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Basics

CM/ECEF is the case management and electronic document filing system for the
federal courts. It provides federal courts with enhanced and updated docket
management and it allows courts to maintain case documents in electronic form.
Each court has the option of permitting case documents -- motions, notices,
orders, etc. -- to be filed with the court over the Internet.

This manual provides instructions on how to use the Electronic Case Filing (ECF)
portion of this system to file documents with the court, as well using the Case
Management (CM) part to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of web
browsers and Adobe Acrobat Reader.

Basics - Electronic Access

A key feature of the CM/ECF system is that it provides unprecedented access to
up-to-the-second docket sheets as well as to the documents themselves over the
Internet through the Court’s electronic filing web site. Please note that only those
cases that have been designated as ECF cases and have documents filed
electronically will be able to provide access to the document as well as the
docket sheet.

Basics - Electronic Filing
Another key feature of the CM/ECF system is that it accepts documents filed
electronically over the Internet.

Basics - Electronic Noticing

A third key feature of the CM/ECF system is that it provides immediate e-mail
notices to all counsel involved in a case and the court whenever a document is
filed. To receive electronic notice of filings, attorneys must be registered to file
electronically and must have the e-mail noticing feature of their Court account

turned on.

Basics - Fees

Electronic access to court data by the public is available through the Public
Access to Court Electronic Records (PACER) program. Attorneys and litigants
receive one free copy of documents filed electronically in their cases within 14
days of filing; additional copies are available for viewing or downloading at seven
cents per page. Directed by Congress to fund electronic access through user
fees, the judiciary has set the fee at the lowest possible level sufficient to recoup
program costs.

Basics - Signatures
The Clerks Office will issue login ID’s and passwords for CM/ECF. Instead of
physically signing documents, CM/ECF users must type “s/” followed by their
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name on the signature line. For example, attorneys shall file documents
electronically with signatures indicated as "s/Jane Doe” or "s/John Doe”. This in
combination with your login and password constitutes your signature when filing
a document.

Basics - Sealed Documents

Sealed documents are to be filed electronically using the “Sealed” menus.
Pursuant to General Order 2004- you must have an order from the Judge that
allows for the electronic filing of sealed documents in any case prior to filing. See
page 15 for details.

Basics - User Interactions
There are three general types of user interactions allowed by the system:

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

Basics - Conventions used in this Manual

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Buttons are represented in this manual in [bracketed boldface type].

. Hyperlinks are represented in underlined boldface type.

Basics - Windows Terminology
There are several Windows features that you will see throughout CM/ECF.

Feature Example Function
Hyperlink Lead Tocket: 0.01-cv-000C5-EID Clicking on a hyperlink will
Rt e Ninte take you to the link.
Button Mext | Click once to perform the
function listed.
Drop Down List  wianik [Decenber = Click on the down arrow to
T activate the drop down list.
Year |Fapruary Make your selection by left
Hah mouse clicking on the
June
July
Adgust
Serternaer
Cictober
Movemker

‘Clecember
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List Box Nature
pfsuit [ (zera) |
100 {Conract- Constrl) :_i
Radio Button & Filsd © Swhmimed  Under advisement
Check Box

W Show deadlines and filing dates

I Show docket text and related filings

Basics - Selecting Multiple Items (Ctrl-Click)

Scroll through this list using
the up or down arrows.
Make your selection by left
mouse clicking on the
option once. These menus
will allow multiple selections
by holding down the Control
(Ctrl) button on the
keyboard and left clicking
the items to be included.

Click onthe option you
want. You may only select
one.

Check/uncheck each item
to turn it on/off. Multiple
check boxes can be
selected.

The Windows Operating system allows you to select multiple items by using the
Control-Click (Ctrl-Click) method. CM/ECF takes advantage of this feature. For
menu options that allow it, you can select multiple items by:

1. Left click once on the first item you want to select

2. Hold down the Control key (Ctrl) on your keyboard and simultaneously select
the next item you want by left clicking it with the mouse
3. You can select additional items by repeating step 2.
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Basics - User Manual

You can download or view the most recent version of the CM/ECF Users Manual
for Attorneys (in PDF format) from the Court’s public website at
http://www.uscfc.uscourts.gov.

Basics - General Navigation
Many screens have the following two buttons:
clear | Clears all characters entered in the box(es) on that screen.

