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What’'s New 1n This
Update of the User
Guide?

TIP: Need help? Send an email to cmecf_ca9help@ca9.uscourts.gov and please include
information such as case numbers, filer's name, and any other information that can assist us in
answering your question. You can expect a reply from the Court during the Court's business hours,
from 8:30 AM to 5:00 PM Pacific Time.

This topic lists the additions and updates that were incorporated in each update of this guide.

August 1, 2009 Updates

Updated logging in instructions and illustrations to reflect new checkbox that must now be
selected to acknowledge that you understand that in order to file, you must comply with the
redaction rules. See “Starting ECF” on page 16.

Updated Macintosh users requirements. With the 2.1.3 release of CM/ECF, Macintosh users
must update their system to have the latest Java updated released by Apple in June 2009. See
“Prerequisites for Macintosh Users” on page 118.

July 9, 2009 Updates

Added additional warnings throughout the guide about the size limit for PDF attachments.

Added new chapter with step-by-step instructions for filing a petition for rehearing. See “Filing
a Petition for Rehearing” on page 89.

Added note about remote electronic access to documents in Social Security cases and
immigration matters in “Document Links in a Notice of Docket Activity” on page 105.

Updated “Types of Motions Available When Filing a Motion” on page 139 in “Motions/
Responses/Replies” on page 138 to include some reliefs that were previously only available
when submitting a brief and a motion together: motion to file a late brief, motion to file
nonstandard brief, and motion to file oversized brief.
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What's New in This Update of the User Guide? >

June 19, 2009 Updates

e Updated “To set Firefox as the default browser and clear the browser cache and cookies” on
page 119 in “Macintosh Users and ECF” on page 117 to include illustrations and additional
steps.

April 25, 2009 Updates
» Updated illustrations as needed throughout the guide to reflect minor changes in the interface.

» Completely revised and updated “Starting ECF” on page 16. Added additional illustrations,
steps to change browser settings, and instructions for dealing with warning dialog boxes that
may open.

April 17, 2009 Updates
» Updated “Macintosh Users and ECF” on page 117 to include additional configuration steps for
filers who use a Macintosh system.

March 30, 2009 Updates
» Updated “Filing a Court Reporter Motion to Extend Time” on page 81 to include information
about fill-in form available at Court website.

» Updated “Filing Categories and Types of Motions” on page 135:
» File a Response to a Motion renamed to File a Response to a Motion/Form
* File a Response to a Motion/Form added to the Forms/Notices/Disclosures category

* Added motion to extend time to file FRAP 9a memorandum to “Types of Motions
Available When Filing a Motion” on page 139
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What's New in This Update of the User Guide? >

March 14, 2009 Updates
» Updated guide to reflect changes in ECF version 2.1.1.

» Changed “Supported Browsers” to “Hardware and Software Requirements” on page 14 and
included new information. Moved the “Screen Resolution” on page 14 topic into this new
section.

» Expanded “Filing a Motion” on page 61 to include illustrations for each step of the filing
process.

* Added new chapter, “Filing a Court Reporter Motion to Extend Time” on page 81. This chapter
provides step-by-step instructions for filing a court reporter motion using the appellate ECF
system.

* Added new chapter, “Macintosh Users and ECF” on page 117. This chapter provides
information for Intel-based Mac users.

» Updated “Filing Categories and Types of Motions” on page 135 to reflect the addition of two
new filing types:
* File a Response to a Court Order

* File a Reply to a Response to a Court Order

March 2, 2009 Updates

* Added new chapter, “Updating Your Appellate ECF Account” on page 151. This chapter
provides step-by-step instructions for updating a company’s name or address, and for updating
contact information for a registered attorney if that attorney changes firms.

February 23, 2009 Updates
» Updated “Submitting a Brief for Review by the Court” on page 49 to include illustrations for
each step of the filing process.

» Updated “Filing Categories and Types of Motions” on page 135 to reflect changes in labels of
filing types

» Filing type changes:
* File Court Reporter Motion renamed to File Court Reporter Motion to Extend
Time

January 9, 2009 Updates
» Updated “Filing Categories and Types of Motions” on page 135 to reflect changes in labels of
filing categories and types and to include new filing types

 Category changes:

ECF User Guide - 9



What's New in This Update of the User Guide? >

» Court Reporters/Transcripts renamed to Transcripts/Court Reporters
» Filing type changes:

» File Correspondence to Clerk Related to Pending Case (9th Cir.R.25-2) renamed to
File Correspondence to Court

» File Court Reporter Correspondence to Clerk Related to Pending Case renamed to
File Court Reporter Correspondence to Court

* (New filing type) In the Briefs category, added File an Errata to a Brief

* (New filing type) In the Rehearing/Reconsideration category, added File a Reply to
an Answer to a Petition for Rehearing/En Banc

» Updated “Checking the Service List for a Case” on page 47

November 8, 2008 Updates - Version 2.1
o Updated “Screen Resolution” on page 14

» Updated: “Completing an Electronic Filing” on page 32

» Updated: “Selecting the Filing Party” on page 39

e Updated: “Attaching PDF Documents to Filings” on page 44

* Updated: “Submitting a Brief for Review by the Court” on page 49

» Updated: “Types of Motions Available When Submitting a Brief and Filing a Motion Together”
on page 137

* New: “Creating Cross-Document Hyperlinks” on page 107

September 18, 2008 Updates
* New: “Filing a Motion and a Response to a Motion Together” on page 71

e Other minor updates throughout the guide.

September 9, 2008 Updates
* New: “Submitting a Brief for Review by the Court” on page 49

e Updated: “Filing a Motion” on page 61 (minor updates)
* New: “Filing Categories and Types of Motions” on page 135
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2 Getting Started

The topics below provide information that you may find useful when using ECF in the United
States Court of Appeals for the Ninth Circuit.

»  “Typographical Conventions Used in This Documentation” on page 12
o “ECF Application Overview” on page 13

» “Hardware and Software Requirements” on page 14
o “Starting ECF” on page 16

e “Stopping ECF” on page 23

» “Updating Your Account Information” on page 24

e “Screen Resolution” on page 14

e “Windows in ECF” on page 25

* “Drop-Down Lists” on page 27

e “Radio Buttons” on page 28

» “Date Fields” on page 29
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Typographical Conventions Used in This
Documentation

This documentation uses the typographical conventions described in Table 1.

Table 1. Typographical Conventions
Formatting Description
text Fixed Courier font.

Used for text that you must type in exactly as
shown, for keyboard keys that you must press,
for predefined values in drop-down lists.

SENTES

In the Confirm field, type YES.
Press Al t-F1.

text Bold.

Used for labels in the user interface of ECF,
such as area labels, field names, and button

From the Category drop-down list,
select Motions.

labels.
text Italic. In the Attorney field, type the name of
Used for variable information that you must the attorney for the case
enter in ECF. Also used for new terms when '
they are first defined in the guide. In the Date field, type today’s date.
In ECF, the File Date is the date that the
Court considers something filed.
> Greater than sign. Choose Reports > Service List.
Used to indicate a navigation path in menus.
12 - ECF User Guide



Getting Started > ECF Application Overview

ECF Application Overview

Case Management/Electronic Case Files (CM/ECF) is an automated case management and
docketing system designed specifically for the federal courts. The case management and docketing
(CM) portion is used by the courts. The electronic case files (ECF) portion allows courts to manage
documents electronically; provide 24-hour desktop access to case files by judges, court staff, and
the public; and accept filings over the Internet.

Electronic case files are documents stored in electronic format instead of on paper. Documents can
be created electronically by parties and court staff or paper copies can be scanned. All documents
are stored in Portable Document Format (PDF).

The ECF portion of the system is easy to use and allows a court to store, retrieve, review and send
case documents in a reliable and secure electronic format. ECF also offers the following benefits:

»  Twenty-four hour access to case files from any location

* Remote document filing

» Concurrent access to files

* Immediate e-mail notification of case activity to parties and court staff
e Easy public access

» Secure storage of documents

ECF User Guide - 13



Getting Started > Hardware and Software Requirements

Hardware and Software Requirements

The information in this section will help you to determine which hardware and software you need
to run ECF.

Supported Browsers

ECF has been tested successfully using Firefox 3.0, and Internet Explorer 6 and 7 as representative
browsers. All testing was performed using the Java Plug-In version 6 (also referred to as 1.6).

Java

You must have at least Java Version 6 Update 1 to use ECF. If you do not have Java on your
computer (or if you aren't sure if you do) go to http://www.java.com/. You will note that there is a
question/link below the Free Java Download button which asks Do | have Java? If you are not
sure whether you have it, this link will run a diagnostic check on your computer and let you know
whether it is already loaded. If you need to download or update Java, simply click the Free Java
Download button and follow the directions on the subsequent pages. The Java Version 6 download
is free, and the program takes only a few minutes to load.

NOTE: Add-on toolbars, such as the Google toolbar are known to interfere with ECF, so we
strongly suggest that you do not download or install add-on toolbars unless you know how to
configure those toolbars so that they do not interfere with ECF.

Screen Resolution

The minimum screen resolution required to run ECF is 1024 x 768 pixels. If the screen resolution
for your workstation is lower, you must change the resolution before you start using ECF. You do
not have to make any changes to your screen resolution if the current setting is higher than

1024 x 768 pixels.

CAUTION: If you do not adjust your screen resolution, you may not see all the information you
need to see in order to enter a filing in ECF.

For example, when you click the Continue button at the File a Document screen, the system will
open a warning dialog box that you need to review in order to continue the filing. Each warning in
that dialog box has a corresponding Continue checkbox all the way on the right of the dialog box,
and you may not be able to see those checkboxes if your screen resolution is not high enough. In
order to proceed with a filing, you must select each Continue checkbox before clicking the OK
button.
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Another possible issue may be that you do not see all the messages in the warning dialog box, in
which case you may need to use the scrollbar on the right of the dialog box to see all the messages.

An example of a complete warning dialog box is shown in Figure 1. In this example, you would
have to select the 5 Continue checkboxes and then click the OK button to proceed with the filing.

Figure 1. A Warning Dialog Box in ECF

pi& Docketing Submit Brief for Review by the Court

Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK butlton, selectthe cases (checkmark), and click the Continue bulton again.

Does your brief have the correct font size?

EITIGE See Federal Rule of Appellate Procedure 32(a). [1J Continue
. Are you filing a motion along with this brief? -
EITIGE If s0, cancel this transaction and choose Submit Brief for Review and File a Motion Together in the Briefs categry. [ Continue

Did you remember to include:

- bail status for criminal appeals
- cerificate of compliance
Warning: - corporate disclosure statement [ElContmue

- statement of related cases
- signatures

- table of authorities

-table of contents

REMINDER: You must serve 4 sets of Excerpts of Record, appendices,
Warning: and other record materials in paper format on the same day [_] Continue
that you submit a brief for review.

You must check Continue and OK for processing to continue for the casels.

CS——

Macintosh Users

The Apple Macintosh platform can now be used to run all parts of the ECF with no extra software.
See “Macintosh Users and ECF” on page 117 for details.

Additional Information About Technical Requirements

For additional information about technical requirements, please see What hardware and software
will attorneys need to participate in CM/ECF? in the ECF Frequently Asked Questions page at
PACER (http://pacer.psc.uscourts.gov/cmecf/ecffag.html).
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Starting ECF

After you log in to ECF, the Startup Page window opens.

1. Open a web browser window and navigate to the following URL.:
https://ecf.ca9.uscourts.gov/cmecf/servlet/TransportRoom?servlet=Login

The Appellate CM/ECF Login page, shown in Figure 2, opens.

Figure 2. Appellate CM/ECF Login Page

Appellate CM/ECF Login

Notice

This is a Restricted Web Site for Official Court Business only. Unanthorized entry is prohibited
and subject to prosecution under Title 18 of the U.5. Code. All activities and access attempts are
logged.

You must have Java Version 6 to file documents using Appellate CM/ECE.
If you do not have Java Version 6, go to hitp2‘'www.java com, click the Free Java Download
button and follow the instructions to download and install a free copy.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact:
Social Security or taxpayer-identification numbers; dates of birth; names of minor children; financial
account numbers; and, in criminal cases, home addresses, in compliance with Fed B App P 25
(a)(5).,Fed R.Civ.P. 5.2, Fed R. Crim P. 49 1, or Fed R Bankr P. 9037. This requirement
applies to all documents, including attachments.

[T understand that, if I file, I must comply with the redaction rules. I have read this notice.
Authentication
Login:
Passwaord:

Client Code:

CM/ECF has been tested successfully using Firefox 3.0, and Intemet Explorer 6 and 7, as
representative browsers. Other browsers and browser versions may work, as well. All testing was
performed using the Sun Java Plug-In version 1.6.

If you need help, send your question to CMECEF_caShelp(@ ca% uscourts.gov. Please include
information such as case mmmbers, filer's name, and any other information that can assist us in
answering your question. You can expect a reply from the Court during the Court's business hours,
from 8:30 AM to 5:00 PM Pacific Time.

CAUTION: Notice the checkbox labeled “I understand that, if I file, I must comply with the
redaction rules. I have read this notice.” You must select this checkbox to log in to ECF.

2. Make sure you select the redaction rule checkbox to acknowledge that you understand that
you must comply with the redaction rules. The checkbox is located immediately above the
Authentication box.
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3.

In the Login field, type your Appellate ECF login name and in the Password field, type your
password.

NOTE: The Login and Password fields are case-sensitive.

(Optional) In the Client Code field, enter a code to identify the person using the account.
This information is only referenced by PACER.

Click the Login button.

NOTE: If the cookies settings are not acceptable for ECF, the system shows you an error
message. An example of the message is shown in Figure 3. If this message appears, do one of
the following:

» If you are using Internet Explorer, go to Step 6 on page 18.

» If you are using Firefox, go to step Step 7 on page 19.

Figure 3. Warning - Cookies

You must enable cookies in order to use this system.

Authentication
ogn [ ]
asswort: [ ]
ClontCote: [
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6. To change cookies-related settings in Internet Explorer, do the following:

a.

b.

In Internet Explorer, choose Tools > Internet Options.
In the Internet Options dialog box, click the Privacy tab.
Under Settings, click the Sites button.

In the Per Site Privacy Actions dialog box, in the Address of Web site field, type
ecf.ca9.uscourts.gov and click the Allow button.

The Managed Web Sites list should now contain an entry for uscourts.gov, and the

setting should be Always Al low. An example of what the dialog box should look like is
shown in Figure 4.

Figure 4. Per Site Privacy Actions Dialog Box - Correct Settings

Per Site Privacy Actions

Manage Sites

[ You can specify which Web sites are always or never allowed to use
=& cookies, regardless of their privacy policy.

Type the exact address of the Web site you want to manage, and then click Allow
or Block.

To remove a site from the list of managed sites, select the name of the Web site
and click the Remove button.

Address of Web site:

|
=

Managed Web sites:

Domain Setting
uscourts.gov Always Allow

Remove Al
S

e.

f.

g.

In the Per Site Privacy Actions dialog box, click the OK button.
In the Internet Options dialog box, click the OK button.
Restart Internet Explorer and go back to Step 1 on page 16.

18 -
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7. To change cookies-related settings in Firefox, do the following:
a. In Firefox, choose Tools > Options.
b. In the Options dialog box, click the Privacy icon at the top.
c. Under Cookies, click the Exceptions button.

d. Inthe Exceptions - Cookies dialog box, in the Address of web site field, type
ecf.ca9.uscourts.gov and click the Allow button.

The Site/Status list should now contain an entry for ecf.ca9.uscourts.gov, and the
setting should be Al low. An example of what the dialog box should look like is shown in
Figure 5.

Figure 5. Exceptions - Cookies Dialog Box - Correct Settings

¥ Exceptions - Cookies u EI[E|E|

‘You can specify which web sites are always or never allowed to use cookies.
Type the exact address of the site you want to manage and then dick Block,
Allow for Session, or Allow.

