official live ECF database

. Electronically file pleadings and documents in actual (“live”) cases
. View official docket sheets and documents associated with cases
o View various reports for cases that were filed electronically
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Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

o A personal computer running a standard platform such as
Windows, Windows 95 or Macintosh

o An Internet provider using Point to Point Protocol (PPP)

o Netscape Navigator software version 4.5, and higher and Internet
Explorer 5.5 and higher

o Software, such as Adobe Acrobat Writer or pdfFactory, to convert
documents from a word processor format to portable document
format (PDF).

o A scanner to transmit documents that are not in your word

processing system. Note: This would only be used for
documents that cannot be produced electronically. Scanned
documents lessen the level of service we provide by slowing
down the entire system. We are moving away from the
utilization of scanned documents inside the Court and are
asking you to do the same when possible.

* Due to security, a session can only be established using Netscape
Navigator 4.5, 4.7 or 4.76 and Internet Explorer 5.5. DO NOT USE
America On-Line’s version of Netscape Navigator, or a version of
Netscape Navigator lower than 4.5. Use more current versions of
Netscape and IE at your own risk.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. You may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the courts to receive a login and password
for the CM/ECF system. Registration forms can be obtained on our web site at
http://www.gas.uscourts.gov or by calling the court.

Completed registration forms should be mailed to:

United States District Court
Southern District of Georgia
Attn: ECF Attorney Registration
PO Box 8286

Savannah, GA 31412

Or faxed to: 912-650-4030

Once an account has been established, your login and password will be sent to you
by the Office of the Clerk by regular, first-class mail.

Registered users can visit a training version of the system on the Internet at
https:/ecf-train.alsd.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documents in the “live” ECF database.

Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.

How to View a PDF File
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. Start the Adobe Acrobat program.

° Go to the File menu and choose Open.

° Click on the location and file name of the document to be viewed.

° If the designated location is correct, and the file is in PDF format,
Adobe Acrobat Exchange loads the file and displays it on the
screen.

. If the displayed document is larger than the screen or consists of

multiple pages, use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer or FinePrint pdfFactory.
WordPerfect versions 9 and higher have Acrobat Writer built-in and can also be
used to convert documents to PDF.
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Using any word processing program:

. Install Acrobat Writer or FinePrint pdfFactory on your computer
. Open the document to be converted
. Select the [Print ] option (generally found in the File menu) and in

the dialog box select the option to change the current printer. A
drop down menu with a list of printer choices is displayed.

° Select Adobe PDFWriter, FinePrint pdfFactory, or Publish to
PDF from within your word processing software.

° “Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

Save PDF File As 21X
Save in: | ‘2 PDF files - & @k Er

File name: IEI:F b arwial pdf Save I
Save az lype: IF'DF files [*.PDF) LI Cancel |

Edit Dacument Infa. | |_' Yiew POF File

. Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.

. Name the file, giving it the extension .PDF and click the [Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe

PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Entering information in data fields
. Using command buttons to direct system activities
. Mouse-clicking on hyperlinks

Conventions used in this Manual:

° Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

° Command buttons are represented in this manual in [bracketed boldface
type].
° Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from a) posting the wrong PDF
file to a docket entry; b) selecting the wrong document type from the menu; or c)
entering the wrong case number and not discovering the error before completing
the transaction.

To request a correction, telephone:
Help Desk  (912) 650-4010

as soon as possible after an error is discovered. You will need to provide the case
and document numbers for the document requiring correction. If appropriate, the
court will make an entry indicating that the document was filed in error. You will
be advised if you need to re-file the document. The ECF system does not permit
you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.
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Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all
transactions ECF has processed with your login and password. If you believe or
suspect someone is using your login and password without your permission,
change your password immediately, then telephone the Court’s Help Desk (see p.
2) as soon as possible.

User’s Manual

You can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’s web page. Enter
http://www.gas.uscourts.gov, when the court’s web page opens, click on the
District Court and look for CM/ECF User Materials hyperlink.
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A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,

filing a motion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training data base before trying to actually file a document.

How to Access the System

Users may access the system via the Internet by going to
https://ecf.gas.uscourts.gov

Or, you may go to the Southern District of Georgia’s Web site at
www.gas.uscourts.gov and click on the District Court and look for CM/ECF
hyperlink.

Click on Link to Electronic Filing System (Live Area) to open the login screen
and login to ECF. You may also access the courts Training Database by going
to https://ecf-train.gas.uscourts.gov; or clicking on the Link to Electronic
Filing System (Training Area) on our CM/ECF website.
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Logging In

The next screen is the login screen.

ECF/PACER Login

Notice
This is a Restricted Web Site for Official Court Business only, Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All actimbies and access attempts are logged

Instructions

Enter your ECF logm and password for electromc filing capabiiies. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
PACER Service Center to establish an account. Vou may register online at

hitp:ipacer psc.uscourts. zov or call the PACER Service Center at (800) 676-6856 or (210)
301-6440.

In the fiture an access fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1933 session, will be assessed for access to this service. All mguines will be
charged to your PACER account. If vou do not need filing capahilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be wp to thuty two alphanumenc characters long,

Authentication

Login:
Passward:

client code |

Logn] _clear k

CAKECF has beer lesied and works correctly with Netscape 4.6x and 4.7x

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you only wish to enter ECF to
query the database for case information or to view a document, enter your
PACER login and password. Beginning September 2003 you will be
charged a fee to view ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [Login] button to transmit your user information to the ECF system.

. If the ECF system does not recognize your login and password, it will
display the following error message on a new screen.

Login failed either your login name or key is incorrect
. Click on the [Back] Bzt button in your browser and re-enter your
correct login and password.
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Once the Main Menu appears, choose from a list of hyperlinked options on the top bar.