. Mext | accepts the entry just made and displays the next entry screen, if

any.

Basics - Correcting a Mistake
W % A & e A = oA @

J z=ud —Livaatd Felazd Hua o Seant Relziagas Firi. 1" FIR R Sl

Use the Back button on the Netscape toolbar to go back and correct an entry
made on a previous screen. Docket transactions are not complete until the final
“Next” button is clicked. However, once the document is transmitted to the court,
only the court can make changes or corrections.

Basics - Documents Filed In Error
The most common errors in electronic filing are:

. Posting the wrong PDF file to a docket entry
. Selecting the wrong document type from the menu
. Entering the wrong case number and not discovering the error before

completing the transaction.

The ECF system does not permit you to change the misfiled document(s) or
incorrect docket entry after the transaction has been accepted.

Contact the Clerks Office at 202-219-9657 immediately to report the error. You
will need to provide the case and document numbers for the document requiring
correction. You will be advised of any action you should take.

Basics - How to Access the System

Attorneys can access CM/ECF via the Internet by using Netscape to go to
https://ecf.cofc.uscourts.gov. The training database is located at https://ecf-
train.cofc.uscourts.gov.

Basics - CM/ECF User Assistance
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For assistance with CM/ECF, you can contact the Court's CM/ECF User
Assistance unit between the hours of 9:00 a.m. and 5:00 p.m., Monday through
Friday. The toll free number is 866-784-6273. The local number is 202-219-
9942.

Basics - Hardware and Software Requirements
Filers will need the following hardware and software to file documents in the
CM/ECEF electronic filing system:

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

. A PDF-compatible word processor like WordPerfect, Word or
OpenOffice.org.

. Internet service.

. Netscape Navigator version 4.7x or 7.0x or Internet Explorer 5.5 or 6.0.

. Software to convert documents from a word processor format to portable
document format (PDF).

. Adobe Acrobat Reader, which is available for free, is needed for viewing
PDF documents.

. A scanner may be necessary to create electronic images of documents

that are not available in electronic format. Note, scanning should be used
only when an electronic version cannot be created. Scanned PDF files
are considerably larger than PDF files created by electronic means.

Basics - PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. You 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.gov.

Basics - Attorney Registration and Certification

In order to file documents electronically and to receive e-mail notices of
documents that are filed, attorneys must be admitted to practice before the Court
and must be registered to file electronically. Additionally, attorneys must pass an
on-line certification test.

Upon registration and certification, attorneys will be provided with a CM/ECF
login ID and password that will allow access to the system. The login ID and
password will also serve as the attorney's signature for all documents that are
filed electronically. The Attorney Registration Form and Attorney Certification
test can be found on the court’s public web site at http://Awww.uscfc.uscourts.gov
in the Electronic Filing section.
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Once an account has been established, your login ID and password will be sent
to you by the Office of the Clerk. Registered users can visit a training version of
the system on the Internet at https://ecf-train.cofc.uscourts.gov to practice ECF
activities. We strongly recommend that registered users practice in the “training”
ECF database before filing documents in the “live” ECF database.

Basics - 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 filings must be filed in PDF
format. When installing this product, please review and follow Adobe’s directions
to utilize Acrobat Reader after installation.

Basics - Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.

You must convert all 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 10 have Acrobat Writer built-in and can also be used
to convert documents to PDF.

Basics - Limitations on Attachments

Electronic attachments shall not exceed 4M per PDF file. For documents over 50
pages, a paper copy must be provided to chambers. Additional courtesy copies

might be required per instructions by judge. See court Rules and General Orders
for additional guidelines.

Basics - 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 file is in PDF format, Adobe
Acrobat 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 bars to move through the document.

. Click onthe Viewmenu for other options for viewing the displayed

document. Choose the option that is most appropriate for the document.

Basics - Scanned PDF Documents
The court recommends that scanning be used as a last resort. You should try to
create PDF documents electronically by using a PDF writing program such as
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Adobe Acrobat Writer. Scanned documents are significantly larger electronically
created PDF documents.

If you need to scan a document, use the following guidelines to minimize the size
of your scanned document:

. Scan at 200 dpi resolution
. Scan as Black & White, not Color or Grayscale
. Scanto PDF format
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Basics - A Step-By-Step Guide

Below is a step-by-step guide for entering the system, preparing a document for
filing, filing a motion or application, and displaying a docket sheet. We suggest
that you go through the steps on the training data base before trying to actually
file a document.