Address of web site:

Site Status
ecf.cad.uscourts.gov Allow

Remove Site ] [ Remove All Sites

e. Inthe Exceptions - Cookies dialog box, click the Close button.
f.  In the Options dialog box, click the OK button.
g. Restart Firefox and go back to Step 1 on page 16.
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8. If a Warning-Security dialog box opens, do the following:
a. Select the Always trust content from this publisher checkbox.
b. Click the Run button.

This dialog box will only open the first time you start ECF if you follow the steps above. An
example of this dialog box is shown in Figure 6.

Figure 6. Warning - Security

RN NEES eIy

The application's digital signature cannot be verified. 0

Do you want to run the application?

Name: kza
WARNING: C] sy late program.

From: https: fiecf.ca9,.uscourts, gov

Run | Cancel |

More Information...

_.l._ The digital signature cannat be verified by a trusted source, Only
rurn iF you trust the origin of the application.
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The following happens:
c. A browser window, shown in Figure 7, opens.

This window, which remains open in the background, is titled CM/ECF Appellate and the
top of the page reads “U.S. Court of Appeals CM/ECF”. The large CM/ECF button initially
appears with an orange Java logo. Wait until that logo disappears and the button contains
the text CM/ECF as shown in Figure 7.

CAUTION: Do not close this window at any time.

Figure 7. CM/ECF Appellate Browser Window

©) Mozilla Firefox Kl - BX
File Edit View Higtory Bookmarks Tools Help

@ - c ), mﬁlhtb:us:..",."ecf.cag.uscourts.gow"mecffservlet."FransporRool b '

U.S. Court of Appeals CM/ECF

CM/ECF

WARNING: Closing this window will immediately close the
Appellate program.

I Done ecf.cad.uscourts.gov L}

d. The Startup Page window opens in the foreground.

An example is shown in Figure 8 on page 22. Notice that your last login date and time are
shown near the middle of the page.

CAUTION: Do not close the Startup Page window at any time. If you do close this
window by accident, find the background window, shown in Figure 7, and click the large
CM/ECF button.

ECF User Guide - 21



Getting Started > Starting ECF

Figure 8. Startup Page Window

#4 Startup Page
Docketing Reports Utilities Logout Help

Welcome to the Case Management/Electronic Case Files System of the LS. Court of Appeals for the Minth Circuit.

To start, choose an option from one of the menus in the menu bar.
To access online documentation, choose an option from the Help menu.

U.S. Court of Appeals ?Br the Ninth Circuit
Official Attorney Electronic Document Filing System CM/ECF

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are
subject to Federal Rule of Appellate Procedure, Rule 25. Evidence of unauthorized or criminal activity will be forwarded to the

appropriate law enforcement officials under 18USC152 and 3571.
Lastlogin Mar 14, 2009 2:47.57 PM PDT
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Stopping ECF
To ensure that the different pieces of the application close correctly, you should always logout from
ECF.

1. From the menu bar of any active ECF window, choose Logout > Logout CM/ECF.

A Confirm Logout dialog box, shown in Figure 9, opens.

Figure 9. Confirm Logout Dialog Box

Confirm Logout

2. Click the Yes button.

ECF logs you out and closes all its windows.
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Updating Your Account Information

The quickest way to update your account information is to navigate to the Appellate Filer Account
Update page and submit your changes. Use this URL to get started: https://pacer.psc.uscourts.gov/
psco/cgi-bin/cmecf/ea-login.pl.

You can also access the Appellate Filer Account Update page from within ECF:
1. From the menu bar of any active ECF window, choose Utilities > Update My Account.

The User Account Profile window opens. An example of this window is shown in Figure 10.

Figure 10. User Account Profile Window

pg User Account Profile for Annette External Attorney n E|@|g|

Docketing Reports Utilities Logout Help
The fellowing information is currently on file for you in the Sth Circuit. NOTE: Recently submitted changes may not have been processed yet.

Personal Information Address Information

Name: Annelte External Altorney
Gender: Female
Primary Email: cmecf_ca%help@cal.uscourts.gov

Account Information

User Name: ca%ecftest1 Address: U.S. COURT OF APPEALS FOR THE NINTH CIRCUIT
Password: Computer Center
ECF Filing Status: Active 95 Seventh Street

San Francisco, CA 94103

[v] Show PDF Header .
Jirect Phone: 415-355-7874

You do not have a default PACER login.

Noticing Preferences

Noticing Preferences: Email
Notice Frequency: Individual for Each Transaction
E-mail Format: HTWIL [«

[»]

Cancel |
When you click on Edit My Informaticn, a browser window will open on the PACER Service Center website where you can legin and submit your changes.
MNOTE: These changes may be subject to review by court staff before becoming effective.

Edit My Information

2. Click the Edit My Information button.

A new browser window opens with the Appellate Filer Account Update page.

Review the Frequently Asked Questions at http://www.ca9.uscourts.gov/cmecf/fags to answer
any questions you may have about updating your appellate ECF filer account information.

In addition, please review “Updating Your Appellate ECF Account” on page 151 for step-by-
step instructions for updating your address, firm name, and email addresses.
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Windows in ECF

In ECF, most windows are divided into several parts: a title bar, a menu bar, a screen area, and an
area at the bottom of the window that contains command buttons. An example of a window is
shown in Figure 11.

Figure 11. A Window in ECF

i Dockeﬁng Submit Brief for Review and File a Motion Together |:||§|r>__<|
Docketing Reports Utilities Logout Help =

D Case 66-999 ABC Fiction Team v. AAA Fiction Widget Company
Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

Filer Type Case Numbe_r] Short Title
[LI|Blow, Jog Amicus Curiae— 66-999 ABC Fiction Team v... ||~
[_]|ABC Fiction Team Appellant-Plaintiff G5-999 ABC Fiction Team v...
[_]|AAA Fiction Widget Company|Appellee-Defendant  |G6-999 ABC Fiction Team v...
[_1|Pro Se Filer, Susan External |Appellee-Defendant  |G6-999 ABC Fiction Team v...
Display All Parties || All Cases || Select All || Clear All

Additional Information
Type of Brief:
| Opening - |

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
(all reliefs) ¥ | | | oy |

Selected Relief

CM/ECF Appellat

Entry | Cases up

/—/<+ Continue || Back || cancel

Title Bar

The title bar contains the following elements: the ECF icon, the title of the window, and the
standard window controls (minimize, maximize/restore, and close).
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Menu Bar

The menu bar contains a number of menus that contain commands. In Figure 12, Docketing,
Reports, Utilities, Logout, and Help are menus. Notice for Cases of Interest and Update My
Account are commands or menu items.

Figure 12. Menu Bar

Logout Help

Notice for Cases of Interest
Update My Account

Command Button Area

The command button area contains the buttons that let you continue or step back in a process.

In most cases, you can also use the Cancel button in this area to cancel the process you are
currently working on. An example of a set of command buttons is highlighted in Figure 13.

Figure 13. Command Buttons

| continve || Back || cancel |
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Drop-Down Lists

A drop-down list contains a set of predefined values. In Figure 14, there are two drop-down lists,
Category and Description. The Description drop-down list is the active drop-down list (the
values that you can select are visible).

Figure 14. Drop-Down List

Category Description
|(allretiefs) ~ | | - ooy |

S8motion for 46.5
Entry ion for appointment of counsel
ion for appointment of pro hono counsel
imotion for attorney fees
imotion for bail pending appeal or trial
motion for certificate of appealability
ion for certification to state supreme court -

To select avalue in adrop-down list
» Using the mouse, click the down arrow of the drop-down list and select a value in the list.

» Using the keyboard, type the first characters of the value to select the first matching value in
the list.

» Using the keyboard, use the up arrow (M) and down arrow (V) to navigate up and down
in the list and select the highlighted value in the list.
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Radio Buttons

A radio button is a control that you turn on by selecting the radio button. Radio buttons are mutually
exclusive. This means that if you select one radio button in a group, you will not be able to select
another radio button in that same group. In some cases, selecting a radio button changes the other
user interface elements in the application.

Figure 15 shows two sets of radio buttons. The set on the left represents categories, the set on the
right represents a type of filing. In Figure 15, the Motions/Responses/Replies radio button and the
File a Response to a Motion/Form radio buttons are selected.

Figure 15. Radio Buttons Example

Select One -~
7 Click a category in the list i Click a filing type below, then click the Continue button
) Briefs i1 File a Motion

{® Motions/Responses/Replies ‘@) File a Response to a Motion/Form

") Rehearing/Reconsideration ) File a Motion and a Response to a Motion Together
i File a Reply to a Response to a Motion

i File a Response to an Order to Show Cause

) TranscriptsiCourt Reporters
) Answers to Original Petitions
_+ Appeals Pursuant to FRAP 9(a) i File a Response to a Court Order

" Forms/Notices/Disclosures i File a Reply to a Response to an Order to Show Cause

) Correspondence/Status Reports i File a Reply to a Response to a Court Order

7} Prospective Amici and Intervenors i File a Motion for Reconsideration from Dispositive Order

i File a Motion for Reconsideration from Non-Dispositive Order

4]
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Date Fields

A date field is a field where you must enter a date in one of the following supported formats:
e mm/dd/yy or mm/dd/yyyy
Example: 7/2/07
e mm-dd-yy or mm-dd-yyyy
Example: 7-02-2007
e mm.dd.yyormm.dd.yyyy
Example: 7.2.07

In ECF, you can also fill in a date field by selecting a date from a pop-up calendar.

To use the pop-up calendar to fill in a date field

1. Make the date field the active field, right-click and choose Select Date from Calendar from
the pop-up menu.

A pop-up window opens with a calendar, as shown in Figure 16.

Figure 16. Calendar Pop-Up

Go to the
previous
month

Go to the next

Go to the
previous year
without
changing the
month

Go to the next
year without
changing the
month

8 9 10| 11| 12| 13 |

15 | 16 1?/' 18 | 19 | 20 | 21

22 23// 25 | 26 | 27 | 28

Click to select a date
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TIP: Use the navigation buttons at the top of the calendar to quickly view the calendar for
another month and year.

» Click the << button to go to the previous year without changing the month. In the example
in Figure 16, clicking the << button would show March 2008.

* Click the < button to go to the previous month. In the example in Figure 16, clicking the <
button would show February 2009.

» Click the > button to go to the next month. In the example in Figure 16, clicking the >
button would show April 20009.

* Click the >> button to go to the next year without changing the month. In the example in
Figure 16, clicking the >> button would show March 2010.

Click a date to fill in the date field from where you invoked the calendar.

The calendar pop-up closes.
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3 An Overview of Filing

The topics listed below describe the process of filing in ECF. In ECF, you use the Docketing menu
to start filing a document.

e “Completing an Electronic Filing” on page 32

* “Finding and Selecting the Filing Type” on page 38

o “Selecting the Filing Party” on page 39

o “Selecting Related Previous Entries for a Filing” on page 42
» “Selecting Reliefs for a Filing” on page 40

o “Attaching PDF Documents to Filings” on page 44

e “Checking the Service List for a Case” on page 47
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Completing an Electronic Filing

You start the filing process by opening the File a Document window.

1. From the Docketing menu, choose File a Document.

The File a Document window, shown in Figure 17, opens.

Figure 17. File a Document Window

»& Docketing Click a category on the left to see a list of documents you can file

Docketing Reports Utilities Logout Help

et File a Document

Case: Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: 04/25/2009

Select One
i@ Click a category on the left to see a list of documents you can file

(@ Click a category in the list

) Briefs

) Motions/Responses/Replies

{_) Rehearing/Reconsideration

) Transcripts/Court Reporters

) Answers to Original Petitions

() Appeals Pursuant to FRAP 9(a)

i) Forms/Notices/Disclosures

) Correspondencel Status Reports
) Prospective Amici and Intervenors

CM/ECF Appellat

Check boxes for each additional case in which this document should be filed.

Caze

Total: 0 Selected: 0 Al
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2. Inthe Case field, type the number of the case for which you are entering the filing and press
the Tab key.
Notice that the case number and title now appear below the menu bar in the File a Document

window. In addition, the case number and title appear in the Case Selection box in the lower
part of the window. The highlighted areas in Figure 18 indicate where the case information

appears.

Figure 18. File a Document Window With Case Information

Case Information
Case 66-999 ABC Fiction Team v. AAA Fiction Widget Company =

Case Information

Case

[ "4 67-999 Susan Pro Se Filerv. ABC Fiction Team (Lead) /
# 56-999 ABC Fiction Team v. AAA Fiction Widget Company (Companion) (Target C
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3.

If other case numbers appear in the Case Selection box (another example is shown in
Figure 19), make sure that you select the checkboxes for those additional cases where you want
to enter your filing; this is in addition to the case that you entered in the Case field.

Figure 19. Multiple Cases in Case Selection Box

Total number of cases
listed in Case Selection
box.

«% for each additional case in which this document should be filed.

Caze Selection
_ 4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 4 07-56854 Rowland v. SEC, et al (Related) (Lead)

[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

M2 Selected: 0 Al || clearan |

Number of cases selected
inthe Case Selection box.

Con

You are now ready to find the filing type so you can enter your filing.

Use the information in “Finding and Selecting the Filing Type” on page 38 to make your
selections to identify the type of filing you are entering.

Click the Continue button.

Depending on the type of filing you selected, a warning dialog box may open. If this happens,
carefully review the information in the dialog box, select the appropriate Continue
checkboxes, and click the OK button.

A screen opens where you enter details about the filing.

Use the information in the topics below to determine how to complete the different areas in the
screen.

o “Selecting the Filing Party” on page 39

» “Selecting Reliefs for a Filing” on page 40

o “Selecting Related Previous Entries for a Filing” on page 42
o “Attaching PDF Documents to Filings” on page 44

» “Checking the Service List for a Case” on page 47
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7. After you complete information in a details screen, click the Continue button.

If more information is needed for the filing, another details screen opens. In this case, fill in the
necessary information and click the Continue button again.

When you have entered all the information for the filing, and you have clicked the Continue
button, the Docket Text dialog box opens. An example of the Docket Text dialog box, for a
response opposing a motion, is shown in Figure 20.

The Docket Text dialog box shows you the text of the entry as it will appear on the docket once
you complete the filing. You cannot change the text in this dialog box.

Figure 20. Docket Text Dialog Box

Filed (ECF) Appellee AAA Fiction get C T i ion (Motion

(ECF Filing) , to stay proceedings). Date of service: 08/25/2008.

£

EID

TIP: If you realize that you need to make changes to the filing, you can click the Back button
to step back in the filing.
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8. Click the Continue button.

The Event Review dialog box opens. Even though the background of the window is white, you
cannot change the text in this dialog box. An example of the Event Review dialog box is shown
in Figure 21.

Figure 21. Event Review Dialog Box

Event Review le

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

=

Filed (ECF) Appellee AAA Fiction Widget Company response opposing
motion (Motion (ECF Filing) , to stay proceedings). Date of service:
08/25/2008.

CAUTION: This is the “point of no return.”

TIP: If you realize that you need to make changes to the filing, you can click the Back button
to step back in the filing.

9. Click the Submit button to confirm your filing.

The Event Docketed message dialog box, shown in Figure 22, opens.

Figure 22. Event Docketed Dialog Box

Event Docketed

The docketed transaction has been completed.
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10. Click the OK button.
A browser window opens with the notice of docket activity for your filing. An example of a
browser window with a notice of docket activity is shown in Figure 23.
Figure 23. Notice of Docket Activity for Filing

) 66-999 ABC Fiction Team v. AAA Fiction Widget Company “File a Response to a Motion/Form” - Mozilla Firefox |« IM[i=0F
File Edit View Higtory Bookmarks Tools Help

c iy, l‘v |_] i https: fecf.ca%.uscourts. gov fcmecf/serviet/Transpor tRoom?serviet=ShowDoc/003 1 - -
|_-] https: ffecf.ca%.usc.. rvlet=k2aframe.jsp |_] 66-999 ABC Fiction Team v. AAA ... @

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys 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 avoid later charges,
download a copy of each document during this first viewing.

