U.S. DISTRICT COURT

WESTERN DISTRICT OF NORTH CAROLINA

ATTORNEY CIVIL CASE OPENING GUIDE

[January 18, 2021] Revised



INTRODUCTION

This document will guide you through the process of opening a civil case in ECF, docketing the complaint or other
initiating document, paying the filing fee through Pay.gov and requesting a summons.

You must complete the entire process. You will open the new civil case and file your initial document. DO NOT
attempt to open the same case twice. As this process used your browser’s cookies to store filing information,
NEVER click the back button once you begin the filing process or your information may be lost, and your credit
card may be billed twice.

File the following documents separately DO NOT attach to the case initiating document.
e Application to Proceed in District Court without Prepaying Fees or Costs
e Request for Waiver of Service of Summons
e Corporate Disclosure Statement
Sealed Cases MUST be mailed or hand-delivered to the Office of the Clerk.
e Sealed cases cannot be opened electronically by attorney filers. Opening a sealed case generally falls into

two categories. One, the case being sealed is authorized pursuant to statue (e.g., a qui tam case), or the
filing party will need to file a motion seeking leave of the court to file a sealed case.

STARTING THE CIVIL CASE OPENING PROCESS

To file a new civil case using ECF, log into the system.
Click [CIVIL] on the blue menu bar at the top of the CM/ECF screen.

Select [Civil Case — Unassigned] under the Open a Case Category

Criminal ~ Reports - Utilities - Search
Civil Events
Open a Case Other Filings CyberClerk
Civil Case - Unassigned Appeal Documents Submit Document To Court
Notices
Initial Pleadings and Service Other Documents

Answers to Complaints, Counterclaims Sealed Documents
Complaints, Other Initiating Documents Trial Documents
Other Answers & Responses

Service of Process

Motions and Related Filings
Motions
Responses, Replies and Memorandums

Read this screen carefully and Select [Next] to proceed.

If the defendant(s) reside in, or if the action on which the lawsuit is based occurred in one of the counties listed in
the following divisions below than the case should be filed in that divisional office. If the case is a Notice of
Removal select the division as to what county the case is removed.
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Criminal  ~ Reports Utilities  ~ Search

Open Unassigned Civil Case

Please note the OFFICE of the appropriate county for selection on the next screen

ASHEVILLE = Avery, Buncombe, Burke, Cherokee, Clay, Cleveland, Graham, Haywood, Henderson, Jackson, Macon, Madison, McDowell, Mitchell, Polk, Rutherfordton,
Swain, Transylvania, Yancey

CHARLOTTE = Anson, Gaston, Union, Mecklenburg

STATESVILLE = Alexander, Allegany, Ashe, Caldwell, Catawba, Iredell, Lincoln, Watauga, Wilkes
[ Next ] [ Clear |

SELECT THE DIVISIONAL OFFICE

Criminal ~ Reports Utilities

Open Unassigned Civil Case
'i Office mﬂ}lone v kase type [ v, The default office is Charlotte —click on

Date filed: 11162051 —_— the drop-down box to change.

Lead case number|  [Leave blank]

Association type | consolidated v |[Leave default]
Other court name

- :
Rl “\‘--\\ Leave Other court name and number
_) Related cases ~ | blank unlessyou are filing a Notice of

Next | | Clear | Removal

Office

The default office is Charlotte — click on the drop-down box to change. No matter what county, all ASBESTOS
cases are assigned to the Asheville division.

Case type

Select the case type from the drop-down menu according to the table.

cv — Civil
mc — Miscellaneous
md — For court use only

Date Filed

The file date is automatically entered by the system

Lead case number
For court use only, leave blank

Association type
Do not enter/change the association type. You should always leave this as “consolidated”.
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Other Court Name and Other Court Number
Leave these fields blank unless filing a Notice of Removal

Other court name: Name of Court which the case was removed. (e.qg., Mecklenburg County Superior Court)
Other court number: Case number assigned to the case from the removing court. (e.g., 21-CVS-11111)

Related cases
ONLY check this box if you are filing this as related to a case previously filed in this District. On the next screen
enter the number of the case previously filed.

If Related case box is checked, you will enter the number of the case previously filed. If there is more than one
related case, after entering the first case number check the box before More related cases, click on [Next] to bring

you back to the initial case opening screen.

Once all the information has been selected click [Next].

