Docketing 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 e-filing, is a method of filing court documents that uses an electronic format
rather than a traditional paper format. By utilizing e-filing, 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 the Docketing Events

Review Motions (or Reliefs)

Review the login and logout processes of the CM/ECF Application

Demonstrate the docketing of an Appellee EAJA Response

Demonstrate the docketing of a Motion to extend time to respond to Court Order
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We'll begin by reviewing the Docketing Events. From the website, you may download a list of the
Docketing Categories and Events. An Event specifies what type of pleading you are filing to the
Court. A few examples of Events are the Attorney Appearance, EAJA Appellee Response, EAJA
Appellant Reply, Motion, Response to Court Order, Oppositions, and Notices. Events are broken
down into Categories, so you don't have to search through a long list. Some Events are also included
in multiple Categories. Each Event will ask for different information, though usually it will only ask for
the filer’s Party and the PDF document of the pleading.

Let’s log in to the CM/ECF Application and docket the EAJA Appellee Response Event. Open your
browser and either select it from your Favorites or type in the address bar
https://cvc.ecf.uscourts.gov/cmecf/servlet/TransportRoom?serviet=Login and press Enter. Click
Continue if you see the website security certificate message.
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Remember to disable your browser’s pop-up blockers and allow the application to install
necessary components. (See the Requirements and Login Training Manual)

From the Login Page, enter the login the password issued by the court and click the Login button.
There is no Client Code.

~ Login - Windows Internet Explorer

— = E | — - =
@;':_.:"' hd ig https:ficyc ech uscourt: v!f:.j' Zertificate Error gl [ X | gl | o ik

File Edit  Wew Fawvorites Tools  Help

Gﬁfjglc_?G - v Goo &) @) EY 19 Bookmarksw () Settings =

|_' »

W dr |@Lngin | ‘.&-}r - B rg;l v |z Page - f_‘E- Tools =

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 U5, Code. All activities and access attempts are
logged Client Code is optional. It is only used if you already have antomatic login to PACER set
up. For information, click here.

Authentication

Login: I I

Password: | |

Client Code: I |

lLl:Hgin] [Clear]

CMECF has been tesfed successfully using Firefox 2.0, and Intemef Explorer 6 and 7 as
representative browsers. Other browsers and browser versions may work,, as well. All testing was
performed using the Java Flug-In version 1.6.

Dore € Internet 00 v

Click Yesto Continue.

Security Information ['S__<|
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Remember to keep these two windows open to stay logged in to the CM/ECF Application.
You may minimize them if you like.
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Enter case number 07-10041 and press the TAB key. Wait a few seconds for the application to pull
up the case title in the Applied Case Selection.

pi Docketing EAJA Appellee Response

Docketing Reports Utilities Logout Help

A Case 07-10094 David Cheshire v. Gordon H. Mansfield

Event Selection
—»Case: 07-10094 Erter case number as yy-nnnn [2.9., 05-2475]

Filed Date: 11/19/2007

i

First zelect category of evert: ; Mewt select an evert:
") CAVC Attorney Appearance

) Processing ) CAVC Motion filed

) Briefing ) CAVC Notices and Other Pleadings

I FCC i) CAVC Response to Court Order/Opposition
>@ EAJA i) EAJA Appellant Reply

I Fee ) EAJA Appellant Reply (Suppl)

© Party-Attorney % @ EAJA Appelice Response

"1 EAJA Appellee Response (Suppl)
i) EAJA Application (Suppl)

Then check the bos(es | for each additional case in which thiz event should be filed. Uncheck the bos(es ) for each case in
which this evert should MOT be filed. There will mot be an opportunity to reselect any applied casel=] after this point.

CM/ECF Appellat

fpplied Case Selection
_> # 07-10094 David Cheshire v, Gordon H. Mansfield (Target Casel

Total: 0 Selected: O Al 1|

Docket Event

Most Events needed for EAJA cases are under the EAJA Category. Events that start with CAVC are
generic Events that will also be used for Appeals and Petitions case types when the Court implements
the full version of CM/ECF in the Summer of 2008. Select the EAJA Category and the EAJA Appellee
Response. Click the Docket Event button.