Basics - How to Access the System
Users can get into the system via the Internet by going to
https://ecf.cofc.uscourts.gov

You may also go to the Court’s web site at www.uscfc.uscourts.gov and click on
the Electronic Case Filing hyperlink. Click on U.S. Court of Federal Claims link to
open the login screen and loginto ECF. Users can access the Training
Database by going to https://ecf-train.cofc.uscourts.gov.

Basics - Logging In
The next screen is the login screen.

ECF/PACER Login

Neotice
Ths 1 = Kesmicted Web Site 1or thical Jous Busmess ooy, Unauthonzed entry i protubated ane subject to
armsenwion mder Title 12 ofthe U5 Code. Allactmaties end access atternpts ave omec.

Instructions

Zover yuur BCF loginand passswond G elecloon: fling vapabilities. IF yoodo ool seed Glicg capabililies, saler you
SBCER loon and password. ' wou do vot hace a PACER ogm, oontact the PACER berace Certer to estabhzh an aceornt
Fon ray register onlime at kit pacer pac nezonrts gowor call the PACER Servoee Center at (2001 A73-6856 or (2100

AN AN

Y1 access Tee of §.07 per page, &5 epproved b 1le Jodicial Conderence of the United States at its Srpreziber 1998 session,
#ill bz assessad for access to this saredce. Allinquities will be charged to sour FACEE. asccurnt. IF wou do not need filing
capabililies, enter your PATER logn and password. The Clisnt eode & proviced to the PACER. 1ser 25 £ means of racking
sransectore baw elient This code canbe 1p to thrtw too alphanroetic characters long,

FAuthenticaticn
Lagin: |
Fasamecrd: |
client code: |
Lagn i Cleer i
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Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive. Note: Use your ECF login and
password if you are entering the system to file a filing 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 you PACER login and password. Verify that you
have entered your ECF login and password correctly. If not, click on the [Clear]
button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password information, click on
the [Login] button to transmit your user information to the ECF system. If the
ECF system does not recognize your login and password, it will display the
following error message on a new screen.

Login failed either your login name or key is incorrect!
Click on the [Back] button in your browser and re-enter your correct login and
password.

The most common login problems are:

. You did not enter your correct login ID or password.

. You had the CAPS LOCK button on the keyboard. CM/ECF is case
sensitive.

. You are trying to log into the TEST or TRAINING system instead of the
LIVE system.

Please note that the LIVE system background color is white. The background
color for the TRAINING system is pink.

Once the Main Menu appears, choose from a list of options on the top navigation
bar.

EECE Clwll + Zr Imdnal * Quary L REpOrts L ¥ Logaut i"
=

US Connt of Teleral Clans

Undted Stater Cowrt of Pederal Claiins

Official Comr Electvonic Daoment Diling Syatem

Thiz Teezsame 12 contsdned in the fle CperadonModes him,

Vam nay maed fns Ale toalert osers o onrenr CVETOT apecational 1ssnes.

TiEe fhtdns dn Fov Srhenad Ovnrs Bamimens chibe Aoiuly o cine phon Kz oS 2 foooss Doenwsnd AlED ovn AEE mLTROR ONs
sakpare ng Pegavs? Buis s mal A dare T1 Tt ensurk ooy o tmmnad e teny und B Saeeraad s rka
et s Lo e Raroean ! e
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Note: The date you last logged into the system appears at the bottom left corner
of this screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the
court's Help Desk as soon as possible.

e s OO NP0

b e B 2R

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

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

Criminal- The Criminal portions of CM/ECF have been deactivated for the Court
of Federal Claims.

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

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- Maintain personal ECF account information and access helpful links in
the Utilities area of ECF.

Logout- Allows you to exit from ECF and prevents further filing with your
password until the next time you log in.
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Filing

Registered filers will use the Civil feature of ECF to electronically self-file and
docket with the Court a variety of filings. This section of the manual describes the
basic steps that you need to take in order to file a single motion with the Court.
The process is consistent regardless of the event.

Civil - Filing a Complaint/Petition

The Court will not accept complaints filed electronically. Complaints must be filed
in the traditional manner. If the case meets the criteria for electronic filing, the
Clerk’s Office will scan the complaint, open the case as an ECF case, and notify
all parties.