STATISTICAL SCREEN

As part of the case opening process, statistical information is gathered. Using the Civil Cover Sheet (JS-44) as a
guide, fill in the blanks. Note: You do NOT need to attach the civil cover sheet.

Crimipal ~ Utilities ~

Open Unassigned Civil Case

Jurisdiction | 3 (Federal Question) v
Cause of action v | Filter Clear filter
Nature of suit | 0 (zero) v | Filter Clear filter
Origin | 1 (Original Proceeding) v
Citizenship plaintiff v
Citizenship defendant v
Jury demand | n (None) v Class action n (No Class Action Alleged) v Demand ($000) [Leave blank]
Arbitration code [Leave blank]}v County | XX, Outside of US. v
Fee status pd (paid) v| Fee date |1/18/2021 Date transfer [Leave blank]
Next Clear

See the section on Jury Demand, County
and Fee status for furtherinstructions

Jurisdiction
ECF defaults to “3 (Federal Question)” because it is the most common. If “4 (Diversity)” is the appropriate
jurisdiction, you must also complete the Citizenship fields for both the plaintiff and defendant.

1 (U.S. Government Plaintiff)

2 (U.S. Government Defendant)

3 (Federal Question) — default selection
4 (Diversity)

5 (Local Question)
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Cause of Action and Nature of Suit
Select the appropriate codes from the drop-down list or use the alpha-numeric codes in the filter fields.

Origin
There are twelve options in this selection list. Attorney filers should only select the first [“1 (Original
Proceeding”], or second [2 “Removal from State Court”] option. All other options are for Court use only.

Citizenship of Plaintiff and Citizenship of Defendant

Complete these fields only if the Jurisdiction selected was “4 (Diversity)”. Otherwise, leave these fields blank.

Jury Demand
The Jury Demand is not valid unless it is in the complaint. There are four options from which to choose (the
system default is “n (None)”) to indicate whether a jury is demanded and by whom:

b (Both): Notice of Removal cases only, if both parties have requested jury trial in either court.
d (Defendant)

n (None)

p (Plaintiff)

Class Action
The default is “n (No Class Action alleged)”. If this filing is a Class Action under F.R.Cv.P 23, select “y” (Class Action
Alleged)” from the drop-down list.

Demand
Leave this field blank.

Arbitration Code
Leave this field blank.

County
There is only one county field on the Statistical Information screen. Except for a case in which jurisdiction is based
on the plaintiff being the United States, in the County field:

Enter the name of the county where the first listed plaintiff resides at the time of filing. If the party resides
outside the Western District of North Carolina select XX, Outside of District or XX, Outside of U.S.

Fee Status
Select the appropriate code from the drop-down list.

due (due) COURT USE ONLY
fp (in forma pauperis) COURT USE ONLY
none (no fee required) For U.S. Attorney use only

pd (paid) Filing fee is being paid online with this filing
pend (IFP pending) If submitting a motion to proceed in forma pauperis with filing
wv (waived) For 28 U.S.C. § 2255 cases only

U.S. District Court, Western District of North Carolina 4



Fee Date and Date Transfer
Leave blank or defaulted values.

After the appropriate information has been entered, click [Next] to begin adding the parties to the case.

ADDING PARTIES

DO NOT enter party names in ALL CAPS. Use upper and lower case letters to input names (Ex: Jane Doe or ABC
Corporation)

DO NOT enter any address information for a party unless that party is proceeding pro se.

SEARCH, SEARCH, SEARCH. In order to avoid the addition of duplicate parties, search the database for existing
party names before adding a new name.

The next screen in the case opening process is the interface for adding parties to the case. The screen is divided
into two sections.

e The left pane contains the controls to Add New Party and Create Case and displays the Case Participant
Tree.
e Theright pane displays the party search fields.