U.5. District Court
Southern District of Georgia

Official Comt Electronic Document Filing System

PUBLIC NOTICE

ANENDMENT TO LOCAT RULES FORM: The Rule 26(f) Report form has been rewised to add newly-numbered sections 9 and 10,
changes required by the recent amendments to the Federal Rules of Civil Procedure

[[his facility is for Qfficial Court Business onlv. Activity io and from this site is logged. Dacument filings on this gystem ave subject fo Federal Rule of Civil Procedure 11.
Bvidence of unauthorized or criminal aciivity will be forwarded to the apprapriate law enforcement afficials.

Welcome to the ULS. District Court for the Southern District of Georgia Blectronic Document Filing System. This page is for the use by aitornays and firms participating in the
blectronic filing vstem. The most recent version of the Netscape browser and the Adabe PDF reader can be obtained by selecting the Netscape/PDF Seitings option listed belor

vu should bocome familiar with the navigational capabilities of your Netscape browser. Most screen displays in this systewm are spiit to pravide a small top frame for Netscape.
Raview Neiscape's frame capability for new navigation tips.

Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’s
Help Desk (see p. 2) as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Criminal- Select Criminal to electronically file all criminal case pleadings, motions,
and

Query- Query ECF by specific case number, party name, or nature of suit to

retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.

Logout- Allows you to exit from ECF and prevents further filing with your

password until the next time you log in.
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Civil Events Feature
Registered filers will use the Civil feature of ECF to electronically self-file and docket with the
Court a variety of pleadings and other documents for civil cases. See the list of ECF documents
at the back of this manual. This section of the manual describes the basic steps that you need to
take in order to file a single motion with the Court. The process is consistent regardless of the
event.
General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

° M clears all characters entered in the box(es) on that screen.

5 | or Uiy accepts the entry just made and displays the

next entry screen, if any.

Correcting a mistake:

P

<« ® 3 4 - wWw S 8 @

Back Forward  Reload Home Search  Metzcape Frint Security Stop

Use the " Bask button on the Netscape toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the

court, only the court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain original signatures or which require either
verification or an unsworn declaration under any rule or statute, shall be filed
electronically with originally executed copies maintained by the filer. The
pleadings or other documents electronically filed shall indicate a signature, e.g.,
“s/Jane Doe.”

In the case of a stipulation or other document to be signed by two or more
persons, please read the Administrative Procedures established by the Court.

Filing a Civil Complaint
The Court will accept complaints sent by Mail, delivery services, or delivered in person
to the Clerk's office.

Present the Clerk’s Office with a Civil Cover Sheet (JS-44c), the complaint, which lists
the case party information, and a check, money order, or credit card for the appropriate
amount of the filing fee.

A complaint received by the Clerk’s Office before 2 p.m. will be filed and placed on the
System that day; a complaint received after 2 p.m. will be considered filed that day, but
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will be uploaded to the System no later than 4:45 p.m. on the next regular business day.

Filing Documents for Civil Cases
There are eight basic steps involved in filing a document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the attorney(s) filing the document;

4) Designate the party(s) filing the document;

5) Specify the PDF file name and location for the document to be filed.
6) Add attachments, if any, to the document being filed.

7) Modity docket text as necessary

8) Submit the pleading to ECF

9) Receive notification of electronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

o
Em Criminal . Query . Reports . Utilities: . Logout

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing a Motion in ECF.
The process is similar for filing other pleadings in ECF.

Click on Motions, under Motions and Related Filings

Criminal
Civil Events
Initial Pleadings and Service {Jther Filings
Complants and Other Inbating Documents  ADE Documents
Sernce of Process Wotices
Anzwers to Complaints Trial Documents
Oither Answers Appeal Documents

Cither Diocuments

IIotions and Related Filings
Iotions
Eesponszes and Eeplies

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal

Motions

Leave -]

Mizcellaneous Relief
Mevy Trial

Feppaaaat Injunction
f v 1y Inction

Protective Order
Reassign Case |

Mext | Clear |

For demonstration purposes, highlight Preliminary Injunction and click on [Next].
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Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal Query Reports

Motions

Case Number

"30— 101 9912345, 1:90-pw-12345, 1-00-0v-12345, 00ev12345, or 1:000w]1 2345

Mext | Clear |

e If the number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click on = to re-enter.

e  When the case number is correct, click on M .

3. Designate the party(s) filing the document

Criminal Ouery

Motions
200-cy-00101 Solich v. Stoops

If the name of the filer does not appear below click on Add/Create New Party.

Select the Party:

Frank Solich [Plaintiff]
Bob Stoops [Defendant]

im|  AddfCreate New Party

Mext| _Clear A

Highlight the name of the party or parties for whom you are filing the motion. If you
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represent all defendants or all plaintiffs you may select the entire group by holding down
the control key while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual titled Add/Create
New Party.

4. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

Criminal

Motions
8:00-cw-00101 Solich v. Stoops

Select thr;[pdf document (for example: CA19%cw501-21 pdf).

Filename

" Browse... |

Attachments to Document: & Mo © Yes

Mext | Clear |

¢ (lick on the [Browse] button. ECF opens the following screen.
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Look in: [ =3 POF Fies ] k|

File name: | Open I
Filez of type: IHTML Filez j Cancel |

e Change the Files of type from:

i

Files of type:  [HTML Files hd

to:

M
Filzz of ype:

e Navigate to the appropriate directory and file name to select the PDF document

you wish to file.

¢ Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse

click on the highlighted file name to open a quick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct

document.
File Upload
Look jn: | 3l POF Files =]

{001 01 mation

Select

Pritt l!

Bfl AddtoZip

e Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file name

and location in the Motions screen.
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Criminal

Motions
B:00-cw-00101 Schch v. Stoops

=elect the pdf document (for example: CA199%cv201-21 pdf).

Filename

IC:"-.I-I'_:,F DocuwentsY PDF Filesh00cwiOimo | Browse...

