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NEW! ECF Version 3.0 Features

The U.S. District Court of Western Washington has upgraded ECF to Version 3.0. There are a
few new and enhanced features added to assist electronic filers:

Secondary E-mail Addresses:
e Users can now specify which cases a secondary e-mail address will receive notification.
Query a Document:

e Access a PDF document for a case without first running a Docket Report. This new
option is located in the query menu. Previously, you had to run a docket report prior to
accessing a document, which generated a financial charge. Now, when choosing the
“query a document” you will gain access to the PDF document without the additional
charge of running the docket report. You will need to know the document number prior
to selecting this option.

New Options in Utilities Menu:
Access user account information quickly and easily with these new options:

e Maintain Your E-Mail
e Maintain Your Address (excluding law firm addresses)
e Maintain Your Login/Password

Case Flags:

e Case flags are case specific information which appear under the case names and on the
docket report alerting users of attributes of a case that are of special attention. A listing
of case flag definitions is available by selecting the link ‘Court Information’ on the ECF
welcome page.



Electronic Case Filing
User’s Manual

Introduction/Overview

Introduction

This manual provides instructions for using the Electronic Case Filing (ECF) 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 ECF-compatible web
browser and Adobe Acrobat or equivalent software for creating and reading portable document
files (PDF).

Help Desk

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

Toll Free Help Desk: 1-866-ECF-WAWD (1-866-323-9293)

OR

E-mail: cmecf@wawd.uscourts.gov

ECF System Capabilities

Registered users with a PACER account, an ECF-compatible web browser, Adobe Acrobat or
equivalent software, and access to the Internet can use the U.S. District Court’s ECF system to
perform the following functions:

Open the court’s web page.

View or download the most recent version of the ECF User’s Manual.

Self-train on a web-based ECF Tutorial.

Attend a training course to 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.

e View official docket sheets and documents associated with cases.

e View various reports for cases that were filed electronically.


mailto:ecfhelp@ned.uscourts.gov

Getting Started

Hardware and Software Requirements

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

e A personal computer running a standard operating system such as Microsoft Windows or
Macintosh.

e An Internet service provider and Web browser. The court has verified that its installed
version of ECF is compatible with Internet Explorer 6.0 and Mozilla Firefox 1.5.

e Software to convert documents from a word processor format to portable document
format (PDF).

e A scanner to convert paper documents to PDF format to enter electronically into ECF
(such as exhibits). Use a scanner ONLY if you cannot electronically prepare your
documents and convert them directly to PDF format.

Note: When scanning documents for ECF, scan at a resolution of 200 to 240 dpi (dots per
inch). Scanning at resolutions greater than 240 dpi tends to clutter the electronic transfer with
unwanted markings and print. Also, higher resolutions result in larger file sizes that may impede
document submittal. All documents should be scanned with a “black and white” setting unless
the exhibit is colored.

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 Electronic Case Filing (ECF)

Participants will need to register with the court to receive a login and password for the ECF
system. The registration form can be found online via our website:

Access our court website at www.wawd.uscourts.qov.
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Click on Electronic Case Filing. Click on the link “Access our registration form in PDF”.
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Log-in to File or Search
e Log-in to ECF to electronically file your document.
e Log-in to PACER to search for previously filed
documents.

Learn to use the ECF System
# Take an online tutorial
* E-mail to sign up for a training class
« Find answers in our anline ECF User's Manual

Register for Electronic Filing
* Access our registration form in PDF.
* Use Forgotien Password to reset your password.
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Troubleshoot common problems:

« Poor System Performance

e Problems Logging In

e \iewing Documents from E-mail

Contact the ECF Help Desk
« E-mail your questions to cmecf@wawd.uscourts.gov
» Call us toll-free at 866-323-9293, or 206-370-8440.

ECF RESDURCES

ECF Filing Procedures
ECF User's Manual
Event Lists - Civil

Event Lists - Criminal

ECF Nevasletber
Past Nevasletters
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The ECF registration form is also available by clicking on Reference Materials on the left
column of the ECF Home page, then Forms.

Fill out the form on line, print and fax to the Clerk’s Office at:
206-370-8861

OR mail to:

Clerk, U.S. District Court
Western District of Washington
Attn: ECF Attorney Registration
700 Stewart Street, Lobby Level
Seattle WA 98101

Once an account has been established, your login and password will be sent to you by the Clerk’s
Office via e-mail.

Opting out of electronic notification during ECF registration:

Choosing this option will apply to all of your future cases. Your Notices of Electronic Filing will
be sent to you by first class mail only. This will result in a delay, compared to instantaneous
electronic noticing.

To opt out of electronic notification:
e Do not include an e-mail address on the ECF registration form.
e Your login and password will be sent to you via first class mail only.

Opting out of electronic notification if you are already registered:

Choosing this option will apply to all of your present and future cases. This is not a case by case
option. Your Notices of Electronic Filing will be sent to you by first class mail only. This will
result in a delay, compared to instantaneous electronic noticing.

To opt out of electronic notification:
e Loginto ECF.
e Select Utilities, Maintain Your E-mail.

e Highlight the primary and any secondary e-mail address information and click the delete
button on your computer keyboard.

e Click Submit to save your changes.



Practice Filing in ECF

To practice ECF activities, registered users can visit a training version of the system on the
Internet at:

https://ecf-train.wawd.uscourts.gov

We strongly recommend that registered users practice in the “training” ECF database before
filing documents in the “live” ECF database. Please call the ECF Help Desk (1-866-323-9293)
for a login and password to use in the training system ONLY.

Training Classes

The court also offers training classes. For a class schedule, view the ECF Newsletter via the link
on the Electronic Case Filing page, or on the ECF Welcome Screen. Call the ECF Help Desk at
1-866-323-9293 to sign up for training.

Portable Document Format (PDF)

What is PDF? PDF, or portable document format, is a convenient and popular method for
distributing information electronically. A PDF document is compatible with Windows,
Macintosh, and Unix-based computers, which means that the document can be read on screen
and printed from nearly any computer. In addition, a PDF document retains all the formatting
and fonts of the original.

Only documents in PDF format may be filed with the court using the ECF system, so these
documents must be converted from their native word processing application to PDF. If PDF
conversion software is not included with a word processing program, the user must install the
software. Before transmitting 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 Document

Open Adobe Acrobat or Acrobat Reader.

Select FILE on the menu bar and click OPEN from the drop-down window.

Click on the location and file name of the PDF document you wish to view.

If the designated location is correct, and the file is in PDF format, Acrobat opens the file

and displays it on your screen.

e |f the displayed document is larger than the screen or consists of multiple pages, use the
scroll bars and buttons to move about within the document.

e Click on the VIEW menu for other options for viewing the displayed document. Choose

the option that best suits your viewing needs.

How to Convert Documents to PDF Format

10
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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 (i.e.
Adobe Acrobat Writer) or WordPerfect versions 9, 10, or 11 word-processing application with
its built-in PDF conversion capabilities.

From Word Perfect Version 9, 10, or 11

e Open the document.

e From the menu bar, click on FILE and from the drop-down menu select PUBLISH TO
PDF.

e Save the file as a PDF file, giving it a .PDF extension.

e The file is now in PDF format under the newly designated name. The original document
remains in WP format with its original file name.

For all other versions of WordPerfect, all versions of Microsoft Word, all Microsoft Office
products, and other software applications

e Install PDF conversion software on your computer.

o Follow the instructions for your software.

11



Entering the ECF System

How to Access ECF
Access the Western District of Washington Court webpage at http://iwww.wawd.uscourts.gov, click on
Electronic Case Filing.
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On the Electronic Case Filing page, click “Log-in to ECF to electronically file your
document.”

Electronic Case Filin

Log-in to File or Search
s Lag-in to ECF bo alactronically file youwr doourmant.
« Log-in b PACER to search for previously filed dosuments,




You are directed to the "Welcome' screen.
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Weelcome to the U.S. District Court for the United States District Count for the Wester District of Washington

Usabed States District Court for e Westem District of Washington - Document Fiing Svstem

See the December Jannary CMUECE Newsletter or the previous CALECF Newsletters on the District Court website for important information about

CMVECF as well as Tips & Tricks on nsing the system.

Sealed Documents are not viewable by case participants. Any Sealed docaments uploaded via CAUECF mast be served upon other litigants in the
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Court Information

conventional manmer - wot by elecironic service by the court.

