Electronic Case Filing

United States District Court
Western District of North Carolina
October 2011
Version 5.0.3




TABLE OF CONTENTS

GETTING STARTED. . . ..o e 1

HeElp DesK. . . 1
ECF System Capabilities.. . ... ..o 1
Hardwareand Software Requirements. . . ..., 2
PACER RegIStration. . . ... .o e e e 2
Registeringfor an ECF Account. ........... e, 2
SettingUp the Acrobat PDF Reader. . ... e 3
Portable Document Format (PDF). . ...t e 3

How to View a PDF File. . ... e e i 3
How to Convert Documentsto PDF Format. . . ... et 4

BASICS

UsSar INtEraCtioNS. . . . e e e e e e e e e e e e e e e e e e 5
Conventionsused inthisManual. . . ... e 5
Documentsfiled IN Brror.. . ... e 5

TranSaCtion LOg. . . ..o vttt e e e 6

USar'SManUal. . ... ... e e e 6

A STEP-BY-STEP GUIDE. . .. .. e 6

How to Accessthe System. . ... ... e e 6
LOgaiNg IN.. . 7
SAectingECF Features. . .. ..ot e 8
Cascading Menu System. . . ... 9

DOCKETING EVENTS FEATURE. . ... e e 9
Genearal RUIES.. . ... 9

Manipulating between screens. . ... 9
Correctingamistake. . ... e 9
Document error MESSAJES. . . . .. v vttt e e e e e e e 9
Signatures; Affidavitsof Service. .......... ... ... .. i 10

.................................................................. 11

Filinga Civil Complaint. . ... e 11

Openacase- Civilcaseunassigned. .. ..., 12
Enter thecivil caseinformation. .......... ... .. .. ... . ... 12
Add related casenumber(s). ......... . 13
Enter information off the Civil Cover Sheet........................... 13
Add Parties. . ..o 14
Searchingfor aparty....... ..o 14
Createnew party. . ... 14
Designatecorrect partyrole. ... 15
Addingan Alias. . ... 16
Adding CorporateParent(s). .. ......ovviiiii i 17



Docket Lead EVeNnt.. .. ...t e 17

Select initiatingdocument. . . ... 18
Verifythecasenumber. . ... i e 18
Selecttheparty filer.. ... 18
Createattorney/party association.. . ..., 18

Select theparty filingisagainst. ............ i, 19
Browsefor thePDF document. ......... .. ... 20
Navigating to the appropriatedirectory. ....................... 20
Verifythedocument. ........ ... .. . i 21

Add Attachments. . .. ... 21
CreditCard Module. . ... e e 22
Modify DOCKet TeXt. . .. ..o 23
Submit thedocument for filing.. ........... ... i 24
Noticeof ElectronicFiling.. . ... 24
Submit AO440 Civil Summonsthrough CyberClerk.......................... 25
Filing Documentsfor Civil Cases. . . ... o e 26
Select thetypeof document tofile. ......... ... ... ... .. 26

Enter the case number in which the document isto befiled.. ............ 27

Select the party(s) filingthedocument.. . .............. ... .. ... ...... 28
Specify thetype of document you arefiling. .......................... 29
Browsefor thePDF document. ......... ... ... 29
Navigating to the appropriatedirectory. . ...................... 30

Verify you have selected the correct document................... 30

Add attachmentsto documentsbeingfiled. . .......................... 32

When attachments and exhibits are submitted in paper format..... 33

Modify docket text. . . ... 34
Submit thedocument for filing............. ... i 35
Noticeof ElectronicFiling.. . ... 35
E-Mail Notification of Documents That WereFiled.. ...................... 36, 48
CRIMINA L . e e e e 36
Filing Documentsfor Criminal Cases. . ...ttt 36
Select thetypeof document tofile. ......... ... . i i 37

Enter the case number in which the document isto befiled.. ............ 38

Select the party(s) filingthedocument.. . ............ ... ... ... . ... 40
Specify thetype of document you arefiling............................ 40
Browsefor thePDFdocument. ......... ... 41
Navigating to the appropriatedirectory. ....................... 41

Verify you have selected the correct document................... 42

Add attachmentsto documentsbeingfiled. . .......................... 44

When attachments and exhibits are submitted in paper format..... 45

Modify docket text. . . ... e 45
Submit thedocument for filing.. ... i 46

Noticeof ElectronicFiling.. ... i e 47



ADD/CREATE A NEW PART Y . .ot 49
Searching for aparty.. ... .o e 49
CrBALE NEW PN, . o e e e 50
Designatecorrect party role. . ... 50
Adding an Alias. . ..o 51
AddingaCorporateParent.. . ... 52

LINKING DOCUMENTS (Refer toexistingevent).. . ..., 52

QUERY FEATURE. . ... e e e e e e 53
A OI Ny . . 55
CaSE SUMMIAT Y. & .\ttt e e e e e e 56
Deadlines/HEearings. . .. ....ou it e 56
DOCKEL REPOIT.. ..ot e 57
HiStory/DOCUMENES. . . .ot et 59
Other QUENIES. . . ottt e e e 59

REPORT SFEATURE.. . ..o e 59
DoCKet Sheet. . . ..o 60
MultipleDocket Sheets. . ... 60
GV CaSES.. . ottt 61
CrimMINAl CaSES. . . o vttt e 62
Calendar EVeNtS.. . . ..o e 62
Other REPOIS.. . ot it e e 63

UTILITIESFEATURE.. . .. e e 64
Your ECF ACCOUNT. . ... e et 64

Maintain Your Login (Password).. .. ..., 64
Maintain Your E-mail.. ... ... 65

Add Additional E-mail Address............. ... i 65

Additional Options.. . ...t 66

Maintain Your Address.. . ....ov i e e 67
Transaction LOQ. . . . v v vttt e e e e e 68
Credit Card Payments.. . ... e e e 68

Email Information/MailingLabeéls.. ......... ... i 69
MailiNgS.. . oo 69
Miscellaneous Utility Features. . ... e 70
Legal ResearCh. .. ... 70
Review Announcement NOLICES.. . . .. ...t 70

SEARCH FEATURE.. . ..o e e e e e 70

LOGOUT . it e e e 71

ADDITIONAL INFORMATION REGARDINGECF. ... ..o 71
Cyber Gl K. . o 71



Civil SUMMONS. . . . 71

Proposed Orders. . ... 72
Sealed DOCKEt ENLIiES. .. ..o i e 72
DEfiNItIONS.. . ..o 72
FilingSealed Cases.. . .. ..ot e e e 73

Filing Sealed Documents. . .. ... e 73
FilingSealed MOLIONS. . ... ..o e e e 74

Filing Ex-ParteMotions. . ... e 75

Filing Sealed Exhibits. . ... ... ... . 78
FilingUnredacted COpIes. . ... .ot e 80
Querieson Sealed DoCUMENTS.. . .. .ottt 80
CrossDocument Hyperlinks. . . ... 80
Details about the new functionality. . ............ ... ... ... ... ... 80
General assumptions about cross-document hyperlink usage.. ........... 81
Creating Hyperlinks to Documents Already in the Electronic Case File.. .. 81

Using WordPerfect to createhyperlinks. . ...................... 81

Using Microsoft Word to create hyperlinks. .................... 84

Creating Hyperlinks between Documents Filed in the SameEvent. .. ... .. 86

Using WordPerfect to createhyperlinks. . ...................... 87

Using Microsoft Word to createhyperlinks. .................... 88

Accessing Documentsvia Hyperlinksin Other Documents............... 89

Pacer Billing Scenariosfor Attorneys. . ..........c ... 90



GETTING STARTED

This manual provides instructions on how to use the Electronic Filing System (ECF) to file
documents with the court, or to view and retrieve docket sheets and documents for al cases
assigned to this system. Any caseillustrated in this manual is fictitious and used only for
demonstration purposes. Users should have aworking knowledge of Netscape or Internet
Explorer and Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:30 am. and 4:30 p.m., Monday through
Friday, if you need assistance using ECF.

Toll Free Help Desk
1-866-851-1605
or e-mail for help from our website

ECF System Capabilities

The electronic filing system allows registered participants with internet accounts and an internet
browser software to perform the following functions:

> Open the court’ s web page.
> View or download the most recent version of the User’'s Manual.

> Salf-train on aweb-based ECF tutorial.

> Practice entering pleadings into ECF using a“training” database that is similar to the
official live ECF database.

> Electronically file pleadings and documents in actua (“live”) cases.

> View official docket sheets and documents associated with cases.

> View various reports for cases that were filed electronically.
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Hardware and Softwar e Requirements

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

> A personal computer running a standard platform such as Windows or Macintosh.

> An internet connection, such as cable or DSL.

> An internet e-mail account.

> Software such as Adobe Acrobat Writer or pdfFactory, to convert documents from a word

processor format to portable document format (PDF). Some word processors can convert
documents to PDF. Please note, the court will be using PDF/A format in the near future.

> A scanner, using 200 dpi in black and white, to image non-computerized documents. Please
note thiswould only be used for documents that cannot be produced electronically. Scanned
documentslessen the level of servicewe provide by slowing down the entire system. Weare
moving away from the utilization of scanned documents into the Court and are asking you
to do the same when possible.

*Due to security, a session can only be established by signing into the latest version of Netscape
Navigator or Internet Explorer. DO NOT USE AmericaOn-Line’ s version of Netscape Navigator,
aversion of Netscape Navigator lower than 4.5 or aversion of IE lower than 5.5. Use other browsers
at your own risk.

PACER Registration

ECF users must have aPA CER account with the Court in order to usethe Query and Reportsfeatures
of the ECF system. If you do not have a PACER login, contact the PACER Service Center to
establish an account. Y ou 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.qgov. For information when PACER is required to view a document, see
Pacer Billing Scenarios for Attorneys.