Civil - Filing Documents for Civil Cases

There are eight basic steps involved in filing a document:

Select the type of document to file (see Attorney Event Menu);

Enter the case number in which the document is to be filed;
Designate the party(s) filing the document;

Specify the PDF file name and location for the document to be filed.
Add attachments, if any, to the document being filed.

Modify docket text as necessary

Submit the filing to ECF

Receive notification of electronic filing

1.
2.
3.
4.
5.
6.
7.
8.

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

EE F v Criminal + Ouery = v Ullilivs + Logoul ﬁ::

1. Select the type of document to file

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying a list of menus containing all of the events from which
you may choose for your filing. This section of the User's Manual describes the
process for filing a Motion in ECF. The process is similar for filing other filings in
ECF.
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Reports

Civil Events
Ligtal Pleaass aunl Servie s Consuwsswnal Helerence Eveyls SEALEL Congressionad Belervnos
G e uf Process “lings Graled Corit Tl nes
Sonewers te CernplainkyC curterc aie Zealed Tilings
e Bawen s SEALED Filings
Srarnd S-ra-e
Motions anid Related Fiines Seaed Answers
Blealyaae ceaed e Snsweers
Ersponsns znd Erpli-z Zrand M asans
Zeaed Eesponcer ard Fepdes
(Ml baliy s ceaed ALE Lo mo-nls
ATUR Tia-nrrtz Zra nd THan i
Lz omraty Tocnente Seaed Motizer
Homces ceaed Toal Docwn=nss
Tria Tamrne-ta arand Appooalz
Azpes] Documents Seaed Tther Do owrenss
Obzer Diecvmnent:
Vaccine Bvomis l{

Jiaccins Fespunses
Dot Wacoihe T o cuments
Sravmz blobae

If you are filing a SEALED document you MUST select one of the SEALED
menus from the Civil Events list. Failure to do so will result in your filing being
instantly available to the public. Once you have selected a sealed menu the
following screen will appear to verify you are filing a sealed document and to
remind you that you need to have an order from the court allowing the filing of
sealed documents in this particular case.

EECF il ® Critnirwal = a0 Msprls ' Pllilibic s ' 1 sl "?-

Sealed MNotices

L.
WARNING: By using this menu any PDF document that
vou attach will automatically be SEALED from public
view. Pursuant to General Order 42 vou must have an
order from the judge that allows for the clectronie filing of
sealed documents in this case.
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For this demonstration click on Motions, under Motions and Related Filings

The Motions screen appears and displays a motion selection field with a scroll
bar next to it. Scroll through the menu until you find the type of motion you wish
to file.

Motions

Entr. of Dizfoutt S|
E«zzec Toge Linit

Fxarrin

Fx el 1o olbenas rnd =
Exdnsianul e 2o Conple e Do dne

Cazznzion oA T reataliledazwe s

Cizznsion ol T ro= k2 Cile Dlocurr ent®Aotior

E-«znsiah ol T r-=ta File Mespa

Lﬂl =T T] | k

For demonstration purposes, highlight Extension of Time to File Response/Reply
and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and
click on each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed
A new Motions screen opens with a Case Number field. Enter the number of the
case for which you are filing a motion and click on [Next].

. If the number is entered incorrectly, click _Elear |to re-enter. If the
computer prompts that you entered an invalid case number, click on

Back o re-enter.
. When the case number is correct, click on _Mex

Crimmal - duery + Reports

IMotions

Case Mumbcr

“ 012545, 1000w 12345, 1-000 err-12345, C00ewr] 2345, cr 10012345

et Zoeat I
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3. Verification

Use this screen to verify that you have selected the right case and that the case
is an ECF case that requires electronic filing. The cases’s full docket number
and short title is a hyperlink that will allow you to jump to the case’s Docket
Report (for a PACER charge). This link will remain at the top of each screen
through the filing process so you can always be sure of which case you are filing
to. The large banner under the docket number tells you if this case may be filed
to electronically. You should see a green banner that indicates you may continue
with electronic filing. If you see a red banner stating that the case is a paper
case, then STOP and do not continue filing.

1 riminal . Hrpinrts Litilitirs

Motlons

i VT 1Y SR e T, AT L) o ) O L N

This is an ECF case. All filings must be submitted electronically.