SE C F Cvi - Crmipal ~ Query Reports ~ Utiittes ~ Search Logout
Open Unassigned Civil Case
AGd New Party Creats Case ] [o007Ch or & party
Colacae A ELMJ Plamatt Detendant Any
321 v Last/ Business Nome First Nome Ms3ae Name
Search
Left Pane Right Pane
Participant Tree area Party search interface and
links to expand or control to Select Party from
collapse participant search results or Create New
tree controls to Add Party
New Party and Create
Case

Search for a party. If the system finds the correct name, highlight the name already in the database to eliminate
different versions of the same party name and then click [Select Party]. If no match is found, click the [Create
New Party] button.
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EECF civit - Crimipal ~ Query Reports ~ Utilities  ~ Search Logout
Open Unassigned Civil Case

Add New Party Create Case | | Seerch for a party
Colaose Al Expand Al Plaintiff Defendant Any )
321cv-27?77? Last / Business Name Smith First Name A Meddie Name
Search

Search Results
Smith, AB
Smith A

Smith, Aaron A

Smith, Adam I

Select Party | Create New Party

Open Unassigned Civil Case
. ‘i ? IMPORTANT:
f Party Information e ——————— .
N Croste Case | Adam Seith The default role is Defendant.
995“;‘*‘““ prvees Ltarad) Tie Select the correct “role” of the
S | Role | Defendant (dft pty) v | party.
Prose No v
* Prisoner id Unit
Office \\
IMPORTANT: Address? i
adgr(;st?)I ;ggne > w::ll\l z >\‘>" S— . ‘-.,(i»’:how this a03ress On the docket sheet
numbers for a o g = —
party unless that Suste s Country T
party is proceeding
pro se. Prison v
Phone Fax

peytext| [Use party text to add descriptive information if necessary]

Start date | 11872021 End date
Corporation no v Notice yes v
Add Party
=l a hew Search

When all required information is entered, click the [Add Party] button at the bottom of the screen to add the
party to the case.

As each party is added, the party name will appear in the panel on the left side of the screen. The information in
the left side is referred to as the Case Participant Tree.

Aliases

An alias may be entered for a party only if the party alias appears in the caption of the complaint. For example, if
the complaint reads: “Adam Smith, d/b/a Smith Lawn Care.” In this situation, Smith Lawn Care should be added
as an alias for Adam Smith. You may add that information by selecting the Alias icon. Search for the alias name in
the Last/Business Name field.
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Criminal ~ ( R Utilities ~

Open Unassigned Civil Case

' Add New Party | | Create Case y Search for an alias for Adam Smith
Q.Qé!ﬁ;:;&ﬂl 09999 oand Al Last / Business Name} Smith Lawn Care
-CV-27 S '

= Adam Smith pla./ | Search j4—

Alias %5

Corporate Parent or other affiliate *5

Attorney s8H
SECF Civil v Crimipal ~ Query Reports ~ Utilities  ~ Search Logout

Open Unassigned Civil Case

Add New Party Create Case IMM
LastBusiness name | Smith Lawn Care I First name
Coltagse Al Exgand AY

321-cv-2777? M:ddie name Generation
Adam Smith pla / % sartdate [1/18/2021
* —
Alls S Add Alias |4—

Corporate Parent or other affiliate ¥
Attorney

CREATING THE CASE

When all parties have been added and appear correctly in the Case Participant Tree, click [Create Case] on the left
panel.

SECF civit  ~ Criminal ~ Query Reports ~ Utilities  ~ search Logout
Open Unassigned Civil Case

Add New Party Croate Case || Search for a party
Collaose Al Doana sl | Planuft Defendant Any
321.cv-?27??7? Last / Business Name First Name Middle Name
< Adam Smith pla / ¥ Search
“Alas ¥

Smith Lawn Care /' ¥
Corporate Parent or other affiliate ©

Attorney ¥
= ABC Company on./ ¥
Alias ¥
Corporate Parent or other affiliate 5
Attorney %5
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DOCKETING THE LEAD EVENT

Criminal ~ Query Utilities ~

Open Unassigned Civil Case

Case Number 21-24 has been opened.

Docket Lead Event?

After opening a case in ECF, click on [Docket Lead Event] from the Open Unassigned Civil Case.

From the list of Available Events choose the appropriate initiating document:
e Complaint

e Application to Confirm/Enforce/Vacate Arbitration Award
e Notice of Removal

ECF will display the case number.

Complaints and Other Initiating Documents
Civil Case Number
3:21-cv-24

Next || | Clear

ECF will display the case caption and number, click [Next].

Complaints and Other Initiating Documents
3:21-cv-00024 Smith v. ABC Company,

Next || | Clear |

SELECTING THE FILER(S)

ECF will prompt you to choose the filer of the complaint. If there is more than one plaintiff, hold down the Control
key on your PC while selecting the additional plaintiffs.
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Complaints and Other Initiating Documents
2.21-cv-00024 Smith v ABC Company

Pack Filee

Select the filer.
Comacie A1 Exoand Al
EESampny - Select the Party:
+ Adam Smith cia
ABC Company (o] .
Senth Adam [pla)

Next  § Cloar || New Filer

ATTORNEY/PARTY ASSOCIATION SCREEN

The next screen creates the attorney/party association. Do NOT uncheck the box.

