Quick Train: How to Upload Documents in CM/ECF
U.S. Washington Western District Court 1/14/2022

Slidel

Filing Example

What we're filing: What we need:

O Motion QO Flattened PDFs of the Motion,
Proposed Order, and Exhibit

O Proposed Order
O Word or WordPerfect version of

QO Exhibit the Proposed Order (to send to
the Judge)
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How to Prepare the PDFs

Fillable forms or PDFs created from

other software (e.g. Word or Adobe): Scanned documents:

Q Flatten the PDF (i.e. Print to PDF) O Optimize the PDF (i.e. Save As>
Optimized PDF)

Check out the How to Prepare Your PDF Guide on the How To E-File page for more detailed
instructions (https://www.wawd.uscourts.gov/attorneys/how-to-e-file).

https://www.wawd.uscourts.gov/attorneys/how-to-e-file

Slide4

Start the Filing

How to get to the upload page:

Q Select the filing category and
event: Motion

O Follow event prompts until you get
to the document upload page
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(5 c @ © & 25 hitps://ect-train.wawd.uscourts.gov/cgi-bin/Di e v INn@D e® =
CM ECF Civilv Criminal+ Query Reports. Utilities» Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

f this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the P-DF document and any attachments.

~ Review important
procedural information.

IMain Document
Browse... | No file selected.

|Attachments Category Description

1. Browse... | Nofile selected. [ |

Next Clear

Slide6

« c @ 0O &% //ect-train uscourts.gov/cg LU g neoe =
CM ECF Civil. Criminal. Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND
[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

ain Document

[ Browse... | No file selected. Upload the Main P DF
[Nofileselctes.| cument (the Motion).

|Attachments Category Description

1. | Browse...  No file selected. [ VH

Next Clear
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<« cC @ 0] ect-train.wawd.uscourts.gov/cgi-bin/ e % neoe =
CM ECF Civil+ Criminal- Query Reports. Utilities~ Search Help Log Out
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload x
JURYDEMAND « “ 4 > ThisPC > Documents > TrainingMaterial > Motions v o »
Organize v New folder =y O @
[Please attach the proposed order to S
A Neme Date modified Type
[REMEMBER! After filing, cmail the) % Quicksccess ® i P bject line of the email.
[£] Documents *
3. Motion Adobe
¥ Downloads 4 = Proposed Order Micros
If this motion should be sealed, use ] Pictures ¥ "% Proposed Order Adobe
TrainingMaterial *
Select the PDF document and any a OnlineECFTrain
. PDFs .
IMain Document Select a file to preview.
Browse... | Nofile selected. Performance Evals Select the Motion.
Reports
@ OneDrive
|Attachments
I This PC
1. Browse.. No file selected. ) 3D Objects
I Desktop
Next Clear [ Documents M %
File name: | [AiFites v
Slide8
<« c @ 0} d.uscourts.gov/cg -~ U neaoe =
CM ECF Civil+ Criminal+ Query Reports. Utilities+ Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload ”
JURYDEMAND €« “ 4 | > ThisPC > Documents > TrainingMaterial > Motions v & | Search Motions )
Organize v New folder
[Please attach the proposed order to A
A Neme Date modified Type a
5 : K g .
IREMEMBER! After filing, email the| * Quick access ® bt Fronl i bject line of the email.
[£ Documents * -
Y. Motion Adobe
¥ Downloads * 0 Proposed Order Micros
If this motion should be sealed, used = Fictures #1 " Proposed Order Adobe,
TrainingMaterial *
Select the PDF document and any af OnlineECFTrain
[Main Document i 1
Browse... | No file selected. Performance Evals Select the Motion.
Reports
@ OneDrive
|Attachments
[ This PC
1. Browse... | Nofile selected. 3 3D Objects v
T
Next | | Clear 1 Documents i %
File name: | Motion v| [anFies v
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& c @ O &% h rain.wawd.uscourts.gov/cgi-bin/D Inoe =
CM ECF Civil+ Criminal. Query Reports. Utilities~ Search Help Log Out
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ Fie Upload x
JURYDEMAND « “ 4 [ > ThisPC > Documents > TrainingMaterial > Motions vy »
Organize v New folder =y O @
|Please attach the proposed order to S
A Name Date modified Type ok
REMEMBER! After filing, email the| % Quickaccess ®iiii — o biject line of the email.
| Documents * —
2 ™ Motion Adobe
¥ Downloads 4 0 Proposed Order Micros,
If this motion should be sealed, use e o =% Proposed Order Adobe
TrainingMaterial *
Select the PDF document and any a OnlineECFTrain
. PDFs
|Main Document
Browse... | No file selected. Performance Evals Then SeleCt open'
Reports
@ OneDrive
|Attachments 3 This pC
1. Browse... | No file selected. - 3D Objects v
Deskis
Next Clear “I Documents X S %
File name: | Motion v| [AnFites v
Open Cancel
Slidel0
& c @ O a ‘ect-train. i.uscourts.gov/cgi-bi 4 In@o e =
CM ECF Civil Criminal- Query Reports- Utilities~ Search Help Log Out
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