4. Designate the party(s) filing the document

Highlight the name of the party or parties for whom you are filing the motion. If
you represent multiple parties you may select them all by holding down the
control key while pointing and clicking on each party you wish to select.

BECF - ot - o
U Civil » FriminAl * ey »

Motions

007 —5-0000Z2-ETD Mouatam v TS58

Seleact the filer.

Select the T'arty:

Fdountair, taurice [Flairtif] Acd'Creare INew Paly
Mountair, FMourice [Counter Defendant]

LISA [Nefrndan]

1S4, [Counler Clairmiznt]

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

Note: If your party does not appear, see the section of this manual titled
Add/Create New Party.

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

ECF accepts the party or parties you selected and refreshes the screen to
display a new Motions screen depicted below. ECF displays a field for locating
and entering the PDF file of the document you are filing in ECF.

Note: The system requires that you attach an electronic copy of the filing. All
documents that you intend to file in ECF MUST reside in PDF format. Otherwise,
ECF will not accept the document and you will not be able to continue filing your
document.

EEC F Civil = Criminal = Quary

Motions
0 -cyw-00002-F 170 Mountain v, LISA

selzct the pdf docurrent (For example: 2A192cw501-21 pdb).

Filename

] Hrowse.. I

Attaclonents to Docmment: & 3o & Veg

Pt Clear I

. Click on the [Browse] button. Your browser opens the following screen.
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Houpload 2%
e =TI R e

Fia ~ara | j Epee l
Fiess o Inps [HTH _ Flzs = Lo AL

If necessary, change the Files of type from

Fis of bype | THLT le: =l
to: Filez af type I-'!-.IIFles ["7] LI
. Navigate to the appropriate directory and file name to select the PDF

document you wish to file.
. Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse

click on the highlighted file name to open a quick menu and left mouse click on

Open. Adobe Acrobat will launch and open the PDF document that you selected.

You should view it to verify that it is the correct document.

Filex 1Rjpnarl
Laakjn |5 FCF Fies = ==

Szt ) s,

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

selzet the pat decament iter zzample: U] 9PeviC] AT pat.

Fillename

IC:"'.PDF' Tilest02-01<27.pdE

Attaclanents to Docmpent; & 2o & To;

Nl:!}il_l Cludr |
. If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, "Modifying Docket Text,... to proceed with
your filing.
. If you have Attachments to your motion, you will select the Yes radio

button on the screen depicted above.
Click on [Next] and proceed to the first step in Section 5, "Adding Attachments to
Documents Being Filed....
In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

EE F Civil = Criminal *» [uery R.eprarts .

Motions
00 -ew-C 2102200 Mdcmnka s » T0A

FEEOE Tamnent 2 not awrel -forrrnd TTIF domwne-t Thes Arther infarmation 17 amaabli)

La-:kI

. ECF will not permit you to select a file for your filing 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 filing and proceed as before.

Failure to Select A Document to File
If you fail to select a document to file with your filing, ECF will display the error
message depicted below.
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. If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.

Every motion will have a different series of screens depending on the type of
motion. For a Motion for Extension of Time to File/Reply, you will see:

MoeHons Maotlons
PR T SRR T RIS PSS P -t T i W P RRTTE R i N

Seloer document whiose dewlimes arc to be extended

AP = Mezponse Lleaslline
I Refor ro exishug cvenhzi]

Hilal | | Thau 1RFR0I0%
SR i bl Clza
=gl | =
Ml | A

Enter data as appropriate to the motion you selected. Click [Next] to move to the
next screens.

6. Add attachments to documents being filed

EECF T » Criminal » (uey « Eepols » LUtikties ~» Logout '?

Motions
0 COME.ETD X unoaie, w, 155

Selerr ane ar wnte ablachmemis.,
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If you acknowledged the need to attach documents to your motion during the
previous step, a new Motions screen appears.

. Click on [Browse] to search for the document file name of the attachment.

. Next to the field for attachment Type, click on the arrow and ECF opens a
pulldown screen. Highlight the type of attachment from the displayed
selection.

. To describe the attachment more fully, click in the Description box and

type a clear and concise description of the attachment.
. Click on [Add to List].

ECF adds the selected document as an attachment to the filing and the
document will now appear in the list box.