Click on the Court Information hyperlink to access the following:

Court Details:

Court Details

Court's Name
Software Version

ECF Go Live Date
Maxamum PDF File Size

Court Locations:

United States District Court for the Western Distnct of Washington
CM/ECF-DC v3.0.4

6/23/03

SMB

Court Locations

Court’s Name

Court’s Address
Court’s Phone Nurmber
Court's Email Address
Court's Hours

Court's Name

Court's Address
Court's Phone Number
Court’s Emanl Address
Court’s Hours

United States District Court for the Western District of Washington

700 Stewart Street, Lobby Level, Seattie, WA 38101

206-370-8400

cmecf@wawd.uscourts.gov

SAM - $130PM, M-F

g;;ltud States District Court for the Western District of Washington - Divisienal
ice

1717 Pacfic Avenue, Room 3100, Tacoma, WA 58402

253-882-3790

cmecf@wawd.uscourts.gov

9:00 AM - 4:30 PM, Monday-Friday



PACER Details:

Facer's Address PACER Service Center, P.O. Box 780549, San Antonio, TX 78278-0549
Pacer's Phone Number (800) 676-6856 or (210) 301-6440 if residing in the San Antonic area
Pacer's Email Address pacer@psc.uscourts.gov

Case Flag Definitions:

Code Translation
1915 1915 Disrmissal
APPEAL Appeal
ARBITRATION Arbitration
ATTY_PEND Artorney Pending
BESTAY Bankruptcy Stay
BOND Appearance Sond
CASREF Case referred
CLOSED Case Closed
CONSENT Cansent.
CONSOL Consolidated
ENE Early neutral evaluation
HABEAS Habeas Corpus
INTERAPPEAL Interiocutory Appeal
INTERP Interpreter
JURYDEMAND Jury Demand
LATEX Latex Glove Case
MAGAPP Magistrate Appeal
MDL MDL Case
MDL1038 MDL 1038
MDL1060 MDL 1050
MDL1159% MDL 1199
MDL1201 MOL 1201
MDL1203 MDL 1203
MDLE23 MOL 823
MDLETS MDL 875
MDLE9S MODL 899
MDLS26 MDL 526
MEDIATION Mediation
MISELECT Magistrate Judge Sslactad
MOTREF Mation referred
NOSVC No Service
PASSPORT Passport
PROBT Probation Transfer
PROTO Protective Order
REMAND Remand
REOQPEN Reopened
SEALED Case Sealed
SEVER Severad
M Special Master
SPECIALMASTER Special Master
STAYED Case Stayed
TRANSFER Transfer
VANCOUVER VANCOUVER



Click on 'Document Filing System' to access the Login page.

Waleome 1o the U 5. Distnct Court fior the United States Desenet Count for the Western Dismnet of Washmgton

See our new SEALED and EX-PARTE-SEALED page which describes how these restrictions work in our district.

See the December/ January CAVECT Newsletier or the previous CAUECF Newsletiers on the District Court website for impariant information about
CMVECF as well as Tips & Tricks on using the system.

Sealed Documents are not viewable by case participants. Any Sealed decuments uploaded via CMVECF mmat be served spos other hiiganis in the
conventional mammer - mof by electronic service by the court,
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Lourt Informatisn

CM/ECF Filer or PACER Login
Notice
Thes is a Restricted Web Site for Official Court Business only Unauthosized eniry is prohibded and subject to presecution under Title 18 of the US_ Code. All
actnities and access allempts are koged
Instructions for filing:
Enter your CMECF filar login and if you ame y filing g with thie court

If you received this login page as a result of a link from a Notice of Electronic Filing email:

Enter your CMECF filer logn and password. The system prompts customers for a CMECF login and passward when attempling to view ceram types of documents
If you have trouble viewing a document:

Aftar successful entry of your CRMUECF login, you should be able to view the document. i you recers the message "You do not have permission to view this
document,” viesing the document is restncted to atiomeys of recoed in the case and the system does not recognize you s swuch. if the logn prompt appears again,
after wou have entered your CMAECF lagin and password, § means that the “Fres ook link has expred. Yo will need 1o enter your PACER logmn and passwond bo view
the document, and you will be changed .08 per page

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online at
hitp lipacer psc uscours gov.

AU A0
Logn: I

Fassward: |

dlier code

(Cogn] [(Cear]

INOTICE: An access fee of 5 08 per page, as approved by the Judicial Conference of the United States, will be assessed for access 1o this senice. For mare
information about CMECF . click here or contaci the PACER Senice Center ot (B00) BTE-8855

CMECF I boim neitnd e warks corractly with Netzogpe 7, brernet Explorer & 0 and Fivglix 1.4
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This screen contains detailed instructions:
Instructions for filing:

Enter your ECF filer login and password if you are electronically filing something with the court.
(TIP: Leave the client code blank.)

If you received this login page as a result of a link from a Notice of Electronic Filing e-mail:

Enter your ECF filer login and password. The system prompts customers for a ECF login and
password when attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your ECF login, you should be able to view the document. If you
receive the message, “You do not have permission to view this document”, viewing the
document is restricted to attorneys of record in the case and the system does not recognize you as
such. If the login prompt appears again, after you have entered your ECF login and password, it
means that the “free look” link has expired. You will need to enter your PACER login and
password to view the document, and you will be charged $.08 per page.

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you do not have
a PACER login, you may register online at http://pacer.psc.uscourts.gov.

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:

Your ECF or PACER login attempt failed. Either vour login name or password is incorrect.

Back |

Click on the browser BACK button and re-enter your correct login and password.

16
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After ECF accepts your login and password, the Main ECF screen will display with a Blue
functional selection menu bar at the top.
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Last login: 04-20-2007 11:30

18F ebruary2007

Login Date and Time

The date and time you last logged into the system appears at the bottom 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, call the ECF Help Desk (1-866-323-9293) with this information as soon as possible.

Selecting ECF Features

Logout '¢

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

17



Civil - Electronically file civil case pleadings, motions, and other civil court documents.
Criminal - Electronically file criminal case pleadings, motions, and other criminal court
documents.

Query- Search ECF by specific case number or party name to retrieve information and
documents relevant to the case. You must login to PACER before you can query a case.
Reports - Retrieve docket sheets and cases-filed reports. You must login to PACER
before you can view most ECF reports.

Utilities - View your personal ECF transaction log and maintain personal ECF account
information.

Logout - Exit from ECF. This prevents further filing with your password until the next

time you log in.

General Rules and Manipulations

Manipulating the Screens
Each screen has the following two buttons:

CLEAR - Use this button to remove all characters entered in the box(es) on that screen.

NEXT or SUBMIT - Use these buttons to accept entered data, display the next data-

entry screen and commit and finalize your transaction.

Correcting a Mistake

Use the BACK button on the browser 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. You may use the BACK button of your browser to correct data entry until you

see the “Attention” warning message. Once you click on the next button after seeing this
message you will have no further opportunity to go back and correct any mistakes.

Procedures

Signatures, Affidavits of Service

Attorney Signatures: An electronically filed pleading or other document which requires an
attorney’s signature may be signed with a digitized signature or signed in the following manner:

s/ John Attorney

Washington State Bar Number 12345
ABC Law Firm

123 South Fifth Street

Seattle, WA 98104

Telephone: (206) 123-4567

Fax: (206) 123-4567

E-mail: John_Attorney@lawfirm.com
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Any party challenging the authenticity of an electronically filed document or the attorney’s
signature on that document must file an objection to the document within ten days of filing.

Non-attorney signatures:

If the original document requires the signature of a non-attorney, the filing party may scan the
entire document, including the signature page, or attach the scanned signature page to an
electronic version of the filing.

Any party challenging the authenticity of an electronically filed document with a non-attorney
signature may file an objection to the document.

The filing party is responsible for maintaining the paper document with original signatures for
the duration of the case, including any period of appeal.

Any party challenging the authenticity of an electronically filed document containing a non-
attorney signature, or the authenticity of the signature itself, must file an objection to the
document within ten days of filing.

Multiple signatures:

The following procedure applies when a stipulation or other document requires two or more
signatures.

The filing party shall initially confirm that the content of the document is acceptable to all
persons required to sign the document, and shall obtain either physical signatures or
authorization for the electronic signatures of all parties on the document. Physical, facsimile, or
electronic signatures, consistent with the formats for attorney signatures, are permitted.

The filing party may then file the document electronically, indicating the signatories as “s/ Jane

Doe,” “s/ John Smith,” etc. The correct format for a signature is the same as that previously
described for attorneys’ signatures.
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Any party challenging the authenticity of an electronically filed document containing multiple
signatures, or the authenticity of the signatures themselves, must file an objection to the
document within ten days of filing.

If any of the signatures are of non-attorneys, then the provisions described in the previous section
for the filing party retaining the paper copy also applies.

Orders and Proposed Orders
Orders of the Court

The assigned judge or the Clerk’s Office shall electronically file all signed orders. An order
signed electronically (by either a digital signature or by using the *“s/ Judge’s Name” convention)
has the same force and effect as if the judge had affixed a signature to a paper copy of the order.

The assigned judge or the clerk’s staff, if appropriate, may grant routine orders by a text-only
entry upon the docket. In such cases, no PDF document will issue, and the text-only entry shall
constitute the court’s only order on the matter. ECF will generate a “Notice of Electronic Filing”
as described previously in these procedures.