Attachments to Document: & Mo © Yes

Mext Clear

%

e [f there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e [f you have Attachments to your motion, you will select [ Yes] on the screen depicted

above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed”.

In the event you selected and highlighted a file that is rnot in PDF format, ECF will
display the following error message after you click on the [Next] button.

Reports . Utilities

Motions
1-01-04011-PLF DENITRIA EICH et al v. ARTLENE ACKERMAL et al

.

EEECE: Document is not a well-formed PDF document {no further information is available).

d=D

e ECF will not permit you to select a file for your pleading that is not in PDF format.

e (Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error
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message depicted below.

ecf-train.ned uscourts_gov - [JavaScript Application]

& Maote: ¥ou have not zelected a document.

e Ifyouclick [OK] from the screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.

i
Motions
2:00-cv-00101 Solich v. Stoops

‘ F Civil » Criminal . Query . Reports . Utilities . Logout

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example; Chappendiz pdf).

Filename

| Browse... |

21 At your option, select a document type andfor enter a description.

Type Description

| =

3 Add the filename to the lst b(% below. If wou have more attachments, go back to Step 1. When the lst of filenames 12 complete, click on the Mext button.
— Add 1o List |
| Remave from List I

Mext |

e (Click on [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment.

e C(Click on [Add to List].
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ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.
1) Enter the pdf document that contamns attachment (for example: Clappendo: pdf).

Fil
< IC:\My Documentshreclassify guidelin Brbhwse... |

2) At vour option, select a document type andfor enter a description

Description

) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames 13 complete, click on the Next butten

|-

< CAMy Documentsireclassify_guideline_wo_summons. pdf add to List
Remove fram List |
 -|

Mext |

e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, can be submitted in paper format. Present the
entire pleading with attachments to the clerk's office for handling.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

6. Modify docket text

Criminal Reports Utilities

Motions

B00-cw-00101 Seolich v. Stoops

Docket Text: Modify as Appropriate.

N = MOTION for Preliminary Injunction | on hehalf of Plaintiff Frank

Solich (attorney2, )

Mext | Clear |

B

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.
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Criminal Query Reports Utilities

Motions
B:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.
| MOTION for Preliminary Injunction I on hehalf of Plaintiff Franlc

24h)

First

Third
J{Fourth

Fifth

Sixth
Seventh
Eighth
Minth
Tenth
Armended
Consent
Counter
Cross
Ermergency
Endaorsed
Ex Pare
Final
Interirm -

Click in the open text area to type additional text for the description of the pleading.

Criminal Query Reports Utilities

Motions
B:00-cw-00101 Seolich v. Stoops

Docket Text: Modify as Appropriate.

ISecund 'l MOTIOIN for Preliminary Injunction IED cease and desist from | gn behalf of Plaintiff Frank
Solich (attorney2, )

Mext | Clear |

7. Submit the pleading.

e C(Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the " Bask “button on the Netscape toolbar to find the screen
you wish to alter.
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Criminal Query . Reports Utilities

2.00-cv-00101 Solich v, Stoops

Docket Text: Final Text

Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf
of Plaintiff Frank Solich (Pleiss, Luta)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity
to modify this transaction if you continue.

Clearl

¢ (lick on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:

e clicking on any hyperlink on the Blue ECF menu bar 7o abort the current transaction.
ECF will reset to the beginning of the process you just selected.

¢ clicking on the Web Browser [Back] button until you return to the desired
screen.

CM/ECF User’s Manual (8/2007) 24 Southern District of Georgia




8. Notice of Electronic Filing
ECF opens a new Motions window displaying an ECF filing receipt.

Criminal . Query . Reports Utilities . Logout

8:00-cy-00101 Solich v, Stoops

MNotice of Electromc Filing
[The following transaction was recetved from Bobby Donnell on 2002002 at 8:22 PI CET

Case Name: Zolich v, Stoops
Case Number: 2:00-cw-00101

Document Humber: 2

[Docket Text:
Third 3MOTTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf of Plantiff Frank Solich (Pleiss, Luta)

The following document(s) are associated with this transaction:

[Document description: Wlain Document

Original filename: C/WINDOWS/Desktop/CofiC pdf

[Electronic document Stamp:

[STAWP deectStamp ID=1002743010 [Date=2/7/2002] [FileMumber=56249-0]
Scabcaf55e74ecebI200886cBeloc5asfad 1£62d76£2832e21204010c1c801 1c24dal
cbPac271fe07806426c2a77dd65992d891a699512144c5e60 9032064 54]]

8:00-cv-0010]1 Notice will be electronically mailed to:
8:00-cv-00101 Notice will not he electronically mailed to:
[Eobby Donnell

[DONNELL, YOUNG LAW FIEM

[72 Beacon Streen
[Boston, A 02108

e The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your confirmation of filing. The
Court strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the filer’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic Filing
to ECF registered attorneys and other parties who have been approved for electronic notice
by the Court. Individuals who receive electronic notification of the filing are permitted one
"free look™ at the document by clickina on the associated hyperlinked document number
embedded in the Notice of Electronic Filing. The filer is permitted one free look at the
document and the Docket Sheet to verify that the pleading was properly docketed. The
Court strongly urges you to copy the Notice of Electronic Filing and pleading documents
to your hard-drive for future access. Subsequent retrieval of the case docket sheet and
pleading from CM/ECF must be made through your PACER account and is subject to
regular PACER fees.

Note: All users who receive notice by electronic means must be registered in PACER and CM/ECF. It is
the responsibility of filing party to send hard copies of the pleading and Notice of Electronic Filing to any
non-registered attorneys and pro se parties. The Notice of Electronic Filing document “NEF” will indicate
these parties under the caption:

“Notice has been delivered via US Postal Service to:

Criminal Events Feature

Filing Documents for Criminal Cases
There are nine basic steps involved in filing a criminal document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the defendant that the filing relates to;

4) Verify that the case number and caption are correct.