United States Court of Appeals for the Ninth Circuit

Notice of Docket Activity

The following transaction was entered on 04/25/2009 at 1:49:20 PM PDT and filed on 04/25/2009
Case Name:  ABC Fiction Team v. AAA Fiction Widget Company
Case Number: 66-999

Document(s): Document(s)

Docket Text:
Filed (ECF) Appellee AAA Fiction Widget Company response opposing motion (Motion (ECF Filing) Motion (ECF Filing) motion for
attorney fees). Date of service: 04/24/2009. [6896421] (AEA)

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

Document Description:Main Document

Original Filename:67-999-motion pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=04/25/2009] [FileNumber=6896421-0]
[760812d63303d6290b1b195b4d921767f4aTf0515e57b1541d508ad28afebebbab4ddS6c5ad3a288e35913d0c810c724d91a5257d1d°

Notice will be electronically mailed to:

Attorney, Annette External
Attorney, Donald External
Attorney, John External

Mrs. Attorney, Estela External
<

TIP: If you are not seeing the notice in a new browser window, check your pop-up blocker
settings. You must allow pop-ups from the Court’s site.

This completes the filing process.
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Finding and Selecting the Filing Type

The File a Document window has two areas that let you select the type of filing. Those areas are
highlighted in Figure 24. This document refers to the area on the left as the categories list, and the
area on the right as the filing types list. The filing types list is labeled Select One.

When you click a category in the categories list, a list of filing types appears in the area labeled

Select One.

For example, to file a response to a motion, you would select the Motions/Responses/Replies
radio button in the categories list, and then select the File a Response to a Motion/Form in the

filing types list.

Figure 24. Filing Type

Categories list

Filing types list

i1 Click a category in the list

) Briefs

® Motions/Responses/Replies

) Rehearing/Reconsideration

) Transcripts/Court Reporters

) Answers to Original Petitions

i Appeals Pursuant to FRAP 9(a)

) Forms/Notices/Disclosures

) Correspondence/Status Reports
) Prospective Amici and Intervenors

Select One / A~
L] Cickalilgtypebelow,ﬂlencickﬂletmﬁmhl{

) File a Motion

® File a Resp to a Motion/Form|

! File a Motion and a Response to a Motion Together

") File a Reply to a Response to a Motion

") File a Response to an Order to Show Cause

! File a Response to a Court Order

") File a Reply to a Response to an Order to Show Cause

(! File a Reply to a Response to a Court Order

i File a Motion for Reconsideration from Dispositive Order

i File a Motion for Reconsideration from Non-Dispositive Order
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Selecting the Filing Party

When you file a document, you will have to identify the parties that you represent in the appeal. If
you are a pro se filer, you must identify yourself at this stage of the process. You identify the parties
in the Party Filer area. The Party Filer area shows a list of all the parties in a case. If you are a
pro se filer, your name will appear in this area.

Figure 25 shows an example of the Party Filer area without any selections. To select an entry, you
must click the checkbox to the left of the Filer column. When a filer is selected, a checkmark
appears in the checkbox and the row is highlighted. In Figure 26, the filer ABC Fiction Team is
selected.

Figure 25. Party Filer Area - No Selections

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

™= Filer [ Type [case Number ShortTitle |

[_1|ARC Fiction Team Appellant-Plaintiff GE-999 ABC Fiction Teamv... ||« |

[l Fiction Widget Company/Appellee-Defendant  |65-939 ABC Fiction Teamv...
Select Al | Clear A

Figure 26. Party Filer Area - Selection Made

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

= Filer [ Type [case Number ShortTitle |
[v ABC Fiction Team Appellant-Plaintiff 66-999 ABC Fiction Teamv... ||~ |
[} Fiction Widget Company|Appellee-Defendant  |66-999 ABC Fiction Team v...

| selectan || ciearan |

TIP: You can use the Select All and Clear All buttons to select or clear all the entries in the list in
the Party Filer area.

Filing Joint Documents

If you are filing a joint document on behalf of multiple parties, select all the parties who joined in
the document.
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Selecting Reliefs for a Filing

When you file a motion, you must select at least one relief. A relief describes your motion for the
Court. You select reliefs in the Relief area.

Figure 27 shows an example of the Relief area without any selections.

Figure 27. Relief Area - No Selections

Relief

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
(allreliefs) | | | ooy |

Selected Reliefs

Entry | Cases

Total: 0

To select arelief
1. From the Category drop-down list, select a category of reliefs.

Selecting a value from the Category drop-down list filters the values available in the
Description drop-down list. An example of the Category drop-down list, in expanded state, is
shown in Figure 28.

Figure 28. Relief Area - Category Drop-Down List

Relief

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
(allreliefs) | | | ooy |

(all reliefs)

Ranli efs

teplies

Entry | Cases

A VN A s L
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From the Description drop-down list, select a relief.

An example of the Description drop-down list, in expanded state, is shown in Figure 29.

Figure 29. Relief Area - Description Drop-Down List

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description ’7
A
| MotionsRe... ¥ | v || M

- motion to extend time to file appellant designation of reporters transcript
2Smotion to extend time to file appellee designation of reporters transcript

Entry tion to extend time to file appendix

motion to extend time to file bill of costs

motion to extend time to file CADS
motion to extend time to file COA request
imotion to extend time to file opposition

Click the Apply button.

Your selection now appears in the Selected Reliefs list, as shown in Figure 30.

Figure 30. Relief Area - Relief Selected

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
[ ) el

(allreliefs)

Selected Reliefs

Entry | Cases
motion to extend time to file brief HGG-QQQ ‘

Up
[ Ramowe |

I

TR e T N N e o

TIP: You can use the Remove button to remove one selected entry, or the Clear All button to
clear all the entries in the list.

To add another relief, repeat Step 1 - Step 3.
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Selecting Related Previous Entries for a Filing

In some types of filings, such as responses, you may be required to select the entry to which your
filing applies. You do this using the Related Previous Entries area.

Figure 27 shows an example of the Related Previous Entries area without any selections. You can
click the document icon in the Doc column to see the document that is attached to the entry on the
Court’s docket. You may have to log in to PACER if you are not already logged in.

Figure 31. Related Previous Entries Area - No Selections

Related Previous Entries

Doc|_ DateFiled | Entry

E |08/2512008  Submitted (ECF) Opening brief for review. Submitted by Appellant ABC
Fiction Team. Date of service: 08/07/2008. [662551 2]

& |08/2512008  Filed (ECF) Appellant ABC Fiction Team motion to stay proceedings.
Date of service: 08/07/2008. [6625438]

Selected Entries

Date Filed | Entry | Cases

Total: 0

To select a previous entry
1. Inthe list of entries, click the entry to which your filing applies.

The system highlights your selection. In Figure 32, the second entry in the list is highlighted.

Figure 32. Related Previous Entries Area - Entry Highlighted

Related Previous Entries

Doc|_ DateFiled | Entry

E |08/2512008  Submitted (ECF) Opening brief for review. Submitted by Appellant ABC
Fiction Team. Date of service: 08/07/2008. [662551 2]

& |08/2512008  Filed (ECF) Appellant ABC Fiction Team motion to stay proceedings.
Date of service: 08/07/2008. [5625438]

42 - ECF User Guide



An Overview of Filing > Selecting Related Previous Entries for a Filing

2. Click the Add button.

The system adds your selection to the Selected Entries list. An example is shown in Figure 33.

Figure 33. Related Previous Entries Area - Selected Entries List

Related Previous Entries

Doc|_ DateFiled | Entry

Add

E |08/2512008  Submitted (ECF) Opening brief for review. Submitted by Appellant ABC
Fiction Team. Date of service: 08/07/2008. [662551 2]

& |08/2512008  Filed (ECF) Appellant ABC Fiction Team motion to stay proceedings.
Date of service: 08/07/2008. [6625438]

Selected Entries

Date Filed | Entry Cases

Up
66-999
08/25/2008 Filed (ECF) Appellant ABC Fiction Team Down
mation to stay proceedings. Date of ’ni
Clear All

Total: 1

'

!

|

N N ST e e NN L

TIP: You can use the Remove button to remove one selected entry, or the Clear All button to clear
all the entries in the list.
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Attaching PDF Documents to Filings

In ECF, you must always attach a PDF when you file a document. You attach documents to an
event using the PDF Document area, shown in Figure 34.

CAUTION: Each PDF that you attach to your filing may not exceed 5 MB in size.

Figure 34. PDF Document Area

PDF Document

Document: | Browse... | Description: |Main Document

Add Anot

To attach a document
1. Inthe PDF Document area, click the Browse button.

The Select PDF document dialog box opens. An example of this dialog box is shown in
Figure 35. By default, the Select PDF document dialog box points to the last location you
accessed to attach documents from within ECF.

Figure 35. Select PDF document Dialog Box

Select PDF document

Look in: | &) ECFiings ¥ @ e @

7'_-. 66-999AnsweringBrief, pdf

i 7'_-. 66-999ResponseToMotionToStay. pdf
My Recent ZG?QQQmoﬁon-fnrﬂtay.pdf
Documents

&

By |

o
@
I
a
o
=]

My Documents

q File name: |'.pdf hd | [ COpen ]

My Nework Fies cftype: | AN Files ) v [ canca |

2. Navigate to and select the PDF file you want to attach.
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3. Click the Open button.

The Select PDF document dialog box closes and ECF shows the file you selected, with the full
path, in the Document field. The default Description for the document is Main Document.
An example is shown in Figure 36.

Figure 36. PDF Document Area With One Document Selected

PDF Document

Document: tion-to-en—time-to-ﬂle-brief.pdﬂ Browse... Description: |Main Document
Add Another

4. To attach another document, such as the certificate of service or a declaration in support of a
motion, click the Add Another button.

NOTE: The certificate of service does not need to be a separate document. The certificate of
service can be part of the main document that you attach to the filing.

The PDF Document area expands to include another Document field, another Browse button,
and a Description field for the second document, as shown in Figure 37.

Figure 37. PDF Document Area After Clicking Add Another

PDF Document

Document: |ti0n-to-en—time-to-ﬂle-brief.pdfl Browse... | Description: |Main Document |
Document: Browse... | Description: | |
Add Anaother

5. Click the Browse button that was just added.

6. Inthe Select PDF document dialog box, navigate to and select the next PDF file you want to
attach.

7. Click the OK bhutton.

8. Inthe Description field next to the file that you just added, type a description for the
attachment.
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TIP: If you attached a certificate of service, you could type Certificate of Service,
as shown in the example in Figure 38.

Figure 38. PDF Document Area With Description Field Completed For Standard Form

PDF Document

Document: |ti0n-to-en—time-to-ﬂle-brief.pdfl Browse... | Description: |Main Document |
Document: ECFicert-service pdf Browse... Description: |Cer1iﬂcate of Senice |

9. To attach another document, return to Step 4 on page 45.
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Checking the Service List for a Case

Before you file a document, make sure you review the service list for the case or cases so you know
which attorneys or parties to serve by US Mail. You can check the service list for a case at any time.

TIP: If you find that you cannot access the service list for a case, a pop-up blocker may be at work
in your browser. The best way to check is to turn on the sound on your system, then try to access
the Service List (Reports > Service List) or the Help (Help > Help), you should hear a distinctive
little “ding” which indicates that there is something blocking a web page from opening. Make sure
you change the pop-up blocker settings to allow all pop-ups from our site.

To check the service list for a case
1. From the Reports menu, choose Service List.

A new browser window opens. An example of what appears in the page is shown in Figure 39.

Figure 39. Request Service List Page

Request Service List for a Case

Case Number: (for example, 08-12343)

Show Service List

N e R T N AN e

2. Inthe Case Number field, type the case number.
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3. Click the Show Service List button.

The service list for the case is shown in the browser window. An example of the report is shown
in Figure 40.

Figure 40. Service List for a Case

) Service List for Case 66-999 - Mozilla Firefox

File Edit View History Bookmarks Tools Help
@ - c ot (‘ﬂ ' https: {fecf.cad.uscourts, gov femecf/serviet/Transpor tRoom?serviet=¢ 5.7 = '
ﬂ https: {fecf.ca%.usc.. rvlet=k2aframe.jsp |;] Service List for Case 66-999 ﬁ

Return to Request Service List Page

Service List for Case 66-999

CAUTION: If the word Active is in the ECF Filing Status column, then vour electronic filing will constitute ser
party.

If Not Registerad, Exempt, Pending, Rejected, or Suspended is in the ECF Filing Status column, then vou #
this party by US Mail.

Case Number: 66-999 ECF Filing Status

Annette External Attorney Active
U.S. COURT OF APPEALS FOR THE NINTH CIRCUIT
Computer Center

95 Seventh Street

San Francisco, CA 94103

Donald External Attorney Active
U.S. COURT OF APPEALS FOR THE NINTH CIRCUIT
Computer Center

95 Seventh Street

San Francisco, CA 94103

Estela External Attorney Active
U.S. COURT OF APPEALS FOR THE NINTH CIRCUIT
Computer Center

95 Seventh Street

San Francisco, CA 94103

John External Attorney
U.S. COURT OF APPEALS FOR THE NINTH CIRCUIT

m
~ T

Active

» If the word Active is in the ECF Filing Status column, then your electronic filing will
constitute service to the party.

» If Not Registered, Exempt, Pending, Rejected, or Suspended is in the ECF Filing Status
column, then you must serve this party by US Mail.

48 - ECF User Guide



A

Submitting a Brief for

Review by the Court

Before you start, make sure you review the information in “An Overview of Filing” on page 31, to
familiarize yourself with the process of filing something in ECF.

Follow the instructions in this topic to submit a brief for review by the Court.

1.

In the Startup Page window, from the menu bar, choose Docketing > File a Document.

The File a Document window, shown in Figure 41, opens.

Figure 41. File a Document Window

»& Docketing Click a category on the left to see a list of documents you can file

Docketing Reports Utilities Logout Help

D

CM/ECF Appellat

File a Document
Case: Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: 04/25/2009

Select One

i® Click a category in the list

i@ Click a category on the left to see a list of documents you can file

) Briefs

) Motions/Responses/Replies

) Rehearing/Reconsideration

) Transcripts/Court Reporters

) Answers to Original Petitions

) Appeals Pursuant to FRAP 9(a)

) Forms/Notices/Disclosures

) CorrespondencelStatus Reports
) Prospective Amici and Intervenors

Check boxes for each additional case in which this document should be filed.

Caze
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2. Inthe upper part of the window, in the Case field, type the case number and press the Tab key.

TIP: Notice that the case number and title now appear below the menu bar in the File a
Document window. In addition, the case number and title appear in the Case Selection box in
the lower part of the window. The Case Selection box also lists all other cases associated to the
case for which you entered the case number in the Case field. Figure 42 illustrates this.

Figure 42. File a Document Window With Case Title

Case 67-999 Susan Pro Se Filer v. ABC Fiction Team

Case

4 £7-999 Susan Pro Se Filerv. ABC Fiction Team (Lead) (Target Case - Lead)
[ # B6-999 ABC Fiction Teamn v. AAA Fiction Widget Company (Companion)

3. Inthe categories list, select the Briefs radio button.
The right part of the window is updated to show a list of possible filings in the Briefs category.
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4,

5.

In the list labeled Select One, select the Submit Brief for Review by the Court radio button.

Figure 43 shows an example of the File a Document window with the filing category and type
selected.