When mailing paper copies of an electronically filed order to a party who is not a registered ECF
participant, the Clerk’s Office will include the Notice of Electronic Filing to provide the non-
participant with proof of the filing.

Proposed orders shall be submitted as outlined below:

Electronically-submitted proposed orders shall be filed with the motion as an attachment and
named “Proposed Order” on the system. This will provide service of the proposed order to all
registered parties.

All proposed orders must be conspicuously labeled “Proposed.” If the judge decides to use the
proposed order, s/he will remove the “Proposed” language.

If a proposed order is submitted separately, or without a motion, the event “Proposed Order
(Unsigned)” may be used. If appropriate, it can be linked to a previously filed motion.

A proposed order shall also be attached as a Word or WordPerfect-compatible file to an internet
e-mail sent to the e-mail address of the assigned judge. The subject line of the e-mail shall
include the case number and title of the order. The judges’ e-mail addresses for proposed orders
only follow this pattern:

JudgelLastNameOrders@wawd.uscourts.gov
For example: LasnikOrders@wawd.uscourts.gov.

Proposed orders on motions for default made pursuant to Civil Local Rule 55 should be prepared
in a format compatible with Word or WordPerfect (as described previously) and then attached to
an internet e-mail sent to the Clerk’s Office at the following e-mail address:
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WAWNDClerk@wawd.uscourts.gov

No other documents or pleadings may be sent to the Clerk’s Office at this e-mail address.
Noting Date

All motions shall include in the caption (immediately below the title of the motion) the date the
motion is to be noted for consideration upon the court’s motion calendar. See CR 7(d) and
CrR12 for form and scheduling motions and briefing deadlines.

Voluminous Documents

When documents that exceed 100 pages in length are filed electronically: A paper copy of the
document shall be delivered to the Clerk’s Office for chambers. The copy for chambers shall be

clearly marked with the words “Courtesy Copy of Electronic Filing for Chambers.”

If any chambers has a different requirement for courtesy copies, an order will be posted in the
case to advise all parties.

A “document” in the context of this section refers to the aggregate submittal to the court, not to
each individual paper within it. For example, if a motion is filed with related paperwork,
declarations, etc., and if all of these papers counted together total more than 100 pages, the filing
should be considered a “voluminous document.”

Pagination

Documents, including exhibits, shall be sequentially paginated in their entirety, with the page
numbers appearing in the lower left margin of the document.

Adding Attachments During Filing

Describe the document(s) using the Category list, and Description box, or both.

Linking Documents
Some pleadings such as Briefs 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:
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__|Should the document you are filing link to another document in this case?

Filed to
Documents to

To link the document you are currently filing to a previously filed document, check the box in
front of “Should the document you are filing link to another document in this case?” You
also have the option of entering filed dates or document numbers if you would like to further
narrow your search.

Once you click NEXT you are presented with a list of documents that match your search criteria.

AJIEY. IVIUUMISU OI1 & &7 LWV 7 DN, 1

[ 02/06/2007 6 Second MOTION to Dismiss FOR FAILURE TO COMPLY WITH COURT
ORDER by Defendant Earle Grey. (Attachments: £ (1) Proposed Order)Noting
Date 2/23/2007.

[] 02/06/2007 7 Second MOTION to Dismiss For Failure to Comply with Court Order by
Defendant Earle Grey. (Attachments: # (1) Proposed Order)Noting Date
2/23/2007.

Click the checkbox for the document you wish to link to and click NEXT. The docket text
indicates the link.

BRIEF re [7] Second MOTION to Dismiss For Failure to Comply with Courr Order
bv Defendant Earle Grev.

Add/Create a New Party

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.
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Grey. Earle [Defendant] :
Grey. Earle [ThirdBarty Plamtiff]
Java. Joe [Flainiif]

Smith. Jon L [ThirdParty Defendant]

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.
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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. ECF
displays the following screen:

Party Information
Last name Smith First name Joe
Middle name Generation
Title
Role [ Defendant(ditply) . . ¥ Prose|m v
Prisoner Id Unit
Office
Address 1
Address 2
Address 3
City State Zip
County - Country

Prison MNotAssociated with Prison

[ Populate Prison Address Lines ]

Phone Fax
E-mail
Party text
Startdate  |4/20/2007

e For a company, enter the entire company name in the Last Name field.

e 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.

e Leave all other fields blank.

e Click SUBMIT. The newly added party appears on the list under Select the
Party.

Civil Events
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Filing a Civil Complaint

The court will accept complaints sent by e-mail, U. S. Mail, or delivered in person to the Clerk’s
Office. If you e-mail your complaint, it must be in PDF format and sent to one of the following
addresses:

newcases.seattle@wawd.uscourts.gov
newcases.tacoma@wawd.uscourts.gov

Present the Clerk’s Office with a Civil Cover Sheet (JS-44c) and the complaint which lists the
case party information and a check, money order or credit card in the amount of $350.00,

OR
E-mail the civil cover sheet, complaint and pay the filing fee by credit card. See our website at

http://www.wawd.uscourts.gov, Court Services page, for more information on how to pay by
credit card.

Filing Documents for Civil Cases

The steps involved in filing a civil document are:

Select the type of document to file.

Enter the case number.

Designate the party or parties filing the document.
Specify the PDF document to be filed.

Add attachments to the document being filed.
Modify docket text as necessary.

Submit the pleading to ECF.

Receive notification of electronic filing.

Select the type of document to file

This section describes the process for filing a motion in ECF. The process is similar for filing
other pleadings.

Select Civil from the Blue menu bar at the top of the ECF screen.
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Civil Events

Initial Pleadings and Service Other Filings
Complaints and Other Inifiating Documents Discovery Documents
Service of Process Notices
Answers to Complaints Trial Documents
Other Answers Appeal Documents

Other Documents

Motions and Related Filings Sealed Documents
Motions
Sealed Motions

Responses, Replies and Supporting Documenis

Select Motions under Motions and Related Filings.

Motions

Casa Number

03-1100 99-12345, 1:99-cv-12345, 1-99-cv-12343, 99cvi2345. or 1:99cv12343
=

Enter the Case Number.

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.

When the case number is correct, click on NEXT.

If the case number you are working on is 2:03cv1100, you can enter the case number in any of
the following formats:

3-1100
03cv1100
2:03-cv-1100
2-03-cv-1100
2:03cv1100

Click NEXT to continue.
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Motions

2-03.cv-01100-FDB-JKA Jam

CASREF, JURYDEMAND

| Next'| |/Clear |

circled above to view the docket sheet for the case, be aware
, and you will need to input your PACER login and password.

If you click on the case caption li
that a new login page will laun

NOTE: Case Flag Definitions (See Page 8-9) will now appear under the case caption.

Click NEXT to continue.

More Definite Statement :
New Trial
Order
Partial Summary Judgment
Permanent Injunction |

Proceed In Forma Paupens

.

E’roducg o -

Highlight the type of motion, shown in the example as Preliminary Injunction, and click
NEXT.

‘Miscellaneous Relief
Mistrial

NOTE: If the type of motion you are looking for does not appear on the list, select
Miscellaneous Relief. You will be prompted to describe your filing.
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Designate the party or parties filing the document.

Select the filer.
Select the Party:

Grey, Earle [Defendanf]
Grey, Earle [ThirdParty Plamtiff]

Java. Joe [Flainkff] l
Smith. Jon L [ThirdParty Defendant] _ |

Highlight the name of the party or parties for whom you are filing the motion. If you 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.

If your party does not appear, you can add or create a new party, as outlined on page 21 under
Add Create New Party.

Indicate whether oral argument is requested

ECF accepts the party or parties you selected and displays the screen depicted below. Type No
or Yes then click NEXT.

Does the CAPTION of this motion include a request for ORAL ARGUMENT? nof

| Next | | Clear |

If Yes is chosen, click NEXT on this screen:

The CAPTION of vour document MUST contain the words ORAL ARGUMENT to comply with Local Rule CR 7(b)(4).

The Court will notify you if ORAL ARGUMENT is granted.
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Specify the PDF file name and location for the document to be filed.
ECF displays a field for locating and entering the PDF file of the document you are filing.

Please attach the proposed order to the motion.