Complaints and Other Initiating Documents
3:21-cv-00024 Smith v. ABC Company.
The following attorney/party associations will be created for the above case(s).

NOTE: If you DO NOT want to make the association, uncheck the box on the left.

& Adam Smith (pty:pla) represented by T Attorney (aty) & Lead & Notice
Next || [ Clear |

SELECTING PARTY(IES) THAT FILING IS AGAINST

The next screen will prompt you to choose the defendant(s). Again, use the Control key to select multiple
defendants.

Complaints and Other Initiating Documents
3:21-¢cv-00024 Smith v. ABC Company,

Please select the party that this filing is against

Collagse All Excand AY 5 .
Adam Smith pia Select the Party: OR  Select a Group:

ABC Company an Smith, Adam [pla]
SECICopeT ® No Group
All Defendants
D All Plaintiffs

All Parties

Clear || New Party |
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UPLOADING PDF DOCUMENT & ATTACHMENTS

You are now ready to browse and attach your case initiating documents. All documents that you intend to file in
ECF must be in PDF format and 50 MB or less. Click on the [Browse] button. Navigate to the appropriate directory
and file name to select the PDF document you wish to e-file (always open the PDF file to verify that you are
attaching the correct PDF.)

Attach any exhibits by clicking on the [Browse] button under Attachments.

Complaints and Other Initiating Documents
3:21-cv-00024 Smith v. ABC Company
Select the pdf document and any attachments.

IChoose File | 1-Complaint pdf

YOU MUSTENTER EITHER A CATEGORY OR DESCRIPTION FOR EACH ATTACHMENT ADDED.

Attachments Category Description
1[\ Choose File | 1-Exhibit A pdf v i\_Exhibit A - Right to Sue l Remove |
2[[ Choose File | 1-Exhibit B.pdf I VI\ Exhibit B - Evaluations i Remove |
3. | Choose File | No file chosen ' v

Next | | Clear |

Click [Next] to proceed.

TIP: When filing an attachment, you are given a drop-down menu that allows you to select from several key
words such as Exhibit, Appendix, Affidavit, etc. The next box is for free text and will allow you to better
describe the attachment. Please keep in mind that the text from the drop-down menu you select under
Category will appear in the docket entry. It is only necessary for you to add additional descriptive wording
in the free text box under Description.

Example:

= If a category selection is made you do not
Select the pdf document and any attachments. need to type it again in the description.

. %oijd may type everything in the description
el

Main Document
| Choose File | 1-Motion. pdf

YOU MUSTENTER EITHER A CATEGORY OR DESCRIPTION FOR EACH ATTACHMENT ADDED.

Attachments Category Description
1. [ Choose File | 1-Exhibit A pdf [Exhibit | [A - Memorandum in Support | [ Remove
2. | Choose File | 1-Exhibit B.pdf \ v | |Exhibit B - Declaration || Remove
3. [ Choose File | No file chosen \ v |

[ Next | | Clear |
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FILING FEE, MOTION IFP OR USA FILER

ECF will prompt you with questions about a jury demand and filing fee. Answer each question appropriately and
click [Next].

Complaints and Other Initiating Documents
3:21-¢v-00024 Smith v. ABC Company. =
Does this Complaint include a jury demand?<:] diayde mandt
® Yes
ONo

Check appropriate box: zlr“pnagfin':‘f)itlii?\: ;::moee'j i
O Proceeding IFP -OR- Filing on Behalf of USA

® Filing Fee Required <:,
(Clear ]

ONLINE CREDIT CARD PAYMENT

NOTE: CM/ECF will temporarily route the filer to the government’s Pay.gov website for collection of fees.

IMPORTANT: DO NOT use the internet browser’s back button from this point forward in the transaction.

|[Complaints and Other Initiating Documents
3:21-cv-00024 Smith v. ABC Company.

'WARNING - Do Not use the BACK BUTTON located on your browser after submitting your Credit Card Payment - this will result in DUPLICATE
JCHARGES!