Figure 43. File a Document Window With Filing Category and Type Selected

o e oo

(Optional) If other case numbers appear in the Case Selection box (an example is shown in
Figure 44), make sure that you select the checkboxes for those additional cases where you want
to enter your filing; this is in addition to the case that you entered in the Case field.

Figure 44. Multiple Cases in Case Selection Box

otal number of cases
listed in Case Selection
box.

for each additional case in which this document should be filed.

Lase
_4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 24 07-56854 Rowland v. SEC, et al (Related) (Lead)

[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

o | e |

a2 Selected: 0
M cases selected

inthe Case Selection box.

NOTE: No matter what type of association is shown in parentheses next to the additional cases,
if a case is selected, the filing will be done in the case.
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6. Click the Continue button.

A dialog box opens with a number of warnings. An example of that dialog box is shown in
Figure 45.

Figure 45. Submit Brief for Review by the Court - Warning Dialog Box

#& Docketing Submit Brief for Review by the Court

Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK butlton, selectthe cases (checkmark), and click the Continue bulton again.

Does your brief have the correct font size?

See Federal Rule of Appellate Procedure 32(a). [1J Continue

Warning:
Are you filing a motion along with this brief?

If s0, cancel this transaction and choose Submit Brief for Review and File a Motion Together in the Briefs category. [1J Continue

Warning:
Did you remember to include:

- bail status for criminal appeals
- cerificate of compliance

- corporate disclosure statement
- statement of related cases

- signatures

- table of authorities

-table of contents

Warning: [C] Continue

REMINDER: You must serve 4 sets of Excerpts of Record, appendices,
Warning: and other record materials in paper format on the same day [_] Continue
that you submit a brief for review.

You must check Continue and OK for processing to continue for the casels.

ok |

7. For each warning message, read the warning, and select the Continue checkbox button on the
right to confirm that you have read the message.

CAUTION: If you read a warning and realize that you need to edit your brief, then do not
continue with this event. In this case, click the OK button without selecting the checkboxes.

Figure 46 on page 53 shows an example of the warning dialog box with all the Continue
checkboxes selected.
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TIP: If you do not see all the checkboxes, check your screen settings and make sure you are
running at a screen resolution of at least 1024 x 768 pixels.

Figure 46. Submit Brief for Review by the Court - Warning Dialog Box - Ready to Continue

#& Docketing Submit Brief for Review by the Court
Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen.
To go back, click the OK bulton, selectthe cases (checkmark), and click the Continue bulton again.

[V] Continue

Does your brief have the correct font size?

See Federal Rule of Appellate Procedure 32(a). Iv] Continue

Warning:
Are you filing a motion along with this brief?

ening: If 50, cancel this transaction and choose Submit Brief for Review and File a Motion Together in the Briefs cated

- [V] Continue
Did you remember to include:

- bail status for criminal appeals
- cerificate of compliance

- corporate disclosure statement
- statement of related cases

- signatures

- table of authorities

- table of contents

Warning: [vi Continue

REMINDER: You must serve 4 sets of Excerpts of Record, appendices,
Warning: and other record materials in paper format on the same day
that you submit a brief for review.

[V] Continue

You must check Continue and OK for processing to continue for the case/s.

ok |

8. When you have reviewed all the warnings and selected all the Continue checkboxes, click the
OK button.

A screen opens where you must enter additional information about the brief that you are
submitting.
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0.

10.

11.

In the Party Filer area, select the party or parties you represent by selecting the checkbox to
the left of the Filer column.

Figure 47 shows an example of a Party Filer area with the Respondent party selected.
NOTE: If you are a Pro Se filer, select your name in the list.

See “Selecting the Filing Party” on page 39 for step-by-step instructions.

Figure 47. Submit Brief for Review by the Court - Party Filer

Party Filer
Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

[ Filer [ Type [case Number ShortTitle |
[_1|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||a]
[v]|ABC Fiction Team Respondent— 67-999 Susan Pro Se Filer ...

| SelectAll || Clear A

=4 WMW’”J\W‘W’W\{}/WW Avaeain <

From the Type of Brief drop-down list, select the correct value.

CAUTION: This drop-down list defaults to Opening. Make sure you select a different value
if you are not submitting an opening brief.

In the Service Date field, type the date of service.

54 -
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TIP: Remember to review the service list for the case by choosing Reports > Service List.
Follow the step-by-step instructions in “Checking the Service List for a Case” on page 47.

At this point, the screen should look similar to what is shown in Figure 48.

Figure 48. Submit Brief for Review by the Court - Party Filer, Type of Brief, Service Date Completed

Party Filer

checkbox to the left of the Filer column.

Select the parties you represent or, if you are Pro Se, select your entry by selecting the

Filer Type Case Numbe Short Title
[_I|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||~
[¥] ABC Fiction Team Respondent— 67-999 |Susan Pro Se Filer ..

4]

Display All Parties | All Cases | Select All ||

Clear All

Additional Information
Type of Brief:
| Answering - |

NOTE
138w
Make sure you review and use the infortation in the Service

List for this case.

Click the Reports menu, click Service List, and follow the instructions.

Service

Service Date:|03/14/2009

12. In the PDF Document area, click the Browse button.

The Select PDF document dialog box opens. An example of this dialog box is shown in

Figure 49. By default, the Select PDF document dialog box points to the last location you

accessed to attach documents from within ECF.

Figure 49. Select PDF document Dialog Box

Select PDF document E]
Laok, in: |L§ ecf-docs v| Q S Al i
y ﬁ6?-999-answering-brief.de
i 2? ES?-QQQ-cert-service.de
My Recent | |TLl67-9990pening-Erief . pdf
Documents
Desklop
My Documents
el
9
My Computer
‘:‘] File name: |".pdf v | [ Open ]
=
MyMNetwark | Files of type: |l Fies [27] v| [ cancel |

ECF User Guide -

55



Submitting a Brief for Review by the Court >

13. Navigate to and select the PDF file you want to attach.
CAUTION: Each PDF that you attach to your filing may not exceed 5 MB in size.
14. Click the Open button.
The Select PDF document dialog box closes and ECF shows the file you selected, with the full
path, in the Document field. The default Description for the document is Main Document.
An example is shown in Figure 50.
Figure 50. PDF Document Area With One Document Attached
PDF Document
Document: c516T-999-answering-brief.pdﬂ Browse... Description: |Main Documenﬂ
Add Another
15. To attach another document, such as the certificate of service, click the Add Another button.
NOTE: The certificate of service does not need to be a separate document. The certificate of
service can be part of the main document that you attach to the filing.
The PDF Document area expands to include another Document field, another Browse button,
and a Description field for the second document, as shown in Figure 51.
Figure 51. PDF Document Area After Clicking Add Another
PDF Document
Document: |csIGT-999-answering-brief.pdfl Browse... | Description: |Main Diocument |
Document: Browse... Description:| |
Add Another
16. Click the Browse button that was just added.
17. In the Select PDF document dialog box, navigate to and select the next PDF file you want to
attach.
18. Click the OK button.
19. In the Description field next to the file that you just added, type a description for the
attachment.
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TIP: If you attached a certificate of service, you could type Certificate of Service,
as shown in the example in Figure 52.

Figure 52. PDF Document Area With Description Field Completed For Standard Form

PDF Document

Document: |csIGT-999-answering-brief.pdfl Browse... | Description: |Main Diocument |
Document: |995-cet-service. pd Browse... Description: |Cer1iﬂcate of Service |

20. To attach another document, return to Step 15 on page 56.

At this point, the screen should look similar to what is shown in Figure 53.

Figure 53. Submit Brief for Review by the Court - Second Page Completed

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

Filer Type Case Numbe Short Title
[_I|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||~
[v ABC Fiction Team Respondent— £7-999 |Susan Pro Se Filer ..

Display All Parties || All Cases || Select All || Clear All

Additional Information
Type of Brief:
|Answering v|
NOTE

138w
Make sure yvou review and use the information in the Service List for this case.
Click the Reports menu, click Service List, and follow the instructions.

Service

Service Date:|03/14/2009

NOTE

42w
To attach another document, such as a Declaration, an Exhibit, or a Certificate of Service,
click the Add Another button to attach the document and then type in a Description.

PDF Document

Document: |cs\5?—999—answering—brief.pdfl Browse... Description: |rv1ain Document
Document: |999-cet-senvice.pd Browse... Description: |Certiﬂcate of Senvice

Add Another

ECF User Guide - 57



Submitting a Brief for Review by the Court >

21. Click the Continue button at the bottom of the screen.

The Docket Text dialog box, shown in Figure 54, opens. This dialog box shows you the text of
the entry as it will appear on the docket once you complete the filing. You cannot change the
text in this dialog box.

Figure 54. Submit Brief for Review by the Court - Docket Text Dialog Box

Docket Text r5_<|

Submitted (ECF) Answering brief for review. Submitted by Respondent ABC Fiction ||
Team. Date of service: 03/14/2009. |

4]

Continue Back
| Continue |

22. Click the Continue button.

The Event Review dialog box, shown in Figure 55, opens. Even though the background of the
window is white, you cannot change the text in this dialog box.

CAUTION: This is the “point of no return.” If you made a mistake, click the Back button to step
back in the filing.

Figure 55. Submit Brief for Review by the Court - Event Review Dialog Box

Event Review le

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

=

Submitted (ECF) Answering brief for review. Submitted by Respondent ABC
Fiction Team. Date of service: 03/14/2009.

oo

23. Click the Submit button to confirm your filing.

The Event Docketed message dialog box opens.
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24. Click the OK bhutton.

A browser window opens with the notice of docket activity for your filing.

NOTE: If a browser window or browser tab does not open with the notice of docket activity,
check the pop-up blocker settings in your browser. The only reason the notice of docket activity
does not open is that a pop-up blocker is preventing a window or tab from opening.

An example of a notice of docket activity, in this case opened in a second tab in the browser
window, is shown in Figure 56.

Figure 56. Submit Brief for Review by the Court - Notice of Docket Activity

¥ 67-999 Susan Pro Se Filer v- ABC Fiction Team “Submit Brief for Review by the Court” - Mozilla Firefox [=E3
File Edit View Higtory Bookmarks Tools Help

- c (at I;hjihttps:ffecf.cag.uscouris.govfﬂnecf.."servlet."l’ransporﬂ%oom?servlet=5 Wil ' ).

lj https: ffecf.ca%.usc.. rvlet=k2aframe.jsp |_] 67-999 Susan Pro Se Filer v. ABC ... @
A~

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys
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 avoid later charges, download a copy of each document during this first viewing.

United States Court of Appeals for the Ninth Circuit
Notice of Docket Activity

The following transaction was entered on 03/14/2009 at 5:55:46 PM PDT and filed on 03/14/2009
Case Name: Susan Pro Se Filer v. ABC Fiction Team
Case Number: 67-999
Document(s): Document(s)

Docket Text:
Submitted (ECF) Answering brief for review. Submitted by Respondent ABC Fiction Team. Date of service: 03/14/2009.

[6845945] (AEA)

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

Document Description:Main Document

Original Filename:67-999-answering-brief pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=03/14/2009] [FileNumber=6845945-0]
[6483e930a3ec025ce73060d6cf94d8 TbTad14a57£204095c0f9c4efTabdeeTa0a63 78184 78bT784853d3691f1e358a512¢

Document Description:Certificate of Service

Original Filename:67-999-cert-service pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=03/14/2009] [FileNumber=6845945-1]
[1f51e49a6fldccca203ace9170caf93a9bd04c0316103a0cbad2b323d1aabd162c0d91das5d45423222f6c28d72525ae5!

Notice will be electronically mailed to:

Attorney, Annette External
Attorney, Donald External

Attrwnarr Tahn Trtacnal

Done ecf.cad.uscourts.gov
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5 Filing a Motion

Before you start, make sure you review the information in “An Overview of Filing” on page 31, to
familiarize yourself with the process of filing something in ECF.

Follow the instructions in this topic to file a motion.
1. In the Startup Page window, from the menu bar, choose Docketing > File a Document.

The File a Document window, shown in Figure 57, opens.

Figure 57. File a Document Window

s Docketing Click a category on the left to see a list of documents you can file

Docketing Reports Utilities Logout Help

L

File a Document
Case: Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: 04/25/2009

Select One
i@ Click a category on the left to see a list of documents you can file

i@ Click a category in the list

) Briefs

) Motions/Responses/Replies

) Rehearing/Reconsideration

) Transcripts/Court Reporters

) Answers to Original Petitions
 Appeals Pursuant to FRAP 9(a)

) Forms/Notices/Disclosures

) Correspondence/Status Reports
) Prospective Amici and Intervenors

CM/ECF Appellat

Check boxes for each additional case in which this document should be filed.

Case

2. Inthe upper part of the window, in the Case field, type the case number and press the Tab key.
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TIP: Notice that the case number and title now appear below the menu bar in the File a
Document window. In addition, the case number and title appear in the Case Selection box in
the lower part of the window. The Case Selection box also lists all other cases associated to the
case for which you entered the case number in the Case field. Figure 58 illustrates this.

Figure 58. File a Document Window With Case Title

Case 67-999 Susan Pro Se Filer v. ABC Fiction Team

Lase
4 £7-999 Susan Pro Se Filerv. ABC Fiction Team (Lead) (Target Case - Lead)
[ # B6-999 ABC Fiction Teamn v. AAA Fiction Widget Company (Companion)

3. Inthe categories list, select the Motions/Responses/Replies radio button.

The right part of the window is updated to show a list of possible filings in the Motions/
Responses/Replies category.
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4,

5.

In the list labeled Select One, select the File a Motion radio button.

Figure 59 shows an example of the File a Document window with the filing category and type
selected.

Figure 59. File a Document Window With Filing Category and Type Selected

(Optional) If other case numbers appear in the Case Selection box (an example is shown in
Figure 60), make sure that you select the checkboxes for those additional cases where you want
to enter your filing; this is in addition to the case that you entered in the Case field.

Figure 60. Multiple Cases in Case Selection Box

otal number of cases
listed in Case Selection
box.

for each additional case in which this document should be filed.

Lase
_4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 24 07-56854 Rowland v. SEC, et al (Related) (Lead)

[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

o | e |

a2 Selected: 0
M cases selected

inthe Case Selection box.

NOTE: No matter what type of association is shown in parentheses next to the additional cases,
if a case is selected, the filing will be done in the case.
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6. Click the Continue button.

A dialog box opens with a number of warnings. An example of that dialog box is shown in
Figure 61.

Figure 61. File a Motion - Warning Dialog Box

s Docketing File a Motion

Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK bulton, select the cases (checkmark), and click the Continue bulton again.

You must check Continue and OK for processing to continue for the case/s.

ok |

7. Read the warning and select the Continue checkbox button on the right to confirm that you
have read the message.

8. Click the OK button.

A screen opens where you must enter additional information about the filing.

9. Inthe Party Filer area, select the party or parties you represent by selecting the checkbox to
the left of the Filer column.

NOTE: If you are a Pro Se filer, select your name in the list.
Figure 62 shows an example of a Party Filer area with the Respondent party selected.

See “Selecting the Filing Party” on page 39 for step-by-step instructions.

Figure 62. File a Motion - Party Filer

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

[ Filer [ Type [case Number ShortTitle |
[_I|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||~

[v] ABC Fiction Team Respondent— 67-999 Susan Pro Se Filer ...

| selectal || clearan |

e e e e W

10. If this is not a standard motion, select a value from the Optional Modifier For Motion
drop-down list.
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11. In the Relief area, select the relief that describes the motion by doing the following:
a. From the Description drop-down list, select the relief.
b. Click the Apply button.
c. Repeat Step a and Step b to add another relief.

Figure 63 shows an example of a Relief area with two reliefs selected: motion for attorney
fees and motion for miscellaneous relief.