Main Document is
attached.

|Attachments Category Description

1. | Browse... | Nofile selected. [ |

Next. Clear
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2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

|Please attach the proposed order to the motion.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

& C @ © &9 nt d.uscourts.gov/cg chp 8 o g IN@D & =
CM ECF Civil- Criminal. Query Reports. Utilities. Search Help Log Out
Motions

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

Main Docnment Upload Attachments
(the Proposed Order).
|Attachments Category Description
1. No file selected. [ |
Next | | Clear

Slide12

2:18-cv-00001-JGR Evergreen

Gardens v. Grass Roots Inc

Select afile to preview

@ File Upload
JURYDEMAND A 1> ThisPC > Documents > TrainingMaterial > Motions
Organize v New folder
[Please attach the proposed order to =
A Name Date modified Type
: 5 # Quick access
IREMEMBER! After filing, email the| % "% Exhibit 8PM  Adobe
5 Documents * =Syl
% Motion Adobe
¥ Downloads ¥ % Proposed Order Micros
If this motion should be sealed, use ] Pictures * "2 Proposed Order 12/3/2019 11:09AM  Adobe
TrainingMaterial *
Select the PDF document and any a Gl S
|Main Document — 7
Brouse. | Mationpdf ect the Proposed Or
Reports 1
(PDF version).
@ OneDrive
|Attachments
[ This PC
1. | Browse... | No file selected. 3 3D Objects
[ Desktop
Next | | Clear 1 Documente M 2
File name:

©| [anFites

Cancel

€2 Cc e ECR™ noe =
CM ECF Civil+ Criminal- Query Reports- Utilities~ Search Help LogOut
Motions

bject line of the email.
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&« c @ © & %5 hitps://ect-train.wawd.uscourts.gov/cgi-bin/ R+ mneoe =
CM ECF Civily Criminal» Query Reports. Utilities. Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload x
JURYDEMAND 4 | > ThisPC » Documents > TrainingMaterial > Motions vo r
Organize v New folder R A -
|Please attach the proposed order to A
A Name Date modified Type &
B i # Quick et li ;
[REMEMBER! Afier filing, email the] % Quickaccess B Ridha — bject line of the cmail.
= Documents
3 = Motion Adobe
¥ Downloads @ Proposed Order Micros
If this motion should be sealed, use (] Pictures 3. Proposed Order Adobe
TrainingMaterial
Select the PDF document and any a e,
[Main Document Lo .
T Paormance o the Proposed Or
Reports 3
(PDF version).
@ OneDrive
|Attach its
chmen [ This PC
1. | Browse... | No file selected. 3D Objects. v
Next | | Clear 1 Pocuments L g
File name: | Proposed Order | [auFies v
< c @ © & 25 https/ect-train.wawd.uscourts.gov/cgi-b 8 * noe =
CM ECF Civily Criminal» Query Reports. Utilities. Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload x
JURYDEMAND A > ThisPC > Documents > TrainingMaterial > Motions v & | Search Motions £
Organize v New folder = O @
[Please attach the proposed order to S
A Name Date modified Type Ko
2 : # Quick - <
[REMEMBER! Afier filing, email the] % Quickaccess B Hidhe T bject line of the email.
[5 Documents
" Motion Adobe
¥ Downloads @ Proposed Order Micros
If this motion should be sealed, use (&} Pictures 3. Proposed Order 12/3/2019 11:09AM _ Adabe
TrainingMaterial
Select the PDF document and any a OnlineECFTrain
[Main Document PDFs
= i — Then select Open.
Reports I
@ OneDrive
|Attachments
I ThisPC
1. | Browse... | Nofile selected. B 3D Objects v
e
Next | | Clear 1 Documents ks %
File name: | Proposed Order | [AnFites %
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< C @ © & uscourts.gov/cg (RO« noe =
CM ECF Civily Criminaly Query Reports. Utilities. Search Help Log Out
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.
Select the PDF document and any attachments.

“The Proposed Order is now

|Main Document

Browse... | Motion.pdf attached.
|Attachments Category Description

L Proposed Order.pdf [ [ || Remove
[2. Browse... | No file selected. [ -]

Next Clear

Slidel6

(i cC @ O &% uscourts.gov/cg Di [N+ mnoe =
CM ECF Civil+ Criminal+ Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

[Please attach the proposed order to the motion.

[REMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

[Main Document lect the Category and/ O_T

Browse... | Motion.pdf . -
enter a Description.

|Attachments Category Description

1.| Browse... | Proposed Order.pdf |v| Remove

[2. | Browse... | No file selected. | |

Next Clear
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&« c @ © & 25 hitps://ect-train.wawd.uscourts.gov/cgi-bin/Di o O n@oe =
CM ECF Civily Criminal» Query Reports. Utilities. Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v_ Grass Roots Inc Amended Complaint
JURYDEMAND Application for Court-Appointed Counsel
Certificate of Service
Citati
|Please attach the proposed order to the motion. e
Civil Cover Sheet
[REMEMBER! After filing, email the proposed order. complaint judge. Include the case number, case short title, and the title of the order in the subject line of the email
Exhibit
Jury Demand
If this motion should be sealed, use Sealed Mofior { pqposeq Acceptance of Plea
Select the PDF document and any attachments. ‘
Proposed 1983 Prisoner Civil Rights Complaint
[Main Document Proposed Petition for Writ Of Habeas Corpus
Browse... | Motion.pdf
Report on Copyrights (AO Form 121)
Report on Patents and Trademarks (AO Form 120)
Suppl it
|Attachments ipRemen scription
Summons
1. | Browse... | Proposed Order.pdf T~ || Remove
2. Browse... | No file selected. | |
Next Clear
Slidel8
< c @ © & %5 hitpsy/ect- vd.uscourts.gov/cgi-b w o e =
CM ECF Civilv Criminal+ Query Reports. Utilities» Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

|Please attach the proposed order to the motion.

[REMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.
Select the PDF document and any attachments.

] o The Category
is now selected.

|Attachments Category escription
1. Browse.. Proposed Order.pdf \ Proposed Order v ‘ Remove
2. No file selected. [ V| |

Next Clear
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<« C @ O & n.wawd.uscourts.gov, g noe =
CM ECF Civily Criminal+ Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.
Select the PDF document and any attachments.

[Main Document
Browse... = Motion.pdf

(the Exhibit).

Upload 2nd Attachmené;'

|Attachments Category Description
1. Browse... | Proposed Order.pdf [Proposed Order | || Remove
2. No file selected. [ | |

Next Clear

Slide20

&« c o 0 a train.wawd.uscourts.gov/cgi p e O 1y noe =
CM ECF Civil- Criminal. Query Reports. Utilities. Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload x
JURYDEMAND N > ThisPC > Documents > TrainingMaterial > Motions v/ o
Organize v New folder =y O @
|Please attach the proposed order to ~
A Name Date modified Type
REMEMBER! After filing, email the| % Quickaccess — R biect line of the email.
| Documents
= =% Motion
$ Downloads o @Y Proposed Order
If this motion should be sealed, use & Pictures * "% Proposed Order
TrainingMaterial *
Select the PDF document and any af G P
IMain Document PDFs Select a file to preview
Browse... | Motion.pdf Performance Evals g
Repors Select the Exhibit.
@ OneDrive
& This PC
1. | Browse... | Proposed Order.pdf 2 3D Objects
I Desktop
2. | Browse... | Nofile selected. R v o< >
File name: | Al Files v
Next Clear
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&« C @ © & 25 hitpsy/ect-train.wawd.uscourts.gov/cgi- g noe =
CM ECF Civil+ Criminal» Query Reports., Utilities, Search Help Log Out
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc @ File Upload x
JURYDEMAND A > ThisPC > Documents > TrainingMaterial > Motions v | | Search Motions L
Organize v New folder vy O @
[Please attach the proposed order to =
A Name Date modified Type fad
[REMEMBER! After filing, email the] % Quickaccess T ¥ ] o bject line of the email.
=| Documents * ~
=3 Motion Adobe
¥ Downloads # @5 Proposed Order Micros
I this motion should be sealed, use (=] Pictures * % Proposed Order Adobe
TrainingMaterial *
Select the PDF document and any a OnlineECFTrain
Main Document .
e Then select Open.
Reports
@ OneDrive
|Attachments 3 b
1. | Browse... | Proposed Order.pdf 2 30 Objects .
2. | Browse... | No file selected. = Documents v o< >
File name: | Exhibit v‘ All Files v
Next | | Clear
Slide22
& Cc @ O &% d.uscourts.gov/cgi- 178 - O n@oe =
CM ECF I+ Criminal+ Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND
[Please attach the proposed order o the motion.

[IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

|Main Document
Browse... | Motion.pdf

he Exhibit is now atta

|Attachments Category Description

1.| Browse... | Proposed Order.pdf [Proposed order [ || Remove
Browse... | Exhibit.pdf [ I~ || Remove

13. | Browse... | No file selected. [ [ ]

Next | | Clear
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& c @ © & %5 hitpsy//ect d.uscourts.gov/cgi-bin/D $xd moe =
CM ECF Civilv Criminal+ Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND

|Please attach the proposed order to the motion.

[IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.
Select the PDF document and any attachments.

[Main Document
Browse... | Motion.pdf

Select the Category:
' Exhibiteg g

|Attachments Category
1.| Browse... | Proposed Order.pdf [Proposed order || Remove
2. | Browse... | Exhibit.pdf [ M || Remove
3. Browse... | No file selected. | |
Next Clear
Slide24
&« C @ (0] vd.uscourts.gov, ch.pl?42695983830178 g N @oe =
CM ECF Civil+y Criminal+ Query Reports. Utilities. Search Help LogOut
Motions
2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc
JURYDEMAND Amended Complaint
Application for Court-Appointed Counsel
|Please attach the proposed order to the motion. | certificate of Service
IREMEMBER! After filing, email the proposed order Citation judge. Include the case number, case short title, and the title of the order in the subject line of the email.
Civil Cover Sheet
Complaint
If this motion should be sealed, use Sealed Motion J_
Jury Demand

Select the PDF document and any attachments.
Proposed Acceptance of Plea

|Main Document Proposed Order
Browse... | Motion.pdf Proposed 1983 Prisoner Civil Rights Complaint

Select the Category:
: Exhibiteg s

Proposed Petition for Writ OF Habeas Corpus
Report on Copyrights (AO Form 121)

|Attachments Report on Patents and Trademarks (AO Form 120)  Scription

1. [ Browse... | Proposed Order.pdf Supplement Remove
Summons [

[2. | Browse... | Exhibit.pdf [ T~ || Remove

13. | Browse... | Nofile selected. [ | |

Next Clear
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&« C o © & 25 httpsy//ect-train.wawd.uscourts.gov/cgi-bin/Dispatch.pl?42695983830178 w nNn@oe =
CM \ECF Civilv Criminal- Query Reports. Utilities. Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND
[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

~ Enter a Description.
criptions are not always reqt
L it is recommended to use

Select the PDF document and any attachments.

|Main Document
Browse... | Motion.pdf

|Attachments Category
1. Browse... | Proposed Order.pdf [Proposed Order [ | Remove 1 C )t [epeat text selected
[2. | Browse... | Exhibit.pdf [Exhibit | A - Medical Records || Remove 'y’ Only enter text m
on to the Category
3. | Browse... | No file selected. [ | ]
Next | | Clear

Slide26

< c @ © & % nttpsy/ect-trainwawd.uscourts.gov/cgi-bin/Dispatch.pl?42695983830178 - @ n o e =
CM \ECF Civil+ Criminal+ Query Reports. Utilities» Search Help LogOut
Motions

2:18-cv-00001-JGR Evergreen
Gardens v. Grass Roots Inc

JURYDEMAND
[Please attach the proposed order to the motion.

IREMEMBER! After filing, email the proposed order in Word or WordPerfect format to the appropriate judge. Include the case number, case short title, and the title of the order in the subject line of the email.

If this motion should be sealed, use Sealed Motion event under Sealed Motions.

Select the PDF document and any attachments.

[Main Document
| Browse... | Motion.pdf

Next to cont

|Attachments Category Description

1. | Browse... | Proposed Order.pdf [Proposed order VH L Remove
2. | Browse... | Exhibit.pdf ‘E)Mlhlt vHA-MedlcaI Records ‘ Remove
3. | Browse... | No file selected. [ b H [

Clear
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Upload Errors

Some errors you may encounter after attempting to upload your documents:

Error: Document is malformed or contains code which may cause an external
action (such as launching an application). This PDF document cannot be
accepted.

Solution: The PDF needs to be flattened or optimized. Follow the instructions on
the How to Prepare Your PDF Guide on the Washington Western District Court
website.

1/14/2022

Slide28

Upload Errors

Error: You select Next on the upload screen and it never goes to the next
screen.

Solution: The PDF is too large (over 75MB) or it includes scans/images that are
too high of a resolution (over 200dpi). Break down the PDF into multiple
sections and file as attachments and/or optimize your PDF by following the How
to Prepare Your PDF Guide.
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Complete the Filing

® Follow the remaining prompts to complete your filing.

B Review the Notice of Electronic Filing to ensure the docket entry is correct
and check/confirm if you need to serve any parties outside of CM/ECF.

® Send the Word or WordPerfect version of the Proposed Order to the Judge.

Slide30

Final Docket Text

01/26/2021 Q

MOTION to Distniss, filed by Defendant Grass Roots Inc. (Attachments: # | Proposed Order, # 2 Exhibit A -
Medical Records) Noting Date 2/12/2021. (STP) (Entered: 01/26/2021)
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You have now
successfully uploaded
your documents.

For more detailed instructions review our
website at:
www.wawd.uscourts.gov/attorneys/cmecf

www.wawd.uscourts.gov/attorneys/cmecf
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