Registering for an ECF Account

Participants will need to register with the courts to receive alogin and password for the CM/ECF
system. Registration forms can be obtained and submitted on-line on our web site at
http://www.ncwd.uscourts.gov/ECF/ECF.aspx.
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Once an account has been established, your login and password will be sent to you by the Office
of the Clerk by e-mail.

Registered users should view the Local Court Video Tutorials, read the written FAQs,
Troubleshooting Resources and Reference Guides, for helpful tips for filing in the Western
District of North Carolina.

Setting UP the Acrobat PDF Reader

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

Only PDF (Portable Document Format) documents may be filed with the court using the ECF

systems. Before sending the file to the court, users should preview the PDF-FORMATTED
document to ensure that it appearsin its entirety and in the proper format.

How to View a PDF File

> Start the Adobe Acrobat program.

> Go to the File menu and choose Open.
> Click on the location and file name of the document to be viewed.
> If the designated location is correct, and the fileisin PDF format, Adobe Acrobat

Exchange loads the file and displays it on the screen.

> If the displayed document is larger than the screen or consists of multiple pages, use the
scroll barsto move through the document.

> Click on the View menu for other options for viewing the displayed document. Choose
the option that is most appropriate for the document.
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How to Convert Documentsto PDF Format

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

Using any word processing program:

> Install Acrobat Writer, FinePrint pdfFactory, or other PDF Writer on your computer.

> Open the document to be converted.

> Select the [Print] option (generally found in the File menu) and in the dialog box select
the option to change the current printer. A drop-down menu with alist of printer choices
is displayed.

> Select Adobe PDFWriter or FinePrint pdfFactory.

> “Print” thefile. Thefile should not actually print; instead the print to save thefileas a
PDF format file appears.

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

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

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

PDF writer, and follow the directions above.
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BASICS

User Interactions

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

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

Conventionsused in this M anual
> Command buttons are represented in this manual in [bracketed boldface type].

> Hyperlinks are represented in underlined boldface type.

Documentsfiled in Error

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

To request acorrection telephone: Toll Free Help Desk
1-866-851-1605
8:30 a.m. - 4:30 p.m.

Call as soon as possible after an error is discovered. DO NOT ATTEMPT TO RE-FILE THE
DOCUMENT! Y ouwill needto providethe case and document numbersfor the document requiring
correction. If appropriate, the court will make an entry indicating that the document was filed in
error. Youwill beadvised if you need to re-file the document. The ECF system does not permit you
to change the misfiled document(s) or incorrect docket entry after the transaction has been accepted.
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Transaction Log

This feature, selected from the Utilities menu allows you to review al transactions ECF has
processed with your login and password. If you believe or suspect someone is using your login and
password without your permission, change your password immediately, then telephone the Court’s
Help Desk as soon as possible. For information on how to view this utility event, see the section
Transaction Log.

User’s M anual

Y ou can download or view the most recent version of the ECF User’s Manua (in PDF format)
from the District Court’s web page.

Enter http://www.ncwd.uscourts.gov/ecf

A STEP-BY-STEP GUIDE

Below isastep-by-step guidefor entering the system, preparing adocument for filing, filing amotion
or application, and displaying adocket sheet. We suggest that you view the on-line computer-based
training (CBT) modules before trying to actually file a document. In addition, please review the
Checklist for E-Filings to assist you in filing documents with the court.

How to Accessthe System
Userscan get into the system via the I nternet by going to:

http://ecf.ncwd.uscourts.gov

Or, you may go to the Western District of North Carolina’ s website at:

www.ncwd.uscour ts.gov/ecf
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Logging In

The next screen isthe login screen. Enter your ECF Login and Password in the appropriate data
entry field. All ECF login names and passwor ds ar e case sensitive.

ote: In the event you forgot your login and/or password, click the link our web site
N Forgot Login/Password. Enter the email address that matches the ECF account, and

click [Send Now]. The system will immediately send the attorney’ slogin with and a
brand new password.

Verify that you have entered your ECF login and password correctly. If not, click the [Clear]
button to erase the Login and Password entries and re-enter the correct information. Then check
the box indicating you understand that you must comply with the redaction rules. Once
completed, click the [L ogin] button to transmit your user information to the ECF system.

> If the ECF system does not recognize your login and password, or if you forgot to check

the box regarding the redaction rules, it will display the following error message on a new
screen: Login failed either your login name or key isincorrect.

ote: Use your ECF login and password if you are entering the system to file a pleading
or to maintain your account. If you only wish to enter ECF to query the database for

case information or to view a document, enter your PACER login and password.
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Once the Main Menu appears, choose from alist of hyperlinked options on the top bar.

Selecting ECF Features

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

Civil

Criminal

Query

Reports

Utilities

Search

L ogout

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

Select Criminal to electronicaly file al criminal case pleadings, motions and
other court documents.

Query ECF by specific case number, party name, cause of action or nature of suit
to retrieve documents that are relevant to the case. 'Y ou must login to PACER
before you can query ECF.

Choose Reportsto retrieve your docket sheets and cases-filed reports. 'Y ou must
login to PACER before you can view an ECF report.

Maintain persona ECF account information under Utilities.

Using this feature allows you to Sear ch by typing text in a small pop-up box.
Once results are displayed, each item has a hyperlink to the corresponding item.

Allows you to exit and L ogout from ECF and prevents further filing with your
password until the next time you log in.
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Cascading Menu System
Much like Microsoft Windows Start menu, the new cascading menu system allows usersto

navigate from one CM/ECF menu item to another by hovering over the main blue menu bar and
selecting specific items from the cascading menus.

DOCKETING EVENTS FEATURE
Registered filers will use the Civil or Criminal feature of ECF to electronically self-file and
docket with the Court a variety of pleadings and other documents for cases. The next severd

sections of the manual describe the basic steps that you need to take in order to fileasingle
motion with the Court. The process is consistent regardless of the event.

General Rules

Manipulating Between Screens

Each screen has the following two buttons:

> [Clear] clears all characters entered in the box on that screen.

> [Next] or [Submit] accepts the entry just and displays the next entry screen, if any.
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.

Document error messages

In the event you selected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click the [Next] button:
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In the event you fail to select a document to file, ECF will display the following error message
after you click the [Next] button:

Signatures; Affidavits of Service

Documents which must contain origina signatures of non-attorneys (excluding defendants in
criminal cases), or which require either verification or an unsworn declaration under any rule or
statute, shall be filed electronically, showing the original “pen” signature. The originally executed
copies shall be maintained by the filer at least until two years after the time for al appeals to have
been expired.

Pleadings or other documents electronically filed by an attorney shall use the following format for
acomplete signature:

s/Jane Doe

NC Bar Number 12345

Attorney for (Plaintiff/Defendant)
ABC Law Firm

123 South Street

Charlotte, NC 28202

Phone: (704) 123-4567

Fax: (704) 123-4567

Email: Jane.Doe@l|aw.com
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In the case of astipulation or other document to be signed by two or more persons, the following
procedure should be used:

> Thefiling party or attorney shall initially confirm that the content of the document is
acceptableto all persons required to sign the document and shall obtain consent to apply
signatures of signatures of al parties on the document.

> The filing party or attorney then shall file the document electronically, indicating the
signatories, e.g., “s/Jane Doe,” “s/John Doe,” with the complete signature block.

> The filing party or attorney shall retain the hard copy of the document containing the
origina signatures after the case ends, at |least until two years after the time for al appeals
to have been expired.

> A non-filing signatory or party who disputes the authenticity of an electronically filed
document containing multiple signature or the authenticity of the signatures themselves
must file an objection to the document within 10 days of receiving the Notice of
Electronic Filing.

CivIL

Filing a Civil Complaint

Attorneyswill submit Civil Complaints or Notices of Removal in PDF format by filing them in the
CM/ECF System. Any exhibits can be attached separately to theinitial filing. After uploading the
Civil Complaint and any exhibits, the filing fee will then be paid by a credit card module through
Pay.gov. The attorney will then send the two page summons in PDF format, via*“CyberClerk” on
the CM/ECF menu. Upon receipt of the summons, the Clerk’ s Office will processthe summonsand
return with the court seal via CM/ECF.

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

1) Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying al of the events from which you may choose for your filing.
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2) Under Open a Casg, click on Civil Case - Unassigned.

The following screen appears:

Enter thecivil caseinformation.

a) From the pull-down menu, enter the office division (Asheville, Bryson City, Charlotte or
Statesville). No matter what county, al ASBESTOS cases are assigned to the Asheville
Division.

b) The next pull down menu isthe case typefiled. Select civil or miscellaneous.

C) Do not fill in the L ead case number or change the Association type.
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d) Enter Other court namein the instanceit is a Notice of Removal, i.e., Mecklenburg
County Superior Coulrt.

€) If aNotice of Removal, enter state or county’s case number in Other court number.
f) Check Related cases box if only thereisarelated casein our district.
Click [Next].

If you checked Related cases, the below screen will appear. (Otherwise, skip this step.)

If applicable, add therelated case number (s). If thereis more than one related case, check the
box Morerelated cases and click [Next]. When you are finished entering related cases, click on
[Next] to bring you back to theinitial case opening screen.

3) Use the Civil Cover Sheet asa guidein filling out the next screen. Note: Do not enter
any information or change information in the following fields: Arbitration code or Date

transfer. In addition, only change the Citizenship plaintiff/defendant if you have a (4)
Diversity Case.

When finished entering the information, click the [Next] button.

4) Add Parties.
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a) Searching for a Party. Before you can add the parties in the case, you must first perform
asearch to seeif your party is already entered in the ECF System.