. Repeat the sequence for each additional attachment.
. After adding all of the desired PDF documents as attachments, click on
[Next].

Limitations on Attachments

Electronic attachments shall not exceed 4M per PDF file. For documents over 50
pages, a paper copy must be provided to chambers. Additional courtesy copies

might be required per instructions by judge. See court Rules and General Orders
for additional guidelines.

7. Modify docket text
Click on the button shown here to open a modifier drop-down list. Select a
modifier if appropriate.

EECF chel «  Crimbal  « Query +  Reports +« Utllitles

Motions
UL e IO ST loasibain o TTRS

Decker Texe Madiy as Approprlatz.
2 WHFLEGD for brtension of Loos fo Hile Hesponge Heply
| T T2A . Remponses doe by 12252002 Tood, Fuali)

Click in the opentext area to type additional text for the description of the filing.
Keep in mind that this text appears on the docket sheet, so you must exercise
good professional judgment here.

Click on the [Next] button.

CM/ECF User Manual for Attorneys 22 November 4, 2004



8. Submit the filing
A new Motions window appears with the complete text for the docket report.

. Review the docket text and correct any errors. If you need to modify data
on a previous screen, click the button on the Netscape toolbar to find the
screen you wish to alter.

E ‘ F Liwil = Urirnal - Uuery - Heports = Utilities

Motlons
00T oe 200G A TIT Wooursann -~ TTEA

ekl | est: Fimal el

WHFLLICGH tor Extension of Time to bile Hesporge Beply by USA Hezpouse ddne by
12:22:2002 {Lot. Foaly

Artewrion!| Mressmer the FLXT batton on this soreen conquits this rapsacton Yon will have
1o frther oppormuty to woo dify thiz oaneaddon i 4o oruinme.

!"]I_I_|- Cilisar !

Note: The screen above contains the following warning.

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

This is your last chance to cancel this docket entry before making it permanent.
Clicking on Next will docket this entry on the docket sheet.

Click on the [Next] button to file and docket the filing.

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
ECF opens a new Motions window displaying an ECF filing receipt.
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. The screen depicted above provides confirmation that ECF has registered
your transaction and the filing 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.

. Select [Print] on the browser’s toolbar to print the document receipt.
. Select [File] on the browser's menu bar, and choose Save Frame As from
the drop-down window to save the receipt to a file on the hard drive of

your computer.

. ECF will electronically transmit the Notice of Electronic Filing to the
attorneys in the case who have registered for CM/ECF accounts and to
the court. The ECF filing report also displays the names and addresses of

individuals who will not be electronically notified of the filing.

At the bottom of the Notice of Electronic Filing screen, you will see who the

notice was electronically mailed to.

0:01 ov 3 Netiee will be dectromeally mailed ro:
Carcline Aspon efcattyi@hotiai]. ¢ om

0:01-v-2 Netice will not be elect onte ally mailed to:
Tnele Sam

el Litigation Brarck

LDrepartrent of _ustce

100 | Sarees, R
TWashington, TaC 20001
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Civil - E-Mail Notification of Documents That Were Filed

After a filing is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail
addresses to the Court. Individuals who receive electronic notification of the filing
(including the filer) are permitted one "free look” at the document by clicking on
the associated hyperlinked document number embedded in the Notice of
Electronic Filing. The Court strongly urges you to copy the Notice of Electronic
Filing and documents to your hard-drive for future access. Subsequent retrieval
of the case docket sheet and filing from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.
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Civil - 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 a Party” screen, click on Add/Create New
Party. The screen depicted below will appear.

search for a party

Last/Eusiness name |

Search | £ ea'l

You must first perform a search to see if your party is already entered on the
ECF system. Type the first few letters of the party’s last name for an individual,
or the first few letters of the company name. Click [Search].

If a match is found, ECF will display a list of party names. If the name of the party
you represent appears in the list, click on it and then click [Select name from list].
Review the party information and select the party’s role in this filing. Click
[Submit].

weach for o paty

LaxtBuxumwss ey l
Suurl.;hl Cluar

Parly svarcl resulis
Srnith, Dlan - =
Sruilly, Ju
Smith, Ters

FE R mEma P lise CIE3 3 nRts [ECy I
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If a match is not found, or your party does not appear in the list, click [Create new
party]. ECF displays the following screen.

