Requirements and Login Training Manual

Welcome to the US Court of Appeals for Veterans Claims Electronic Filing Training
Module. The Court is implementing an application called CM/ECF which stands for Case
Management and Electronic Case Filing. The application will become the Court’s main
case management application and the Court’s only electronic filing program. Electronic
filing, or efiling, is a method of filing court documents that uses an electronic format
rather than a traditional paper format. By utilizing efiling, all parties, attorneys, and the
Court will be able to docket events, file pleadings, and retrieve court documents instantly
through this application on their computers via the Internet.

Here are the topics that will be covered in this training:

Review of the application and software requirements

How to check the version of Internet Explorer

How to check the Java version and update it

How to disable the pop-up blocker

How to create a shortcut to the Court’s CM/ECF Application
How to log in to the Court's CM/ECF Application

An introduction to the CM/ECF Application Startup Page
How to log out properly

NoUhA WD

First, you will have to make sure that you have the necessary applications and software requirements
to successfully use the Court’s EFiling Application. Here's a recap of those requirements:

e You will need a PC or a Mac

e A fast internet connection

e Adobe Writer or equivalent (not Adobe Reader)
o A browser (Internet Explorer 6 or higher)

e Java Version 6 or higher

NOTE: That Windows98 and earlier Operating Systems are not supported.

The Adobe Writer Software will enable all documents created in a Word Processing
software such as WordPerfect or Microsoft Word to be converted to a Native PDF
document for submission to the Court.

Check with your IT Professional to see if you have the first three requirements. We will demonstrate
how to check for the other two requirements. The CM/ECF Application uses Java version 6 or higher,
but Java 6 only works with Internet Explorer 6 and higher. Hence, we will begin with checking the
Internet Explorer version. You may use a different browser, such as Netscape or Mozilla, as long as
you have Java 6 installed.

So let’s open Internet Explorer. At the top, click on Help and About Internet Explorer. A new

window will pop up and show you the version of Internet Explorer. This machine happens to have
Internet Explorer 7, so we know that Java 6 can be installed on it.
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Now let's check if we have Java 6 installed. Click on the OK button to close the About Internet
Explorer window and click on the address bar of the browser. On the address bar, type in
www.java.com and press Enter.

{= java.com: Hot Games, Cool Apps - Windows Internet Explorer

G@ - |é_> htkp: /v, java, comyens V|i;‘-{|l;| Googls ||EE|
File Edit “iew Favorites Tools Help
GDDS]E“GIV VIGD o5 @ B~ 9% bookmarksw () settings»
S— = »
"_&' ‘lﬁi’ |£> java.com: Hot Games, Cool Apps I | @ - E] @ - @Eage - @Tgols =
Welcome to java.com. '
( Brought o you by Sun Microsystans,

)

S

—

J ava Games | Desktop |  Mobile | Java Everywhere |

Free Java Download
Download Java for your desktop computer now!

4§ FREE JAVA DOWNLOAD What ie Java? Do | have Java? Need Help?

W

I | 2|

I :.L, Done, but with errors on pags. e Internet Ho100% v

When the page loads, click on the FREE JAVA DOWNLOAD button. If you do not have Java installed,
follow the directions to download and install Java.
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{= Verify Java Installation - Windows Internet Explorer
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Then Click on VERIFY INSTALLATIONM.

(= Verify Java Installation - Windows Internet Explorer
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When you are finished with the installation, you will see this page.
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Next, we will disable the pop-up blockers. Though it is not explicitly listed as a requirement, you'll
want to make sure that all necessary windows for the CM/ECF Application will open. Click on 7oo0ls —
Pop-up Blocker — Turn Off Pop-up Blocker.

{= Verify Java Installation - Windows Internet Explorer
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If you have a Google or Yahoo toolbar like this machine, you'll also want to turn off that pop-up
blocker. In this case, we'll click on blocked button in the toolbar.
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Now we're ready to go to the EFiling website and create a shortcut. Click on the address bar. Type
https://cvc.ecf.uscourts.gov/cmecf/servlet/TransportRoom?serviet=Login and press Enter.
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|@ There is a problem with this website's security certificate.
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send to the server.,
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You will get a message about the website’s security certificate. It may look a bit different from this
screen depending on your browser. Just click Continue and it will take you to the CM/ECF Application
Login page. From here, click on Favorites — Add to Favorites.
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Authentication

Login: I |

Passwaord: | |

Client Code: | |
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Type in a name, like Efiling, and click Add.

Add a Favorite E|

Add a Favonte
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Now if you click on Favorites again, you'll see the Efiling shortcut and you can just click on that next
time you want to log in to the CM/ECF Application. But since we are already in this page, we can log
in. After viewing the videos and reading the manuals, you will have to e-mail the registration form to
the Court to receive your login. Enter login and password and click the Login button. There is no
Client Code.