Type the party’ s last name, or the first name of the company name. Click the [Search] button.

If amatch isfound, ECF will display alist of party names. If the name of the party you represent
appearsin the ligt, click on it and then click on the button [Select Party].

b) If no match isfound, click on the button [Create new party].

N.C. Western District Court CM/ECF User'sManual < 14



N ote: When entering Party I nfor mation, please follow these guidelines:

Parties should be entered in the manner in which they are captioned on the complaint.

Par ties should be entered using uppercase and lowercase | etters.

Company: enter the entire company name in the Last name field.

Individual: fill out the Last name, First name, Middle name, and Generation (i.e Jr.,

Sr., 1) fields as appropriate.

. Nameswith a County or City: enter in the Last name field the County or City first
(i.e Charlotte, City of, or Mecklenburg County). Use the two letter abbreviation for
states. (i.e. NC Attorney General, or NC Department of Motor Vehicles).

. Federal: use US and the full name of agency (i.e. US Internal Revenue Service, or US

C) Type in the new party information screen (i.e., Last name, First name, Middle name, and
Generation fields as appropriate.) Designate the correct party Role and add any Alias or
Corporate Parent.

the drop down list. (i.e. plaintiff)

N ote: the Rolefield defaultsto defendant. Be sure to select the correct party Role from

Do not enter any address, phone, fax or prison information. Leave these fields blank.
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Adding an Alias

If the party has an dlias, click the[Alias + ] button to search for the alias name.
Note: You must first search for the alias name before you can select or add the alias.

The search result will display alist of names. If the aias name appears, highlight the name and
click the [Select Alias] button. If the search result does not list the correct alias name, click on
[Create New Aliag].

After selecting or creating a new alias name, the following screen appears.

Select the alias Role in the drop down menu and click [Add Alias]. Thiswill take you back to the
party information screen.

Below isalisting of theroles:

administrator = adm nee = born
administratrix = admx obo = on behalf of

agent = agent of other = other

aka = aso known as rpi =real party ininterest
dba = doing business as SUC = SuUCCessor to

div = division of ta=trading as

fdba= formerly doing business as tte = trustee for

fka = formerly known as
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Adding Corporate Parents

When attorneys electronically file a Corporate Disclosure Statement (located under Other
Documents), they will be presented with a new screen to allow them to add any corporate parents.
They also can add Corporate Parents at Civil Case Opening.

If the party has a Corporate Parent, click the [Corpor ate Parent +] button to search for the name.

Note: You must first search for the corporate parent name before you can select or add the
corporate parent.

The search result will display alist of names. If the corporate parent name appears, highlight the
name and click the [Select Corporate Parent] button. If the search result does not list the correct
corporate parent name, click on [Create New Cor por ate Par ent].

After selecting or creating a new corporate name, click the [Add Cor por ate Par ent] button. If
you need to add another corporate parent, follow the steps above.

Once you have added all your parties, click the [Create Casg] button.
A Message will pop up stating the “ Case will be created. Proceed?” Click [Yes].

You havejust opened the Civil Case.

5) Now you need to Docket the L ead Event (i.e., Complaint or Notice of Removal).

Click on the hyperlink Docket L ead Event? to take you to the Complaints and Other Initiating
Documents screen.
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6) Select the appropriate case I nitiating Document and click on the [Next] button.

7) Verify the Case Number on the following screen and click on the [Next] button.

8) By clicking on the name, Select the Party(s) filing the complaint. If you represent all the
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 filing parties, click the [Next] button.

9) Createthe Attorney/Party Association. This screen defaults to add the attorney filing
the complaint to the associated party. If you DO NOT want to create the association,
uncheck the boxes. The box before the “party” will add the attorney to the case and docket
sheet. The box before “notice” will flag the attorney to receive Notices of Electronic Case
Filing. The box before “lead” puts“Lead Attorney” on the docket sheet.
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remember to uncheck the boxes of the parties you do not represent.
Otherwise, you will be adding yourself as counsel for that party!

N ote: If theattorney if filing ajoint document with opposing counsel, please

10)  Select the party thisfilingisagainst. To select more than one defendant, hold down the
control key and click on each of the desired parties, or you can click on the radio button
before “ All Defendants.” After selecting the defendant(s), click on the [Next] button.
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11) Browsefor the PDF document. Clicking on the [Browse] button allows you to search for
your PDF document.

a) Use the drop-down menu to navigate to the appropriate directory and file name to select
the PDF document you wish to file. Highlight the file name to upload, then click the
[Open] button.

itisaProposed Order and is sent via CyberClerk. If not filed in the proper format,
ECF will not accept the document and users will be unable to retrieve and read your
document from within ECF.

N ote: All documentsthat you intend to filein ECF MUST reside in PDF format, unless
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N ote: Inorderto verify that you have selected the correct document, right mouse
click the highlighted file name to open a quick menu, then left mouse click on [Open]
or [Open with Adobe Acrobat] to give the document a quick glance. Y our PDF Reader
will launch and open the PDF document that you selected. Y ou should view it to verify that
it isthe correct document.

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

If there are no attachments to the initiating document, click the [Next] button. (Otherwise, skip to
step #13.)

12)  If you have attachments to your document, proceed to Add Attachments.
Note: Y ou can select one or more attachments.

a) Click on the [Browse] button.

b) Navigate to the appropriate directory and select the PDF attachment you wish you file.
Highlight and upload the File name.

C) Describethe document, by either selecting the appropriate category drop-down box, or type
the description of the document in the Description box.

d) If you need to add more attachments, repeat stepsa& b above, until you have attached al your
attachments. Once you have completed attaching documents, click the [Next] button.
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13)  Prior to beginning the Credit Card M odule, ECF will prompt you with the following
guestion:

a) If you are filing a motion to proceed in forma pauperis or amotion has been previously
granted, enter a“y.” Click on the [Next] button.

b) If you enter an “n” in the above screen, you will be presented with the payment process
screens. The first screen states the fee amount, then click the [Next] button.

If areceipt number field appears, leave it blank and click the [Next] button.

14)  Fill intherequired fields for the Online Payment - Step 1: Enter Payment I nformation,
and click on [Continue with Plastic Card Payment].

15)  If you wish to have a confirmation receipt sent to you, add and confirm your email address.
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Check the required box, “| authorize a chargeto my card account for the above
amount in accordance with my card issuer agreement.” Then click on the [Submit
Payment] button.

16)  Click on the Case Assignment Packet Forms hyperlink and print it out. This packet
contains the Joint Stipulation of Consent to the Exercise of Jurisdiction by aU.S.
Magistrate Judge, Disclosure of Corporate Affiliations and Other Entities with a Direct
Financial Interest in Litigation, and Certification and Report of F.R.C.P. 26(f) Conference
and Discovery Plan. Then click the [Next] button.

17)  Inthe Modify Docket Text screen, you can add a description to your docket event by
adding text in the “free text” box below.

Then click the [Next] button.

18)  Review your text for any errors.
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19)  Click the [Next] button to Submit the complaint for filing.

N ote: The screen depicted above contains the following warning:

Attention!! Pressing the NEXT button on this screen commitsthis
transaction. You will have no further opportunity to modify thistransaction if
you continue. You cannot choose to “abort” when opening acivil case. The case
has already been opened, and the credit card has already been charged.

20)  Noticeof Electronic Filing or NEF.
ECF Opens a new window displaying an ECF filing receipt.

You havejust filed the complaint and paid thefiling feesthrough our credit card module,
Pay.gov.
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Submit AO440 Civil Summons

Click on Civil in the blue menu bar and under the category Cyber Clerk, click on Submit
Document to Court.

a) Select Submit Civil Summons, then click on the [Next] button.

b) Enter or accept the correct case number, then click the [Next] button.

C) Click [Next] on the case caption screens.

d) Click on the [Browse] button to search for your two-page (i.e., both front and back)
A 0440 Civil Summons, in PDF format.

N.C. Western District Court CM/ECF User’'sManual < 25


http://www.uscourts.gov/forms/AO440.pdf
http://www.uscourts.gov/forms/AO440.pdf

) Enter a“y” to submit the Civil Summons to the Clerk’s Office for processing.

f) A message will appear stating the transaction was complete.

judge to the new civil case and then process the civil summons and return them

N ote: The Clerk’s Officein the Western District of North Carolinawill assign a
to plaintiff’s counsel through ECF, by docketing,” Summons Issued.”

Filing Documentsfor Civil Cases
There are nine basic steps involved in filing a document:

1) Select Civil from the blue menu bar, and select the type of document to file.
2) Enter the case number in which the document will be filed.

3) Select the party(s) filing the document.

4) Specify the type of document you are filing.

5) Browse for the PDF file name and location for the document to be filed.

6) Add attachments, if any, to the document being filed.

7) Modify the docket text as necessary.

8) Submit the pleading to ECF.

9) Receive Notice of Electronic Filing.

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

1) Select the type of document to file.
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Select Civil from the blue menu bar at the top of the ECF screen. Y ou can use the cascading menu
or by clicking on Civil which will open awindow displaying al of the events from which you may
choose for your filing.

a) Below demonstrates how to use the “ cascading menu” option.

or

b) This demonstrates how to open up the Civil Events Category Menu, by clicking on Civil
on the blue menu bar.

Click on Motions, under Motions and Related Filings.
2) Enter the case number in which the document isto befiled. Once acase number is

displayed, click the [Find This Caseg] button. Once the case number isfound, the [Next]
will be enabled. Click onit.

N.C. Western District Court CM/ECF User’'sManual < 27



case number does not exist, the computer will display, Cannot find civil

N ote: If the case number is entered incorrectly, click the [Clear] button. If the

The case caption screen will open, displaying Motions and the case number. Click the [Next]
button.