Farvy Tifursccalion

Lasl nagme ZRAT1 First mune 07
ILilille susame Craseraiion Lillw
Dole ot fplagt) | Trose |nc |
I'mizomer Il Ciffice
Tt Address 1
Address 2 Auldress 3
Cite Etate Zip
Clammty » Clamitry
Flire Fax
F il
Earmy foxx
W laud b iud g
Subroi || Canred || G|
. For a company, enter the entire company name in ALL CAPS inthe Last
Name field. Choose the appropriate Role from the drop down list. Click
[Submit].
. For anindividual, fill out the Last Name, First Name, Middle Name,

Generation in ALL CAPS as appropriate. Choose the appropriate Role
from the drop down list. Click [Submit].
. Leave all other fields blank.

Civil - Linking Documents (Refer to existing event)

Some filings such as Responses and Replies should be "linked” to their related
documents in the case. When filing these and certain other types of documents
you will be presented with the following screen.

™ Rofer to existing events)?

Filad | tn |

Lrociwoenis I ta |

An”event” in CM/ECF is anything that has been filed in a case. 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 [Next].

CM/ECF User Manual for Attorneys 27 November 4, 2004



EE F T +  Lrminal + (uery  + Heports +  Udlites  +  Logouwt

Cther Orders
Ul e UL ELL 2 ol ey, oo LESA

el TE QURRIER AN SFEE  TE WHCE Fou aaegt velatos!

[T 12l%me 5 LIOTLZH For Extensoon of Tirc sl L0372 to FL: e cnge 12 motion 722 appenary -segmet b TES Bermize
A Beagtnac 2xx by LS008 3o Soddll [ Tersaniabed

1021500z 7 BEITIZH Coc Exteoscoas of Doz omibil L2e5072 Lo FE2 bee 2laazice Dowmlai-. Becae 2, 1000272, Braponse due by
LR Gy, Addl Temeaec e,
[ 3% 50 MNATISN Forlraen 20 File o lee enbal B kg TES Seseaw INREETNE Reazn-<an Torhe | S20N0 ey

Ao Tarmnnakas)

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

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.

EE F Livil «  Liriroal o luery | o+ HPoorts o+ DHElities o+ LOgnur q‘-.

ECF opens the PACER Login screen. You must enter your PACER login and
password before ECF permits you to query the ECF database.
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Note: Your PACER login and password are different from your ECF login and
password. You must have a PACER account in order to retrieve, view, and print
certain documents. You will be charged the standard PACER fee to access
documents, docket sheets, etc. from ECF. After you enter your PACER login
and password, ECF opens a Query data entry screen as depicted below.
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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 in Figure B on the next page.
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You 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. f more than one
person with that name is in the database, ECF returns a screen from which to
select the correct name. If you click on the name of the party, ECF will open the
guery screen depicted in Figure B. If the individual is a party to more than one
case, ECF will open a screen listing all of the party’s cases (Figure A). Click on
the case number hyperlink and ECF opens the query screen depicted in Figure
B.

Figure A
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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. See Figure B.

You may also query a case by the nature of suit. You must enter a range 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 the date 1/1/1970 as the "beginning of time."
When you run the query, if there is more than one case that meet those criteria,
you will get a screen similar to the one in Figure A, but listing multiple case
numbers.

Figure B
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At the top of the window, ECF displays the case number, parties to the case,
presiding Judge, date that the initial claim was filed, and date of last filing for the
case. You may choose specific case information from a large list of query options
by clicking on the appropriate hyperlinked name on the screen. The following
paragraphs describe several of the available case-specific query options.
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Query - Attorney
This query displays the names, addresses, and telephone numbers of the
attorneys who represent each of the parties to the case.
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Query - Case Summary
This query provides a summary of current case-specific information as
represented below.
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Query - Deadlines/Hearings

This query produces a screen that allows you to query the database by various
means to obtain hearing and other schedule deadlines. If you query as illustrated
below, ECF opens the Deadline/Hearings screen depicted on the next page.
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Deadlines/Hearings
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After the window opens, if you click on a document number, ECF will display the
actual Scheduling Order for the conference or hearing.
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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.

Query - Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen with the
case number already filled and is otherwise exactly like the Docket Sheet in the
Report menu.