5) Designate the party(s) filing the document;

6) Specify the PDF file name and location for the document to be filed.
7) Add attachments, if any, to the document being filed.

8) Modify docket text as necessary

9) Submit the pleading to ECF

10) Receive notification of electronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

o
E ‘ F Ciwil . @ . Query . Reports . Utilities: . Logout

1. Select the type of document to file
Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens displaying all of the events from which you may choose for your
filing. This section of the User's Manual describes the process for filing a Motion in
ECF. The process is similar for filing other pleadings in ECF.

Click on Motions, under Motions and Related Filings

Criminal

Criminal Events

Charging Instruments and Pleas
Flea-Eelated Documents

Motions and Related Filings
Iotions

Other Filings
Wailvers
Service of Process
Motices
Trial Documents
Appeal Documents to USCA
Other Documents

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal

Sevar :I

acate
“acate [2255)
Withdraw Document
Withdraw FPlea of Guilty

BN

[ext | Clear |

For demonstration purposes, highlight Suppress and click on [Next].
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Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal

Motions

Case Number

Ibz —100 0012345, 1.99-pw-12345, 1-00-cvw-12345, 00ev]12345, or 199012345

Mext | Clear

Note: if the case number you are working on is 8:00cr101, you could enter the case
number in any of the following formats:

02-100

02¢cr100

8:02-cr-100

8-02-cr-100

8:02cr100

e [If the number is entered incorrectly, click [Clear] to re-enter. If the computer
prompts that you entered an invalid case number, click on [Back] to re-enter.

e  When the case number is correct, click on [Next]

3. Designate the defendant(s) that the filing relates to.

Criminal

Motions
Select defendanis

[T 8-02-cr-100-1 - Butch Cassidy
[T 8-02-cr-100-2 - Sundance Eid

¥ Al defendants
Mext | Clear

Click in the boxes to place a check next to each defendant’s name that this filing
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relates to. If it relates to all defendants in the case, check the box for “All
Defendants” and leave the other boxes unchecked. When finished selecting
defendants click on [Next].

4, Verifi the case number and caition are correct.

Motions

Click next if case number and caption are correct.

100 TEA v Cassidy et al

Clear |

Click LNext|

5. Designate the party(s) filing the document

Criminal

Motions
COURT USE ONMLY: If the attorney name does not appear below click o

CIVIL CASES ONLY: If the name of the filer does not appear below clic]

Select the Party:

laintiff]
Butch Cassidy (1) [Defendant]
sundance Kid ) [Defendant]

Mext Clear

Highlight the name of the party or parties filing the motion. Click on the [Next] button.
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6. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

Criminal

Motions
&:02-cr-00100 US4 v, Cassidy et al

Select the pdf document (for example: CA99cwS01-21 pdf).

Filename

[ Browse... |

Attachments to Document: Mo  Ves

Mext | Clear |

¢ C(Click on the [Browse] button. ECF opens the following screen.

Look in: | 1 PF Files R ]

File name: | Open I
Filez of twpe: IHTML Files j Cancel |

e Change the Files of type from:

Files of tope:  [HTML Files =]
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to:

M
Filzz of ype:

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct

document.
File Upload

Lack in: | 3 PDF files -

@ ‘cassid jalll®  Splect
History

‘E" Print
F s

¢ Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button in the lower right corner of the File Upload window. ECF closes
the File Upload screen and inserts the PDF file name and location in the Motions
screen.

Criminal

Motions
&:02-cr-00100 USA v, Cassidy et al

Select the pdf document (for example: CA99cw501-21 pdf).

Filename

IC:‘-.I-Igr Docwnentsy PDF fileshcassidy-m Browse... |

Attachments to Document: ™ Mo © Yes

Mext | Clear |
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e [f there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e [f you have Attachments to your motion, you will select [ Yes] on the screen depicted

above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed”.

In the event you selected and highlighted a file that is rnot in PDF format, ECF will
display the following error message after you click on the [Next] button.

Reports . Utilities

Motions
1-01-04011-PLF DENITRIA EICH et al v. ARLENE ACKERMAL et al

.

EEECE: Document is not a well-formed PDF document {no further information is available).
(BeD

e ECF will not permit you to select a file for your pleading that is not in PDF format.

e (Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourts.goy - [Java5cript Application]

& Mate: ouw have not selected a docurnent,

¢ Ifyou click [OK] from the screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.
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E c F Civil . Criminal . Query . Reports . utilities . Logout
Motions
F:00-cy-00101 Solich v. Stoops

Select one or more attachments.
1% Enter the pdf document that containg attachment (for example: Clappendo pdf).

Filename

| Browse... |

2) At vour option, select a document type andfor enter a description.

Type Description
| =

3 Add the filename to the lst b&; below. If wou have more attachments, go back to Step 1. When the lst of filenames 12 complete, click on the Mext button.

Add to List |

Remaove from List
o |

et |

e (Click on [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment.

e (lick on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.
13 Enter the pdf document that contains attachment (for ezample: Clappendi pdf).

Fil
< ICi\MY Docu.ment,s\reclasslfy_guldelln Brbwse... |

2) At vour option, select a document type andfor enter a description

T} Description

) Add the filename to the lst box below. If vou have more attachinents, go back to Step 1. When the list of filenames 1z complete, click on the Nezt button

|-

< C\My Documentsireclassify_guideline_wo_summons. pdf Add o List
Remaove from List
| Reroesomis |

Mext |

e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, can be submitted in paper format. Present the
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entire pleading with attachments to the clerk's office for handling.
Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

8. Modify docket text

Criminal Query Reports . Utilities

Motions
B02-cr-00100 T3A v Cassidy et al

Docket Text: Modify as Appropriate.