Docketing Training Manual Page 4 of 15



Click on the Browse button to attach the PDF file of the Response.

g Docketing EAJA Appellee Response

Docketing Reports UWHilities Logout Help

a') Case 07-10094 David Cheshire v. Gordon H. Mansfield

PDF Document

Document: || Browse... 3 i

| continue || Back | cancel |

CM/ECF Appellat

Browse to the PDF file and double click on it. Make sure your PDF file follows the naming convention
as specified on the website.
http://www.vetapp.gov/court procedures/electronic filing/EFilingChecklistsAttorneyPDF.cfm

Select PDF document E| El

Loak in: |@ Dezktop ‘:_J & & I'fF E3-

@ ﬂMv Documents

Fj My Computer
MuFecent (8 pty Metwork Places
Docur_ngr:uls [CTiDeskkop
f.f]LDgin
-_';L-eFileStepBySteps.de
Deskiop -_L'L;PublicFiler—Training.de
g Sec-Resp-07-10041 . pdf

@

&

My Documents

@

by Computer

My Network  File name: |Sec-Resp-07-10041 pdf | Open
Places
Files of tppe: |,~'1\|| Files [%.%] ﬂ Cancel
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Once you select the PDF file, make sure that the correct file name is listed in the Document box.
Click Add Another if there are more PDF files to be attached to this Event. Otherwise, click Continue.

gtz Docketing EAJA Appellee Response

Docketing Reports LUWilities Logout Help

&) Case 07-10094 David Cheshire v. Gordon H. Mansfield
PDF Document

Document: [2MAIRDeskiopSec-Resp-07-10041 .pdﬂ i!ruwse...:i

Add Another |€—

4* Continue Back Cancel

CM/ECF Appellat

The Docket Text window will appear. You cannot modify the docket text in this Event, but some
Events will have a text box where you can add additional text. Click Continue.

Docket Text [5_(|

Appellee's response to EAJA applic

=l

1

'l Continue Back
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The Event Review window is the final warning before the Event is docketed. Click Back to cancel or
Submitto docket the Event.

Event Review r5_(|

Attention!
L= Pressing the SUBMIT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.

Appellee's response to EATA applic

> Submit Back

You will be notified when the process is completed. Click OK.

Event Docketed

% The docketed transaction has been completed.

—> | oK

Lastly, a copy of the Notice of Docket Activity that is sent to the Court and Attorneys will open up.
Notice the case number, case title, link to the pleading document, docket text, and notice recipients.
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o s v EE https:ffcve.ecf .uscourts, V!r@' Cettificate Errar | 4| X | =y

File Edit ‘iew Favorites Tools  Help

:g; T |izf Page - f__j- Tools =

GDCJEIE_;G i v Goo &) @) EY v Ty Bookmarksw IE]_'I Popups okay | »
".E.I:T 'ﬂl? | @D?-IDDQ‘} David Cheshire v, Gordon H, Mansfield ... [ | Tlf_ﬁ i f___l

Click to close

>

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy

permits attornevs of record and parties in a case (including pro se litizants) to receive one
free electronic copy of all documents filed electromically, if receipt is reguired by law or
directed by the filer. PACER access fees apply to all other users. To avoid later charges,

download a copy of each document during this first viewing.

United States Court of Appeals for Veterans Claims

Notice of Docket Activity

The following transaction was filed on 11/19/2007

Case Name: David Cheshire v. Gordon H. Mansfield
Case Number: 07-10094

Document(s): Document(s

Docket Text:

Appellee's response to EAJA applic

The following document(s) are associated with this transaction:
Document Description:EAJA Appellee Response
Original Filename:Sec-Resp-07-10041 pdf

Electronic Docament Stamp:

[STAMP acecfStamp ID=1087309524 [Date=11/19/2007] [FileNumber=726-0]

[75cf682d1b14735602624bde5 11594684 76cc43 TaeOdc48fc1d430382d31d0535576de42a8d2387 18-

Notice will be electronically mailed to:

Mr. Chickering, Eric: gamerritt @ vahoo.com

Potter. Marshall O, Jr., Attorney: e-filing@vetapp.gov
Bergmann, Glenn R Attorney: e-filing@vetapp_gov

Notice will be stored in the notice cart for:

Cohen, Brian, Attorney
Svsadmin

The following information is for the use of court personnel:

< |

|

e Internet

#100%,

-
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Let's close the Notice of Docket Activity and docket a different Event. Suppose the Appellee needs to
file a Motion to extend time to respond to a Court Order. From the Docketing (or Event Selection)
window, enter case number 07-10041 and press the TAB key. Wait a few seconds for the
application to pull up the case title in the Applied Case Selection. Then select the £4J4 Category and
CAVC Motion filed Event. Click the Docket Event button.