Figure 63. File a Motion - Relief Selected

Relief

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
(all reliefs) ¥ | | | | oply | |

Selected Reliefs

Entry Cases | up
motion for altorney fees G7-999
Down |
Remove
| Clear All

Total: 2

-
~|
-

~|

r|[A]»

moation for miscellaneous relief (to be used only if
no other relief applies)

67-999

S T e N I et W e WPV LY L NN VAN

See “Selecting Reliefs for a Filing” on page 40 for detailed instructions.

12. Click the Continue button.
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13. If you selected motion for miscellaneous relief, a Relief Preconditions dialog box opens. In
this case, if you are sure there is no relief that matches your request, click the Continue
checkbox, then click the OK button to continue.

Figure 64 shows an example of a Relief Preconditions dialog box.

Figure 64. Relief Preconditions Dialog Box

#& Relief Preconditions

Relief

Case(s): Explanation:

52w: You selected a MISCELLAMEOUS relief.
All Warning: Are you sure that no other relief applies? [v] Continue
If not, click the OK button to review the complete list of religfs-

You must check Continue and OK for processing to continue for the casels.

ok |

Another screen opens where you must enter more information about the filing.

14. In the Service Date field, type the date of service.

TIP: Remember to review the service list for the case by choosing Reports > Service List.
Follow the step-by-step instructions in “Checking the Service List for a Case” on page 47.

15. In the PDF Document area, click the Browse button.

The Select PDF document dialog box opens. An example of this dialog box is shown in
Figure 65. By default, the Select PDF document dialog box points to the last location you
accessed to attach documents from within ECF.

Figure 65. Select PDF document Dialog Box

Select PDF document

Look in: | ) ecf-docs v ¢ ¥ -

3 | 67-999-answering-brief. pdf
uﬁ | 67-999-cert-service.pdf
My Recent 26?—999-m0ﬁ0n.pdf
Documents |7 67-2990pening-Erief.pdf

7= " ctr-motion. pdf
L% - KeyboardshortoutsFinal pdf

Desktop

My Documents

78

My Computer

‘:‘] File name: = pdf hd
v
My Network Files of type: Al Files *) w
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16.

17.

18.

19.

20.

21.

22.

Navigate to and select the PDF file you want to attach.

CAUTION: Each PDF that you attach to your filing may not exceed 5 MB in size.

Click the Open button.

The Select PDF document dialog box closes and ECF shows the file you selected, with the full
path, in the Document field. The default Description for the document is Main Document.
An example is shown in Figure 66.

Figure 66. PDF Document Area With One Document Attached

PDF Document

Document: :F\ecf—clocs\B?—QQQ—motion.pdt‘I Browse... Description: |ru1ain Document
Add Another

To attach another document, such as the certificate of service, click the Add Another button.

NOTE: The certificate of service does not need to be a separate document. The certificate of
service can be part of the main document that you attach to the filing.

The PDF Document area expands to include another Document field, another Browse button,
and a Description field for the second document, as shown in Figure 67.

Figure 67. PDF Document Area After Clicking Add Another

PDF Document

Document: |:F\ecf—docs\ﬁ?—ggg—motion.pdfl Browse... | Description: |ru1ain Document |
Document: Browse... | Description: | |
Add Another

Click the Browse button that was just added.

In the Select PDF document dialog box, navigate to and select the next PDF file you want to
attach.

Click the OK bhutton.

In the Description field next to the file that you just added, type a description for the
attachment.
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TIP: If you attached a certificate of service, you could type Certificate of Service,
as shown in the example in Figure 68.

Figure 68. PDF Document Area With Description Field Completed For Standard Form

PDF Document

Document: |:F\ecf—docs\ﬁ?—ggg—motion.pdfl Browse... | Description: |ru1ain Document |
Document: |999-cet-senvice.pd Browse... Description: |Certiﬂcate of Senvice |
Add Another

23. To attach another document, return to Step 18 on page 67.

At this point, the screen should look similar to what is shown in Figure 69.

Figure 69. File a Motion - Second Page Completed

NOTE

138w
Make sure yvou review and use the information in the Service List for this case.

Click the Reports menu, click Service List, and follow the instructions.

Service

Service Date:|03/14/2009

NOTE

42w
To attach another document, such as a Declaration, an Exhibit, or a Certificate of Service,

click the Add Another button to attach the document and then type in a Description.

PDF Document

Document: |:F\ecf—docs\ﬁ?—ggg—motion.pdfl Browse... | Description: |ru1ain Document |
Document: |999-cet-senvice.pd Browse... Description: |Certiﬂcate of Senvice |
Add Another

WAWAWMWWW

NOTE: Depending on the relief or reliefs that you selected on the previous page, other
Additional Information areas with additional fields may appear on the screen, such as
Amount of Attorney Fees Requested, or Description of Miscellaneous Motion. If this
happens, make sure you fill in those fields before continuing to the next step.
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24. Click the Continue button at the bottom of the screen.

The Docket Text dialog box, shown in Figure 70, opens. This dialog box shows you the text of
the entry as it will appear on the docket once you complete the filing. You cannot change the
text in this dialog box.

Figure 70. File a Motion - Docket Text Dialog Box

Docket Text

Filed {ECF) Respondent ABC Fiction Team Motion for attorney fees in the amount of
$482.15, Motion for miscellaneous relief [Motion for which there is no standard L]
relief]. Date of service: 03/14/2009.

ol (%)

4]

Continue Back
| Continue |

25. Click the Continue button.

The Event Review dialog box, shown in Figure 71, opens. Even though the background of the
window is white, you cannot change the text in this dialog box.

CAUTION: This is the “point of no return.” If you made a mistake, click the Back button to step
back in the filing.

Figure 71. File a Motion - Event Review Dialog Box

Event Review le

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

Filed (ECF) Respondent ABC Fiction Team Motion for attorney fees in the
amount of $482.15, Motion for miscellaneous relief [Motion for which there
is no standard relief]. Date of service: 03/14/2009.

oo

26. Click the Submit button to confirm your filing.

The Event Docketed message dialog box opens.
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27.

Click the OK bhutton.

A browser window opens with the notice of docket activity for your filing.

NOTE: If a browser window or browser tab does not open with the notice of docket activity,
check the pop-up blocker settings in your browser. The only reason the notice of docket activity
does not open is that a pop-up blocker is preventing a window or tab from opening.

An example of a notice of docket activity, in this case opened in a second tab in the browser

window, is shown in Figure 72.

Figure 72. File a Motion - Notice of Docket Activity

%) 67-999 Susan Pro Se Filer v. ABC Fiction Team "File a Motion” - Mozilla Firefox
File Edit View Higtory Bookmarks Tools Help

|;] https: ffecf.ca%.usc.. rvlet=k2aframe.jsp |;] 67-999 Susan Pro Se Filer v. ABC ... @

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys
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 avoid later charges, download a copy of each document during this first viewing.

United States Court of Appeals for the Ninth Circuit

Notice of Docket Activity

The following transaction was entered on 03/14/2009 at 6:35:45 PM PDT and filed on 03/14/2009
Case Name: Susan Pro Se Filer v. ABC Fiction Team

Case Number: 67-999

Document(s): Document(s)

Docket Text:
Filed (ECF) Respondent ABC Fiction Team Motion for attorney fees in the amount of 5482 .15, Motion for miscellaneous
relief [Motion for which there is no standard relief]. Date of service: 03/14/2009. [6845946] (AEA)

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

Document Description:Main Document

Original Filename:67-999-motion pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=03/14/2009] [FileNumber=6845946-0]
[2242c15e56020c842eba38330c637a2078c6bddbSed2 Tf5c3fec3 THd04 1ef8c84880339%eace9e552659f1 Tbedad15f085¢

Document Description:Certificate of Service

Original Filename:67-999-cert-service pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=03/14/2009] [FileNumber=6845946-1]
[4a618110a40eb31ba69016dfa74269dcTa844661d640c3795b2al81c1b422770398999242573cec9eb9427de85a40fE

Notice will be electronically mailed to:

Attorney, Annette External
Attorney, Donald External

Attrwnarr Tahn Trtacnal

Done ecf.cad.uscourts.gov

- c LR I:“;]‘ht'tps:..f.."ecf.cag.uscourts.gov.."mecf,."servlet,f‘l’ransporﬂ%oom?servlet=5 Wil ' ).'

-
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6 Filing a Motion and a
Response to a Motion
Together

Before you start, make sure you review the information in “An Overview of Filing” on page 31, to
familiarize yourself with the process of filing something in ECF.

Follow the instructions in this topic to file a motion and a response to a motion in one filing (and
one document).

1. In the Startup Page window, from the menu bar, choose Docketing > File a Document.
The File a Document window opens.
2. Inthe upper part of the window, in the Case field, type the case number and press the Tab key.

TIP: Notice that the case number and title now appear below the menu bar in the File a
Document window. In addition, the case number and title appear in the Case Selection box in
the lower part of the window.

3. Inthe categories list, select the Motions/Responses/Replies radio button.

The right part of the window is updated to show a list of possible filings in the Motions/
Responses/Replies category.
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4. Inthe list labeled Select One, select the File a Motion and a Response to a Motion Together
radio button.

Figure 73 shows an example of the File a Document window with the filing category and type
selected.

Figure 73. File a Document Window With Filing Category and Type Selected
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5.

If other case numbers appear in the Case Selection box (an example is shown in Figure 74),
make sure that you select the checkboxes for those additional cases where you want to enter
your filing; this is in addition to the case that you entered in the Case field.

Figure 74. Multiple Cases in Case Selection Box

Total number of cases
listed in Case Selection
box.

«4 for each additional case in which this document should be filed.

Lase
_4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 24 07-56854 Rowland v. SEC, et al (Related) (Lead)
[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

o ][ e |

Totan2 Selected: 0
M cases selected
inthe Case Selection box.

NOTE: No matter what type of association is shown in parentheses next to the additional cases,
if a case is selected, the filing will be done in the case.

Click the Continue button.

A dialog box opens with a number of warnings. An example of that dialog box is shown in
Figure 75.

Figure 75. File a Motion and a Response to a Motion Together- Warning Dialog Box

#& Docketing File a Motion and a Response to a Motion Together

Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK butlton, selectthe cases (checkmark), and click the Continue bulton again.

Use this type of filing only if you are responding to a prior motion and also asking for a new relief,
Warning: allin one documnent. [_] Continue
For example, you are filing one document that moves to dismiss and responds to a motion for stay.

You must check Continue and OK for processing to continue for the case/s.

ok |
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7.

8.

0.

For each warning message, read the warning, and select the Continue checkbox button on the
right to confirm that you have read the message.

An example of the dialog box with the Continue checkboxes selected is shown in Figure 76.

Figure 76. File a Motion and a Response to a Motion Together- Warning Dialog Box, Checkboxes Selected

#& Docketing File a Motion and a Response to a Motion Together
Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [v] Continue
To go back, click the OK bulton, select the cases (checkmark), and click the Continue bulton agaif.

Use this type of filing only if you are responding to a prior motion and also asking for a new relief,
Warning: allin one documnent. [vi Continue
For example, you are filing one document that moves to dismiss and responds to a motion for stay.

You must check Continue and OK for processing to continue for the casels.

ok |

When you have selected all the Continue checkboxes, click the OK button.

A screen opens where you must enter additional information about the filing.

In the Party Filer area, select the party or parties you represent by selecting the checkbox to
the left of the Filer column.

NOTE: If you are a Pro Se filer, select your name in the list.
Figure 77 shows an example of a Party Filer area with the Respondent party selected.

See “Selecting the Filing Party” on page 39 for step-by-step instructions.

Figure 77. File a Motion and a Response to a Motion Together - Party Filer

Party Filer
Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.
[ Filer [ Type [case Number ShortTitle |
[_1|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||a]
[v]|ABC Fiction Team Respondent— 67-999 Susan Pro Se Filer ...
| selectal || clearan |

e e e e W

10. If this is not a standard motion, select a value from the Optional Modifier For Motion

drop-down list.

74 -

ECF User Guide



Filing a Motion and a Response to a Motion Together >

11. In the Relief area, select the relief that describes the motion by doing the following:
a. From the Description drop-down list, select the relief.
b. Click the Apply button.
c. Repeat Step a and Step b to add another relief.

Figure 78 shows an example of a Relief area with two reliefs selected: motion for attorney
fees and motion for miscellaneous relief.

Figure 78. File a Motion and a Response to a Motion Together - Relief Selected

Relief

Use the drop-down lists to find the relief then click Apply to select a relief.
Repeat as needed for each relief.
Use the Up and Down buttons to reorder selected reliefs.

Category Description
(all reliefs) ¥ | | | | oply | |

Selected Reliefs

Entry Cases | up
motion for altorney fees G7-999
Down |
Remove
| Clear All

Total: 2

-
~|
-

~|

r|[A]»

moation for miscellaneous relief (to be used only if
no other relief applies)

67-999

S T e N I et W e WPV LY L NN VAN

See “Selecting Reliefs for a Filing” on page 40 for detailed instructions.

12. Click the Continue button.
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13. If you selected motion for miscellaneous relief, a Relief Preconditions dialog box opens. In
this case, if you are sure there is no relief that matches your request, click the Continue
checkbox, then click the OK button to continue.

Figure 79 shows an example of a Relief Preconditions dialog box.

Figure 79. Relief Preconditions Dialog Box

#& Relief Preconditions

Relief

Case(s): Explanation:

52w: You selected a MISCELLAMEOUS relief.
All Warning: Are you sure that no other relief applies? [v] Continue
If not, click the OK button to review the complete list of religfs-

You must check Continue and OK for processing to continue for the casels.

ok |

A screen opens with two areas: Additional Information and Related Previous Entries. An
example is shown in Figure 80.

Figure 80. Additional Information and Related Previous Entries Areas

AT ATt I N, i AN i e O]

Additional Information
Response Type:
h
Related Previous Entries
Doc| Date Filed | Entry [
Add
101412008 Filed Opening Brief [6671060-2] filed by Ms. Annette External
‘Wegscheider for AAA Fiction Widget Company, Ms. Annette External
1000912008 Submitted (ECF) Opening brief for review. Submitted by Attarney
Ms. Annette External Wegscheider for Respondent ABC Fiction
[E |09/0312008  Filed (ECF) Appellant ABC Fiction Team Motion to stay |
nroceedinne Nate of cervice OANTIIO02 [ARIIA473] >
Selected Entries
Date Filed | Entry | Cases
Total: 0

14. From the Response Type drop-down list, select the value that matches the type of response you
are filing.
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15. Use the controls in the Related Previous Entries area to select the motion for which you are
filing a response.

See “Selecting Related Previous Entries for a Filing” on page 42 for step-by-step instructions
for selecting the previous filing for which you are filing a response.

16. Click the Continue button.
Another screen opens where you must enter more information about the filing.
17. In the Service Date field, type the date of service.

TIP: Remember to review the service list for the case by choosing Reports > Service List.
Follow the step-by-step instructions in “Checking the Service List for a Case” on page 47.

18. In the PDF Document area, click the Browse button.

The Select PDF document dialog box opens. An example of this dialog box is shown in
Figure 81. By default, the Select PDF document dialog box points to the last location you
accessed to attach documents from within ECF.

Figure 81. Select PDF document Dialog Box

Select PDF document

Look in: | [ ecf-docs ¥ O e E-
3 | 67-999-answering-brief. pdf
| :3 | 67-999-cert-service.pdf
My Recent | 67-993-motion. pdf
Documents |7 67-2990pening-Erief.pdf
7= " ctr-motion. pdf
L% - KeyboardshortoutsFinal pdf
Desktop
My Documents
L
My Computer
‘:‘] File name: * pdf v
v
My Network Files of type: Al Files *) w

19. Navigate to and select the PDF file you want to attach.

CAUTION: Each PDF that you attach to your filing may not exceed 5 MB in size.
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20. Click the Open button.