3) Select the party(s) filing the document.

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

clicking on each party.

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

ote: If your party does not appear, click on [New Filer]. Seethe

section of this manual titled Add/Create New Party.
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4) Specify the type of motion(s) you arefiling. You can scroll down to find either the
specific motion, or Start typing to find an event. The event(s) you select will bein
Selected Events. If you make an error, click to remove the event(s).

For demonstration purposes, the manual will show a (Motion for) Discovery.

Select “ Discovery”, then click the [Next] button.

The case caption screen will open, displaying Motions and the case number. Click the [Next]
button.

5) Browse for the PDF document. Click on the [Browseg] to search for your PDF document.

a) Next to the“L ook in” display, click on the arrow to navigate to the appropriate
directory and file name you wish to file.
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b) Highlight the file name to upload to ECF.

mouse click on the highlighted file name to open aquick menu and left mouse
click to [Open]. The PDF reader will launch and open the PDF document that
you have selected. You should view it to verify that is the correct document.

N ote: In order to verify that you have selected the correct document, right

C) Once you have verified the document is correct, close the PDF viewer and click on the
[Open] button. ECF closes the Choose file screen, and inserts the PDF file name and
location in the File name box.
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If there are no attachments to the motion, click [Next]. According to what kind of motion is
being filed, ECF may display a Response Deadline. Click the [Next] button.

ECF opens up anew window. Go to “Modify Docket Text” on page 34, to proceed with your
filing.

If you have Attachmentsto your motion, you will select “Yes’ on the radio button depicted
above. Proceed with Adding Attachments on page 32.

ote: Inthe event you have selected afilethat isNOT in PDF format, ECF will
N display the following error message after you click the next button:

ECF will not permit you to select afile that isNOT in PDF format. Click the [Back] button and
ECF will return you to the Motions screen. Select and highlight the PDF pleading and proceed as
before.
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ote: Failureto Select a Document to File, ECF will display the error message
N depicted below.

If you click [OK], ECF will return you to the Select the PDF Document screen. 'Y ou cannot
proceed without attaching a PDF document.

6) Add attachmentsto the documents being filed.

If you need to attach documents to your motion, select one or more attachments:
a) Click on the [Browse] button.

b) Navigate to the appropriate directory and select and verify the PDF attachment you
wish you file. Highlight and upload the File name.

C) Describe the document, by either selecting the appropriate Category drop-down box, or
type the description of the document in the Description box.

N.C. Western District Court CM/ECF User’'sManual < 32



d) After entering the attachment description, click the [Next] button.

If you need to add more attachments, repeat steps a-d above, until you have attached all your
attachments. Once you have completed attaching documents, click the [Next] button.

ote: If you have attached a document in error, click the [Remove]
N button, as depicted below.

When attachments and exhibits are submitted in paper format

Attachments and exhibits that cannot be created and filed electronically because “scanning” is
impractical, can be submitted in paper format. Present the attachments to the Clerk’ s Office for
handling.

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

7) M odify docket text.
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a) Click on the drop-down menu box and select a modifier if appropriate.

b) Click in the box to type any additional “ freetext” for the description of the pleading.

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

d)
Review the docket text for any errors. If you need to modify the date on the previous
screen, click the [Back] button on the toolbar to edit the Modify Docket Text Screen.
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N ote: The screen depicted in the page above contains the following warning.

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

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

° Clicking on any hyperlink 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.

8) Submit the document for filing by clicking the [Next] button.
9) Notice of Electronic Filing or NEF.

ECF opens a new window displaying an ECF filing receipt. The document is now filed.

. The screen depicted above provides confirmation that ECF has registered your transaction
and the pleading is now an official court document. It also displays the date and time of
your transaction and the number that was assigned to your document. Y ou should note this
number on the document’s PDF file.
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. 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 NEF a so displays
the names and addresses of individuals who will NOT be electronically notified of the
filing. 1t'sthefiler’sresponsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to any party not set up for electronic filing, by printing the NEF screen.

ote: The Notice of Electronic Filing does NOT constitute as a Certificate of Service.
The Western District of North Carolina still requires a certificate of serviceto be filed as

apart of your PDF document or pleading.

E-M ail Notification of Documents That Were Filed

After apleading is electronically filed, the ECF system sends a Notice of Electronic Filing (NEF) to
the designated attorneys and parties who have supplied their e-mail addresses to the Court.
Individuals who receive NEF's are permitted one “free look” at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted onefreelook at the document and the Docket Sheet to verify that the pleading was properly
docketed. The Court strongly urgesyou to print, or savethe Notice of Electronic Filing documents
toyour hard-drivefor futureaccess. Subsequent retrieval of the case docket sheet and pleading from
CM/ECF must be made through your PACER account and is subject to regular PACER fees.

ote: It isthe responsibility of filersto send hard copies of the pleading and Notice of
Electronic Filing to pro se parties and those attorneys who are not registered ECF

usersin the Western District of North Carolina.

CRIMINAL

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

1) Select Criminal from the blue menu bar, and select the type of document to file.
2) Enter the case number in which the document will be filed.

3) Select the party(s) filing the document.

4) Specify the type of document you are filing.

5) Select the PDF file name and location for the document to be filed.

6) Add attachments, if any, to the document being filed.

7) Modify the docket text as necessary.

8) Submit the pleading to ECF.

9) Receive Notice of Electronic Filing.
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After successfully logging into ECF, follow these steps to file a pleading.

1) Select the type of document tofile.

Select Criminal from the blue menu bar at the top of the ECF screen. Y ou can use the cascading
menu or by clicking on Criminal which will open awindow displaying al the events for which

you may choose your filing. Note: This section of the User’s Manual describes the process

for filingaMotion in ECF. Theprocessissimilar for filing other pleadingsin ECF.

a) Below demonstrates how to use the “cascading menu” option.

or

b) This demonstrates how to open up the Criminal Events Category Menu, by clicking on
Criminal on the blue menu bar.

Click on Motions, under Motions and Related Filings.
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2) Enter the criminal case number in which the document isto befiled.

ote: If the case number you are working on is 3:05cr101, you could
enter the case number in any of the following formats:

05-101
05cr101
3:05cr101
3-05-cr-101

Once a case number is displayed, click the [Find This Case] button.

If the criminal case only has one defendant, the case number will be displayed. If the case

a)
number is correct, click the [Next] button.

button. If the case number does not exist, the computer will display,
Cannot find criminal case.....

N ote: If the case number is entered incorrectly, click the [Clear]
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b) If the criminal case has mor e than one defendant, the next screen will appear. Attorneys
need to select the INDIVIDUAL defendant(s) to which you are filing adocument. If the
case number and the defendant you have selected are correct, click the [Next] button.

individual defendant(s), the document you are filing will be placed on ALL the
defendants docket sheets. Thisresultsin the Clerk's Office having to modify your
docket entry.

N ote: On the screen depicted above, if you select thefirst (top) box instead of the

The case caption screen will open, displaying Motions and the case number. Click the [Next]
button.
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3) Select theparty(s) filing the document.

Highlight the name of the party or parties for whom you are filing the motion. If you represent all
defendants or al plaintiffs, you may select the entire group by holding down the control key while
clicking on each party. After highlighting the party filer, click the [Next] button.

4) Specify the type of motion(s) you arefiling. You can scroll down to find either the
specific motion, or Start typing to find an event. The event(s) you select will appear in
Selected Events. If you make an error, click to remove the event(s).

For demonstration purposes, the manual will show a (Maotion to) Continue Docket Call/Trial.

Select “ Continue Docket Call/Trial,” then click the [Next] button.
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to Continue Docket Call/Trial AND aMotion to Sever Defendant), click on each

N ote: If you are filing more than one motion within the same pleading (i.e. Motion
of the desired forms of relief, so they appear in the “ Selected Events’ box show

here.

5) Browse for the PDF document. Click the [Browse] button to search for your PDF
document.
a) Next to the“ L ook in” display, click on the arrow to navigate to the appropriate

directory and file name you wish to file.

b) Highlight the file name to upload.
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N ote: Inorderto verify that you have selected the correct document, right mouse
click on the highlighted file name to open aquick menu and left mouse click on
[Open]. The PDF Reader will launch and open the PDF document that you selected. You
should view it to verify that it is the correct document

C) Once you have verified the document is correct, close the PDF viewer and click on the
[Open] button. ECF closes the Choose file screen and inserts the PDF file name and
location in the File name box.

If there are no attachments to the motion, click on the [Next] button. ECF opens up a new
window. Go to page 45, “Modify Docket Text,” to proceed with your filing.
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If you have Attachmentsto your motion, you will select [Browse] on the screen depicted above.
Click on [Next] and proceed to thefirst step in “ Adding Attachments to Documents Being

Filed.”

ote: Inthe event you selected and highlighted afile that isnot in PDF format, ECF
N will display the following error message after you click on the [Next] button.

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

ote Failureto Select a Document to File, ECF will display the error message
N depicted below.

If you click [OK] from the screen depicted above ECF will return you to Select the PDF
Document screen. Y ou cannot proceed without attaching a PDF document.
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6) Add attachmentsto documents being filed.

If you acknowledged the need to attach documents to your motion, select one or more
attachments.

a) Click on the [Browse] button.

b) Navigate to the appropriate directory and select and verify the PDF attachment you
wish you file. Highlight and upload the File name.

C) Describe the document, by either selecting the appropriate Category drop-down box, or
type the description of the document in the Description box.

d) ECF adds the selected document as an attachment to the pleading.