i Docketing CAVC Motion filed
Docketing Reports Utilities Logout Help

e b} Case 07-10094 David Cheshire v. Gordon H. Mansfield

Event Selection
>(:ase: Oy-10094 Erter case number 3z yy-nnnn [2.g., 05-2475)

Filed Date: 11/19/2007

First select eategory of evert: ; Next select an evert:
i~} CAVC Attorney Appearance
") Processing —p= ;ﬂ'}.{g.@‘.‘.t.i.‘!ﬂ.ﬂ_"?g;
1 Briefing i} CAVC Notices and Other Pleadings
I FCC () CAVC Response to Court Order/Opposition
i P& EAJA ) EAJA Appellant Reply
7 Fea i EAJA Appellant Reply (Suppl)

_» EAJA Appellee Response
) EAJA Appellee Response (Suppl)
i EAJA Application {Suppl)

) Party-Attorney

Then check the box(es)for each additional casze in which this event should be filed. Uncheck the bow(es ) for each case in
which thiz evert should NOT be filed. There will not be an opportunity to reselect any applied caszefs) after this point.

CM/ECEF Appellat

fpplied Case Selection
I ® 07-10034 David Cheshire . Gordon H. Mansfield (Target Casal

Total: 0 Selected: 0 | All || Resel

—P»| Docket Event
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Check the box for the Party Filer. Select a Relief Category and Description and click Apply. The
motion will now show in the Selected Relief section. If you make a mistake, you can click on the
Remove, Back or Cance/buttons. Otherwise, click Continue to proceed.

gtz Docketing CAVC Motion filed

Docketing Reports UWilities Logout Help

&) Case 07-10094 David Cheshire v. Gordon H. Mansfield

) Party Filer
S [ Filer Type |Case Mumber _ Short Title
v| Mansfield, Gordon H. Appellee-- 07-10094 |David Cheshirey. G...||~
— i P o=
Display All Parties || All Cases Select All Clear All
Relief
Category Description

—*Extensiuns "| |§"E:tendtim.._ ﬂ\“pphf <4+—

Selected Reliefs

CM/ECK A

Entry Cases Up
Extend time to file response to court order nr-10094
Down
T 1
: Remove 1
|
Clear All
Total: 1

|
H Comtinue : Back Cancel |
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Click on the Browse button to attach the PDF file of the Motion.

sz Docketing CAVC Motion filed
Docketing Reports LUtilities Logout Help

a) Case 07-10094 David Cheshire v. Gordon H. Mansfield
-

PDF Document

Document: | Browse... *

Add Another |
e —

cavec mot/-'cave ext resp to co
Requested Date REQUIRED

O AM

Date: | |Time: | |
i PM
‘ Continue H Back H Cancel ‘

CM/ECF Appella

Browse to the PDF file and double click on it. Make sure your PDF file follows the naming convention
as specified on the website.
http://www.vetapp.gov/court procedures/electronic filing/EFilingChecklistsAttorneyPDF.cfm

Select PDF document E]E]

Loak in: |@' Desktop .:J = gﬁ IC:F v

@ ﬂ:JM',-' Documents

rj My Computer
MyFiecent 8wy Nebwark Places
Documents [ChDeskiop

@ [,':;__‘ILDgin
. eFilestepBysteps. pdf

Desktop B Mk -To-Exckend-07-10041 . pf
= "% PublicFiler-Training. pdf
’J L Sec-Resp-07-10041.pdf

by Metwork, File name: |h-10t-T|:|-E:-:tend-El?-1 00471 pdf
Places

Open

i

Files of bype: |4l Filess 7] Cancel
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Again, verify that you have selected the correct PDF file then enter the requested extension date.
You may type in the date in mm/dd/yyyy format or right click on the date box and select a date from
the calendar. Click Continue.

pis Docketing CAVC Motion filed
Docketing Reports Utilities Logout Help

a) Case 07-10094 David Cheshire v. Gordon H. Mansfield

PDF Document

Document: |IMDesktopiMot-To-Exdend-07-10041 pd

Browse...

L

cavec mot/-/cave ext resp to co
Requested Date REQUIRED

_’Date:t[l. ..“. 1 C ':.r-H da | ,l]D AM
® PM

_‘ Continue || Back || Cancel |

CM/ECF Appellat

You may only select a date when the Court is in session. Otherwise, you will get this message.