Query - History/Documents

This selection queries the database for case event history and documents
associated with the case. After you click on the History/Documents hyperlink,
ECF opens the screen depicted below. You may select the sort order for the
guery report and choose to exhibit all events or only those with documents
attached. ECF also offers you the option to display the docket

text in the report.
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After making your selections, click on the [Run Query] button. ECF queries the
database and builds your report. The figure below depicts a portion of a
History/Documents report. This particular report lists all of the events and
documents associated with the case in reverse chronological order. It also
displays the docketing text for all docketed events.
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You may view a PDF file of actual documents by clicking on the document
number 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.

CM/ECF User Manual for Attorneys 34 November 4, 2004



Reports

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

EECF Livil = Lriminal « Uuery

Repmts
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If you select Civil Cases or Docket Sheet from the screen depicted above, ECF
will ask you to login to PACER. You may view Court Calendar Events for a case
without logging into PACER.

Report - Docket Sheet

Click on the Docket Sheet hyperlink in the figure above and 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.
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This is 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 a full docket sheet
for the case you selected. See the Query feature section of this manual for a
depiction of a partial docket sheet report. If you do not need a complete docket
sheet, you can narrow the query using the date filed/entered fields. ECF also
offers various sorting options from the Docket Sheet query screen.
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Report - Civil Cases

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.
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Note: If you are not logged into PACER, ECF will display the PACER login
screen. Loginto PACER and ECF will 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 a report for all cases opened in ECF. This picture depicts part of a
report of all test cases filed in ECF from 11/08/2002 to 12/09/2002.
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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.
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Utilities
The Utilities menu provides the means for registered users to maintain their
account in ECF and to view all of their ECF transactions.
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Utilities - Your 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 a log of all your
transactions within ECF.

Utilities - Maintain Your Account
Click on the Maintain Your Account hyperlink to open the Maintain User
Account information screen.
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This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. This includes Bar Identification
and Bar status. DO NOT CHANGE YOUR MAILING ADDRESS. CONTACT THE
CLERK'S OFFICE TO REQUEST A CHANGE OF ADDRESS.
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Clicking on the [E-mail information] button opens the following screen.
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ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in this screen. Perform the following steps to enter additional
email addresses for individuals that you wish ECF to notify regarding new case
filings and documents.

. From the screen depicted in Figure 31A, enter a check mark by clicking on
the box to the left of the line, which reads "to these additional
addresses....

. Enter the e-mail addresses of those individuals you wish to notify

concerning ECF activity. This data entry field has a capacity of 250
characters for approximately ten E-mail addresses.

. Stipulate the format of the ECF notices by selecting your choice from the
bottom of the screen.
. If you wish to enter completely new information about your account, use

the [Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen]
button to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeled

More user information, from the Maintain User Account screen. ECF opens the
screen depicted below.
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This screen displays user login information and provides the means to change
your ECF 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 and delete the asterisks. 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 [Return to
Account screen] button to reopen the Maintain User Account screen. When you
are satisfied that all of your account information is accurate and up-to-date, click
on the [Submit] button at the bottom of the Maintain User Account screen to
submit your changes to ECF. ECF will notify you onscreen that your updates
were accepted. If you changed passwords, you may begin using the new
password during your next ECF session.

Utilities - View Your Transaction Log

This feature, allows you to review all 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.

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See figure below for a
sample transaction log report.
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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.

Utilities - Legal Research

When you click on the Legal Research hyperlink from the Miscellaneous screen,
ECF opens a new screen that contains hyperlinks to a Law Dictionary, a Medical
Dictionary, and Westlaw via the Internet.

Utilities - Verify a Document

Select the Verify a Document hyperlink to open a query screen and enter data in
the screen fields to locate a particular document attached to a specific case
number.

Utilities - Links
There are several useful links to websites or documents of interest:

. USCFC Rules (PDF) - This document links to the court’s rules

. USCFC Home Page - This link goes to the U.S. Court of Federal Claim’s
public website

. Court of Appeals for the Federal Circuit - This link goes to the U.S. Court
of Appeals for the Federal Circuit's public website.

. CM/ECF Resources - This link goes to the U.S. Court of Federal Claim’s

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

EE F &« Crmingl o+ Quory = Peporly o ULBUes «0 Lol 6_'1-

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out
of the system and return you to the main CM/ECF login screen.
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