REMENMBER! After filing, e-mail the proposed order in Word or WordPerfect format to the appropriate judge. Include the case # and title of the order in the subject
line of the e-mail

Select the pdf document (for example: C:1199cv501-21 pdf).
Filename

! (Brovse_]

Attachments to Doc t: @ No O Yes

Click BROWSE. Search your computer for the document to be filed.

i) Sample POFs \§ R e
?;,Ce.'t of Record.pdf 7E Letter pdf

A 20 Apt.pdf =% Mandate.pdf

1 Ca 20.pdf E Minutes pdf

-_ Complaint.pdf 1 Maobon - Memarandum, pdf
"% Dedlaration, pdf g

T Exhibit 2,pdf X Notice of Appeal.pdf

X Exhibit.pdf X Motice of Appearance.pdf
X Fin Afdt.pdf L notice of Dep.pdf

¥ 1FP FORM.pdf "X Notice of Hearing.pdf
Elndich'.:en{_pdf Zﬁlqﬁ:e of Lawsuit.pdf

2 Information. pdf 7 Notice, pdf

-'E Junt Status Report.pdf E Objection,pef

X Judgment.pdf X o0D.pdf

T jury demand, pdf "% Order of Ref.pdf

ZJL."( Verdict,pdf EDrr_‘Er.pdf

& R

Navigate to the appropriate directory and file name to select the PDF document you wish to file.
(All documents that you file in ECF must be in PDF format. ECF will not accept other formats.)

In order to verify that you have selected the correct document and that it contains all pages, right
mouse click on the highlighted file name to open a quick menu and left mouse click on Open
with Adobe Acrobat or Acrobat Reader. Adobe Acrobat or Acrobat Reader will launch and
open the PDF document that you selected.
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Once you have verified the document is correct, close Adobe Acrobat and click on the OPEN
button, or double-click on the file name. ECF closes the Choose File screen and inserts the PDF
file name and location in the Motions screen.

Please attach the proposed order to the motion.

REMENIBER! After filing, e-mail the proposed order in Word or WordPerfect format to the appropriate judge. Include the case # and title of the order in the subject
line of the e-mail.

Select the pdf document (for example: C:1199cv501-21 pdf).
Filename

Attachments to Docament: 0 No O Yes

1 Clear

In the event you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click on the NEXT button:

ERROR: Document is not a well-formed PDF document (no firther information is available).

Back |

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.

If you fail to select a document to file with your pleading, ECF will display the following error
message:

[JavaScript Application]

! Mote: You have not sslected & document.

If you click OK from this screen depicted above ECF will return you to the Motions screen. You
cannot proceed without attaching a PDF document.
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Add attachments to documents being filed.

To attach the proposed order to your motion, select Yes under Attachments to Document. Click
NEXT.

A new screen opens.

Click BROWSE. Search your computer for the document file name of the attachment, find the
document you want, double-click it and ECF will insert it in the Filename field.
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Name the attachment.

¢ Next to the field for attachment Category, click on the arrow and ECF opens a pull-down
screen. Highlight the type of attachment from the drop down list.

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

If you choose both a selection from the Category list and type in a Description, the Description
will follow the Category in the attachment name.

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

After adding all of the desired PDF documents as attachments, click NEXT.

ROPEELY NOTE MOTIONS IN COMPLIANCE WITH CR 7
Mext | Clear |

Note Motions in compliance with CR 7.

Motion for Preliminary Ijunction

Noting Date

Da:e|3f1fﬂ?| Calendar |
NE_xtl Clearl

Enter the correct noting date for the Motion you are filing and then click NEXT.

NOTE: Clicking on Calendar will display current month’s calendar, which can be changed by
clicking on the < or > symbols.

Modify docket text.

t Text: ify as Appropriate.
ESE’—DH':T *f IOTION for Preliminary Injunction [tﬂ cease and desist bwv Defendant Earle Grev. Oral
Aroument ested. (Attachments: # (1) Proposed Order) Noting Date 3/1/2007.

ﬂl Clear I

Click on the modifier drop-down list (circled in red). Select a modifier if appropriate.

Click in the open text (white box) area to type additional text for the description of the pleading.
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Submit the pleading.

Click NEXT. A new window appears with the complete text for the docket report.

Docket Text: Final Text
Second MOTION for Preliminary Injunction 1o cease and desist by Defendant Earle Grey. Oral Argument

Requested. (Attachments: # (1) Proposed Order)Noting Date 3/1/2007.

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

Review the docket text and correct any errors. If you need to modify data on a previous screen,
click the BACK button on the browser toolbar to find the screen you wish to alter.

At any time prior to this step, you can abort the ECF filing by clicking on any menu on the Blue
ECF menu bar at the top of your screen. ECF will reset to the beginning of the process you just

selected.

Click NEXT to file and docket the pleading.
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Notice of Electronic Filing.

ECF opens a new window displaying an ECF filing receipt, called the Notice of Electronic
Filing. This notice 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.
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To print the notice, select PRINT on the browser toolbar to print the document receipt.

To save the notice, select FILE on the browser menu bar, and choose SAVE AS from the
drop-down.

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 pro se parties who have indicated they do not have
e-mail accounts.

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.

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 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 ECF must be made through your PACER account and is subject to regular PACER fees.
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Criminal Events

Filing Documents for Criminal Cases
The steps involved in filing a criminal document are:

Select the type of document to file.

Enter the case number.

Designate the defendant that the filing relates to.
Designate the party(s) filing the document.

Specify the PDF document to be filed.

Add attachments, if any, to the document being filed.
Modify docket text as necessary.

Submit the pleading to ECF.

e Receive notification of electronic filing.

After successfully logging into ECF, follow these steps to file a pleading.

Select the type of document to file

This section of the User’s Manual describes the process for filing a motion in ECF. The process
is similar for filing other pleadings.

EECF i ' Query +  Reports

Select Criminal from the Blue menu bar at the top of the ECF screen.

ICriminal Events

Motions and Related Filings
Motions
Sealed Motions
Responses. Beplies and Supporting Documernts

Other Filings
Discovery Documents
Waivers
Notices
Trial Documents
Appeal Documents
Other Documents
Sealed Documents

Select Motions, under Motions and Related Filings.
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Enter the case number.

Enter the case number in the Case Number field and click NEXT.

Motions

Case Number
[p3-1100

I'\F;xtl Clear ]

0012343, 1:00.0v-12343, 1-002v-12345, $0cwi2345, or 1:00evi243

If the number is entered incorrectly, click CLEAR to re-enter. If the computer prompts that you
entered an invalid case number, click BACK to re-enter.

When the case number is correct, click NEXT.

If the case number you are working on is 2:03cr1100, you can enter the case number in any of
the following formats:

03-1100
03cr1100
2:03-cr-1100
2-03-cr-1100
2:03cr1100

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

Motions

WM ake appropriate selections
™ 2:03-c-01100-JCC-1 - John Smith
[ 2:03-cr-D1100-JCC-2 - Sofia Pedroncelli

v All defendants

M Clear

ECF assigns a separate case number (shown above) to each defendant. Click the boxes to place a
check next to each defendant’s name that this filing 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 NEXT.
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Designate the party or parties filing the document.
Highlight the name of the party or parties filing the motion. Click NEXT.

Motions
2:03-cr-01100-JCC USA v Smith et al

[Select the filer.

Select the Party:

Smith. John {1} [Defendant]
Pedroncelli, Sofia (2} [Defendant]

et | Clear |

Select the type of motion.

This screen displays a motion selection field with a scroll bar next to it. Scroll through the menu
until you find the type of motion you wish to file.

Motions
2:03-cr-01100-JCC USA v. Smith et al

Seal Document |2
Sever Defendant

Show Cause

Stipulated Motion

Substitute Attnrnei
i

Travel
Unseal Case =]

[Mext | Clear |

Highlight the type of motion, shown in the example as Suppress, and click NEXT.

IWIBUIC G SYCTIELIC 1 TEJLITIETIL

‘Miscellaneous Relief
kdictrial

Note: If the type of motion you are looking for does not appear on the list, select Miscellaneous Relief. You will
be prompted to describe your filing.
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Indicate Oral Argument.

Enter No or Yes. Click NEXT.

If you chose Yes, review this additional screen and click NEXT.

Specify the PDF file name and location for the document to be filed.
ECF displays a field for locating and entering the PDF file of the document you are filing.

Click BROWSE. Search your computer for the document to be filed.
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Find the PDF version of your document.

My Recent
Documents

@.