OTION to Suppress I by Attorney Luta K. Pleiss as to defendant(s) Butch
id . (Pleiss, Luta)

Cassidy , Sundane

Mext | Clear |

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

‘ F Ciwil . Criminal . Query * Reports . Utilities

Motions
2:02-cr-00100 TISA v. Cassidy et al

Docket Text: Modify as Appropriate.

I 'l MOTION to Suppress I by Attorney Luta K. Pleiss as to defendant(s) Butch
ce Kid . (Pleiss, Luta)

Supplemental

Click in the open text area to type additional text for the description of the pleading.

:
Motions
B0Z2-cr-00100 TIEA v, Cassidy et al

' F Ciwil . Criminal . Query . Reports . utilities

Docket Text: Modify as Appropriate.

IAmended vl MOTIOIN to Suppress |EVidEHCE retrieved from D hy Attorney Luta K. Fleiss as to defendant(s) Butch
Cassidy , Sundance Kid . (Pleiss, Luta)

Mext | Clear |

9. Submit the pleading.

e C(Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.
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e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the ' Bagk “button on the Netscape toolbar to find the screen
you wish to alter.

Criminal . Query . Reports Utilities

Motions
8:02-cr-00100 USA v. Cassidy et al

Docket Text: Final Text

Amended MOTION to Suppress Evidence retrieved from Defendant's carby Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy, Sundance Kid. (Pleiss, Luta)

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to modify this
transaction if ¥ou continue.

Clear |

¢ (lick on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:

e clicking on any hyperlink on the Blue ECF menu bar 7o abort the current transaction.
ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.
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10. Notice of Electronic Filing
ECF opens a new Motions window displaying an ECF filing receipt.

Criminal . Query . Reports Utilities . Logout

8:00-cy-00101 Solich v, Stoops

MNotice of Electromc Filing
[The following transaction was recetved from Bobby Donnell on 2002002 at 8:22 PI CET

Case Name: Zolich v, Stoops
Case Number: 2:00-cw-00101

Document Humber: 2

[Docket Text:
Third 3MOTTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf of Plantiff Frank Solich (Pleiss, Luta)

The following document(s) are associated with this transaction:

[Document description: Wlain Document

Original filename: C/WINDOWS/Desktop/CofiC pdf

[Electronic document Stamp:

[STAWP deectStamp ID=1002743010 [Date=2/7/2002] [FileMumber=56249-0]
Scabcaf55e74ecebI200886cBeloc5asfad 1£62d76£2832e21204010c1c801 1c24dal
cbPac271fe07806426c2a77dd65992d891a699512144c5e60 9032064 54]]

8:00-cv-0010]1 Notice will be electronically mailed to:
8:00-cv-00101 Notice will not he electronically mailed to:
[Eobby Donnell

[DONNELL, YOUNG LAW FIEM

[72 Beacon Streen
[Boston, A 02108

e The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the filer’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Only attorneys of record in the case are able to view pleadings in
Criminal cases via the internet. Attorneys in multi-defendant cases can only view,
via the internet, those filings which relate directly to the party they represent. All
other pleadings may be viewed at the courthouse. Individuals who receive electronic
notification of the filing are permitted one "free look™ at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing.
The filer is permitted one free look at the document. The Court strongly urges you to
copy the Notice of Electronic Filing and pleading documents to your hard-drive for
future access. Subsequent retrieval of the case docket sheet and pleading from CM/ECF
must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who have indicated they do not have E-
mail accounts.

Add/Create a New Party

In rare cases you may need to add a party to the ECF system. If the party you represent is
not listed in the “Select a Party” screen, click on Add/Create New Party. The screen
depicted below will appear.

ZECF ™ -

Search for a party

Last/Business name ||

search | Clearl

You must first perform a search to see if your party is already entered on the ECF system.
Type the first few letters of the party’s last name for an individual, or the first few letters
of the company name. Click [Search].

If a match is found, ECF will display a list of party names. If the name of the party you
represent appears in the list, click on it and then click [Select name from list]. Review

the party information and select the party’s role in this filing. Click [Submit].

If a match is not found, or your party does not appear in the list, click [Create new
party].
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ECF displays the following screen.

Criminal Query
Party Information 2/%/2002
Last name |Smith First name |
MMiddle name | (Generation I— Title |
SSN [ amiraaa TaxID |
Role IDefendant {dft:pty) ﬂ Prose |no =
Office Address 1 |
Address 2 Address 3 |
City State | = Zip |

Phone

E-mail

|
|
|
County | =] Country |
|
|
|

Party text

Start date szwzouz

Submit | Cancel | Clearl

e For a company, enter the entire company name in the Last Name field. Choose the
appropriate Role from the drop down list. Click [Submit].

e For an individual, fill out the Last Name, First Name, Middle Name, Generation
and Title fields as appropriate. Choose the appropriate Role from the drop down list.
Click [Submit].

e [eave all other fields blank.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented
with the following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear |

An “event” in CM/ECEF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box in front of “Refer
to existing event(s)?” and click [Next].

Other Documents

Selact the categary to which yvour event ralates.

Type i~
adr
answer

appeal
appeal-cr
charge-cr

cja

crmp
detentian-cr
discoy -

Filed | to |

Documents I to I

Mext | Clear |

This screen requires that you filter the list of documents in the case by the type of
document that you want to link to. The type list appears in alphabetical order. Document
types in this list are the same as the types listed in the main filing menu. For example, to
link to a Brief, you would choose the type “Oth_Doc” because Brief appears in the “Other
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Documents” section of the main menu. You must choose a type on this screen. You also
have the option of entering filed dates or document numbers if you would like to further
narrow your search.

Once you select the type of document and click [Next] you are presented with a list of
documents that match your search criteria. For this example we have selected Motion as
the type.

Criminal Ouery

Other Documents

Select the apprapriate evenifs) to whick your event relates.