Clear

On the credit card entry screen, some data fields are pre-populated with information from ECF. The remaining
“required” fields will need to be entered. The “required” fields are noted with a red asterisk (*) to the right of

each field.
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NCWD CM ECF

Please provide the Credit or Debit Card Information below

* indicates required fields

Agency Tracking ID
Payment Amount:
* Country

* Billing Address

: 0419-4853840
: $402.00
: | [United States]

:|_[123 Street]

Billing Address 2:

* City:
State/Province:
ZIP/Postal Code:

* Account Holder Name:

Charlotte

NC

28202

T Attorney

Vst @3 5 =L@ ©®

* Card Number:

* Expiration Date

* Card Security Code:

Cancel

[1111222233334444]

(2] (120501
:[[000] |

Continue

Pay.gov

Note:

Some data fieldsare
pre-populated with
information from ECF. The
remaining required fields will
need to be entered.

OR

If the attorney filing is not the
account holder of credit
card being used, the
information will need to be

updated.

After the “required” fields have been entered and reviewed, click the [Continue] button.

AUTHORIZATION SCREEN

The credit card process will display Address Information, Account Information, and Payment Information for you
to review. In the Authorization and Disclosure section, you must check the authorization check box. Click on the
[Continue] button to submit the transaction.
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Pay.gov
NCWD CM ECF

Review and submit payment
* indicates required fieids

Agency Tracking ID: 0419-4853840
Payment Amount: $402.00
Payment Method: Plastic Card
Account Holder Name: T Attorney
Card Type: MASTERCARD
Card Number: ssssasssasss 4444
Billing Address: 123 Street

Billing Address 2:
City: Charlotte

Country: United States
State/Province: NC
ZIP/Postal Code: 25202

authorize a charge to my carg account 10r the anove amount in accordance
with my card issuer agreement

e oo (T

RECEIPT AND ADDITIONAL DOCKET TEXT

When you click on the “Continue” button on the Pay.gov payment screen, Pay.gov returns you to ECF application
to complete the filing transaction. Click [Next] and the next screen is the ECF filing process in the Docket Text
Modification screen. This screen allows you to enter optional free form text (up to 256 characters.) For example,
you might want to add text like “for Declaratory Judgment”. You should not use any abbreviations in the text or
duplicate text already listed.

Free Text Box
Complaints and Other Initiating Documents
3 21-cy-00024 Smith y ABC Company
Docket Text: Modity as Appropriate.
COMPLAINT against ABC Company with Jury Demand ( Filing fee $ 402 receipt number 0419-4853840) ,

filed by Adam Smith. (Attachments: # (1) Exhibit A - Right to Sue, # (2) Exhibit B - Evaluations) (Attorney, T)

==
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FINAL DOCKET TEXT SCREEN

The Final Text screen is your last chance to review the submission, click [Next] to submit the filing. Once Next is
clicked, the filing is submitted to the Court and immediately available on the docket report.

Complaints and Other Initiating Documents
3.21-cv-00024 Smith v ABC Company

Docket Text: Final Text

COMPLAINT against ABC Company with Jury Demand ( Flling fee $ 402 recelpt number 0419-4853840), filed by Adam Smith,
(Attachments: # (1) Exhibit A - Right to Sue, # (2) Exhibit B - Evaluations)(Attorney, T)

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

Source Document Path (for confirmation only):
C:\fakepath\1-Complaint pdf  pages: 1
C:\fakepath\1-Exhibit A pdf  pages: 1
C:\fakepath\1-Exhibit B.pdf pages: 1
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NOTICE OF ELECTRONIC FILING (NEF)

The Notice of Electronic filing (“NEF”) will be displayed. The NEF constitutes your receipt for the transaction; it is
recommended that you save and/or print the NEF.

Cnminal ~ Reports ~ Utilities ~ Logout

Complaints and Other Initiating Documents
2.21-¢y-00024 Smith v ABC Company.