If you need to add more attachments, repeat steps a-d above, until you have attached al your
attachments. Once you have completed attaching documents, click the [Next] button.

ote: If you have attached a document in error, highlight that document and
N click the [Remove] button, as depicted below.
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or answer certain information. Some motions require aresponse. If the Response

N ote: Depending on what kind of motion you selected, you may be required to enter
Deadline appears, accept the date by clicking the [Next] button.

When attachments and exhibits are submitted in paper format

Attachments and exhibits that cannot be created and filed electronically because “scanning” is

impractical, can be submitted in paper format. Present the attachments to the Clerk’ s Office for
handling.

ote: For moderate length paper attachments, consider dividing them into two or

more smaller attachments, scanning and filing them electronically.

7) Modify docket text.

a) Click on the drop-down menu button and select amodifier if appropriate.
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b)

d)

8)

Click in the box to type any additional “freetext” for the description of the pleading.

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

Review the docket text for any errors. If you need to modify the date on the previous
screen, click the [Back] button on the toolbar to edit the Modify Docket Text Screen.

Submit the document for filing by clicking on the [Next] button.
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N ote: The screen depicted above is contains the following warning.

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

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

° clicking on any hyperlink 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.

9) Notice of Electronic Filing or NEF.

ECF opens anew Motions window displaying an ECF filing receipt. The document is now filed.
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. The screen depi cted above provides confirmation that ECF hasregistered 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. Y ou should note this number
on the document’ s PDF file.

. ECF will electronically transmit the Notice of Electronic Filing to the attorneysin the case
who are registered ECF users, and to those who supplied their e-mail addressesto the
Court. The NEF aso displays the names and addresses of individuals who will NOT be
electronically notified of thefiling. Itisthefiler’sresponsibility to serve hard copies of
the pleading and the Notice of Electronic Filing to attorneys and parties who are not set up
for eectronic filing, by printing the above screen.

ote: The Notice of Electronic Filing does NOT constitute as a Certificate of Service.
The Western District of North Carolina still requires a certificate of service to befiled

asapart of your PDF document or pleading.

E-M ail Notification of Documents That Were Filed

After a pleading is electronicaly filed, the ECF system sends a Notice of Electronic Filing to the
designated attorneysand partieswho have supplied their e-mail addressesto the Court. Only attorneys
of record inthe case are ableto view pleadingsin Criminal casesviatheinternet. Attorneysinmulti-
defendant cases can only view, viathe internet, those filings which relate directly to the party they
represent. All other pleadings may be viewed at the courthouse or via PACER. Individuals who
receive el ectronic notification of thefiling are permitted one “freelook” 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 documentsto your hard-drive for future access. Subsequent retrieval of the case docket
sheet and pleading from CM/ECF must be made through your PACER account and is subject to
regular PACER fees.

ote: It isthe responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to pro se parties and those attorneys who are not registered ECF users
in the Western District of North Carolina.
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ADD/CREATE A NEW PARTY

In rare cases you may need to add a party to the ECF system. If the party you represent is not
listed in the “ Select thefiler” screen, click the [New Filer] button.

Sear ching for the Party

Before you can add parties in the case, you must first perform a search to seeif your party is already
entered in the ECF System.

Typethefirst few letters of the party’ slast namefor anindividual, or thefirst few letters of the company
name. Click the [Search] button.

If amatch isfound, ECF will display alist of party names. |f the name of the party you represent
appearsin thelist, click on it and then click [Select Party]. Review the party information and select
the party’ srolein thisfiling. Once the Party Information is updated, click the [Submit] button.
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N ote: When entering Party I nformation, please follow these guidelines:

. Parties should be entered in the manner in which they are captioned on the complaint.

. Company: enter the entire company name in the Last name field.

. Individual: fill out the Last name, First name, Middle name, and Generation (i.e Jr., Sr., 11)
fields as appropriate.

. Nameswith a County or City: enter in the Last name field the County or City first (i.e

Charlotte, City of, or Mecklenburg County). Use the two letter abbreviation for states. (i.e.
NC Attorney General, or NC Department of Motor Vehicles).
. Federal: use US and the full name of agency (i.e. US Internal Revenue Service, or US Small

Create New Party

If no match isfound, or your party does not appear in the list, click the button [Create New Party].

Typein the new Party Information screen (i.e., Last name, First name, Middle name, and
Generation fields as appropriate.) Click the [Create New Party] button.

Using the drop-down menu, designate the correct party Role (i.e.,, Defendant, Plaintiff, etc.).
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Do not enter any address, phone, email or prison information. L eave these fields blank.
Then add any Alias, or Cor porate Parent.
Adding an Alias

If the party has an dlias, click the[Alias +] button to search for the aias name.
Note: You must first search for the alias name before you can select or add the alias.

The search result will display alist of names. If the alias name appears, highlight the name and click
the [Select Alias] button. If the search result does not list the correct alias name, click on [Create
New Alias].

N.C. Western District Court CM/ECF User’'sManual < 51



After selecting or creating a new aias name, the following screen appears.

Select the alias Role from the drop-down menu and click [Add Aliag].

Below isalisting of theroles:

administrator = adm nee = born
administratrix = admx obo = on behalf of

agent = agent of other = other

aka = aso known as rpi =real party ininterest
dba = doing business as SUC = SuUCCessor to

div = division of ta=trading as

fdba= formerly doing business as tte = trustee for

fka = formerly known as

Adding Corporate Parents

Adding Corporate Parentsis a similar process to adding an Alias. See page 17 for detailed instructions.

LINKING DOCUMENTS (REFER TO EXISTING EVENT)

Some pleadings such as Responses. Memorandums in Support, Briefs, Exhibits and Indexes should
be “linked” to their related documentsin the case. When filing these types of documents you will be
presented with the following screen.
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An“event” in CM/ECF is anything that has been filed in acase. To link the document you are
currently filing to a previously filed document, check the box in front of “Refer to existing event(s)?”
and click the [Next] button.

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

QUERY FEATURE

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

ECF opens the PACER login screen. 'Y ou must enter your PACER login and password before ECF
permits you to query the ECF database.

ote: Your PACER login and password are different from your ECF login and password.

Y ou must have a PACER account in order to retrieve, view, and print certain documents.
You will be charged afee of $.08 per page to access documents, docket sheets, and reports from
ECF.

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

page.

Y ou may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party in the appropriate field. If more than one person with that name isin the database,
ECF returns a screen from which to select the correct name.

that allows you to view the docket sheet. Remember, you must enter your PACER

N ote: Anytime you click on the case number hyperlink, ECF opens the query screen
login and password to query cases.

Y ou may also query a case by the Nature of Suit or Cause of Action. Enter arange 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 date format as depicted here, 1/1/1970.
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When you run the query, if thereis more than one case that meetsthe criteria, you will get ascreenlisting
multiple case numbers.

If you click on the name of the party, ECF will open the Query screen with hyperlinks to the Alias,
Associated Cases, Attorney, etc. screen. If theindividual isaparty to more than one case, ECF will open
ascreen listing all of the party’ s cases.
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After querying the database by case number, name, or nature of suit, ECF opens the Query window for
the specific case you selected.

At the top of the window, ECF displays the case number, partiesto the case, presiding judge, date that
theinitial claimwasfiled, and date of last filing for the case. 'Y ou may choose specific case information
from a list of query options by clicking on the appropriate hyperlinked name on the screen. The
following paragraphs describe several of the avail able case-specific query options.

Attorney

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

ote: It will be necessary for parties represented by more than one attorney to file
separ ate notices of appear ances, and associate that attorney with the party. Failureto

do so will result in the attorney not being notified of court filings and proceedings.
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Case Summary

ECF provides a Case Summary of current case-specific information as represented on the following
page:

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing and other
schedule deadlines. If you query asillustrated below, ECF opens the Deadline/Hearings screen
depicted below.
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After the window opens, if you click on adocument number, ECF will display the actual Scheduling
Order for the conference or hearing.

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

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted below:
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. Y ou may select adate filed range for your docketing report as well as a range of document
numbers. If you leave the range fields blank, ECF will print the entire docketing report.

. If you wish to retrieve Linksto Notices of Electronic Filing, place a check-mark the box
before Linksto Notices of Electronic Filing.

. Place a check-mark on the box List member cases if you wish to have member cases
included in your docket report.

. To include a header that displays the date the document was filed and the document number
on each filed pleading, place a check-mark before I nclude header s when displaying PDF
documents.

. To view (or download) multiple documents, check the box before View multiple documents.

ote: Using the View multiple documents feature works only
N when selecting a single defendant case, or the entire case.

After you have selected the parameter for your report, click the[Run Report] button. ECF will run your
custom docketing report and display it in awindow as depicted.

The document numbersin the middle column are hyperlinksto PDF files of the actual documents. Place

your pointer on the button next to the document number and click to display the Electronic Notification
Report for the document.
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To view or download more than one document, click [View All] or click on [Download All]. A
confirmation screen is displayed with multiple receipts (one per document), the total billable pages, and
the total cost. [View All] combines documents into one PDF, whereas [Download All] combines
documentsinto aZIPfile. Theuser will need to savethe ZIPfileto adesignated directory and filename.

History/Documents

This selection queriesthe database for case event history and documents associated with the case. After
you click on the Histor y/Documents hyperlink, ECF opensthe screen depicted below. Y oumay choose
to view all events or only those with documents attached. ECF a so offers you the option to display the
docket text in the report.

After making your selections, click the [Run Query] button. ECF queries the database and builds
your report. This particular report lists al of the events and documents associated with the casein
reverse chronological order. It aso displays the docketing text for al docketed events.