W 05012002 2 MOTION for Prelininary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (cuestaty,

O 05012002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Drefendant Bob
Stoops (guestaty, )

Mext | Clear |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Registered participants should use this feature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

EECF Reports «  Utiities +  Logout Q

ECF opens the PACER Login screen. You must enter your PACER login and password before
ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents.
Beginning July 2002, you will be charged a fee of $.07 per page to access documents, docket
sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted in Figure B on the
next page.

EE F Civil » Criminal -« Query + Reports -« \Utilities - Logout

Query

Search Clues

Cage Mumber |EIIII—1III1 (Examples: 99-500, 1:99cva00) Def Mumber |

or search by

Filed Date | to ]
Last Entry Date | tnl
. 0 (zerc) :l
Mature of Suit 110 (Insurance)
120 (Contract Marine) hd

ar search by

Last Mame | (Examples: Desoto, Des™)

First Mame | Middle Mame
Type I "I

Fun Cuery | Clearl

You may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party in the appropriate field. If more than one person with that name is in the database,
ECF returns a screen from which to select the correct name (Figure A). If you click on the name of

CM/ECF User’s Manual (8/2007) 41 Southern District of Georgia




the party, ECF will open the query screen depicted in Figure B. If the individual is a party to more
than one case, ECF will open a screen listing all of the party’s cases. Click on the case number
hyperlink and ECF opens the query screen depicted in Figure B.

Figure A

Query . Reports . Utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, David & {aty)
Jackson, Thomas Charles  (aty)

After querying the database by case number, name, or nature of suit, ECF opens the
Query window for the specific case you selected. See Figure B.

You may also query a case by the nature of suit. You must enter a range for either the
filed date or the last entry date in order for the query to run. To search for all cases of a
certain type, use the date 1/1/1970 as the "beginning of time." When you run the query,
if there is more than one case that meet those criteria, you will get a screen similar to the
one in Figure A, but listing multiple case numbers.

Figure B

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that the initial claim was filed, and date of last filing for the case. You may choose specific case
information from a large list of query options by clicking on the appropriate hyperlinked name on the
screen. The following paragraphs describe several of the available case-specific query options.

Attorney
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Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

Case Summary

Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Case Summary

Office: Mobile, AL Filed: 07/02/2001
Jury Demand: Both Demand:

Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:

County: Terminated:

Origin: 1 Reopened:

Lead Case: None

Related Case(s): None

Flags: JURY, TYPE-H

Party 1: WAYNE HARRELL (pla)

Party 2: DISRTICT OF COLUMBIA (DFT)

Atty: Ruth Ann Lowery ~ Represents Party 1: pla Phone: (202) 789-6064

Fax: (202) 789-6190
E-mail: rlowery @bdlaw.com
Atty: David A. Jackson ~ Represents Party 2: dft Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen depicted on the next page.

Deadlines/Hearings
Sort leuefSet | |Bocument Mumber —
Deadline/Hearing
| j Filed

Fun Query | Clear |

‘DluefSet

Satisfied

Terminated

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.
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1-01-01465-JR HARRELL v. DISTRICT OF COLUMBIA
Tames Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 02/20/2001
Deadlines/Hearings

Dac; Deadline/Hearin Event Due/Set Satisfied |Terminated

No. ¢ Filed

q @ Tury Trial 02/20/2001 |07/08/2002
at 0930 AN

7 @ Final Pretrial Conference |08/20/2001 |06/27/2002
at 04:30 I

q @ Status Conference 082002001 |01/08/2002
at 04:30 P1A

@ Meet & Confer Hearing [07/31/2001 |08/08/2001 020872001

at 02:00 P1

1 @ Answer due from DO DTA02/2001 |07/23/2001  |08/06/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

Case number IQE’——-"':'D

" Entered D

Documents | to |

¥ Include terminated parties
™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort by |Dldest date first ~|

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place a checkmark in the box to Include links to Notice of Electronic Filing if you

CM/ECF User’s Manual (8/2007) 44 Southern District of Georgia




wish to view them from the docket sheet. After you have selected the parameters for your
report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in a window as depicted.

The document numbers in the middle column of Figure 23B are hyperlinks to PDF files of
the actual documents. Place your pointer on the button next to the document number and
click to display the Electronic Notification Report for the document.

History/Documents

This selection queries the database for case event history and documents associated with the
case. After you tlick on the History/Documents hyperlink, ECF opens the screen depicted in
Figure 24. You may select the sort order for the query report and choose to exhibit all events
or only those with documents attached. ECF also offers you the option to display the docket
text in the report.

Figure 24

Query . Reports Utilities

History/Documents

& All events (history)

 Only events with documents

d

Display docket text

Mast recent date first j
Oldest date first

After making your selections, click on the [Run Query] button. ECF queries the database
and builds your report. Figure 24A depicts a portion of a History/Documents report. This
particular report lists all of the events and documents associated with the case in reverse
chronological order. It also displays the docketing text for all docketed events.
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Figure 24A

1-01-01465-JR HARRELL v. DISTRICT OF COLUMBILA

James Robertson, presiding
Date filed: 07022001 Date of last filing: 05/20/2001

History
Doc . Private Type Docket
Dates Description
Ea Event Subtype Part ID
< & )Ti.led.' 08/20/2001 |Ieet and Confer Statement frsc 34
Jw 08/20/2001 mestmt

Docks: Tong WEET AMD COMFER STATEMENT. (Lowery, Euthy
T |Filed: 08/20/2001 | Scheduling Order arder 36
Entered: 08/20/2001 scho

Dacket Text: SCHEDULIT

for 1/8/2002 at 4:30 PM. Signed by

EE: Final pretrial conference set for 6/27/2002 at 4:30 P jury trial set for 782002 at 9:30 AW status conference set
e James Robertson on August 20, 2001, (3T, )