Security Information F§|

ri‘l Thiz page containg both secure and nonsecure

?. iterms.

Do you want to dizplay the nonzecure ikems?

Hf ;es |[ Mo ][ More Info ]

Click Yes when you see this window. The first time you log in, you will be prompted by more
windows asking for various things you need to run the CM/ECF application. Click Yesor Run to install
the necessary items. In this window, check the box for Always trust content from this publisher and

click Yes.

Warning - Security

o

The web site's certificate cannot be verified. Do you
want to continue?

Mame: o, ech, uscourts, goy

Publisher: ecf.uscourks,goy

@lways brust conkent From this publisher .,
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\ ' ! The certificate cannot be werified by a trusted source, fMore Information...
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Similarly in this window, check the box for A/ways trust content from this publisher and click Run.

The application's digital signature cannot be verified. @

Do you want to run the application?

MName: k2
Publisher: AP

Fronm: https: [ fove ecf uscourks, goy

Always brust content From this publisher

_’t Run H Cancel

||_.'._|| The digital signature cannot be verified by a trusted source, Only
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I"\-:/II run if you trust the origin of the application, "rE SnermaEten

Here is the Startup Page. From here you can click on

Docketing — to file pleadings

Reports — to view docket sheets and pleading documents
Utilities — to change your CM/ECF password

Logout — to log out of the application properly

Help — to view the version of the application

pis Startup Page
Docketing Reports LUWilities Logout Help

U.S. Court of Appeals CMV/ECF
Official Attorney Electronic Document Filing System

This faeility is for Official Cowrt Business only. Activity o and from this site is logged Document filings on this spstem
are subject to Federa! Rule of Appellate Procedure, Rule 25 Evidence of uncuthorized or crimingl activity will be
Fforwarded to the aperopriate law enforcement officials under I8 USCIS2 amd 3571

Welcome
Welcome to the T3, Court of Appeals Case Management/Flectronic Case Files System. Please select an option

from the e,

Last login Mo 15, 2007 5:29:47 P EST

Requirements and Login Training Manual Page 7 of 10



For now, we are going to log out of the CM/ECF Application and log back in using the Favorites
shortcut we created. EFiling participants should always log out of the CM/ECF Application by clicking
Logout Menu. Click Yesto log out completely.

piz Startup Page

Docketing Reports LUilities ||

an CO .

Confirm Logout

Logout of CMECF?

——| Yes || No

Now let’s log back in using the Favorites shortcut. Open the browser and click Favorites — Efiling.
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Again, click Continue when you see the message about the website’s security certificate.
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In the CM/ECF Login page, enter the login and password issued by the Court. There is no Client
Code.

- Login - Windows Internet Explorer

= ) : e | B4 certifi H* ] ¢ |5a0gie 5
@._:__;. - !.E, btkps: ffeve. ecf uscourt: Vl g Certificabe Errar [ ¥4 | A | Etulal - | ~
File Edit Wiew Favorites Tools  Help
Google (G~ “ G og) QD By~ 99 Bookmarksw ¥ () settings~
T |@Lugin | v B - [rease - Girods -

Appellate CM/ECF Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
and subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are
logged. Client Code is optional. It is only used if vou already have automatic login to PACER set
up. For information, click here.

Authentication

Login: ! |

Password: | |

Client Code: ! |

[Lngin ] [Clear]

CM/ECF has been tested successfully using Firefox 2.0, and Intermet Explorer 6 and 7 as
representative browsers. Other browsers and browser versions may work, as well. All testing was
performed wsing the Java Flug-In version 1.6,

IDu:une € Internet o100 o

Click Yesto Continue.

Security Information D__<|

r-‘ﬂ Thiz page containg both zecure and nonsecure
?. iterms.

Do pou want ko display the nonzecure items?

w ;ES |[ Mo ] [ More Info
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Here is the Startup Screen.

pi Startup Page
Docketing Reporis LHilities Logout Help

U.S. Court of Appeals CMVECF

Official Attorney Electronic Document Filing System

This facility is for Official Cowrt Business onlyp, Activity fo and from this site is logged Document filings on this
sypstern ave subject to Federal Fule of Appellate Frocedure, Fule 25, Bvidence of unauthorized or crivaing!
activity will be forwarded to the qgepropriate low enforcement afficials under 1§ TUSTTA2 and 3571

Welcome
Welcorne to the U5, Court of Appeals Case Wanagement/Flectronic Case Files System. Please select an

option from the menm,
Last login Mene 15, 2007 5:46:22 PW EST

Now we will log out of the CM/ECF Application properly. Click Logout — Logout CM/ECF. Then click
Yes.

pis Startup Page

Docketing Reporis LHilities

ek GO

Confirm Logout

—>| ves No

This concludes our Requirements and Login training.
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