The Select PDF document dialog box closes and ECF shows the file you selected, with the full
path, in the Document field. The default Description for the document is Main Document.
An example is shown in Figure 82.

Figure 82. PDF Document Area With One Document Attached

PDF Document

Document: :F\ecf—clocs\B?—QQQ—motion.pdt‘I Browse... Description: |ru1ain Document
Add Another

21. To attach another document, such as the certificate of service, click the Add Another button.
NOTE: The certificate of service does not need to be a separate document. The certificate of
service can be part of the main document that you attach to the filing.

The PDF Document area expands to include another Document field, another Browse button,
and a Description field for the second document, as shown in Figure 83.
Figure 83. PDF Document Area After Clicking Add Another
PDF Document
Document: |:F\ecf—docs\ﬁ?—ggg—motion.pdfl Browse... | Description: |ru1ain Document |
Document: Browse... Descripﬁon:| |
Add Another

22. Click the Browse button that was just added.

23. In the Select PDF document dialog box, navigate to and select the next PDF file you want to
attach.

24. Click the OK button.

25. In the Description field next to the file that you just added, type a description for the
attachment.
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26.

27.

28.

29.

30.

TIP: If you attached a certificate of service, you could type Certificate of Service,
as shown in the example in Figure 84.

Figure 84. PDF Document Area With Description Field Completed For Standard Form

PDF Document

Document: |:F\ecf—docs\ﬁ?—ggg—motion.pdfl Browse... | Description: |ru1ain Document |
Document: |999-cet-senvice.pd Browse... Description: |Certiﬂcate of Senvice |

Add Another

To attach another document, return to Step 21 on page 78.

NOTE: Depending on the relief or reliefs that you selected for your motion, other Additional
Information areas with additional fields may appear on the screen, such as Amount of
Attorney Fees Requested, or Description of Miscellaneous Motion. If this happens, make
sure you fill in those fields before continuing to the next step.

Click the Continue button at the bottom of the screen.

The Docket Text dialog box opens. This dialog box shows you the text of the entry as it will
appear on the docket once you complete the filing. You cannot change the text in this dialog
box.

Click the Continue button.

The Event Review dialog box opens. Even though the background of the window is white, you
cannot change the text in this dialog box.

CAUTION: This isthe “point of no return.” If you made a mistake, click the Back button to step
back in the filing.

Click the Submit button to confirm your filing.
The Event Docketed message dialog box opens.
Click the OK button.

A browser window opens with the notice of docket activity for your filing.
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7 Filing a Court Reporter
Motion to Extend Time

Before you start, make sure you review the information in “An Overview of Filing” on page 31, to
familiarize yourself with the process of filing something in ECF.

Follow the instructions in this topic to file a court reporter motion to extend time.

TIP: The Court has prepared a fill-in form that you can use for your motions. Check the Court’s
Forms section in the ECF page at http:/www.ca9.uscourts.gov/cmecf.

1. In the Startup Page window, from the menu bar, choose Docketing > File a Document.
The File a Document window opens.
2. Inthe upper part of the window, in the Case field, type the case number and press the Tab key.

TIP: Notice that the case number and title now appear below the menu bar in the File a
Document window. In addition, the case number and title appear in the Case Selection box in
the lower part of the window.

3. Inthe categories list, select the Transcripts/Court Reporters radio button.

The right part of the window is updated to show a list of possible filings in the Transcripts/
Court Reporters category.
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4. Inthe list labeled Select One, select the File a Court Reporter Motion to Extend Time radio
button.

Figure 85 shows an example of what you have done so far: case number in Case field,
Transcripts/Court Reporters and File a Court Reporter Motion to Extend Time radio
buttons selected.

Figure 85. File a Court Reporter Motion to Extend TIme

Case: 56999 |

@ File a Court Reporter Motion to Extend Time

(@ Transcripts/Court Reporters
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(Optional) If other case numbers appear in the Case Selection box (an example is shown in
Figure 86), make sure that you select the checkboxes for those additional cases where you want
to enter your filing; this is in addition to the case that you entered in the Case field.

Figure 86. Multiple Cases in Case Selection Box

Total number of cases
listed in Case Selection
box.

«4 for each additional case in which this document should be filed.

Lase
_4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 24 07-56854 Rowland v. SEC, et al (Related) (Lead)

[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

o ][ e |

Totan2 Selected: 0
M cases selected
inthe Case Selection box.

NOTE: No matter what type of association is shown in parentheses next to the additional cases,
if a case is selected, the filing will be done in the case.

Click the Continue button.

A dialog box opens with a number of warnings. An example of that dialog box is shown in
Figure 87.

Figure 87. File a Court Reporter Motion to Extend Time - Warning Dialog Box

s Docketing File a Motion
Event Preconditions

Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK bulton, select the cases (checkmark), and click the Continue bulton again.

You must check Continue and OK for processing to continue for the case/s.

ok |

Read the warning and select the Continue checkbox button on the right to confirm that you
have read the message.
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8.

10.

11.

12.

Click the OK bhutton.

A screen opens where you must enter additional information about the filing. An example of
the screen is shown in Figure 88.

Figure 88. Identifying the Court Reporter Filer

s Docketing File a Court Reporter Motion to Extend Time
Docketing Reports Utilities Logout Help

D Case 66-999 ABC Fiction Team v. AAA Fiction Widget Company

Court Reporter Filer

Select your name in the list below by selecting the checkbox to the left of your name. If
your name does not appear in the list of Court Reporters, enter your name in the text box below the list.

Filer [ Type [case Number ShortTitle |
[_I|Court Reporter, Test Court Reporter G5-999 ABC Fiction Team v... ||~ |
SelectAll || Clearan |

Additional Information
Enter Your Name if your name does not appear in the list above this field:

| continve || Back || cancel |

L e R e N e e e I StV

{i‘/I/E CF Appellat

Do one of the following:

» If your name appears in the Court Reporter Filer area, select your name by selecting the
checkbox to the left of the Filer column.

_Or_

» If your name does not appear in the Court Reporter Filer area, type it in the text box in
the Additional Information area.

Click the Continue button.

Another screen opens where you must enter more information about the filing.

In the Service Date field, type the date of service.

TIP: Remember to review the service list for the case by choosing Reports > Service List.
Follow the step-by-step instructions in “Checking the Service List for a Case” on page 47.

In the PDF Document area, click the Browse button to navigate to and select the PDF
document of your motion.

TIP: The Court has prepared a fill-in form that you can use for your motions. Check the Court’s
Forms section in the ECF page at http:/www.ca9.uscourts.gov/cmecf.
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13. If you need to attach a separate document, do the following:
a. Inthe PDF Document area, click the Add Another button.

b. Click the Browse button to navigate to and select the PDF document of the certificate of
service.

c. Inthe Description field, type the description of the document.
For step-by-step instructions, see “Attaching PDF Documents to Filings” on page 44.

Figure 89 shows an example of the Service and PDF Document areas filled in.

Figure 89. Service and PDF Document Areas

s Docketing File a Court Reporter Motion to Extend Time
Docketing Reports Utilities Logout Help

&b Case 66-999 ABC Fiction Team v. AAA Fiction Widget Company

NOTE

138w
Make sure yvou review and use the information in the Service List for this case.
Click the Reports menu, click Service List, and follow the instructions.

Service

Service Date:|03/14/2009

NOTE

42w
To attach another document, such as a Declaration, an Exhibit, or a Certificate of Service,
click the Add Another button to attach the document and then type in a Description.

PDF Document

Document: F—ECF\ecf—docs\dr—motion.pde Browse... Description: |rv1ain Document
Add Another

e S

CM/ECF Appellat

5
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14.

15.

Click the Continue button at the bottom of the screen.

The Docket Text dialog box, shown in Figure 90, opens. This dialog box shows you the text of
the entry as it will appear on the docket once you complete the filing. You cannot change the
text in this dialog box.

Figure 90. File a Court Reporter Motion to Extend Time - Docket Text Dialog Box

Docket Text P§|

Filed {ECF) court reporter Court Reporter Test Court Reporter motion to extend time ||
to file transcript. Date of service: 03/14/2009. L

4]

Continue Back
| Continue |

Click the Continue button.

The Event Review dialog box, shown in Figure 91, opens. Even though the background of the
window is white, you cannot change the text in this dialog box.

CAUTION: This is the “point of no return.” If you made a mistake, click the Back button to step
back in the filing.

Figure 91. File a Court Reporter Motion to Extend Time - Event Review Dialog Box

Event Review rz|
Attention!

Pressing the SUBMIT button on this screen commits this transaction.

You will have no further opportunity to modify this transaction if you continue.

Filed (ECF) court reporter Court Reporter Test Court Reporter motion to
extend time to file transcript. Date of service: 03/14/2009.

oo

16. Click the Submit button to confirm your filing.

The Event Docketed message dialog box opens.
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17. Click the OK bhutton.

A browser window opens with the notice of docket activity for your filing.

NOTE: If a browser window or browser tab does not open with the notice of docket activity,
check the pop-up blocker settings in your browser. The only reason the notice of docket activity
does not open is that a pop-up blocker is preventing a window or tab from opening.

An example of a notice of docket activity, in this case opened in a second tab in the browser
window, is shown in Figure 92.

Figure 92. File a Court Reporter Motion to Extend Time - Notice of Docket Activity

) 66-999 ABC Fiction Team v. AAA Fiction Widget Company "File a Court Reporter Motion to Extend Time” - .. (L |[E/[X]
File Edit View Higtory Bookmarks Tools Help

- c (at I:h_-]ihttps:ffecf.cag.uscouris.gov,."cmecf.."servlet."l’ransporﬂ%oom?servlet=5 Wil ' ).'

|;] https: fecf.ca%.usc.. rvlet=k2aframe.jsp |_] 66-999 ABC Fiction Team v. AAA ... @

-

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys
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 avoid later charges, download a copy of each document during this first viewing.

United States Court of Appeals for the Ninth Circuit

Notice of Docket Activity

The following transaction was entered on 03/14/2009 at 5:09:38 PM PDT and filed on 03/14/2009
Case Name:  ABC Fiction Team v. AAA Fiction Widget Company

Case Number: 66-999

Document(s): Document(s)

Docket Text:
Filed (ECF) court reporter Court Reporter Test Court Reporter motion to extend time to file transcript. Date of service:
03/14/2009. [6845938] (AEA)

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

Document Description:Main Document

Original Filename:ctr-motion pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=03/14/2009] [FileNumber=6845938-0]

[991cae03f4c9d537b904bab3 1ef3f27157aa66d619c63115d1c887Tb1 1f57f1 Tf64e6aedf15073e53f33c12a3abbd13c1 14

Notice will be electronically mailed to:

Attorney, Annette External

Attorney, Donald External

Attorney, John External

Mrs. Attorney, Estela External

Court Reporter, Test, Court Reporter

The following information is for the use of court personnel:

< 4
Done ecf.cad.uscourts.gov
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8 Filing a Petition for
Rehearing

Before you start, make sure you review the information in “An Overview of Filing” on page 31, to
familiarize yourself with the process of filing something in ECF.

Follow the instructions in this topic to request rehearing of an Opinion or a Memorandum
Disposition.

The instructions in this topic apply to the following types of filings:

» Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)

» Petition for Rehearing En Banc (FRAP 35; 9th Cir. R. 35-1)

e Combination Petition for Panel Rehearing/En Banc (FRAP 35, 40)

CAUTION: If you want to request reconsideration of an Order, file a motion for reconsideration
instead.

1. Make sure you have a PDF copy of the Opinion or Memorandum Disposition for which you
are requesting the rehearing.

You must attach the Opinion or Memorandum Disposition to your filing.
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2. In the Startup Page window, from the menu bar, choose Docketing > File a Document.

The File a Document window, shown in Figure 93, opens.

Figure 93. File a Document Window

s Docketing Click a category on the left to see a list of documents you can file

Docketing Reports Utilities Logout Help

D

File a Document
Case: Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: 04/25/2009

Select One

® Click a category in the list i@ Click a category on the left to see a list of documents you can file

) Briefs

) Motions/Responses/Replies

) Rehearing/Reconsideration

) Transcripts/Court Reporters

) Answers to Original Petitions

) Appeals Pursuant to FRAP 9(a)

) Forms/Notices/Disclosures

) CorrespondencelStatus Reports
) Prospective Amici and Intervenors

CM/ECF Appellat

Check boxes for each additional case in which this document should be filed.

Case

Total: 0 Selected: 0 All

3. Inthe upper part of the window, in the Case field, type the case number and press the Tab key.
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TIP: Notice that the case number and title now appear below the menu bar in the File a
Document window. In addition, the case number and title appear in the Case Selection box in
the lower part of the window. The Case Selection box also lists all other cases associated to the
case for which you entered the case number in the Case field. Figure 94 illustrates this.

Figure 94. File a Document Window With Case Title

Case 67-999 Susan Pro Se Filer v. ABC Fiction Team

Lase
4 £7-999 Susan Pro Se Filerv. ABC Fiction Team (Lead) (Target Case - Lead)
[ # B6-999 ABC Fiction Teamn v. AAA Fiction Widget Company (Companion)

In the categories list on the left, select the Rehearing/Reconsideration radio button.

The right part of the window is updated to show a list of possible filings in the Rehearing/
Reconsideration category.

In the list labeled Select One, do one of the following:

» To request a rehearing by panel only, select the File a Petition for Panel Rehearing
(FRAP 40; 9th Cir. R. 40-1) radio button.
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» To request a rehearing by en banc panel only, select the File a Petition for Rehearing En
Banc (FRAP 35; 9th Cir. R. 35-1) radio button.

» Torequest arehearing by panel and en banc panel, select the File a Combination Petition
for Panel Rehearing/En Banc (FRAP 35, 40)Submit Brief for Review by the Court
radio button.

Figure 95 shows an example of the File a Document window with the filing category
Rehearing/Reconsideration and available rehearing types highlighted.

Figure 95. File a Document Window With Filing Category and Types Highlighted

) File a Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)
) File a Petition for Rehearing En Banc (FRAP 35; 9th Cir. R. 35-1)
i File a Combination Petition for Panel Rehearing/En Banc (FRAP 35, 40)
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6. (Optional) If other case numbers appear in the Case Selection box (an example is shown in
Figure 96), make sure that you select the checkboxes for those additional cases where you want
to enter your filing; this is in addition to the case that you entered in the Case field.

Figure 96. Multiple Cases in Case Selection Box

Total number of cases
listed in Case Selection
box.

«4 for each additional case in which this document should be filed.

Lase
_4 07-16358 Rowland v. Prudential Financial, et al (Lead) (Target Case - Lead)
= [ 24 07-56854 Rowland v. SEC, et al (Related) (Lead)

[ # 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)
# 08-15972 Prudential Equity Group, INC. v. Arlene Rowland (Related)

o ][ e |

Totan2 Selected: 0
M cases selected
inthe Case Selection box.

NOTE: No matter what type of association is shown in parentheses next to the additional cases,
if a case is selected, the filing will be done in the case.

7. Click the Continue button.

A dialog box opens with a number of warnings. An example of that dialog box is shown in
Figure 97.

Figure 97. File a Petition for Panel Rehearing - Warning Dialog Box

pi Docketing File a Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)

Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [_] Continue
To go back, click the OK bulton, select the cases (checkmark), and click the Continue bulton again.

Use this filing type to request rehearing of an Opinion or a Memorandum Disposition.

LETIGE If you want to request reconsideration of an Order, cancel this transaction and select File a Motion for Reconsideration. [1J Continue

You must check Continue and OK for processing to continue for the casels.

ok |
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8.

For each warning message, read the warning, and select the Continue checkbox button on the
right to confirm that you have read the message.

CAUTION: If you want to request reconsideration of an Order, click the OK button to return to
the previous screen, and select File a Motion for Reconsideration instead.

