Version 4.0 CM/ECF Release Notes for Attorney Users

The Western District of North Carolina will be loading a new version of CM/ECF starting at 2:00 p.m. on
Friday, November 6, 2009. CM/ECF will be unavailable from Friday, November 6, 2009 at 2:00 p.m.
until Monday, November 9, 2009 at 7:00 a.m. Please plan accordingly. The modifications are listed
below for your review.

1.

e Adding Documents and Attachments

e New User Interface for Case Opening and Docketing
e New User Interface for the Email Information Screen
e Docket Report

e (Query Screen

e Redaction Message

e Federal Rule Changes - Deadlines

PDF File Size Limit

Adding Documents and Attachments

The process of adding a main document and attachments during docketing has been
streamlined to only require one screen, shown below in its initial state as Figure 1.

The document upload screen changes dynamically based on the number of attachments added,
and other actions taken by the user.

Figure 1 - Document Upload Screen - Initial State

[Motions
3:09-cv-00256 MacAlpine v. Olson
FSLC

VOU MUST ENTER. EITHEE. A CATEGORY OR DESCRIPTION FOR FACH ATTACHMENT ADDED
Select the pdf document and any attachments.

[Vam Docmment

| :Brawse.

Attachments Category Desciption

1. | Browse... || =]

et Clear
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When the user clicks the Browse button in the Attachments section to add the first attachment,
then selects a PDF document, selects a category or enters a description (or both), a new row will
appear so the user can then add a second attachment, and so on.

Figure 2 - Document Upload Screen - After Selecting a Main Document and Two Attachments
|Motions

3:09-cv-00256 MacAlpine v. Dlson

PSLCA

VOU MUST ENTER EITHER A CATEGORY OR DESCRIPTION FOR FACH ATTACHMENT ADDED
Select the pdf document and any attaclunents.

[Main Document

Il\\ncwd.circ4.dcn\dfs\users\cm acewany Browse...

Attachments Category Descrption

1. [tncwd circd dontdfs\usersicmacewanyt Browse. | | Exhibit ~ | Remave
. [tnowd circd demdfs\usersi\cmacewaryt Browse || v | |Atiidavit of Plaintif] Remove
3. | Browse... || ~1|

Next | Clear |

(=]

If only two attachments should be added, the user should leave the fields in the third row blank
and then click Next. If additional attachments should be added, the user should click Browse for
each attachment and then add the document.

If an attachment should be removed, the user should click Remove. If, for example, Attachment
1is removed and there is a second attachment, Attachment 2 would become Attachment 1, etc.

If an attachment file is incorrect and needs to be replaced, the user should click Browse again
for the attachment and load a different document.

The default state for the document upload screen is shown in Figure 1 above. If the user clicks
the Clear button after adding documents and attachments, the screen will be returned to the
default state.

a. Document and Attachment Numbering

The document selection screen was modified to include the main document number,
and the attachments are numbered beginning with 1. This way, the attachment
numbers are consistent everywhere they appear (e.g., docket text, the document
selection screen). Also, the file sizes and the total size of all of the documents for a
docket entry are displayed on the document selection screen.
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2. New User Interface for Case Opening and Docketing

Figure 3 - Document Selection Screen

Document Selection Menm

Zelect the document vou wish to wiew.

Document Number: 22 1 page &b

Attachment Description

1 Affdavit John Smith 1 page T kb

2 Esthibat 1 1 page 5 kb
YWiew Al | or  Download Al 3 pages 18 kb

The user interface for case opening and docketing has been modified to include a case
participant tree on the left side of the screen, in which all case participants are listed for easy
reference. During case opening, icons appear in the tree to allow for modifying participant
information (such as the party role), and adding attorneys, aliases, and corporate parents.

IMPORTANT:

The new user interface utilizes “panes” on the screen, so the user must

i never click the browser Back button while working on screens that contain the case :
participant tree. Doing so will cause all progress to be lost, as data is not written to the
i database until the user clicks the Create Case button or completes the docketing process.

a.

The Icons

The following table provides a description of each of the icons that may appear in the

participant tree.

Icon Description
e Delete this party from this case.
& Add new alias, corporate parent, or attorney.
(L1 Copy attorney(s) from other parties in the case to this party.
e Edit the party, alias, corporate parent, or attorney. Only displays beside actual
names of participants, so if no participant has been added, this icon is suppressed.

Additionally, the + and = icons for each node expand or collapse the node, respectively.
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b. Civil Case Opening

The first case opening screen remains unchanged. On the second, the Nature of suit and
Cause of action fields were modified to permit the user to filter the items displayed in
the picklist. The user can enter either numeric or alpha characters in the Filter field,
which immediately narrows the dropdown list to just the items that match the string
entered. To change the filter, the user can type over the characters already entered, or
click the Clear filter button. The Clear filter button, when clicked, returns the contents
of the dropdown to the complete list.