Requested Date REQUIRED

The entered date falls on a day the court is not in session.
The date has been moved to 12/17/2007.

The Docket Text window will appear. Click Continue to proceed.

Docket Text

Mo of Appellee to ext time to file response to Crt order until Requested date
12/17/2007.

B |>__e|]

1]

_>| Continue || Back
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The Event Review window is the final warning before the Event is docketed. Click Back to cancel or
Submitto docket the Event.

Event Review r5_(|

Attention!
il Pressing the SUBMIT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.

Io of Appelles to ext time to file response to Crt order until Fequested date
121772007,

> Submit Back

You will be notified when the process is completed. Click OK.

Event Docketed

% The docketed transaction has been completed.

A copy of the Notice of Docket Activity that is sent to the Court and Attorneys will open up. Again,
notice the case number, case title, link to the pleading document, docket text, and notice recipients.
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/= 07-10094 David Cheshire v. Gordon H. Mansfield "CAVC Motion filed” - Windows Internet Explo... [= |[B][X]

A i ig https: ffcve.eck.uscourts. govfcme V:"!:::"‘i Certificate Error | || X I-:: Tall= a | D \
I.:_il;a. .-Edit Wigww  Favorites  Tools  Help -

GDCJSM G - B . v God 52 9 E‘:] ~ 5% Bookmarksw !E]_'I Popups okay | = (] Click to close
W |{éu?-1nug4 David Cheshire v. Gordon H, MansField "Ca. . [_| By~ B v [hPage v (FTadk v

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy
permits attornevs of record and parties in a case (including pro se litigants) to receive one free
electronic copy of all documents filed electronically, if receipt is required by law or directed by the
filer. PACER access fees apply to all other users. To aveid later charges, download a copy of each
document during this first viewing.

United States Court of Appeals for Veterans Claims

Notice of Docket Acfivity

The following transaction was filed on 11/19/2007

Case Name: David Cheshire v. Gordon H. Mansfield
Case Number: 07-10094

Document(s): Document(s

Docket Text:

Mo of Appellee to ext time to file response to Crt order until Requested date 12/17/2007.

The following document(s) are associated with this transaction:

Document Description: CAVC Motion filed

Original Filename:Mot-To-Extend-07-10041 pdf

Electronic Docoment Stamp:

[STAMP acecfStamp ID=1087309524 [Date=11/19/2007] [FileNumber=727-0]
[3056bd539b9HHOf45bb 1f22335886a0884c8db7ef16af8b72d694e6696489db281e7d474bTe62e2ca%b 9%

Notice will be electronically mailed to:

Mr. Chickering, Eric: gamerritt(@yvahoo.com

Potter. Marshall O, Jr.. Attorney: e-filing@vetapp gov
Bergmann_ Glenn R, Attorney: e-filing@vetapp . gov

Notice will be stored in the notice cart for:

Cohen, Brian, Attornev
Svysadmin

The following nformation is for the use of court personnel:

( |

|

Daone €8 Internet H100% v
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Let us now log out of the CM/ECF Application properly. Close the Notice of Docket Activity. From the
Docketing (or Event Selection) window or the Startup Page, click Logout — Logout CM/ECF.

pi Docketing CAVC Attorney Appea E”ED__(]
Docketing Reports Utilities i

;1) Case 07-10094

| v. Gordon H. Mansfield

Event Selection
Case: (07-100494 Erter caze number az yy-nnnn [2.9., 05-2475]

Filed Date: 11/1972007

First select category of event: T Mext select am event:
® CAVC Attorney Appearance

) Processing ) CAVC Motion filed

' Briefing ) CAVC Notices and Other Pleadings

I FCC {_) CAVC Response to Court Order/Opposition
® EAJA ) EAJA Appellant Reply

) Fee ) EAJA Appellant Reply (Suppl)

_ EAJA Appellee Response
) EAJA Appellee Response (Suppl)
) EAJA Application {Suppl)

i) Party-Attorney

CM/ECF Appellat

Then check the boxfes)for each additional casze in which this event should be filed. Uncheck the box(zs]for each casze in
which this evert should NOT be filed. There will not be an opportunity to reselecd any applied case(s) after this point.

Applied Case Selection
# 07-10094 David Cheshire v. Gordon H. Mansfield (Taet Casal

Total: 0 Selected: 0 .[ Al || Resel |
Docket Bvent

Click Yes.

Confirm Logout

Logout of CMECF?

| Yes || No

This concludes our Docketing training.
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