Figure 98 shows an example of the warning dialog box with all the Continue checkboxes
selected.

TIP: If you do not see all the checkboxes, check your screen settings and make sure you are
running at a screen resolution of at least 1024 x 768 pixels.

Figure 98. Submit Brief for Review by the Court - Warning Dialog Box - Ready to Continue

#i Docketing File a Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)
Event Preconditions
Case(s): Explanation:

Tofile in more than 1 case number, make sure you select the correct case numbers
All Warning: in the Case Selection box on the previous screen. [v] Continue
To go back, click the OK bulton, select the cases (checkmark), and click the Continue bulton again.

Use this filing type to request rehearing of an Opinion or a Memorandum Disposition.

ing: ; ) ; ; : ; ; : v i
LM If you want to request reconsideration of an Order, cancel this transaction and select File a Motion for Reconsideratiof. Iv] Continue

You must check Continue and OK for processing to continue for the casels.

ok |

When you have reviewed all the warnings and selected all the Continue checkboxes, click the
OK button.

A screen opens where you must enter additional information about the rehearing request that
you are filing.
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10.

11.

12.

13.

In the Party Filer area, select the party or parties you represent by selecting the checkbox to
the left of the Filer column.

Figure 99 shows an example of a Party Filer area with the Respondent party selected.
NOTE: If you are a Pro Se filer, select your name in the list.

See “Selecting the Filing Party” on page 39 for step-by-step instructions.

Figure 99. Submit Brief for Review by the Court - Party Filer

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

[ Filer [ Type [case Number ShortTitle |
[_1|Pro Se Filer, Susan External |Petitioner— 67-999 Susan Pro Se Filer ... ||a]
[v]|ABC Fiction Team Respondent— 67-999 Susan Pro Se Filer ...

| selectal || clearan |

i fo

From the Requesting Rehearing of drop-down list, select the correct value.

CAUTION: This drop-down list defaults to memorandum. Make sure you select opinion if
you are requesting a rehearing of an opinion.

In the Date of Memorandum or Opinion field, type the date the memorandum or opinion was
filed.

In the Service Date field, type the date of service.

TIP: Remember to review the service list for the case by choosing Reports > Service List.
Follow the step-by-step instructions in “Checking the Service List for a Case” on page 47.
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14. In the PDF Document area, click the Browse button.

The Select PDF document dialog box opens. An example of this dialog box is shown in
Figure 100. By default, the Select PDF document dialog box points to the last location you
accessed to attach documents from within ECF.

Figure 100. Select PDF document Dialog Box

Select PDF document @@
Look im: | 2 ecf-docs w O ? % El,

ﬁ 67-999-answering-brief , pdf
ﬁ 67-999-cert-service, pdf

My Recent | |TLl67-9990pening-Erief . pdf
Documents

€

Desklop

My Documents

el
9
My Computer
‘;’] File name: * pf v
=
by Metwork, Files of type: Al Files [*%] »

15. Navigate to and select the PDF file of the petition for rehearing.

CAUTION: Each PDF that you attach to your filing may not exceed 5 MB in size.

16. Click the Open button.

The Select PDF document dialog box closes and ECF shows the file you selected, with the full
path, in the Document field. The default Description for the document is Main Document.
An example is shown in Figure 101.

Figure 101. PDF Document Area With One Document, Petition for Rehearing, Attached

PDF Decument

Document: -999-petition-for—rehearing.pdﬂ Browse... Description: |Main Documenﬂ
Add Another
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17.

18.

19.

20.

21.

To attach another document, such as the opinion or memorandum or the certificate of service,
click the Add Another button.

NOTE: The certificate of service does not need to be a separate document. The certificate of
service can be part of the main document that you attach to the filing.

The PDF Document area expands to include another Document field, another Browse button,
and a Description field for the second document, as shown in Figure 102.

Figure 102. PDF Document Area After Clicking Add Another

PDF Document

Document: |csIGT-999-answering-brief.pdfl Browse... | Description: |Main Diocument |
Document: Browse... | Description: | |
Add Another

Click the Browse button that was just added.

In the Select PDF document dialog box, navigate to and select the next PDF file you want to
attach.

Click the OK button.

In the Description field next to the file that you just added, type a description for the
attachment.

TIP: If you attached a certificate of service, you could type Certificate of Service,
as shown in the example in Figure 103.

Figure 103. PDF Document Area With Description Field Completed For Standard Form

PDF Document

Document: |csIGT-999-answering-brief.pdfl Browse... | Description: |Main Diocument |
Document: |995-cet-service. pd Browse... Description: |Cer1iﬂcate of Service |

Add Another
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22. To attach another document, return to Step 17 on page 97.

At this point, the screen should look similar to what is shown in Figure 104.

Figure 104. File a Petition for Rehearing- Second Page Completed

Party Filer

Select the parties you represent or, if you are Pro Se, select your entry by selecting the
checkbox to the left of the Filer column.

Filer Type Case Numbe Short Title
[_1|Pro Se Filer, Susan External |Petitioner— G7-999 Susan Pro Se Filer ... ||~
[v] ABC Fiction Team Respondent— £7-999 |Susan Pro Se Filer ..
Display All Parties || All Cases || Select All || Clear All

Additional Information
Requesting Rehearing of:
opinion -

Additional Information

Date of Memorandum or Opinion:
06/15/2009

NOTE

138w
Make sure yvou review and use the information in the Service List for this case.
Click the Reports menu, click Service List, and follow the instructions.

Service

Service Date:|07/02/2009

NOTE

42w
To attach another document, such as a Declaration, an Exhibit, or a Certificate of Service,
click the Add Another button to attach the document and then type in a Description.

NOTE

33w
You are required to attach a copy of the opinion or memorandutn disposition being challenged
by clicking the Add Another button, or your petition will be rejected. See 9th Cir. R. 40-1(c).

PDF Document

Document: |—99Q—petition—for—rehearing.pdfl Browse... Description: |Petiti0n for rehearing |
Document: [\57-999-opinion.pd Browse... Descn'pﬁon:|0pini0n |
Add Another

A A W e s e s N
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23.

24,

25.

Click the Continue button at the bottom of the screen.

The Docket Text dialog box, shown in Figure 105, opens. This dialog box shows you the text
of the entry as it will appear on the docket once you complete the filing. You cannot change
the text in this dialog box.

Figure 105. File a Petition for Panel Rehearing - Docket Text Dialog Box

Docket Text r5_<|

Filed {ECF) Respondent ABC Fiction Team petition for panel rehearing (from -
06/15/2009 opinion). Date of service: 07/02/2009. I

4]

Continue Back
| Continue |

Click the Continue button.

The Event Review dialog box, shown in Figure 106, opens. Even though the background of the
window is white, you cannot change the text in this dialog box.

CAUTION: This is the “point of no return.” If you made a mistake, click the Back button to step
back in the filing.

Figure 106. File a Petition for Panel Rehearing - Event Review Dialog Box

Event Review le

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

=

Filed (ECF) Respondent ABC Fiction Team petition for panel rehearing (from
06/15/2009 opinion). Date of service: 07/02/2009.

oo

Click the Submit button to confirm your filing.

The Event Docketed message dialog box opens.
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26. Click the OK bhutton.

A browser window opens with the notice of docket activity for your filing.

NOTE: If a browser window or browser tab does not open with the notice of docket activity,
check the pop-up blocker settings in your browser. The only reason the notice of docket activity
does not open is that a pop-up blocker is preventing a window or tab from opening.
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9 Working With Emaill
Notices of Docket
Activity

The topics below describe the notice of docket activity and explain how to save a copy of the
documents attached to the notice.

e “What is in a Notice of Docket Activity?” on page 102
* “The Subject Line of a Notice of Docket Activity” on page 104

* “Document Links in a Notice of Docket Activity” on page 105
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What is in a Notice of Docket Activity?

A notice of docket activity is a notice that is generated whenever something is entered on the docket
of a case. The top of the notice contains a disclaimer stating that public users may view the notice
information once free of charge (“one free look™). After that, a fee will be assessed.

NOTE: If you are not a party or attorney in a case, and you signed up to receive notices for cases
of interest, the “one free look™ does not apply.

The notice shows case information, docket text, the recipient names, and a hyperlink for the case
number. In addition, the notice may include a link labeled Document(s). If you are logged in to
PACER, clicking the case number hyperlink takes you to the Docket Report window from where
you can generate a docket report. “Document Links in a Notice of Docket Activity” on page 105
explains how the document links work.
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An example of a browser window with a notice of docket activity is shown in Figure 107.

Figure 107. Notice of Docket Activity for Filing

) 66-999 ABC Fiction Team v. AAA Fiction Widget Company “File a Response to a Motion/Form” - Mozilla Firefox |« IM[i=0F
File Edit View Higtory Bookmarks Tools Help

& A
- c iy, I"l_"] ‘ https: ffecf.ca%.uscourts. gov fcmecf/serviet/Transpor tRoom?serviet=ShowDoc/0091 .7 ~ -
|_“] https: ffecf.ca%.usc.. rvlet=k2aframe.jsp |_“] 66-999 ABC Fiction Team v. AAA ... @

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys 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 avoid later charges,
download a copy of each document during this first viewing.

United States Court of Appeals for the Ninth Circuit
Notice of Docket Activity

The following transaction was entered on 04/25/2009 at 1:49:20 PM PDT and filed on 04/25/2009
Case Name:  ABC Fiction Team v. AAA Fiction Widget Company
Case Number: 66-999
Document(s): Document(s)

Docket Text:
Filed (ECF) Appellee AAA Fiction Widget Company response opposing motion (Motion (ECF Filing) Motion (ECF Filing) motion for
attorney fees). Date of service: 04/24/2009. [6896421] (AEA)

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

Document Description:Main Document

Original Filename:67-999-motion pdf

Electronic Document Stamp:

[STAMP acecfStamp_ID=1106763461 [Date=04/25/2009] [FileNumber=6896421-0]
[760812d63303d6290b1b195b4d921767f4aTf0515e57b1541d508ad28afebebbab4dd56c5ad3a288235913d0c810c724d91a5257d1d

Notice will be electronically mailed to:

Attorney, Annette External
Attorney, Donald External
Attorney, John External

Mrs. Attorney, Estela External
<

= N N L g e
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The Subject Line of a Notice of Docket Activity

The subject line of a notice of docket activity shows the case number, the case title, and provides
a short description of the activity that happened in the case.

Even if the notice applies to several cases, the subject line of a notice of docket activity only lists
one case number! An example of this is a notice of oral argument. Usually, a notice of oral
argument notice applies to all the cases that are scheduled to be heard on the same day, but only
one case number will appear in the subject line of the notice of docket activity. The docket text
includes information to let you know that you must open the documents attached to the notice to
view details about your case. An example of docket text for a notice of oral argument is shown
below.

Notice of Oral Argument on AUGUST Calendar. Please return
ACKNOWLEDGEMENT OF HEARING NOTICE form to: SEATTLE Office.
Attention: The Notice of Docket Activity may not list your case
number. Please open attached documents to view details about
your case. [07-30344, 07-30452, 07-30458, 07-30459, 07-35188,
07-35341, 07-35610, 07-35841, 07-35907]
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Document Links in a Notice of Docket Activity

A Document(s) link appears in the notice if one or more documents were attached to the activity
in the docket.

You can click the Document(s) link to view the document or documents that were attached.

CAUTION: Remote electronic access to documents in Social Security cases and immigration
matters is limited to the attorneys or parties in the case in order to protect the privacy of the
individuals involved in those cases. You may inspect these files in person in the Clerk's office. If
you are a party or attorney in the case, you can access documents in these cases only by using your
CMV/ECEF Filer ID and Password and choosing Reports > PACER Report after you have logged
in to CM/ECF. See Rule 13 of the Administrative Order Regarding Electronic Filing in All Ninth
Circuit Cases.

In ECF documents are attached in portable document format (PDF). This means that when you
click adocument link, the document opens in Adobe Reader or in another PDF-capable application
on your system. For the purpose of this guide, we will assume that you are using Adobe Reader.

NOTE: If you are not a party or attorney in a case, and you signed up to receive notices for cases
of interest, the “one free look™ does not apply.

To save a copy of a document attached to a notice of docket activity
1. Inthe notice of docket activity, click the Document(s) link.

NOTE: If more than one document is attached to the entry, a page opens with a number of links.
There is one link for each attached document. In this case, click the link of the document that
you want to open.

The document opens in your web browser or in a separate Adobe Reader window, depending
on your settings.

2. Choose File > Save As (or Save A Copy, if Save As is not shown).
_OI’_
Click the Save a Copy button in the toolbar.

3. Inthe Save As dialog box, enter the file name and location, and click the Save button.
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10 Creating
Cross-Document
Hyperlinks

The topics below describe how to create a hyperlink in a PDF document, where the hyperlink links
to another PDF document in a CM/ECF database. The document being referenced can be a
document that was previously filed or a document that is being filed in the same transaction (filing)
as the referencing document. The steps to create a hyperlink and to generate documents in PDF
format are similar whether you are using WordPerfect or Word to create documents; differences are
noted as needed.

e “Creating a Hyperlink to a Document Already Filed in a Case” on page 108

» “Creating Hyperlinks Between Documents in the Same Filing” on page 112
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Creating a Hyperlink to a Document Already
Filed in a Case

You can create a link to another document in any database in the Federal Courts: District,
Bankruptcy (as of December 2006) or Appellate (as of July 2006, Version 1.3).

1. Access CM/ECF and run the docket report for the case in which the document was filed.
2. Locate the document among the docket entries.
3. Copy the URL (the “address™) of the document to the clipboard by doing the following:

a. Hover over the document link and click the right mouse button (the document link displays
after the docket date and is represented by an icon or a number with an underscore, for
example, 5).

b. From the pop-up menu, choose Copy Shortcut or Copy Link Location (the option you
will see depends on your browser),

CAUTION: DO NOT copy the URL from the browser’s address bar when the document is
open.

An example of the pop-up menu in Internet Explorer is shown in Figure 108.

Figure 108. Pop-up Menu for Document in Docket Report

Right-click underlined
number to see pop-up
menu

Filed clerk order
Open

Open in New Window
Save Target As...
Print Target

Add to Favorites...

Convert link target to Adobe PDF
Convert link target to existing PDF
2 Open with WordPerfect

2 Properties

motion to dismiss, and, so construe

4, Open the word processing document.
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5. In the document, highlight the citation text for which you want to create the hyperlink.

An example is shown in Figure 109.

Figure 109. Highlight Hyperlink Text

DEUTSCHE BANK TRUST CO., &l
Appellee

b

WACHOVIA BANK NATIONATL ASSOC.,
Appellant

RESPONSE
MOTION TO REMANND

7 E ; Juag P
under 28TT.3.C § 63600 1(A) and therefore a magistrate judze had authority to enter afinal
order remanding the case to state court. Zee Appendiz T and Appendix E for other relevant

citations.
al I

6. If you are using WordPerfect, go to: “To create the hyperlink and produce a PDF in
WordPerfect” below.

_Or_

If you are using Word, go to: “To create the hyperlink and produce a PDF in Word” on
page 110.

To create the hyperlink and produce a PDF in WordPerfect
1. From the Tools menu, choose Hyperlink.

The Hyperlink Properties dialog box opens. An example is shown in Figure 110.

Figure 110. Hyperlink Properties Dialog Box

Hyperlink Properties E n

Defing links to other documents or bookmarks in this or other documents. Or, define a

macro to be executed when the user clicks on the link.
B1| Browse'web..

Bookmark: | j

Document/t acro: -::;.:;_ ent document>

Target frame: |

2. Press Ctrl-V to paste the URL into the Document/Macro field.
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3.

If the citation is to a specific page in the document, append a string to the URL to identify the
page: ?page=x

For example:
https://ecf.cal.uscourts.gov/docs1/001010708409?page=23

NOTE: Because of an incompatibility between Internet Explorer and Adobe Acrobat, the page
number pointer will not work if the user opens the document with Internet Explorer.