Figure 4 - Case Opening - Civil Case Statistical Information Screen
Open Unassigned Civil Case

Jurisdiction |3 (Federal Cuestion) v

Cause of action | | Fitter: | Clear filter
Nature of suit |0 (zero) | Fitter: | Clear filter

Origin |1 {Qriginal Proceeding) j
Citizenship plaintiff | =]
Citizenship defendant | ~|
Jury demand m Class action IE Demand ($000) ’7
Arbitration code l—;l County | Alexander ~|
Fee status |pd (paid) = | Fee date W Date transfer ’7

et Clear

The next screen in civil case opening employs the new user interface. The left partition
contains the controls to Add New Party and Create Case. Since no participants exist for
this new case, the tree is empty.

The Expand all hyperlink displays all the participants in the case, once they are added.
The Collapse all hyperlink displays only the parties in the case, with the other
participants collapsed in the tree. The search fields in the right pane on the screen are
unchanged and function as they always have.

Figure 5 - Case Opening - Search for a Party Screen, with Participant Tree Empty
Open Unassigned Civil Case

Add New Party Create Case | Search fora party

Last/ ] Middle
Collapse All Expand All Business | First Name
Name Name

After the user searches for a party, the search results are displayed on the screen, as
always, and the user can either select a party from the list or add a new party. The Party
Information fields appear next.
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Figure 6 - Case Opening - Party Information Screen, with Participant Tree Still Empty

Open Unassigned Civil Case
Add New Party Create Case E:::;;‘:’;g;aﬁo"
Collapse Al Expand Al e[
Role [Defendant (dftpty) -]
Pro se |NEI ﬂ
Prisoner ki ,7 Unit ,—
Office ,—
Addressi [
Address 2 ’— ™ Show this address onthe docket sheet
Address3 [ ay [
sate [ zp| comry [
Prison | =]
Phone ’7 Fax ’7
Partytext |
Start date [10/21/2009 Enddate [
Corporation [no _~ | Notice [ves ~ |
Add Party

Start a MNew Search

When the user clicks the Add Party button on the Party Information screen, the party is
added to the participant tree, and nodes for attorney, alias, and corporate parent or
other affiliate appear under the party in the tree. Also present in the tree now are
functional icons. The right pane of the screen returns to the Search for a Party fields.

Figure 7 - Case Opening - Party Information Screen, with Party in Participant Tree and Search for an
Attorney in Right Pane
|Open Unassigned Civil Case

Add New Party Create Case | Searchfor a parny
Collapse Al Dpandll Last/Business Name \ First Name Middie Name |
ElFrancis Rose dft " & Search
aias
;'Corporale Parent or other affiliate "8
E--Mlorney Bh

After searching for, selecting, and adding an attorney, the attorney’s name appears in
the participant tree and the right pane of the screen returns to the Search for an
Attorney screen. The user can either:

¢ add another attorney for this party by entering a name and searching,

¢ add an alias or corporate parent by clicking on the corresponding “add” icon,

¢ edit the party information by clicking on the pencil “edit” icon,

e delete the party by clicking the red X “delete” icon,

¢ delete the attorney by clicking the red X “delete” icon, or

¢ add a new party by clicking on the Add New Party button at the top left of the

screen.

If the user edits a participant, the following message appears in the right pane, to
remind the user that changes aren’t saved to the database until the case is submitted:
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The changes you made have been temporarily stored for processing. If you need to make
more changes, use the case participant tree to navigate. You must click Update Case or
Create Case to save the changes to the case.

Figure 8 - Case Opening - Status of Screen after Adding an Attorney
[open Unassigned Civil Case

Add New Party Create Case Search for an attorney for Francis Rose
Collapse All Expand All
: = Bar ld
EFrancis Rose .
Alias ¥ Last Name | First Name Middle Name
~Corporate Parent of other affiliate 5 E——

IélAﬂorney"S ¥
““Randall MacMurghy " &

After adding more parties, the user can click the “copy” icon to copy attorneys from
other parties. In the example below, the “copy” icon beside the party Sara Lee was
clicked, and the user can select one of the already-existing attorneys in the case to add
for the party. After selecting one or more attorneys to copy, when the user clicks Copy
Attorneys, the selected attorney(s) are added to the participant tree under the party.