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

Other Queries

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

REPORTSFEATURE

The Reports feature of ECF provides the user with several report options. After selecting the
Reportsfeature from the Blue menu bar, ECF opens the Reports screen depicted on the following

page:
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If you select Docket Sheet, Multiple Docket Sheets, Civil or Criminal Case Reports from the screen
depicted on the previous page, ECF will ask you to login to PACER. You may view the Calendar
Events for a case without logging into PACER.

Docket Sheet
Click onthe Docket Sheet hyperlink ECF opens the PACER login screen.

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

Thisis 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 on the [Run Report] button. ECF will display afull
docket sheet for the case you selected. See the Query feature section of this manual for a depiction of
apartial docket sheet report. If you do not need acompl ete docket sheet, you can narrow the query using
thedatefiled/entered fields. ECF aso offersvarious sorting optionsfrom the Docket Sheet query screen.

Multiple Docket Sheets

Users can view and print all of the documents for multiple docket sheets at the same time by clicking on
Multiple Docket Sheets.

Enter a case number and click on the [Find This Case] button. ECF will display all partiesin a case.
Click on the parties you wish to view, then click on the [Submit] button.

ECF docket sheet report will then view the selected docket sheets.
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Civil Cases Report

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

PACER login screen. Once you login to PACER and ECF will

N ote: If you are not logged into PACER, ECF will display the
open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause Code, if you
wish to narrow your search. If you leave all fields blank, ECF will display areport for all cases
opened in ECF from the entered date range.
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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.

Criminal Case Report

The Criminal Cases Report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date filed range, Case flag, Citation, Terminal digit, and
defendant status. When you click on the Criminal Cases hyperlink, ECF displays a query screen as
depicted here.

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 from which you can retrieve the docket
sheet for the selected case. Follow the instructions in the previous section for a Docket Sheet report.

Calendar Events Report

The Calendar Events feature allows you to obtain scheduled hearing information. Y ou can view the
calendar by entering in a specific case number, Judge, Office, Nature of Suit or type of Calendar
Event. The Set “to and from” dateisarequired field and cannot be left blank.
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Once you entered your search criteria, click the [Run Report] button.

ECF will display the calendar for that selected date range. By clicking on the Case Number
hyperlink, it will open up the docket sheet for that case.

Other Reports

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

The Utilities feature provides the means for registered users to maintain their account in ECF and to
view all of their ECF transactions, and look up mailing information.

Your ECF 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 alog of all your transactions within ECF.

Maintain Your Login (Password)

Clicking on the Maintain Your Login hyperlink opens to the screen where attorneys can change
their Password.

Notice that ECF displays a string of asterisks in the Password field. To change your ECF password,
place your cursor in the Password field, delete asterisks and type in your new password. ECF
displays the actual characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the [Submit] button. ECF will update the person/user
record. You may begin using the new password during your next ECF session.
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therefore, they should never be changed by the user. If you feel your ECF account

N ote: Unique ECF logins areissued at the time attorneys register for an account,
has been compromised, immediately change your password, or call the help line.

M aintain Your E-mail

Maintain Your E-mail utility event allows attorneys to update their email address, format and
delivery for receiving al Notices of Electronic Case Filing, and allows attorneys to add additional
cases, aswell as a Secondary E-mail Address (i.e., paralegal, legal secretary, or other support staff).

Add Additional E-Mail Address

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

1) From the screen depicted above, click the[Add new e-mail address] button.

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

3) Configure the format and delivery method for the ECF notices by selecting your choice from
the radio buttons.

e-mailed to the parties immediately after filing. Summary NEF' s, however, means

N ote: ECF defaults to Individual NEF's. This means that notices will be
all your notices will be delivered in one email, issued once a day.
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Additional Options

ECF users have an option to receive Notices of Electronic Filing on any Additional Casesthat they
may not be associated with. Simply by entering in a case number under your primary email address,
you will receive notification of case activity. The “freelook” does not apply when viewing
documents in cases for which you are not a participant. Adding Additional Cases alowsyou to
receive the NEF, however, in order to view the document, you will need to use your Pacer account.

1) To use this utility, type in acase number in the“ Add additional casesfor noticing” field.

a) Click [Find thiscase]. A new screen will be displayed.

b) Select the case(s), and click the [Add case(s)] button.

d) Repeat steps A - C if adding additional cases, or when completed click on the [Submit all
changes] button.
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€) If you need to Remove any of the Additional Cases you have added, highlight the case you
wish to remove, then click on the [Remove selected cases] button. Once completed, click the
[Submit all changes] button.

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

Maintain Your Address

Warning: It istheresponsibility of the user to keep your e-mail, mailing
address, phone and fax number current.

1) If you need to update your mailing address, phone or fax number, click on Maintain Y our
Address from the category list.

2) Update your attorney record by typing in the most current information.

3) When you are satisfied that all of your account information is accurate and up-to-date, click
the [Submit] button at the bottom of the Maintain User Account screen to submit your
changes. ECF will notify you on the next screen that your updates were accepted.
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Transaction L og

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

> All of the transactions you entered are reflected in the Transaction Log.
> No unauthorized individuals have entered transactions into ECF using your login name and
password.

From the Utilities screen, click on Transaction L og. ECF opens a screen with two fields for entering
the Date Selection Criteriafor a Transaction Log Report. Enter the date range for your report and click
on the [Submit] button. ECF displaysareport of al your transactions in ECF within the date range you
specified for Date Selection Criteria

Credit Card Payments

The Credit Card Payment hyperlink opens up to a new screen with two fields for entering the
Internet Payment History Date Selection Criteria. Enter the date range for your report and click on
the [Run Report] button. ECF displays areport of all your Internet Payment History in ECF within
the date range you specified for Date Selection Criteria.
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requiring arefund on any court filing fee paid using a credit card, please use the utility

N ote: All credit card refunds are handled locally by the court, therefore, any attorney
Request Credit Card Refund.

Email Information/M ailing L abels

The Mailings hyperlink that opens a new screen that you will need to select Mailing Info for a
Case. By entering in the case number and clicking on the [Submit] button, the ECF system will
show you which attorneys receive e-mail notices and those that require manual noticing. This utility
feature will help the user compl ete the required Certificate of Service.
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M iscellaneous Utility Features
ECF provides four Miscellaneous functions within the Utilities feature of the system.
When you click on the L egal Research hyperlink from the Miscellaneous screen, ECF opens a new

screen that contains hyperlinks to a Law Dictionary, aMedical Dictionary, and Westlaw and Lexisvia
the Internet.

Review Announcement Notices

This Utilities feature allows you to review past announcement notices that were sent from the Western
District of North Carolina.

SEARCH FEATURE

ECF hasauniversal event and menu search option. When clicking on Sear ch, a small pop-up window
appears, and the user can search by entering text. Oncetypingintext, click the[Sear ch] button, and ECF
will display theresultson the screen. Asillustrated below, each item isahyperlink to the corresponding
menu item or event, so the user can access the menu item from the search results screen.

N.C. Western District Court CM/ECF User’'sManual <= 70



LoGouT

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

Click on L ogout from the ECF Blue menu bar. ECF will log you out of the system and return you to
the ECF login screen.

ADDITIONAL INFORMATION REGARDING ECF

CyberClerk

CyberClerk isthe ECF menu option to Submit Documentsto Court. The Civil or Criminal
Available Events under this category are any of the following:

. Submit Civil Summons

. Submit Proposed Document to Clerk (i.e., Documents sent to the Clerk of Court).

. Submit Proposed Document to Judge (i.e., Proposed Orders that will serve the judge
and the attorneys in the case that are ECF registered users.)

. Submit Proposed Exparte Document to Judge (i.e., Proposed Ordersthat will only
be served to the judge.)

Civil Summons

Counsel should create the civil summonsin PDF format for each named defendant using the
Administrative Office form, AO 440 |located on our web page.

The civil summons should be prepared and submitted after you have opened your new civil action so
that it will include the assigned civil case number.

The summons can be submitted either separately or as one PDF document for each named defendant,
however, each summons must be complete with both pages of the AO 440 form per named
defendant. Failure to submit both pages per defendant will result in the Clerk’s office requesting that
the form be resubmitted in its entirety.

The form should be completed in compliance with Federa Rule of Civil Procedure 4(a), including:

> the case caption,
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> directed to the defendant to be served,
> name and address of the plaintiff’s attorney, and
> state the time within which the defendant must appear and defend.

Y ou will receive anotice of electronic filing (NEF) of the summons when it is entered on the court’s
docket. Use the NEF hyperlink to retrieve the issued form to effect service of process.

Proposed Orders

All proposed orders should be submitted using the Cyber Clerk option as described above. The
Proposed Order must bein .rtf format (“Rich Text Format”) or in aformat compatible with the latest
version of WordPerfect. Proposed Orders sent through Cyber Clerk should not include the date
lineor thesignatureline.

Sealed Docket Entries

Attorneys are able to electronically file certain sealed or restricted documents. Review the Listing of
Criminal/Restricted Documents and Listing of Civil Sealed/Restricted Documents on our web page.
Only the events listed have arestriction on them. Every other event and document is available to the
public.

All sealed docket entries that attorneys' electronically file will be available to the public. The PDF
documents will only be viewable to those the attorney has given access to view the document.

Definitions:

Sealed - Court: accessislimited to court users. “Sealed-Court” will be displayed in docket
text.

Sealed - Attorney: accessis limited to court users and the selected case participants that were
given access to view the document. “Sealed - Attorney” will be displayed in the docket text.

Sealed - Participants: accessis limited to court users and case participants. “ Sealed-
Participants’ will be displayed in the docket text.

Ex-Parte: Accessislimited to court users and the filers or selected case participants. “(Ex-
parte) or “ Sealed - (Filer or Selected Party)” will be displayed in the docket text.