Desktop

L

My Documents

%
My Computer

-

Look in: IE}SampIe PDFs j L] & E-
9’_— Cert of Record.pdf = Letter.pdf T Plea Ag
I C3a 20 Apt.pdf T Mandate.pdf FE Praedp
I Caa 20.pdf FE Minutes. pdf FE Report-
Z Complaint.pdf Z Motion - Memorandum, pdf Z Respon
L Dedlaration. pdf T sched ¢
Z Exhibit 2.pdf Z Motice of Appeal.pdf Z Stipulat
Z Exhibit. pdf Z Motice of Appearance.pdf Z summor,
I Fin Afdt,pdf £ Notice of Dep.pdf FE Third P
L IFP FORM. pdf £ Notice of Hearing.pdf Fuscac
L Indictment. pdf T Notice of Lawsit,pdf T waiver,
"L Information. pdf FE Notice. pdf T writ of
Z Joint Status Report.pdf Z Objection.pdf
Z Judgment. pdf Z ODD.pdf
Zjury demand.pdf Z Order of Ref.pdf
Z Jury Verdict.pdf Z Order.pdf
Kl | ]
File name: IMotion.pdf j Open
Files of type: | Al Fies () =l Cancel
¥

To verify that you have selected the correct document and all pages are properly converted, right
mouse click on the highlighted file name to open a quick menu:

%
T 2
Look - [ Sampie PD7e = el & 3
o Lester pf - Flaa Agreament. pdf B ENEE "H -
% Manchate.ocf - braecoe.pot
. Report-Recommendatian. pelf Repoits Logout
t&mmnss.mf i i
= .

pan With

Make Auslable Offire

jis eelt
! E

[l

brd or WordPerfect format to the appropriate judge. Case 2 and

[T T T ey nmmer

In the example above, “Open with Adobe Reader 7.0” is displayed. To select, click on it with
the left mouse button. Adobe Reader will launch and open the PDF document. View it to verify
it is the correct document. Once you have verified the document is correct, close the reader

program.
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Double-click on the PDF document (or highlight it and click on Open).

ECF inserts the PDF file name and location.

Add attachments to documents being filed.

To attach the proposed order to your motion, select Yes under Attachments to Document. Click
NEXT.

Click BROWSE to search your computer for the document file name of the attachment.
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x|

Lockin: [ 9 Sample PDFs x| & @ ef E-
-:'L:Cer:afﬂemrd.mf ?'_-.Lette'.pdf iﬁea Ag
I Ca 20 Apt.pdf % Mandate. pdf . Praccm
1™ C2a 20.pdf . Minutes, pdf * Report-
ECmplaﬂt.de Emm - Memorandum paf T;Respan
5 X Motion, pdf Misched

“%. Notice of Appeal pdf X stipulat
T Notice of Appearance, pdf *E summor
p.S =% hotice of Dep,pdf . Third P2
[ IFP FORM, paif < Notice of Hearing pdf Huscac
% Indictment. pdf % Notice of Lawsit. pdf T waiver,
=% Information. pdf = Notice.pdf T writ of
<% Joint Status Report.pdf < Cbjection.pdf
t Judgment.pdf % 000.pdf
1% sury demand.pdf = Order of Ref pdf
2= Jury Verdict. pdf
4 |

i

My N-Elwntk File niame: IO’\:IE{:)CI‘ j Open I
=
i

Flesoftype:  [MIFies ) |

Highlight the document you want and click Open, or double-click it.
ECF inserts the PDF file name and location.

Motions
2:03-cr01100-JCC USA v. Smith et al

Select one or more attachments.

1} Eater the pdf document that i dv. {for ple: C-appendi pdf).
Filename

ID':_weryone'-,CMECF'-,Sampl-a POFs\0 Browse..

) to step 3, describe the document using the Category Bst. the Description boo, or both.
ategory Description
iPlnpcsed Order bl |
3 list box below., If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Mext butten,

. AddtoList

Name the attachment.

Next to the field for attachment Category (circled in red) click on the arrow and ECF opens a
pull down screen. Highlight the type of attachment from the displayed selection.

Click in the Description box and type a clear and concise description of the attachment.

If you choose both a selection from the Category list and type in a Description, the Description
will follow the Category in the attachment name.
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Click Add to List to display the file name of the newly attached document.

Motions
2:03-cr-01100-JCC USA v Smiith et al

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

Filename

I Browsa...
2 Before proceeding to step 3, describe the document using the Category list, the Description box, or both.
Category Deseription

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

OleveryonelCM-ECF\Sample PDFs\Order of Ref pdf = M‘

Remove from List
Mt

Repeat the sequence for each additional attachment. After adding all of the desired PDF
documents as attachments, click NEXT.

In the event you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click NEXT.

OR: Document is not a well-formed PDF document (no further iformation is available).

Back

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

Click 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.

Microsoft Internet Explorer x|

TE Maote: You have not zelected a decument,
L]

[ o |
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If you click OK from the screen depicted above ECF will return you to the Motions screen. You
cannot proceed without attaching a PDF document.

Note motion in compliance with CrR 12.

Motions
2:03-cr-01100-JCC USA v. Smith et al

PROPERLY NOTE MOTIONS IN COMPLIANCE WITH CrR 12

Next: Clear |

Motions
2:03-cr-01100-JCC USA v. Smith et al

Marion to Suppress

Noting Date

Date [3/15/2007 | iCalendar

Next | Clear |

Enter the correct noting date for the Motion you are filing and then click NEXT.

NOTE: Clicking on Calendar will display current month’s calendar, which can be changed by
clicking on the “< *or “>” symbols.
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Motions
2.03-cr-01100-JCC USA v. Smith &t al

a5 Appropriate.
w MOTION to Suppress |Lv|dence by USA as to John Smith, Sofia Pedroncelli . Noting

Date 3152007, Oral Argument Reguested. (Artachments: # (1) Proposed Order)

Mext Claar i

Modify Docket Text.

Click on the area (circled in red) to open a modifier drop-down list. Select a modifier if
appropriate.
Click in the open text area (white box) to type additional text for the description of the pleading.

Review the docket text and correct any errors. If you need to modify data on a previous screen,
click the web browser BACK button to find the screen you wish to alter.

Submit the Pleading.
Click NEXT. A new window appears with the complete text for the docket report.

Docket Text: Final Text
Second MOTION to Suppress Evidence by USA as to John Smith, Sofia Pedroncelli. Noting Date
3/15/2007.0ral Argument Requested. (Attachments: # (1) Proposed Order)

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

Clear |
On this screen the following warning is displayed:

Artention!! Pressing the NEXT button on this screen commits this transaction. You will have no farther opportunity to
maodify this transaction if vou continue.

Clear ;|

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

Clicking on any link on the Blue ECF menu bar to 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.
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Notice of Electronic Filing.

ECF opens a new window displaying an ECF filing receipt, called the Notice of Electronic
Filing. This notice 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.

To print the document receipt, select PRINT on the browser toolbar.

To save, select FILE on the browser menu bar, and choose “Save As” from the drop-down window.
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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.
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 ECF must be
made through your PACER account and is subject to regular PACER fees.

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.
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Query Feature

Utilities . Logout ﬁ

Click on Query from the Blue menu bar of ECF to search the Electronic Case Filing (ECF)
system for specific case information. ECF opens the PACER Login screen. You must enter your
PACER login and password before ECF permits you to query the database.

PACER Login

Instructions
Enter youwr PACER login and password. i you do not have 3 PACER login, you may register oniing 3l hilp:Upacer psc uscourts g, Ifyow have & CWWECF filer login and password, and
wiould like 1o automatically 16g in 1o PACER each Bime you log in @5 a fler, check Be box below

I Make this my default PACER login

&Rer checkng this bow you wall only need o use your CMECF login and passwond, either Tor electronic fling of for wiewang documents wa PACER

Famord

Cliert code |
_logn | _Fese |

Motice: An access fee of 508 per page, as approved by the Judica] Cenference of the Untbed States, will be assessed for sccess to this servce. This is 2 Restricted Wb Site for Offical Court Business ooy

Unauthorized sairy is peobibited subjact to prosseution wader Tok 13 of the 175 Code. AT activities s aceass attamnts are ingped For sore mitemation coetast the PACER Servies Contar ot (300)676-5845

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. To register,
contact PACER at 1-800-676-6856 or online at www.pacer.psc.uscourts.gov. After you enter
your PACER login and password, ECF opens a Query data entry screen:
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http://www.pacer.psc.uscourts.gov/

Query

Search Clues
Case Number  [03-1100|

(Examples: 99-500, 1:99cva00)
or search by

Case Status CQOpen CClosed CAl

Filed Date [ to

Last Entry Date | to|
0 (zero)

Nature of Suit 110 (Insurance)

120 (Contract Manne)
or search by

Case Status COpen Closed Al

Last Mame | (Examples: Desoto, Des')
First Name I
Type | 3

Run Query | Clear |

Select A Person

There were 2 matching persons.

Gramsci, Tonvy  (ptv)

Graves, Ralph H (pty)
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Middle Name

If you know the case number that the court has assigned to the case, enter it in the Case Number

To search by the name of a party of attorney, enter the last name of the party or attorney in the
Last Name field. Choose “Party” or “Attorney” in the Type field.

You can enter part of a name and then enter an asterisk (*) for a broader search of the database.
If more than one person with that name is in the database, ECF returns a screen from which to
select the correct name.

To search by nature of suit, choose the appropriate three digit number from the drop-down list.
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 meets the criteria, you will get a
screen listing multiple case numbers.