Figure 9 - Case Opening - Copy Attorneys
|open Unassigned Civil Case

Add New Party Create Case Select the attorneys to add for Sara Lee
™ Randall Machurphy
Collapse Al Expand All
FFrancis Rose dit. " & Copy Atterneys Close
-aias

“Corporate Parent or other affiliate ®
Sattorney ¥ [

“Randall Machurphy " &

ElBuck Wayne pla +” ®

-alias ¥

-Corporate Parent or other affiliate "3
“Attorney Bh

ESara Lee dit” &

-alias ¥

-Corporate Parent or other affiliate "3

Once all participants have been added, the user should click the Create Case button. A
confirmation message appears, and if the user clicks Yes, the case will be created.

c. Docketing

The new user interface is used in docketing so the user can readily see all case
participants during the process of selecting the filers and attorneys. There are no icon
controls for existing participants in the participant tree during docketing so as to
maintain the status quo of participant processing. The tree is merely for reference
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purposes during docketing. If a new participant is added during the docketing process,
then icon controls will be available for that new participant only.

i. Select a Filer

The Select a Filer screen displays with the existing case participants in the
participant tree on the left side of the screen. To add a new party (civil only), the
user should click the New Filer button. This will call the search screen and the
user then can search for and add a new party. When a new party is added,
he/she is added to the party pick list and is highlighted in the list. The new party
also is added to the participant tree. To add more parties, repeat this process.
Parties that are added to civil cases during docketing will have control icons in
the participant tree so the user can add aliases, corporate parents, etc. for the
party during this process.

If the right pane of the screen does not contain the party pick list (e.g., the user
searched for a new party but then decided not to add one), to bring the party
pick list back to the right pane, the user should click the Pick Filer button at the
top of the screen.

3. New User Interface for the Email Information Screen

The Email Information screen in Maintain Your Email has been modified to provide more
streamlined functionality. Additional options are presented to the user rather than being
hidden. Cutting and pasting multiple case numbers from one delivery method to another is now
allowed.

Figure 10 - Email Information Screen - Initial State
Email Information for Randall MacMwmphy

JRegistered e-mail addresses Configuration options

|Prisnary a-mail address: Select an e-mail address to configure.
laciemaci@hotimail com

[Secondary e-mail addresses:
add new e-mail address

Submit all changes | Clear |

The initial Email Information screen is divided into two sides. On the left side, there is the
primary email address and an add new e-mail address (for secondary e-mail addresses)
hyperlinks. When the user clicks on the email address hyperlink under Primary e-mail address:, a
text field appears on the right side of the screen. The user can then update their e-mail address
in this field, if necessary.
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To access the configuration options for existing email addresses (listed on the left side of the
screen), the user should click on the email address on the left.

Figure 11 - Email Information Screen - Configuration Options

FEmail Information for Randall MacMwphy

JRegistered e-mail addresses Conficuration options

\Frimary e-mail address:
luciemacifhotrnal com |Iur:\emav:@hutmail com

Secondary e-mail addresses: Should this e-mail address receive notices? & Yes © Mo

add new e-mail address . . § :
How should notices be sent to this e-mail address? & Per Filing © Summary Feport

Submit all changes ‘ Clear ‘

In what format should notices be sent to this e-mail address? ® HIML © Test
Should this e-mail address recefve general announcement notices from this court? ® Yes © Mo

Show all cases for this e-mail address | (Copy case lists from here)

Case-specific aptians

Add additional cases for noticing

These cases will send notice per filing. fdefault method)

3:09-cr-00066-RJC-1 USAw, Frick (Closed on 06/30/2009) - Representing LS4
3:09-cr-00069-MR-DCK-1 USA . Stallings (Closed on 06/30,2009) - Representing LSA
3:09-cv-00256 MacAlpine v. Olson - Representing James E. MacAlpine
3:09-mj-00143-2 US4 Lee - Representing USA

3090071431 USAw Wayne - Representing USA

These cases will send notice as @ summary report. (alfernate method)

=
|
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Following is an explanation of each of the options that appear in Figure 11.

Option

Description

Should this e-mail address
receive notices?

For the primary email address, the default is Yes. To disable the primary
address, select No. If set to No, the primary email address will not
receive notices of electronic filing (NEFs)—this is not recommended.
Additionally, the secondary e-mail addresses will not receive NEFs.

How should notices be sent to
this e-mail address?

Sets the default delivery method for notices sent to this address. If Per
Filing, an email will be sent for each individual NEF. If Summary Report,
one daily summary email notice that lists all the filings for that day will
be sent; if this option is selected, an additional option is added to the
screen: Should this e-mail address receive a “no activity” notice when no
summary noticing occurs? If Yes, the Daily Summary Report email will
include the message “no transactions found for this time period” if no
activity occurs in the cases for which the user is configured to receive
summary notices. If No, then no email will be generated when there is
no activity in the cases.

In what format should notices
be sent to this e-mail address?

Controls the format of the emails—either HTML or Text.

Should this e-mail address
receive general
announcement notices from
this court?

The Western District of North Carolina has disabled this function. All
attorneys and their support staff will receive notices.

Show all cases for this e-mail
address

Displays a list of all of the cases for which the user is configured to
receive NEFs.