Restricted: Accessislimited to court users, case participants and public terminals.
“Restricted” will be displayed in the docket text.
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Filing Sealed Cases
Attorneys cannot file a sealed case electronically. Any sealed case needsto be filed conventionally
with the clerk’ s office.

a) Criminal Case: attorneys will not be able to electronically file any documentsin
aseded criminal case and will have to file them conventionally with the clerk’ s office.

b) Civil Case: attorneys must request within the motion to seal and proposed order whether:
i) The civil caseisavailable electronically to the court only; or
i) Thecivil caseis available electronically to all counsel of record.

If the sealing level is not stated in the motion or order, the case will be available to court users only.

All documentswill have to be filed conventionally with the clerk’ s office, if the order grants access
to the court only.

If the order grants access to all counsel of record, then the court will give accessto al active
attorneys in the case at the time of the order. Afterwards, any subsequent attorneys must file their
notice of appearance or initial pleading conventionally and move that they be granted access to the
case. Once permission is granted, the attorney will be given sealed access to the case.

Since the case is sealed, attorneys can select any event from the list of events for electronically filing.

Attorneys will be able to view documents and electronically filein sealed civil cases, but will still
have to serve the parties conventionally as no NEF is sent to any party.

Filing Sealed Documents

Attorneys will be able to eectronically file sealed or restricted documents where some type of access
is provided to the participants, and they will not be able to electronically file documents where access
islimited to court users only. See the sectionsto follow for more detailed information.

In accordance with LCVR 6.1, a party must seek permission to file documents under seal (by filing a
Motion to Seal) unless they are being filed pursuant to a statute or in accordance with a previously
entered Rule 26(e) Protective Order.

When access should be limited to the court, attorneys will need to conventionally file the documents
and MUST request such within their motion to seal and proposed order, or in the instance of afiling
pursuant to a statute or protective order, the attorney shall clearly state on a cover page, whether:

a) The document is sealed; or
b) The entry and the document are sealed.

If it is not stated or requested, the court will seal the document only.
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Filing Sealed Motions

If the court has alowed such sealed document to be filed (by first filing a Motion to Seal), attorneys
will have the option to electronically file certain sealed motions, responses, and documents. The steps
for eectricaly filing each are very similar, however, for purposes of illustration, below are the steps
for electronically filing a sealed motion.

1)
2)

3)

4)
5)

6)

7)

Select the type of document to file. Click on the Sealed Documents hyperlink.

Specify the type of document you arefiling. Select Sealed Motion, click the [Next] button.

Enter the case number. Click on the [Find this Case]. Once the ECF finds the case number,
click the [Next] button.

ECF will show the case caption screen. If the case is correct, click the [Next] button.
[Browse] for your PDF document.

[Browse] for any attachment, and give the document a name by selecting a category, typingin
adescription, or both. Once your main document and al its pleadings are attached, click the
next button.

ECF will open to anew screen. You will haveto Typein the Party Filing the Document.
(i.e., Defendant ABC Company). The screen aso displays the following message: To set
ACCESSto thisPDF document - SELECT the PARTY (s) who should have access on
thisscreen. The (docket) entry will be available to the public. Pick the parties who should
have access to the PDF document. ABORT the entry if you do not get the above message!
Make sure you have selected the correct event, and have given the correct parties access to the
document, which includes giving access to your own client.
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8) Accept the Response Deadline date by clicking on the [Next] button.

9) In the free text screen, Typein a non-confidential description of therelief sought.
(Remember: the public will be able to see the docket entry.)

10)  The ECF system will display the Docket Text. If you need to modify description on the
previous screen, click the [Back] button on the toolbar to edit Docket Text Screen. Click the
[Next] button.

11)  When you are satisfied that your Final Docket Text is accurate, submit the document for
filing by clicking on the [Next] button.

12)  TheNotice of Electronic Filing will be sent to all case participants, however, only the parties
that were selected to have access will be able to view the document.

Filing Ex-parte Motions
1) Select the type of document to file. Click on the Motions hyperlink.

2) Enter the case number. Click on the [Find this Case] Once the correct case party or
defendant is displayed, click on the [Next] button.

3) ECF will show the case caption screen. If the caseis correct, click on the [Next] button.
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4) Select the party(s) filing the document. If it is more than one party, holding down the
control key allows you select more than one party or event.

5) Specify the type of document you arefiling. Select Ex Parte Motion under the Available
Events.

6) [Browse] for your PDF document.
7) [Browse] for any attachment, and give the document a name by selecting a category, typingin
adescription, or both. Once your main document and al its pleadings are attached, click the

next button.

8) The following user message appears. Type in description of relief sought:
Accessto theentry and document is provided only to thefiling party.

Note: Abort the entry if you do not get the message. Make sure you have selected the correct event.
9) Modify docket text.

a) Click on the drop-down menu box and select a modifier if appropriate.

b) Click on the [Next] button. ECF will display the Final Docket Text.
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10)

11)

Review the docket text for any errors. If you need to modify the date on the previous
screen, click the [Back] button on the toolbar to edit Docket Text Screen.

Submit the document for filing by clicking on the [Next] button.

The Notice of Electronic Case Filing will be sent only to the filer, and they will have access
and the entry of the document(s).
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Filing Sealed Exhibits

In the event certain exhibits to a pleading should be sealed and not the pleading itself, attorneys shall
file and attach a PDF document entitled “ Notice of Sealed Exhibit” in place where the exhibit would
have been attached. Parties must first seek permission to file under seal unless they are being filed

pursuant to a statute or in accordance with a previously entered Rule 26(e) Protective Order.

An example of filing a Notice of Sealed Exhibit:

MOTION for Summary Judgment by Defendant. (Attachments: (1) Memorandum of Law, (2)
Exhibit 1 — Contract dated 1/15/06, (3) Exhibit 2 — Notice of Sealed Exhibit, (4) Exhibit 3 —
Letter dated 3/11/06, (5) Exhibit 4 — Notice of Sealed Exhibit). (Attorney Perry Mason)

Next, the Attorney should electronically file the sealed exhibits using the Sealed Document event
and link it to the main document (or conventionally fileif it should only be available to the court).

1)

2)

3)

4)
5)

6)

7)

Select the type of document tofile. Click on Sealed Documents hyperlink.

Specify thetype of document you arefiling. Select Sealed Document, then click the
[Next] button.

Enter the case number. Click on the [Find this Case]. Once the correct case party or
defendant is displayed, click the [Next] button.

ECF will show the case caption screen. If the caseis correct, click the [Next] button.
[Browsg] for your PDF document.

[Browsg] for any attachment, and give the document a name by selecting a category, typing in
adescription, or both. Once your main document and al its pleadings are attached, click the
next button.

ECF will open to anew screen. Typein the Party Filing the Document (i.e., Plaintiff
Martha Stewart). The screen also displays the following message: To set ACCESSto this
PDF document - SELECT the PARTY (s) who should have access on thisscreen. The
(docket) entry will be availableto the public. Pick the parties who should have access to
the PDF document. Abort the entry if you do not get the above message! Make sure you
have selected the correct event.
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8) Check the box, Should the document you arefiling link to another document in this case?

In the free text screen, Typein a non-confidential description of therelief sought. (I.e., sealed
exhibit. - Remember: the public will be able to see the docket entry.)

Click the [Next] button.

9) Select the appropriate event(s) to which your event relates. Check the appropriate box linking
your Sealed Document (Exhibit) to the pleading. Once you have selected the document, click
on the [Next] button.

10)  The ECF system will display the Docket Text. If you need to modify description on the
previous screen, click the [Back] button on the toolbar to edit Docket Text Screen. Click on
the [Next] button.

11)  When you are satisfied that your Final Docket Text is accurate, submit the document for
filing by clicking on the [Next] button.

12)  TheNotice of Electronic Filing will be sent to all case participants, however, only the parties
that were selected to have access will be able to view the document.
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Filing Unredacted Copies

If the document should be part of the case file, an attorney needs to file the document by using
Unredacted Document, found under Other Documents.

1) Select the type of document tofile. Click on Sealed Documents.

2) Specify the type of document you arefiling. Select Unredacted Document, then click the
[Next] button.

3-12) The stepsare similar to filing a Sealed Document. Follow steps 3-12 above.
Queries on Sealed Documents
When the entry is public and the document is sealed:

> A party who does not have permission to view the document will be able to see the entry but
will not have a hyperlink to view the document.

> A party who has permission to view the document will be shown awarning before accessing
the document.

When the entry and document are sealed:

> A party who does not have permission to view the entry will not be able to see the entry or
document.

Cross Document Hyperlinks

CM/ECF users now can file adocument that includes a hyperlink to a previously filed document(s) in
the same case or another case that resides on the CM/ECF system where the filing is being entered, or
on any other court's CM/ECF system.

Details About the New Functionality:

. The hyperlink, as set by thefiler, may link to the start of the document or to a specific page in
the document.
. A filer can file adocument that includes a hyperlink to a document that is being filed

simultaneously (in the same docketing transaction) with the primary document (e.g., aMemo
in Support of Summary Judgment may have hyperlinks to the attached documents that are part
of the same docketing transaction).

. Immediately after adocument isfiled in CM/ECEF, that document will be available to be linked
as a hyperlink in a subsequently filed document.

. A user cannot access a hyperlink to arestricted document unless the user has appropriate
permissions.
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General Assumptions About Cross-Document Hyperlink Usage:

. Any document that includes a hyperlink must also include a description of the standard citation
to the hyperlinked material. The hyperlink is a convenience, not a citation replacement.

. The changes for Release 3.1 only pertain to hyperlinks to CM/ECF documents; the ability to
file documents with hyperlinks to any external URL (e.g., Westlaw, Lexis) are not affected by
the new cross-document hyperlink functionality.