U.S. District Court
Waestern District of North Carolina
Notice of Electronic Filing

The following transaction was entered by Attorney, T on 1/18/2021 at 3:01 PM EST and filed on 1/18/2021

Case Name: Smith v. ABC Company
Case Number: 3:21-¢cv-00024
Filer: Adam Smith

Document Number: 1

Docket Text:
COMPLAINT against ABC Company with Jury Demand ( Filing fee $ 402 |receipt number 0419-4853840),/filed by Adam Smith. (Attachments: #
(1) Exhibit A - Right to Sue, # (2) Exhibit B - Evaluations)(Attorney, T)

3:21-cv-00024 Notice has been electronically mailed to:
TAttoney  Tattorney @examplemail.com, Tassistant@examplemail.com

3:21-cv-00024 Notice will not be electronically mailed to:
The following document(s) are associated with this transaction

Document description:Main Document

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1095689202 [Date=1/18/2021) [FileNumber=3953735-0

] [6bAcc540210aa459eb9¢c2010e70cdeSab0as155e175668¢108176a564e2b28d00517
3bbd7ef2ccd9aceb78ba7cad0ar33019ed296b62405b164b2d4988a257d48))
Document description: Exhibit A - Right to Sue

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1095689202 [Date=1/18/2021) [FileNumber=3953735-1

] [9e328b8ab85bbd97112c5338148e4b2c81217ebbbe700e04abecdfa1813d717d2a
6ef099644b3a44296¢b305975183a0a1718825a1805189da49520a4¢9018b))
Document description: Exhibit B - Evaluations

Original filename:n/a

Electronic document Stamp:

[STAMP dcectStamp_ID=1095689202 [Date=1/18/2021) [FlleNumber=3953735-2

] [10435b2be6612bb90acd 1496054060085384058574e721248042b1428aa04553
34beddd 1820edb23b90a659¢15026¢703¢cac39b303a0eb5e551c1bee2143¢))
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REQUESTING SUMMONS FOR SERVICE OF PROCESS

After receipt of the case number, the plaintiff or plaintiff's counsel will create the civil summons (both sides) in
PDF format for each named defendant being served using the Civil Summons (AO 440) form located on our
webpage.

The summonses may be one PDF or multiple. For example, if there are five summonses to be processed, a single
PDF may be submitted with the five summonses, or each summons may be submitted separately via CyberClerk.

Please note that a combined PDF of all summonses should be “flattened” first to lock in the fields and then
combined.

Click [CIVIL] on the blue menu bar at the top of the CM/ECF screen.

Select [Submit Document to Court] under the CyberClerk Category.

Criminal ~ Query Reports ~ Utilities ~ Search
Civil Events
Open a Case Other Filings CyberClerk
Civil Case - Unassigned Appeal Documents Submit Document To Court
Notices
Initial Pleadings and Service Other Documents

Answers to Complaints, Counterclaims Sealed Documents
Complaints, Other Initiating Documents Trial Documents
Other Answers & Responses

Service of Process

Motions and Related Filings
Motions
Responses, Replies and Memorandums

Select [Submit Civil Summons/Process] under the Available Events in CyberClerk.

Criminal+ Query Reports ~ Utilities ~ Search
CyberClerk
| Start typing to find another event.
Available Events (click to select events) Selected Events (click to remove events)
Submit Civil Summons/Process |Submit Civil Summons/Process

Submit Proposed Document to Judge

Submit Proposed Exparte Document to Judge

Submit Proposed Exparte Unredacted Material for Chambers Re
Submit Proposed Form/Document to CLERK

| Next | | Clear |

Enter the case number when prompted. Please click [Next] on THIS screen and the next TWO screens.
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CyberClerk Cyberclerk CyberClerk
Civil Case Number 321-cv-00024 Smith v ABC Company 321-cv-00024 Smith v ABC Company.

3:21-cv-24
| Cloar ‘ [Clear |
e e

Gl

Upload summons in PDF format.

CyberClerk
3:21-cv-00024 Smith v. ABC Company,

Select your PDF document to upload:
| Choose File | 1-Summons.pdf

| Next || [ Clear |

You will be prompted to enter “Y” to submit summons.

yberClerk
1-Cv- 4 Smithv A mpany.

nswering Y to the prompt below will immediately submit this Civil Summons document to the clerk's office for
rocessing.

Answer “Y” to submit summons

ubmit email message with attached document? Y/N Y D — to Clerk’s Office
| Next | || Clear
CyberClerk
1-Cv- 4 Smith pany

This document was successfully submitted to the Clerk's Office for processing. This transaction is now
complete.

Done! Great job.

The Clerk’s office will process the summons and docket the completed summons on to the case docket. Counsel
will receive a notice of electronic filing (NEF) and shall print out the summons and serve with other case opening
documents in accordance with F.R.Cv.P. 4 and the Court’s Case Assignment Packet. *

*Case Assignment Packet obtained through the NEF of the Judge Assignment.
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