Click Run Query. ECF opens the following Query screen. 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 to view this Query screen:

2:03-¢v-01100-FDB-JKA Java v Grey
Frankin D) Burgess, presidng
J. Kelley Amold, referral
Date filed: 05012003 Date of last filing: 02212007

Query

Alag

Associated Cases
Atiorney

Case File Location

ﬁmd Tramsactions
Stafus
View a Document

At the top of the menu, ECF displays the case number, parties to the case, presiding judge, date
that the case was initially filed, and date of the last document filed. Choose specific case
information from a large list of Query options by clicking on the appropriate link on the screen:

Alias
Displays party names and any additional names added, “also known as”, or “doing business as”,
among others.

Associated Cases
Displays any case associations.

Attorney

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

Case File Location
Not currently in use. Future enhancement.

Case Summary
Provides a summary of current case-specific information as represented below.
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Deadlines/Hearings

Displays hearing and other schedule deadlines. Can be sorted by Due/Set, Document Number,
Deadline/Hearing, Filed, Satisfied, Terminated, and Party.
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Click Run Query.

e Clicking on a document number will display the actual image of the scheduling order or
motion and hearing.

¢ Clicking on the silver ball to the left of the Deadline/Hearing title will display the docket
information and related docketing entries for the hearing that you selected.
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Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Docket Sheet

Case Number

2:053-cv-01100-FDB-JKA Java . Grey

 Filed |

to
" Entered |

Documents | to |
v Include terminated parties
v Include links to notices of electronic filing
v Include list of parties and counsel
W Include list of member cases
v Include PDF headers

Sort b}'|D|destdateﬂrst j
Run Report | Clear |

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 by the following boxes to view these from the docket sheet:

Include terminated parties

Include links to notices of electronic filing

Include list of parties and counsel

Include list of member cases (for consolidated or MDL cases)
Include PDF headers
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After you have selected the parameters for your report, click Run Report. ECF will run your
custom docketing report displayed below.

The document numbers in the middle column are links to PDF files of the actual documents.
Place your pointer on the silver ball next to the document number and click to display the Notice
of Electronic Filing for the document.

Filers
Sorted by filer’s name, role, date added to the case, and date terminated from the case.
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History/Documents

History/Documents

% All events (history)
" Only events with documents

[¥: Display docket text

Sort by | Oldest date first |

Fun Guery I Clear I

Displays case event history and documents associated with the case. Select the sort order for the
query report (Oldest date or Most recent date first) 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. After making your selections, click Run Query. ECF queries the database and builds
your report. This particular report lists all of the events and documents associated with the case
in chronological order. It also displays the docketing text for all docketed events. View a PDF
image of actual documents by clicking on the underlined document number in the far left column
of the onscreen report.

History
:- o R
{1 Fiied 050172003  Complzint
Ereared 051872003
Docket Text: COMPLAINT against defendant(s) Earle Edry{i]mms{ﬂ]mw £ 98763) , fiiad by Joe Java(adman, }
[ 2 |Fued 05032003 Sunmens Retumed Exscuted
Emarad 051872009
Dockt Text: SERVICE OF SUMMONS and Comglaint mmmﬂ upon defendant Earle Grey on 522003, (admimn, )
| 3 |Fliad 05/03/2003 | Motion to Dismiss
Ensgred 0371872003
Termingted: 02062007
Docket Test MOTION to Désmiss by Defendant Earle Grey. Noting Date 5232003, Oral Argument Requested.(admin, )
| 4 Fiied & Entered: 0206/2007 Motion for Miscellmeous Rebef
Dockat Text NOTICEMOTION of fiing an overlength brief Fied by Defendant Earle Grey. Modifisd 0a 262007 (KX, ).
|5 | Plied & Evtered: 020672007 Motion to Withdeaw as Attornsy
Docker Text NOTICEMOTION OF WITHDRAWAL OF COUNSEL: for Defendant Earle Grey. Modified on 282007 (KX, )
[ 6 Filed & Enared: 02/06/2007  Motion to Dismiss
Docket Text Second MOTION to Dismiss FOR FAILURE 70 COMPLY WITH COURT ORDER by Defendont Earle Grey. (Atachments # (1) Proposed Order Notg
Date 21232007,
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Party
Displays party names, roles, date added and their counsel.

Related Transactions

Run Query to display each transaction in the case is along with any other transactions to which it
is related. To view the document, click on the document number link.
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Related Transactions

Note: Each selected travsaction it thiz case s shown below i & box with any other travsactions to which it & related

: . Event

Doc. Ne. Event Name Event Filed T =

1 J Complaint 05/01/2003

21 Answer to Complamt 02212007

2 3 Summons Returaed Executed 05032003 i
3 3 Motion to Dismlss 0510372003 021062007 ]
- 3 Motion for Miscellanesus Relief 02062007

10 Motion Calendar 02062007

3 2 Mation to Withdraw as Attorney 12062007

Set/Reset Motion Notmg Date (Public Entry, notice to parties) 02082007

T ST S— S

Status

Lists pending statuses in cases. Click on the silver ball in the “Status set by” box to display the
docket entry which set the status. You can view the document for that entry by clicking on the
document number. (PACER charges apply.)

If there are any statuses which were previously set, you will see Click here to view terminated
Statuses below the table of pending statuses. Click on the word here to see them.

View Document

This feature allows you to access PDF documents in a case without first running a Docket
Report. Enter the document number in the Document field.

View Document

Case Humber
2:03-cv-01100-FDB-JEA Java v. Grey

Document |

Run Repot | Clear |

If the document is available, a Transaction Receipt is displayed. Click the View Document button to display the
image.
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Reports Feature

Criminal

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 below.

Reports

Docket Sheet  Criminal Reports
Criminal Cases
Civil Reporis
Civil Cases Civil and Criminal Reports
Tudgment Index  Calendar Events
Diocket Activity
Wiritten Opinions

If you select Civil or Criminal Reports or Docket Sheet, the PACER login screen will display.
You must log in to PACER. You can view Court Calendar Events and Written Opinions for
a case without logging into PACER.

Docket Sheet
Docket Sheet

Case mumber |2-03cv-1100

* Filed
" Entered

Documents| o]
¥ Include terminated parties
v Include links to notices of electronic filing
v Include list of parties and counsel
IV Include list of member cases
M Include PDF headers

Sort by | Oldest date first -

Run Report | Clear |

| to]

This is the same query window that ECF displayed when you selected Docket Report from the
Query feature. 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 Run Report. 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

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

Civil Cases Report

Warnisg: This report is not sabject to the 30 page billing cap. :
You will be billed for the fotal number of pages. If you want to ran a report for a single case, you can use the Query Mena or the Docket Rmprl:

Office - Case type * Nature *
Seatthe ol of suit 0 frero)
Tecoms = Miposlsnaous - 110 finerancs] v

[N causa code erterad)
00-0000 000000 Coume Cocde 1.}

s .
—— 1815 Terminal digitis) 2,47 ™ Open cases
ASPEAL ~ i | Closed cases
Filed [2/15/2007 te [2222007
Sort by | Case Hunber o] | =l =]
Output Format = Formatted Display
" Data Only
Rur Repest Claar

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, if you
wish to narrow your search. If you leave all fields blank, ECF will display a report for all cases
opened in ECF.

Here is an example of part of a report.

Civil Cases Report

US. District Court — United States District Court for the Western District of Washington
Filed Report Period: 2/1/2006 - 2/1/2007

Case Namber/ | D

Title Case Dates : Pending Nates
207-cv-01000 Cane fied 02012007 (1 Caute: 281332 Diversity-Product Lisbiiry
Vance | NOS: 365 Persoeal Imy. Prod Ligbility

| Office: Searte

Presider: Barbara J. Rothstem
307-¢v-01101 Case filed: 02012007 b | Couze: 28:1331 Deversaty-Product Luabdty
Smith NOS: 365 Personal Irj. Prod. Liability

Office: Seartle

Presider: Barhara J. Rothsten
H07-md-01407 Coe filed” 02012007 i Canze I8:1332 Doversity-Product Luabdity
INRE VIOXX v. ET AL NOS: 365 Personal Inj. Prod Lizbilry

Office Seartle

Presider: Barhara J. Rothsten

Jury demand Bt
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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.

Judgment Index

Judgment Index Report

"ih:ll[' Ihmlﬂﬁlﬂuhm‘h tle!ﬂ'plle hﬁ.up
‘llltiﬂhh‘lﬂ for the total mumber of pages. If vou want to rum a report for a single case, vou can use the Query Mesn or the Docket Repart.

CI‘I!I.I'I‘!rli
Lastpame| First name |— Middle pame |
Judgment date range |11 2007 to[222200
Sart by: m

Anfee | oo |

Search by a specific case number, name, or date range. Choose sorting options Case
Number, Judgment Date, In favor of party, Against party. Click Run Report.