Filed:
Entered:

|1

08/20/200 Vet Deadlines

08/20/2001

order
setddl

37

gust 20, 2001, (4T, )

Dacket Text: SCHEDULING CORDEE: Final pretrial coffsgence set for 6/27/2002 at 4:30 PId; jury trial set for 7/8/2002 at 9:30 AN, status conference set
for 1/8/2002 at 430 P Signed by Judge James Robertson off

— | Filed: 08/08/2001 |Meet and Confer He hearing 32
Entered: 080872001 mchrg
Dacket Toxt: Minute Entry: Meet and Confer Hearing held on 8/8/2001 before Itwnes Robertson in chambers. (Mot reported) (mip, )

-- | Filad: 0743102001 | Calendar Entry utility 17
Entered: 073172001 calenitry

Dacket Text: Calendar Entry, SetReset Heanngs: Meet and Confer Hearing set for 8/8/2001 02.00 P
| Filed: 0743142001 |Setl"Reset Hearings |

fore Judge James Robertson n chambers. {mlp, )
‘uti]ity |18

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF is similar to
what has been described above.

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Cases Filed
Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask

you to login to PACER. You may view Court Calendar Events for a case without logging into
PACER.
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Docket Sheet

Click on the Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login
screen.

Enter your PACER login and password. Click on the [Login] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number IQE’——-"':'D

" Entered D

Documents | to |

¥ Include terminated parties
™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort by |Dldest date first ~|

Run Report | Clear |

This is the same query window that ECF displayed when you selected Docket Report from
the Query feature (Page 29). Enter the case number for your docket sheet in the Case
Number field. Select parameters for the remainder of the data entry fields and click on the
[Run Report] button. ECF will display a full docket sheet for the case you selected. See the
Query feature section of this manual for a depiction of a partial docket sheet report. If you
do not need a complete docket sheet, you can narrow the query using the date filed/entered
fields. ECF also offers various sorting options from the Docket Sheet query screen.
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Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range, or by Nature of Suit and Cause Code.
When you click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Cases Report

Office ~| Case type ~| Nature ~| Case ~| Cause -
4 Lincoln Civil of suit |0 (zero) flags Z2EAMOTION 0 (Mo cause code entered)
7 Morth Platte > Miscellaneous = | 110 (Ingurance) a| AOFORM 1| 02:0431 (02:431 Fed, Election...) 4|

Filed [3/z3/2002  t0 [10/23/2002
) . I— ¥ Open cases
Terminal digit(s) B [" Closed cases
Sort by ICase MNumber LI I LI I LI
Run Repart M

Note: If you are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause Code,
if you wish to narrow your search. If you leave all fields blank, ECF will display a report for
all cases opened in ECF. This picture depicts part of a report of all cases filed in ECF at the
U.S. District Court from 9/23/2002 to 10/23/2002.

Civil Cases Report
Version 1 -- U.S. District Comrt of Nebraska

Filed Report Period: 09/23/2002 - 10/23/2002

Case Numbher/ DatelFiled] Date Closed/| Days

. Reopened/ g
Title Added Reclosed |Pending

402-cv-03257 Filed: 09/23/2002 31 Causs: 28:1343 Vielation of Civil Rights
\Anderson et al v. Gale VOS: Ciwil Rights: Voting

Cfica: 4 Lincoln

\Presider: Richard G. Kopf

\Referral: David L. Piester

Sy demand: MNone

02-cy-03258 Filed: 09/23/2002 31 Cause: 28:2254 Petition for Writ of Habeas Corpus (State)
Lujan v. Kemney NOS: Habeas Corpus (General)

Office: 4 Lincoln

\Presider: Lyle E. Strom

\Referral: Kathleen & Jaudzemis

Jury demand: None

Case Flags: HAREAS

Notes

402 -cv-03259 Filed: 08/23/2002 31 Cause: 267401 IR3: Tax Liability
US4 v. Woolley VOS: Taxes

Office: 4 Lincoln

\Presider: Richard G. Kopf
\Referral: David L. Piester

Jury demand: None

4.02-cv-03260 Filzd: 0912472002 30 Canse: 42:2000e Tob Discrimmation (Empleyment)
Mieere v. Lincoln NOS: Ciwll Rights: Other

ffice: 4 Lincoln

\Pregider: Warren K. Urbom

\Referral: David L. Piester

Jriry demand : Plamnff’

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on a particular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.
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Utilities Feature
The Utilities feature provides the means for registered users to maintain their account in ECF and to

view all of their ECF transactions.

Criminal

Utilities

Your Account
Idamtain ¥our Account
Wiew Your Transzaction Log

Edit Data

Miscellaneous

Legal Eesearch ..
Ilailings.

Venfy a Document

Your Account
This section of the Utilities feature provides you the capability to maintain certain aspects of
your ECF account with the Court and to view a log of all your transactions within ECF.

Maintain Your Account
Click on the Maintain Your Account hyperlink to open the Maintain User

Account information screen.

Bamtam User A

Last name |wes| First name I
Middle name Generation I
Type ctt

Title |

Office [Vill E. Shore

Address 1 [T=chical writer

Address 2 |

Address 3 [Room z301

State [ | Zip |

City |
Country l— County lﬂ
Phone [iz02] 354-3297 Fax |
BarId Bar status
Initials DODEB AD code End date

Email information... | Mare user information...

Subrnit | Clear |
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This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. This includes Bar Identification and
Bar status. YOU WILL BE RESPONSIBLE FOR CHANGING YOUR
PHYSICAL ADDRESS WHEN NECESSARY.

Clicking on the [E-mail information] button opens the following screen.

