Clerk’s Office

United States District Court
Northern District of Ohio

801 West Superior Avenue

Cleveland, Ohio 44113-1830

Electronic Filing

The U.S. District Court for the Northern District of
Ohio is a leader in electronic filing and is proud to
have been the first Court to accept an electronic filing
over the Internet. Using the Case
Management/Electronic Case File (CM/ECF) system,
attorneys can:

* File complaints and initiating documents, except
in criminal cases;

» File subsequent pleadings and documents;

» Retrieve up-to-the-second docket sheets;

» Retrieve most case documents; and

* Receive electronic notification of filings.

CM/ECF was developed by the Administrative Office
of the U.S. Courts and is used by Federal Appellate,
District and Bankruptcy courts throughout the
country. The system provides unprecedented access
to Court records and has proven that widely available
and inexpensive technology can accommodate
electronic filing in federal cases.

. Transcripts of Court Proceedings

CM/ECEF is continually evolving and providing new
services. For example, when court reporters fulfill
orders for transcripts of Court proceedings, the
transcripts are now filed electronically. During the
first 90 days after filing, transcripts are only available
for viewing at public access terminals within our
courthouses; they will not be available over the
Internet during that time. The transcripts are also
available for purchase from the court reporter.
Counsel of record are responsible for informing the
court reporter within 21 days after the filing if the
transcript contains social security numbers, financial

account numbers, birth dates, the names of
minor children, or in criminal cases only,
home addresses that must be redacted to
protect privacy interests pursuant to the E-
Government Act, Local Rule 8.1 and Local
Criminal Rule 49.1.1. After 90 days, the
transcripts (redacted if necessary) will also
become available to the public from the
Clerk's Office and over the Internet
through PACER.

~
"-} How are documents prepared?

Attorneys create documents on their own
computers using standard word processing
software. However, instead of printing the
documents on paper and delivering them to
the Court, documents are converted to a
portable document format (PDF) that
allows everyone to view the documents,
regardless of the type of system used to
create or view them.

A
B c How do I file electronically?

Attorneys access the Court’s electronic
filing system over the Internet. After
entering a Court assigned user name and
password, attorneys enter the case number
in which their document is to be filed, the
name of the party for whom the document
is being filed and the type of document
being submitted (answer, answer with
cross-claim, etc.). The document is then
transmitted to the Court’s computer.



1 23 What happens next?

Once the document is received by the Court,
the electronic filing system:

. Sends a receipt to the sender
verifying that the document has been
received;

. Updates the docket sheet and

provides immediate access to the
event and the document to anyone
with access to the system;

. Sends a notice of the filing to all
parties who have agreed to receive
electronic notice.

é What if the document was not

- created on a computer?

The Court seeks to have as many documents as
possible filed electronically, but recognizes,
however, that some documents may not be
available in electronic format — for example,
certain medical records. Nevertheless, many of
those documents can be easily and
inexpensively scanned for electronic filing.
Documents or objects that cannot be scanned
reasonably can be filed and served in the
traditional manner. Advance planning will help
avoid the need to make last minute decisions
on such matters.

Are any documents precluded
from being filed electronically?
Documents to be placed under seal may not be
filed electronically and must be filed in the
traditional manner. Attorneys should pay close
attention to Local Civil Rule 8.1 and Local

Criminal Rule 49.1.1 which requires the
redaction or exclusion of specific personal

identifiers from documents.

l \  What are the benefits?
A 40 4

Electronic filing streamlines the typically time-
consuming and costly process of delivering
legal documents to the Court and sending copies
to all the parties in the litigation. In addition,
attorneys can file documents and review cases
from anywhere with an internet connection.
The system also improves access to Court
records by making documents available even
when the Courthouse is closed for business.

b\ Who decides if it will be used?

The Court requires attorneys to file and receive
notices electronically in all civil and criminal
cases, absent a showing of good cause, unless
otherwise excluded by the rules, procedures or
orders of the Court.

What do I need to do?

To file electronically you must:

* Be admitted to practice in this Court;

*  Complete an electronic filing registration
form; and

*  Secure your passwords and notify the
Court if you learn that it has been
compromised.

* Have access to the Public Access to Court
Electronic Records (PACER) system
which allows users to obtain case and
docket information from Federal
Appellate, District and Bankruptcy courts,
and the U.S. Party/Case Index via the

Internet.
Upon completion of the registration form, you will be
assigned a user name and password that will permit
access to the system and serve as your signature on
all documents filed under Fed. R. Civ. P. 11.

‘f What equipment do I need?
—_—

To file electronically in this Court, parties need the
following:

e acomputer running a Windows or a Macintosh
operating system;

e Adobe Acrobat 3.0 or higher to convert
documents to a portable document format
(PDF);

e a PDF-compatible word processor like
Macintosh or Windows-based versions of
WordPerfect and Word;

e Internet access supporting a transfer rate of
28.8 kbs or higher;

e CM/ECF has been tested and works correctly
with Netscape 7.x, Internet Explorer 6.0 and
Firefox 1.5; and

e Access to a scanner to image non-computerized
documents.

g What if something goes wrong?

If problems occur, call the Clerk’s Office Help Desk
(1-800-355-8498) Monday - Friday from 8:00 a.m. to
4:45 p.m. (eastern standard time). A voice mail
message may be left at other times.

% Is the system secure?

The electronic filing system has several
layers of security. A user name and
password are required to access the system
and documents are encrypted and
transmitted through SSL protocol. In
addition, the electronic receipt issued by the
Court contains a unique validation code
ensuring that documents cannot be altered
after being received by the Court.

ﬁ Is training available?

Attorneys and law firm staff may receive
training by contacting one of the following
numbers:

Cleveland: 216-357-7007
Akron: 330-252-6015
Toledo: 419-213-5500

Youngstown: 330-884-7419

An online tutorial is available on the
Court’s internet web page at
http://www.ohnd.uscourts.gov under
Electronic Filing. Registered attorneys can
also practice filing and retrieving
documents using a training system.

\ Where can I learn more?

Additional information about the CM/ECF
system and electronic filing can be obtained
from the Clerk’s Office or through the
Court’s web page at
http://ecf.ohnd.uscourts.gov. Available
materials include: attorney admission and
electronic filing registration forms, an
“Electronic Filing Policies and Procedures
Manual” and a “User Manual.”





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