Judgment Index Report
U.S. District Court - - United States District Court for the Western District of Washington

Report Period: 01/01/1970 - 02/22/2007

Case Number Title Judgment Description Status
2:01-cr-00054 JIn favor of” Robert James No Payment
Againsr Robert James 05/13/2003

Amount; $ 350000.00
Dare: 05/13/2003
Document. 19
Interest: 0.00%
Court Cost: § 0.00

2:01-ce-00101 In favor of: USA No Payment
Against: Robert James 06/29:2001
Amount- § 0.00
\Dare: 06/29/2001
Documert- 26
Interest: 0.00%
Court Cost: §0.00
In favor of USA No Payment
Against: Catherine Bell 06/30/2001
Amount. § 0.00
Date: 06/30/2001
Document: 27
Interest: 0.00%
Court Cost: $0.00

Click on the case number to run a docket sheet, or the hyperlinked document number

to view the actual image.
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Criminal Cases Report

The Criminal Cases Report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range, terminal digit (last digit of case number),
with pending defendants, terminated defendants, fugitive defendants or non-fugitive defendants.

When you click on the Criminal Cases link, ECF displays a screen as depicted here.

Criminal Cases Report

| Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total number of pages. If vou want 1o rum a report far a single case, vou can thuan.llr!uhkrthlﬂ;I

Office Caseypes Case
Seattle |:':m nal flags g
Tacoma | Grand Jury | APPEAL =
Mdpoooonr  ®fazrzo
Terminal digii(s) 1 4.7 F Pending defendants
I Terminated defendants
1" Fugitive delendants
¥ NonFugitive defendants
Serthy| Case Humber % | = B
 Formatted
Orwrput Formar - Dn-o.hm
Run Report | Clear

You can sort by case number, terminal digit, or office. Click Run Report. On the Transaction
Receipt screen, click Continue to accept the PACER charges for the report.

Here is an example of a criminal case report, sorted by case number.

Criminal Cases Report

U.5. District Court — United States District Court for the Western District of Washington
Filed Report Period: 1I2007 - M272007

Days
Cuze Dates =
107-cs-00055-TSZ Ceas flack 02105/2007 Gffice” Seartle

L- Sleegry

207-mi-00002-TPD
TSA v. Doc

L-Deoc

7o 000030
USA v. Bashiul

The report displays the case number and case title, date filed and date defendants
added, days pending, judge, and office originated from.
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Each defendant is assigned a case number, as you learned in the Criminal section.
Click on an individual defendant to view a docket sheet for their case. Click on the

case number to view a docket sheet for the entire case.

| 2:07-cr-00035-TSZ-1 - Steepy

(' Filed
: to |
" Entered
Documents | to I
¥ Inchude terminated parties

[ Inchide links to nofices of electronic filing
I¥ Inchude list of parties and counsel

[ Inchide list of member cases

[ Inchade PDF headers

Sort b}'l Oldest date first ,@

(Individual)

Docket Sheet

07-cr-00035-TSZ USA v. Sleepy et al

oy Filed | I
 Entered o
Deocuments | tﬂl

I¥. Include terminated parties

I Include links to notices of electronic filing
¥ Inchude kst of parties and counsel

[ Inchude list of member cases

I Include PDF headers

Snﬂbleidest date first @

(Entire Case)
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Docket Activity Report

Query a particular case number for filing activity. You can choose to search in cases to which
you are linked. You can also search by Office, Case type, Event category, or Case flags. Choose
a date range, Summary or Full docket text display, and sort by Case Number or Date Entered.

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the tetal number of pages. If veu want te run a report for a single case, you can use the Query Menu or the Docliet Report

IDocket Activity Report PUBLIC ACCESS

i I
nnm;:: r ‘Omly cases towhich I am linked L Open cases

[T Closed cases
Office Case rype
Sealtle Ciral
Tacoma Criminal =

Event Case flags
categery |EXTEND ARBITRATION
Type CLOSED -]
adr =

' Summary text

Filed between (2726/2007 2I2TI200T
| — | & Full docket text

Sort by | Casa Humbafj | j

Run Repart | Clear |

Here is an example of a Docket Activity Report:

Docket Activity Report
U.S. District Court - United States District Court for the Western District of Washington

Report Filed Period: 2262007 - 2/27/2007

— e Dates Coegarr! Docketed by Nows
233ou0032].  Ewberad 03262007 Canegary order J. Tiomeer Office: Seattle
1B Hae Evant: Joint Status Report Onder Tipe: ot Prezider. James L Robant
Filad: 12242007 Caze Flags: APPEAL
CASE CLOSED \Dassmene: 102 P CLOSED
ou 02202007 REMAND
skimbnlmknkORDER REGARDING INITIAL DISCLOSURES, JOINT STATUS REPORT AND EARLY SETTLEMENT Jomnt Status Report due by 4532007 by Tudge
Jmmes L Robart
Enterad: 02262007 Canagary order J. Tummer
110847 Bvans: Joirt Status Repert Onder (form) Tipe: ot
Filad 02262007
\Document: 103

ORDER REGARDIDNG INITIAL DNSCLOSURES, JOINT STATUS REPORT AND EARLY SETTLEMENTFRCP 14 Confertnce Deadine 13 4132007 Initial Dhsclosure
Deadlane 15 4272007 by hudige James L Robart

Enmered: 022672007 Canegary: order J. Tuemier
241501 \Evant' Jomt Status Beport Onder (form) Type- ot
Filed 02262007

Document: 14

ORDER. REGARDTNG INITIAL DISCLOSURES, JOINT STATUS REPORT AND EARLY SETTLEMENT Joint Statas Report due by 37152007 FRCP 26f Conference
Deadlime is 3162007 Initial Disclosure Deadline is $ 272007, by Judge James L Robart
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Utilities Feature

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

Fiilities

Your Account
Maintain Your Account
Maintain Your Address
Maintain Your E-Mail
Maintain Your LoginPassword
View Your Transaction Log

This screen displays all of the registration information that is contained within the ECF database
for your account with the court.

Maintain User Account
Last name Fmst First name |._lack
Middle n:mcl Generation
Guﬂrrl vl ATY Type vl
Title|
Bar number [ 2343 Typeaty
Prisoner id ' Add Headers to PDF Documents
Office
Und¢ICICLE LAW FIRM
Address 1 433 CHATTER LN
Address 2
Address 3
Clty SNOWFLAKE State W] Zip 20001
Country US County
Phone [425-999-9999 Fax |
Indtials DOB AQ code End date
Civil ref style | »| Criminal ref style | =
Date sworn Status i *l
Email information... | More user information . |
Submit | Clear 1
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Email information._. Mare user information._.

In addition you can access Email Information and More User Information on your account by
clicking the buttons at the bottom of this screen.

Email Information:

ECF will e-mail to parties the Notice 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.

Email Information for Jack Frost
Delivery Inm All
Primary E-mail Address Format Method Active My Cases Additional Options
liack_frost@ice nef] |HTML =| [indnidual NEF =] Y& Yes  [hjide Options =]
Add Additional E-mail Address | | Retum to Person Information Screen | Clear |
Select Add Additional E-mail Address.
Delivery Im Al
Primary E-mail Address Format Method Active My Cases Additional Options
liack_frost@ice net |HTML | [Indvidual NEF ] Yes  Yes  [Hide Options |
Secondary E-mail Addresses
[docs@ice net] |[HTML =] [Indvidual NEF =] [T [Hide Options |
Add Additional E-mail Address || Return to Person Information Screen | Clear I

Enter the e-mail address of an individual you wish to notify concerning ECF activity. This data
entry field has a capacity of 250 characters for approximately ten e-mail addresses. Continue
these steps for each e-mail address you wish to add.

Format choices:
HTML.: The Notice of Electronic Filing is sent with a hyperlink to the document. You click on
the document number to view the image.

Text: The Notice of Electronic Filing is sent in text format only. You must cut and paste the URL address displayed
for the document into your browser to view the image, there are no hyperlinks.

66



Delivery Method choices
Individual NEF - Notices are sent for each document filed that day.

Summary NEF - One notice is sent with a summary of all documents filed that day for each
case number.

Active
Signifies the e-mail address is currently receiving electronic notice.

In All My Cases

Check this box to activate electronic notice in all cases for your additional e-mail addresses. If
you do not check this box, they will not receive notice, unless you enter a case number under
Additional Options for their e-mail address.

Additional Options

Additional Cases: Show, add or remove additional case numbers to receive notice for your
primary or secondary e-mail addresses.

Enter a case number then click Add to List.

Uehvery In Al
Primary E-mail Address Format Method Active My Cazes Additional Options
liack_frost@ice.net |HTML x| [Individual NEF =] Yes  Yes  [agditional Cases =

Add "i Additional Cases to Receive NEFs

Enter case number and click  Add to List I

Secondary E-mail Addresses

|docsi@ice. net |HTML =| |Individual NEF =] ¥ W

Add '§ Specific or Additional Cases to Receive NEFs

Enter case ::rumberi and click - #vdd to List I

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Add Additicnal E-mail Address || Retum to Person Information Screen | Clear |

Delivery Method Exceptions
Change the delivery method (to Summary NEF, as shown) for cases you specify.
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Primary E-mail Address Format l[ﬂl;& Active !.[].'_n’.-‘;;u Additional Opilens
hach_frcsl@lce net |Hva1L j ||I'IdMI:|IJ3| NEF j Yes Yes 1DE|NE[',' Method Exceptions Zl

T | Delivery Method Exceptions

Tha following cases will receive Sememnany NEF a-mails.