E-mail information for wes

PI'il’l‘lﬂI'}" e-mail address willisw short@ded.uscourts.gov

L] r
Send the notices specified helow
¥ to my primary e-mail address
John_doefdosbuckandfawn. com ;I
@dcﬁﬁumﬂ addre@ ary swithfdoshuckandfawn. com
L 3

V¥ Send notices in cases in which I am EVDN/

" Send notices in these additional cases Al

|
& Send a notice for each filing
 Send a Daily Summary Report

< :> # htwl format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear |

E-mail information for wes
Primary e-mail address Ijlliam_short,ﬁdc:d. USCOUrLS. gov _'ﬂ
»

5

Send the notices specified helow
¥ to my primary e-mail address

" to these additional addresses

B

1]

F Send notices in cases in which I am involved

I Send notices in these additional cases =]

|
& Send a notice for each filing
 Send a Daily Summary Report

. @ html format for Netscape or ISP e-mail service
Format notices

 text format for ce:Mail, GroupWise, other e-mail service

Return to Account screen | Clear

ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in this screen. Perform the following steps to enter additional e-
mail addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

¢ From the screen depicted in Figure 31A, enter a check mark by clicking on the
box to the left of the line, which reads “to these additional addresses’.

e Enter the e-mail addresses of those individuals you wish to notify concerning
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ECF activity. This data entry field has a capacity of 250 characters for
approximately ten E-mail addresses.

e Stipulate the format of the ECF notices by selecting your choice from the bottom
of the screen.

e [f you wish to enter completely new information about your account, use the
[Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen]
button to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeled More
user information, from the Maintain User Account screen. ECF opens the screen

depicted in Figure 32.
Figure 32
IIore Eser Information for wes
Login Ishortw Lastlogin 08-31-2001 11:03
Password |*””””” Cwrrent login  09-04-2001 11:.03
Prid 2231 Create date 02/02/2001
Registered IY 'I Update date 08/16/2001
Groups Quality Control
Return to Account screen | Clear |

This screen displays user login information and provides the means to change your
ECF password. Notice that ECF displays a string of asterisks in the Password field.
To change your ECF password, place your cursor in the Password field and delete
the asterisks. Type in your new password. ECF displays the actual characters of your
new password as you type. When you have completed your interface with ECF from
this screen, click on the [Return to Account screen] button to reopen the Maintain
User Account screen. When you are satisfied that all of your account information is
accurate and up-to-date, click on the [Submit] button at the bottom of the Maintain
User Account screen to submit your changes to ECF. ECF will notify you onscreen
that your updates were accepted. If you changed passwords, you may begin using the
new password during your next ECF session.

View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See Figure 33 for a sample
transaction log report.
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Figure 33

Id Date

3212 08/22/2001 15:45:54

3326 08/27/2001 11:44:12

3330 08/27/2001 12:01:51

3331 08/27/2001 12:05:13

3335 08/27/2001 14:23:52

3336 08/27/2001 14:3043

3337 08/27/2001 154355

3338 08/27/2001 16:1842

3339 08/28/2001 10:1%:15

3431 0%/04/2001 14:21:26
3431 0%/04/2001 14:21:27

Case Number

01-4011

01-4011
01-4011
01-4011

01-4011

01-4011

01-4011

01-4011

01-4011

Total Humber of Transactions: 11

Transaction Log
Report Period: 08/16/2001 - 09/04/2001

Text

First WMOTION for Permanent Injunction by ARLENE ACEERWAT. Eesponses due by 34/2001. Eeplies due by
91172001 (Attachments # (1) Exhibit Test Document){wes, )

First MOTTOMN for Prelimmeary Injunction by ARLENE ACEERMAMN. Eesponses due by 830/2001. Eeplies due by
83072001, (wes, )

BESPONSE n Opposttion re [2] filed by DEMWITEIA RICE. (wes, )

COBEDEE temporarly grantmg Metion for Prelimnary Injunction [2] . Motion referred to thealdf . Signed by Judge
sullivan ernmett g on 08/28/01. (wes, )

RESPOMSE to Motwon re [2] Preliminary Infunction filed by DEWITELA RICE. (Attachments: # (1) Extubit Exhibits
are bemg held in the Cletk's office in paper format)(wes, )

RESPOMSE to Motion re [1] Permanent Injuciion filed by ARLENE ACEERMAN. {Attachments: # (1) Exhibit
extubits are bemg held i the Clerk's office in paper)(wes, )

Second MOTION for Preluninary Injunction by plaintiff for defendent io cease and dasist the assignment af
plaintiff to cafeteria duty by ARLENE ACKERMAMN. Responses due by 8/31/2001. Replies due by 8/31/2001.
(wes, )

WOTION for Prelirminary Injunction (o cease and desist from assigning plainiiff to wark as a cafeteria moniior by
DEMMITEIA BICE. Eesponses due by 812001 Reples due by 83120071, (wes, )

Second MOTION for Preluninary Injunction to cease and desist the assignment of plaintiff o cafeteria manitor by
DENITEIA RICE. Responses due by %10/2001. Eeplies due by 3/14/2001. (wes, )

Updated person record: wes Pnd: 2231
Updated user record: shortw 2231

Use this feature of ECF to review your transactions and to verify that:

. all of the transactions you entered are reflected in the Transaction Log

. no unauthorized individuals have entered transactions into ECF using your
login name and password.
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Miscellaneous

ECF provides three Miscellaneous functions within the Utilities feature of the system.
. Legal Research

. Mailings

. Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary,
and Westlaw via the Internet. Select the Verify a Document hyperlink to open a query

screen and enter data in the screen fields to locate a particular document attached to a
specific case number. There is also a Mailings hyperlink that opens a new screen for
making or requesting mailings from ECF.

Logout

After you have completed all of your transactions for a particular session in ECF, you should exit
from the system.

EECF Civil + Query + Reports +  Utiities

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen as depicted in Figure 4 of this manual.

Additional Information Regarding ECF
Sealed Documents

Continue to file sealed documents at the District Court Clerk’s office in accordance with the
existing practices and procedures for conventional filing.
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