. The CM/ECF application will not verify the validity of URLs included as hyperlinks within
documents filed in CM/ECF.

. This functionality has been tested and works properly with Corel WordPerfect 11 or higher and
Microsoft Word 2002 or higher. Hyperlinks added to documents created in other word
processing programs may not function properly once the documents are converted to PDF
format.

Creating Hyperlinks to Documents Already in the Electronic Case File

A file can be linked to another document in any database in the federal courts — District (functionality
availablein Release 3.1), Bankruptcy (functionality available in Release 3.2) and/or Appellate
(functionality available as of July 2006). To create alink between a document being filed in CM/ECF
and a document that already exists in CM/ECF, follow the steps below for Corel Wor dPerfect or for
Microsoft Word.

The document hyperlinks in NEFs contain special information that allows them to

provide one "free look™ to qualified recipients of the NEF. Instead of copying hyperlinks
in NEFs, users should run areport in CM/ECF, such as the Docket Report, and copy the
document number hyperlink from the report. See below for more information on this process.

N ote: Users should not copy hyperlinks from other Notice of Electronic Filing (NEF).

Using WordPerfect to Create Hyperlinksto Existing CM/ECF Documents

1) Access CM/ECF and run the docket report for the casethat contains the document you
want to link to.

2) L ocate the document among the docket entries.
3) Copy the URL of the document to the clipboard.
To do this, hover over the document link and click the right mouse button. Select Copy Shortcut

(Internet Explorer/Netscape) or Copy Link Location (Firefox) from the selection list. (Note: The
document link displays after the filed date and is represented by a number with an underscore).
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4) In WordPerfect, open the document you want to add the hyperlink. In the document,
highlight the citation text for which you wish to create the hyperlink.

5) Click Tools on the toolbar and select Hyperlink from the drop-down selection list.

6) The Hyperlink Properties window opens. Paste the URL into the Document/Macro field (by
clicking the right mouse button and selecting Paste or by using the Ctrl + V command). (See
the screen below.) Y ou can append to the URL a citation to a specific page number within the
document, if necessary.

To do this, enter ?page=<page humber > at the end of the URL, for example:
https://usdc.uscourts.gov/doc1/001030327 ncHeader=y?page=23

Click the [OK] button and the dialog box will close. The hyperlink text now is underlined indicating a
hyperlink has been created.
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7) Save theword processing document.

8) To convert the Wor dPerfect document to PDF for mat, click File on the toolbar, select
Publish to and then PDF from the drop-down selection list or Publish to PDF (the selection
depends of the version of WordPerfect you are using). Navigate, if necessary, and store the
PDF document in alocal directory. Do not print a Wor dPerfect document to Adobe PDF
Writer. You must use Publish to PDF if the document contains a hyperlink. Printing to
PDF is permitted if the document does not contain hyperlinks.

9) Docket an event in CM/ECF and add the PDF to the docket entry as usual.
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Using Microsoft Word to Create Hyperlinksto Existing ECF Documents

1)

2)

3)

4)

5)

Access CM/ECF and run the docket report for the casethat contains the document you
want to create the hyperlink.

L ocate the document among the docket entries.
Copy the URL of the document to the clipboard. To do this, hover over the document link
and click the right mouse button. Select Copy Shortcut (Internet Explorer/Netscape) or Copy

Link Location (Firefox) from the selection list. (Note: The document link displays after the
filed date and is represented by a number with an underscore, e.g., 2).

In Microsoft Word, open the document you want to add the hyperlink to. In the document,
highlight the citation text for which you wish to create the hyperlink.

Click Insert on the toolbar and select Hyperlink from the drop-down selection list.
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6) The lnsert Hyperlink window opens. Paste the URL into the Address field (by clicking the
right mouse button and selecting Paste, or by using the Ctrl + V command). The URL of the
CM/ECF document is pasted (displays) in the address field. Y ou can append to the URL a
citation to a specific page number within the document, if desired.

To do this, enter ?page=<page number> at the end of the URL, for example:
https://ap10-dev-dcn.td.ocads.a0.dcn/doc1/001030327 ncHeader=y ?page=23

Click the [OK] button and the dialog box will close. The hyperlink text now is underlined indicating a
hyperlink has been created.

7) Save and close the word processing document.

8) To convert the Word document to PDF format, the Adobe Acrobat application must be
used.

There are a number of ways to convert aWord document; the following illustrates conversion
within Adobe Acrobat. (Note: If the document is open when the next step is executed an error
message is returned. The Word file must be closed before converting it to PDF.)

9) Open the Adobe Acrobat application. Click on Filein the toolbar and select Create PDF
and the From File... .
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10) A navigation window opens. Navigate, if necessary, to the directory/folder where the Word
document is stored. Select the document and click the [Open] button.

11) A seriesof windows open as the document is converted. When the conversion is completed,
the document isdisplayed in an Adobe Acrobat window. (Note: The hyperlink is converted
automatically.)

12)  Closethe Adobefile. Respond Y es to the save changes message, and store the PDF document
in the appropriate directory/file.

13)  Docket an event in CM/ECF and upload the PDF file to the docket entry as usual.

Creating Hyperlinks between Documents Filed in the Same Event

It ispossible to link two or more documents to be filed in the same event (e.g., create a hyperlink in
the main document to an attachment) even when those documents were not filed previously in
CM/ECF. To link documents being filed in the same docket event, follow the instructionsin this
section for Corel Word Perfect, or for Microsoft Word.
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Using WordPerfect to Create Hyperlinks between Documents Filed in the Same Event

1) Createthe secondary Wor dPerfect document(s) (i.e., the attachment) to which the main
document will be linked. Publish the secondary document(s) to PDF. See Step 8 in Using
WordPerfect to Create Hyperlinks.

2) Create/open the main document (i.e., the document that will have the hyperlink to the
secondary document).

3) Select the text in the main document that will be displayed asthe hyperlink. Click Tools

on the toolbar and select Hyperlink from the drop-down selection list. The Hyperlink
Properties box is displayed.

4) Click the Folder icon next to the Document/Macro field.
5) Navigate to thefolder in which the secondary document you wish to link to islocated (i.e.,

the local path name). Highlight the file and click the [Select] button. (Note: The file selected
asthe link must bein PDF format.)
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6) You can append to the file name a citation to a specific page number within the document,
if desired.

To do this, enter ?page=<page number>. For example: Exhibit 2.pdf ?page=23.
7) Click OK inthe Hyperlink Properties box. The hyperlink text will be underlined.

8) Save the main Wor dPerfect document, then Publish the document to PDF. (See Step 8 in
WordPerfect Section above.)

9) Docket an event in CM/ECF and upload the main document and attachments as usual.

Using Microsoft Word to Create Hyperlinks between Documents Filed in the Same Event

1) Createthe secondary Word document(s) (i.e., the attachment) to which the main document
will be linked. Publish the secondary document(s) to PDF. See Steps 8-12 in Section Using
Microsoft Word to Create Hyperlinks above.

2) Create/open the main document (i.e., the document that will have the hyperlink to the
secondary document).
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3) Select the text in the main document that will be displayed asthe hyperlink. Click Insert
on the toolbar and select Hyperlink from the drop-down selection list.

4) Navigate to the folder in which the secondary document you wish to link to is located.
Highlight the file and click the [OK] button. (Note: The file selected as the link must bein
PDF format.)

5) The name of the selected file displaysin the Addressfield. Y ou can append to the file name
acitation to a specific page number within the document, if desired.

To do this, enter ?page=<page number>. For example: Exhibit 2.pdf ?page=23.
6) Click the [OK] button and the dialog box will close. The hyperlink text will be underlined.
7) Save the Word document, then Convert the document to PDF using Adobe Acrobat.

8) Docket an event in CM/ECF and upload the main document and attachments as usual.

Accessing Documentsvia Hyperlinksin Other Documents

Accessing documents via a cross-document hyperlink works the same as when documents are
accessed via a document number hyperlink in areport or query.

If the user clicks on a hyperlink to a CM/ECF document but has not logged into a CM/ECF server, a
PACER login screen is presented before the document can be displayed. Once the user has logged
into a CM/ECF server as a PACER user, thislogin ID will provide access to documents on other
CM/ECF serversfor the duration of the browser session or until the user logs out of the CM/ECF
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application. The billing receipt and confirmation will be displayed to userslogged in with a PACER
account before the document can be displayed.

If adocument is restricted for any reason, the user must log into the server on which the document
resides with an attorney login ID and have the appropriate access rights to the document. If a
hyperlink to arestricted document is created in a document stored on another server, the hyperlink
will not access the document from the other server.

If the user does not have access rights to a document, or a document cannot be found, an applicable
message will be displayed.

Pacer Billing Scenarios for Attorneys

When a PACER user accesses a document for the first time viathe Notice of Electronic Filing, he/she
will not incur fees for accessing the newly filed document, but access to any hyperlinked document
from within the original document will incur afee.

When a PACER user accesses adocument after the first look, or accesses it from a docket sheet,
he/she will be charged for the original document and any documents displayed when using a
hyperlink.

If documents filed in the same transaction contain hyperlinks to each other, the free look will be
available from the document number hyperlink displayed on the NEF document submenu, not from
the hyperlinks in the documents themselves. The following note was added to the document submenu:
"To view themain document and its attachments without incurring a PACER feg, click on the
hyperlinks displayed on this menu. You will incur a PACER feeto view CM/ECF documents
from hyperlinkswithin the documents.”

If a PACER user does not have hissher PACER login aready linked to hisher ECF login, he/she will
be prompted for the PACER login for the first document he/she tries to view.
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