[Select case to add to list here = and clic  Add Lo List
e D D O 0 0 e 0 D D 0 s i o R PR TR E R R RN
Secondary F-mail Addresses
|doce@ice net [HTML =] [Indnidual NEF =] W ¥ |Delvery Method Exceptions =|

Add | Delivery Method Excepiions

Tha following exses will recsive Bemmary NEF a-enails

Select case to add 1o list here ] and ctes,  Add to List

Add Additsonal E-mail Address || Return to Person Information Screen I Clear |

If 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 Return to Person Information Screen button to
return to your Maintain User Account screen and click SUBMIT. Click SUBMIT one more
time to effect the change in all your cases.

More User Information:

This screen displays user login information and provides the means to change your ECF
password.

Maore User Information for Jack Frost

Login Ifn:uatj Last login 02-01-2007 11:40

Password I*********** Current login 02-12-2007 11:40
Prid 740 Create date 12/02/2003
Registered ¥ Update date 11/082006

Internet Credit Card T
Groups Attorney

Return to Account screen | Clear |

Notice that ECF displays a string of asterisks (*****) in the Password field.
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Password (g

To change your ECF password, place your cursor in the Password field and delete the asterisks

Login IfrDEtj

Password Iic e|

Type in your new password. ECF displays the actual characters of your new password as you
type.

Return to Account screen
|

Click Return to Account Screen.

in User A
Last name [Frost First name [Jack
Middle name w Generaﬁ.on;w
Gender,ﬂ ATY T_\‘peﬁ
Title|
Bar number 12343 Typeaty
Prisoner id [
0[’ﬁce|
Unit[ICICLE LAW FIRM
Address 1425 CHATTER LN
Address 1[
Address 3|
City[FROSTBITE FALLS State [MI zip [50001
Country ,US— Cwnt}’i _:j
Phone [425-999-9399 Fax |
Initials DOB AOD code End date
Civil ref style | | Criminal ref scyle | =
Date sworn ,7 Status ﬁ
Email information._.. More user information... |
< Submit

Clear |

Click on SUBMIT at the bottom of the Maintain User Account screen to save your changes and
submit them to ECF.
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Zearching for existing Ansraey Recsrds
Select the cases to be updated

CA UTTON Madfcanians thar vou aerad am tha praviour torsm can be applied arly fo v comas you ore allowed fe acoess. [ ohe pevcon vou are aditig i arsoclstes with sy ather
cozes, gormaiice tn thase cames will mot e moaied

Fyou moadifled s of the name flelds (tesr last, middle, generanion) on tha praviows seraen, these values will awtomanically be recorded e all ascassibie cazes fo which v persar I
iinted Thase changes will qrply to all of thoze case: regardiess gl whether or mo! the woer seleciz cazes inghvidially or selects the ™" "[pdate None """ apfion

yon modiled traws other tham tha rawe fleld: fex. matling address flelds) co the previcus screen, thasa values will be recorded ONLY in the accerstble cases thar you select ar ALL
cozes [Tvou chooee b ™" Lipdaie ANI™*" apfior. Jyou select the "™ Updiote Nowme ™" ™ optiom, no chamger will appdy to oy cazes listed Click U guertion mark oet the mom ar above
for marg gbrmaiion

" Update More "
2:48-cv-1 Reindeer v Snowman

258cr5-1  USA v Fudd

2 7cr-85-1 USA v Sleepy st al

27016 Smith v Jones

2-T-cw-52  Omni Innovations LLC v Apallo Group Inc
2T-mi-3001-1  USA v Dogy

2 T-m-3005-1  USA v Bad et al

2 g 0052 L34 v, Bad et al

&
You may be prompted to update all cases you are appearing in. Choose "Update All" to update
all your cases, or choose specific case numbers, then click Submit.

Updating person record...
Update Person Prid: 740
The update was successful ... prid 740 - Jack Frost

Updating user record
The user update was successful

The update was successful...

ECF will notify you onscreen that your updates were accepted. If you changed passwords, you
can begin using the new password during your next ECF session.

Maintain Your Address
Provides quick access to update your name, mailing address and/or phone number.

Note: If you are not able to change the mailing address, you can file a Notice of Change of
Address or Law Firm with the court, either electronically in an active case, or in paper with the
Clerk's Office.

Maintain Your Email
Provides quick access to your email account.

Email Information for Jack Frost

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
|kaﬂ'ly_ness@wawd.uscnurls.gw | HTML j |!ndividua| MNEF :J Yes Yes | Hide Options j

Add Additional E-mail Address | Submit | Clear |
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Maintain Your Login/Password

Provides quick access to change your login and password. Click Submit to save your changes.

More User Information for Jack Frost

Login |frostj| Last login 02-15-2007 14:25
Password I*mm Current login 02-22-2007 14:25
Prid 740 Create date 12/02/2005
Registered Y Update date 11/08/2006
Internet Credit Card Y

Groups Attorney

Submit | Clear |

View Your Transaction Log

ECF opens a screen with two fields for entering the Date Selection Criteria for a Transaction Log

Report.

View Transaction Log

Enter the Date Selection Criteria for the Transaction Log Report

Start Date: ||1_I1_.f1995 End Date: IEHE.FEUU?

Run Report | Clear | I Make these options my default.

Enter the date range for your report and click Run Report. ECF displays a report of all your
transactions in ECF within the date range you specified for Date Selection Criteria. See below

for a sample transaction log report.

Tramsaction Log

Report Period: 01/01/1996 - 02/22/2007

Id Date Case Number

Text

12/02:2005 14:44:36 |2-55-cv-1

WNOTICE of Appearance by attorney Jack Frost on behalf of Defendant
Wicked Witch (Frost, Jack)

MOTION for Default Tudgment by Plaintiff Snow White and the Seven

152173 | 12/02/2005 14:46:19 [2-55-ov-1 Drwarves Mining and Happily Forever After Incorporated. Noting Date
12/8/2003. (Frost, Jack)
NOTICE OF APPEAL as to [3] Order on Motion for Summary
£77 2052005 14-51- AR v
152213 | 12/05/2005 14:51:31 |2-48-cv-1 Tud by Defeadant The Abominble Sac  (Frost, Jack)
155363 | 04/10°2006 1039-18 2-03-cv-101 NOTICE OF APPEAL as to [6] FORM - Joint States Report Order by

Defendant Laura Jones 5450, receipt number 00 (Frost, Jack)

155374 | O4/10v2006 10:31:02 |2-03-cv-101

NOTICE OF APPEAL as to [7] FORM - Jont Status Report Order by
Defendant Mark Jones. 5450, receipt number 155374 (Frost, Jack)

71




Use this feature of ECF to review your transactions and to verify that:
e All of the transactions you entered are reflected in the Transaction Log.

e No unauthorized individuals have entered transactions into ECF using your login name
and password.

Miscellaneous

Miscellaneous
Legal Besearch
Iiztlings...

Verfy a Document

ECF provides three miscellaneous functions within the Utilities feature of the system.

Legal Research - contains hyperlinks to an online law dictionary, medical dictionary, and
Westlaw via the Internet.

Mailings - contains hyperlinks to:
e Mailing Notification Requests - View your primary and secondary e-mail addresses.
e Mailing Info for a Case - Lists parties that will receive e-mail notification and which
parties or list of attorneys will not receive e-mail notification and will require manual
noticing.
e Mailing Labels by Case — Create mailing labels.

Verify a Document
Opens a query screen to locate a particular document attached to a specific case number.

Verify Document(s}

Specify the case number and document number of the docket entry contaimng the document to be verified.
Case Humber

2-03-cv-1100 00-§2345, 1000w E2345 E-00cv-12345 O0cvi2345 or £:00cvi2343
Document Number: |21
et Clear
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Case number, document number, date filed and docket text are displayed. Clicking on the
document link displays the PACER login screen. Enter your PACER login and password to
view the image. (PACER charges apply.)

Verify Document(s)

2:03-cv-01100-FDB-TKA Tava v. Grey

Date #  Docket Text
02212007 21 ANSWER o Comglaint with JURY DEMAND, THIRD FARTY COMPLAINT against Joa L Smth with TURY DEMAND by Defendan Earle Grey

File size is 15304

Reports . Utilities .

Logout

After you have completed all of your transactions for a particular session in ECF, you should exit
from the system. Click Logout from the ECF Blue menu bar. ECF will log you out of the
system and return you to the ECF login screen.
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