To add additional cases for which to receive NEFs, enter the case number(s) in the Add
additional cases for noticing text field and then either click Enter or Find This Case. After
selecting the appropriate case(s), click Add case(s). This will add the case(s) to the list of cases in
the default method of service list (the first list of cases). The word “Interest” appears after the
case title on any additional case you have added (a case in which you are not counsel of record).

To move cases from the default method list to the alternate method list, the user should click
the case number(s) in the primary list and then click the Change selected cases to notice as a
summary report button (if summary noticing is the default method, then this button will be
labeled Change selected cases to notice per filing). The cases will be moved to the alternate
method list. To delete cases from the default method list or the alternate method list, select the
case(s) and then click the Remove selected cases button. You will not be able to remove any
case in which you are attorney of record.

For secondary email addresses, the additional Should this e-mail address receive notice for all
cases in which this individual is a participant? option appears in the Configuration Options
section of the screen. The user can answer Yes or No. If you have selected No you can highlight
which cases you do not want to receive NEFs on and click the Remove selected cases button.

To remove an email address, the user should click on the address on the left side of the screen.
This will cause the email address to display in a text field on the right side of the screen, along
with all the configuration options and case lists (if any) associated with the email address. The
user should remove the email address from the text field. If the user wants to change the email
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address to a different one, the user should immediately type the new address in the text field. If
the user clicks anywhere outside the text field while a complete email address is not in the text
field, all of the configuration options and case lists will disappear from the screen, and the
previous email address and settings will be removed.

Docket Report

Users now can run a combined Docket Report for a subset of criminal defendants in a multi-
defendant case. A new View Combined Docket Report checkbox will be displayed beneath the
case number list when a case number for a multi-defendant criminal case has been entered and
two or more of the criminal defendant cases have been selected. Selecting the View Combined
Docket Report checkbox allows the user to run the combined form of the report for the chosen
subset of defendants.

Figure 12 - Viewed Combined Docket Report
Docket Sheet

Case number IS:DS-cr-85-1 3 Hide Case List |

Select a case:
[~ 3:09-cr-00085-ME. USA v. Ruffin et al =

[V 2:09-cr-00085-ME.-1 Carlton Maurice Ruffin
09-cr-00085-1ME.-2 Kenneth Patterson
09-cr-00085-ME.-3 Robert Moaore Sampson
™ View Combined Docket Eeport

The combined Docket Report displays all of the defendant, party, and attorney information in
the top section of the report for those defendants selected. The combined proceedings of the
chosen defendants are displayed in the bottom section of the report.

Query Screen

The Query screen was modified to provide more options to allow for more refined searching.
The Query screen was modified as follows:

¢ The party name search fields were combined with the case data search fields to form a
single section.

¢ A Cause of Action select list was added.

¢ The redundant row of Case status radio buttons was removed.

* The second instance of the or search by text was removed.

Queries now can be run by entering a case number or any combination of the following:

e Case Status

¢ Filed Date

e Last Entry Date
¢ Nature of Suit
¢ Cause of Action
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e Last/Business Name
e First Name

¢ Middle Name

e Type

Figure 13 - Query Screen

Query

Search Clues

Case Number ||

or search hy

Case Status: C Open  © Closed € Al
Filed Date I tol
Last Entry Date I tol
- 0 (zero) :|
fatuceloiStit 110 {Insurance)
120 (Contract: Marine) 4
o 0 (no cause specified) :I
Capecliction 02:0431 (02:431 Fed. Election Commission: Failure Enforce Compliance)
02:0437 (02:437 Federal Election Commission) hd|

Last/Business Mame I (Examnples: Desoto, Des™)
First Mame I Ifiddle Mame
Type I 'l

Run Query | Clearl

6. Redaction Message

A check box with the following text was added to the login screen for users to acknowledge that
they have read the redaction disclaimer:

[] I understand that, if | file, | must comply with the redaction rules. | have read this notice.

Attorney users and pro se litigants must check this new checkbox before logging in. Hyperlinks
to the specific Federal Rules of Civil Procedure and Federal Rules of Criminal Procedure that
cover the redaction requirements also were added to the login screen. In addition, the reminder
question Have you redacted? was added to the final docket text review screen during
docketing.

7. Federal Rule Changes - Deadlines

Effective December 1, 2009, the Federal Rules for how deadlines are computed will be changed.
Prior to this change, a deadline set for 10 or fewer days is computed by skipping weekends and
holidays. A deadline set for 11 or more days is computed using calendar days. With the rules
change, all deadlines will be calculated using calendar days only. If the calculated date falls on a
weekend or holiday, it is extended until the next working day, just as it was prior to the rules
change. In accordance with the provisions of Rule 6(d) of the Federal Rules of Civil Procedure,
three days for service will continue to be added to the deadline calculation.
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8. PDF File Size

The PDF file size limit will be increased to 5 MB.

12 I Version 4.0 CM/ECF Release Notes for Attorney Users