Click the OK bhutton.

In the word processing application, the hyperlink text is now underlined and blue (or the color
that you specified for hyperlinks), indicating a hyperlink has been created.

Save the word processing document.
Produce the PDF file.

CAUTION: Do not use the Print option in the word processing program.

If you are using a version of WordPerfect that has a Publish to PDF or Publish to option on
the File menu, choose Publish to PDF or choose Publish to, then choose PDF.

NOTE: If you are using an earlier version of WordPerfect that does not have one of these
Publish options, you must upgrade to Version 11 or higher.

You are now ready to file your document and upload the PDF with hyperlinks.

To
1.

create the hyperlink and produce a PDF in Word
From the Insert menu, choose Hyperlink.

The Insert Hyperlink dialog box opens. An example is shown in Figure 111.

Figure 111. Insert Hyperlink Dialog Box

Insert Hypetlink - e |
Link to: Text to display: IWachcvia Bank Mational Assoc, v, Deutsche Eank Trust Co., 123 ScreenTip,.. |
Look in: IIJ documents j | @l D”'l
Ezsting File or
‘Web Page Bookmark. .. |
Current
] Fulder Targer Frame. .. |
Pace in This
Document Browsed
Pages
Create Mew Recent
Jocument Files %
Address: I L Adocuments LI
E-mail. Address
Ok I Cancel
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2. Press Ctrl-V to paste the URL into the Address field.

3. If the citation is to a specific page in the document, append a string to the URL to identify the
page: ?page=x
For example:
https://ecf.cal.uscourts.gov/docs1/001010708409?page=23

NOTE: Because of an incompatibility between Internet Explorer and Adobe Acrobat, the page
number pointer will not work if the user opens the document with Internet Explorer.

4. Click the OK button.

In the word processing application, the hyperlink text is now underlined and blue (or the color
that you specified for hyperlinks), indicating a hyperlink has been created.

5. Save the word processing document.
6. Produce the PDF file by following the steps below.

CAUTION: Do not use the Print option in the word processing program.

If you are using a version of Word that has an Adobe PDF menu, choose the Convert to Adobe
PDF option.

If you are using Word but do not have an Adobe PDF menu, close the Word file and follow the
steps below.

a. Open Adobe Acrobat.
b. From the File menu, choose Create PDF > From File.
A navigation dialog box opens.

c. Inthe navigation dialog box, find and select the document that you want to convert to PDF,
then click the Open button.

A series of dialog boxes open while the document is converted to PDF. When the
conversion is complete, the document is displayed in an Adobe Acrobat window, with
active hyperlinks (the ones you defined in the Word document).

d. Save the PDF file in a directory of your choice.

You are now ready to file your document and upload the PDF with hyperlinks.
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Creating Hyperlinks Between Documents in the
Same Filing

Instead of linking to a previously-filed document, you can link a document to another document
that you will be filing at the same time. For example, you could create a hyperlink from your main
document to an attachment.

When you create the link, it points to the referenced document where it exists on your local system
or network and when the documents are filed in CM/ECF, the link is converted to an “address” in
CM/ECF.

1.

Create PDF versions of any secondary documents, such as attachments or exhibits, that will be
referenced by the main document.

Open the main document in the word processing program.

The main document is the document that will have hyperlinks to the secondary documents.

In the main document, highlight the text for which you want to create the hyperlink to the
secondary document.

If you are using WordPerfect, go to: “To create the hyperlink to an attachment and produce a
PDF in WordPerfect” below.

_Or_

If you are using Word, go to: “To create the hyperlink to an attachment and produce a PDF in
Word” on page 114.

To create the hyperlink to an attachment and produce a PDF in WordPerfect

1. From the Tools menu, choose Hyperlink.
The Hyperlink Properties dialog box opens. An example is shown in Figure 112.
Figure 112. Hyperlink Properties Dialog Box
Hyperlink Properties En

Defing links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks on the link.
Document/t acro: .=::|::|_1nent document> ﬂ Browse web...
Bookmark: | j
Target frame: |
QK | Cancel | Help
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2. Click the folder icon to the right of the Document/Macro field.

The Select File window opens.

3. Navigate to and select the PDF file that you want to link to and click the Select button.

The Document/Macro field in the Hyperlink Properties dialog box now shows the file you
selected.

4. Click the OK button.

5. If the citation is to a specific page in the document, append a string to the value in the field to
identify the page: ?page=x
For example:
C:\MyFiles\Exhibit-A.pdf?page=23

NOTE: Because of an incompatibility between Internet Explorer and Adobe Acrobat, the page
number pointer will not work if the user opens the document with Internet Explorer.

6. Click the OK button.

In the word processing application, the hyperlink text is now underlined and blue (or the color
that you specified for hyperlinks), indicating a hyperlink has been created.

7. Save the word processing document.
8. Produce the PDF file.

CAUTION: Do not use the Print option in the word processing program.

If you are using a version of WordPerfect that has a Publish to PDF or Publish to option on
the File menu, choose Publish to PDF or choose Publish to, then choose PDF.

NOTE: If you are using an earlier version of WordPerfect that does not have one of these
Publish options, you must upgrade to Version 11 or higher.

You are now ready to file your documents and upload the PDF with hyperlinks.
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To create the hyperlink to an attachment and produce a PDF in Word

1.

From the Insert menu, choose Hyperlink.

The Insert Hyperlink dialog box opens. An example is shown in Figure 113.

Figure 113. Insert Hyperlink Dialog Box

Insert Hypetlink - e |
Link to: Text to display: IWachcvia Bank Mational Assoc, v, Deutsche Eank Trust Co., 123 ScreenTip,.. |
Look in: IIJ documents j | @l D”'l
Ezsting File or
‘Web Page Bookmark. .. |
Current
] Fulder Targer Frame. .. |
Pace in This
Document Browsed
Pages
Create Mew Recent
Jocument Files %
Address: I L Adocuments LI
E-mail. Address
Ok I Cancel

Navigate to and select the PDF file that you want to link to.
The Address field in the Insert Hyperlink dialog box now shows the file you selected.

If the citation is to a specific page in the document, append a string to the value in the field to
identify the page: ?page=x

For example:

C:\MyFi1les\Exhibit-A._.pdf?page=23

NOTE: Because of an incompatibility between Internet Explorer and Adobe Acrobat, the page
number pointer will not work if the user opens the document with Internet Explorer.

Click the OK bhutton.

In the word processing application, the hyperlink text is now underlined and blue (or the color
that you specified for hyperlinks), indicating a hyperlink has been created.

Save the word processing document.
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7. Produce the PDF file by following the steps below.

CAUTION: Do not use the Print option in the word processing program.

If you are using a version of Word that has an Adobe PDF menu, choose the Convert to Adobe
PDF option.

If you are using Word but do not have an Adobe PDF menu, close the Word file and follow the
steps below.

a. Open Adobe Acrobat.
b. From the File menu, choose Create PDF > From File.
A navigation dialog box opens.

c. Inthe navigation dialog box, find and select the document that you want to convert to PDF,
then click the Open button.

A series of dialog boxes open while the document is converted to PDF. When the
conversion is complete, the document is displayed in an Adobe Acrobat window, with
active hyperlinks (the ones you defined in the Word document).

d. Save the PDF file in a directory of your choice.

You are now ready to file your documents and upload the PDF with hyperlinks.

ECF User Guide - 115



Creating Cross-Document Hyperlinks > Creating Hyperlinks Between Documents in the Same Filing

116 - ECF User Guide



11 Macintosh Users and
ECF

The topics below provide information specific to Macintosh users that will be useful when using
ECF in the United States Court of Appeals for the Ninth Circuit.

The Apple Macintosh platform can now be used to run all parts of the ECF with no extra software.
»  “Prerequisites for Macintosh Users” on page 118

o “Starting ECF on a Mac” on page 124

* “Known Differences for Mac Users” on page 128

* “Known Java Issues for Mac Users” on page 130
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Prerequisites for Macintosh Users

Both the hardware and the operating system (OS X) must be 64 bit. All Macintosh computers made
in about the last 18 months are 64-bit capable. In summary, you need:

* 64-bit capable Macintosh
e 0OS X 10.5 (or higher)
» Java 1.6 Update 13

You must install the latest Java update for Macintosh users, released by Apple on 18 June 2009
as Java for Mac OS X 10.5 Update 4 (this is Java 1.6 Update 13).

You will not be able to log in if you have not installed this update.

CAUTION: Make sure you review the information in “Known Java Issues for Mac Users” on
page 130 before you attempt to start ECF.

NOTE: If you have an Intel-based Mac that is not 64-bit capable, you may be able to use one of the
parallel operating system products, such as Fusion or Parallels, that allow a Mac to mimic the
Windows operating system. Fusion and Parallels only run on Intel-based Mac systems.

Before you start, make sure you do the following:

1. Verify that you have the correct Java version, see “To verify that you have the correct Java
version” below.

2. Configure your browser to accept cookies.

3. Decide which browser you want to use for ECF, define that browser as the default browser to
use, and clear the browser cache and cookies. See one of the topics below for step-by-step
instructions:

e “To set Firefox as the default browser and clear the browser cache and cookies” on
page 119

e “To set Safari as the default browser and clear the browser cache and cookies” on page 123

To verify that you have the correct Java version
1. From Finder, click Go, then click Applications.

2. In Applications, expand Utilities, then expand Java.
3. Double-click Java Preferences.

The Java Preferences dialog box opens.
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4.

Drag the entries up and down to match the order shown in Figure 114.

CAUTION: If you do not see Java SE 6, you do not have the latest version of Java. In this case,
download it from Apple, install the update and start again.

Figure 114. Java Preferences Updated

| Java SE 6

J25E 5.0

Java SE 6
J25E 5.0

To set Firefox as the default browser and clear the browser cache and cookies

1.

2.

3.

Open Firefox.
Choose Firefox > Preferences.

In the dialog box that opens, click the Advanced icon at the top, then make sure the General
tab is the active tab.

At the bottom of the dialog box, under System Defaults, click the Check Now button to check
and set Firefox as the default browser.

Click the Privacy icon at the top.
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Under Cookies, make sure the Accept cookies from sites and Accept third-party cookies
checkboxes are selected.

An example is shown in Figure 115.

Figure 115. Cookies Section in Firefox Preferences

Cookies

Em:uept cookies from sites
™ Accept third-party cookies

Keep until: lthe\r expire i Show Cookies...
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7. Click the Show Cookies button.

The Cookies dialog box opens. An example is shown in Figure 116.

Figure 116. Cookies Dialog Box

PN

Cookies =

Search: Clear

The following cookies are stored on your computer:

Site Cookie Name
» aus2.mozilla.org

» bbc.co.uk

» download.mozilla.org

> ecf.caB.uscourts.gov

» google.com

Name: <no cookie selected>
Content: <no cookie selected>
Host: <no cookie selected>
Path: <no cookie selected>
Send For: <no cookie selected>
Expires: <no cookie selected>

{ Remove Cookie ) { Remove All Cookies )

8. In the Cookies dialog box, click the Remove All Cookies button.

The Cookies dialog box should look similar to the one shown in Figure 117.

Figure 117. Cookies Dialog Box, After Remove All Cookies

Cookies

Search: Clear

The following cookies are stored on your computer:

Site Cookie Name

Name: <no cookie selected>
Content: <no cookie selected>
Host: <no cookie selected>
Path: <no cookie selected>
Send For: <no cookie selected>
Expires: <no cookie selected>

Remove Cookies Remove All Cookies )

9. Close the Cookies dialog box.
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10. Back in the Preferences dialog box, under Private Data, click the Settings button.

The Private Data area is highlighted in Figure 118.

Figure 118. Private Data Area

Private Data

"] Always clear my private data when | close Firefox
™ Ask me before clearing private data

A smaller dialog box with privacy settings opens. An example is shown in Figure 119.
Figure 119. Privacy Settings

When | ask Firefox to clear my private data, it should erase:
™ Browsing History

# Download History

# Saved Form and Search History

™ Cache

# Cookies

# Offline Website Data

1 Saved Passwords

# Authenticated Sessions

@ Came) @060

11. Select the Cache, Cookies, Offline Website Data, and Authenticated Sessions checkboxes
and click the OK button.
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12. Back in the Preferences dialog box, under Private Data, click the Clear Now button.

The Private Data area is highlighted in Figure 118 on page 122.

13. In the Clear Private Data dialog box that opens, click the Clear Private Data Now button.

14. Close the Preferences dialog box.

To set Safari as the default browser and clear the browser cache and cookies
1. Open Safari.

2. Choose Safari > Preferences.

3. Inthe dialog box that opens, click the General icon at the top.

4, From the Default web browser drop-down list, select Safari.

5. Inthe dialog box, click the Security icon at the top.

6. Under Accept Cookies, click the Show Cookies button.

7. In the dialog box that opens, click the Remove All button, then click the Done button.
8. Close the Preferences dialog box.

9. Choose Safari > Empty Cache.

10. In the dialog box that opens, click the Empty button.
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Starting ECF on a Mac

CAUTION: Make sure you review the information in “Known Java Issues for Mac Users” on
page 130 before you attempt to start ECF.

NOTE: The launching process described in this topic has been tested using the Safari and the
Firefox browsers. Other browsers may work.

After you enter your login and password and you click the Login button, the browser may ask what
to do next. This one-time setup is to associate the Java Network Launching Protocol (JNLP) file
with Java Web Start. The dialog box shown in Figure 120 opens.

Figure 120. Opening k2jnlp.jsp Dialog Box

Opening k2jnlp.jsp

You have chosen to open

[ k2jnipjsp
which is a: JSP file
from: https://sophie.td.ocads.ao.dcn

What should Firefox do with this file?

® Open with .Java Web Start.app

—~ i
) Save File

"1 Do this automatically for files like this from now on.

Cancel | oK

1. If the dialog box shows Java Web Start in the drop-down list next to Open with, then
select the Open with radio button and go to step Step 3 on page 126.
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2.

If you see a Choose button next to the Open with radio button, then click Choose to select the

helper application.

A dialog box similar to the one shown in Figure 121 opens.

Figure 121. Choose Helper Application

Mozilla Firefox

T om

4 Opening k2jnlp.jsp

17 v ) * (IClif Goo

i| You have chosen to open

[ k2jnipjsp
which is a: JSP file
from: https://sophie.td.ocads.ao.dcn

What should Firefox do with this file?

9 Open with

' "
(_)Save File | —~ ~ ~

ps YouTube Wikipedia News~

L
Choose Helper Application

"1 Do this aul | s
= («[») (s2[=[m) (& Uutilities +) (@search
W TVCUOTTIO = = =
¥ DEVICES @ Notes ¥ ColorSync Utility
= i Console
._:5 Macintosh ... E’ Photo Booth E an
Il iDisk B Preview & DigitalColor Meter
b * Directo
1 ¥ SHARED () QuickTime Player P ) Y.
- . Directory Utility
IEJ colossus? & Safari - e
Spaces &+ Disk Utility
¥ PLACES gAY ¥ Grab
B Deski . Stickies P
sktop ® 2 .. 'l Grapher
A Symantec AntiVirus =~
i 3 Java -

4 Symantec Solutions
@ System Preferences
/ TextEdit
@ Time Machine
(3] vtilities

@ administrator

[} Documents

=
% Keychain Access

% Migration Assistant
@ Network Utility
4 & ODBC Administrator £

; @ Podcast Capture
B A rreitie.

"1 Hide extension

( Cancel ) Open

Do the following:

a. Inthe left hand list, find and click the entry labeled Utilities.

b. Inthe list on the right, find and click the entry labeled Java.

This shows the list of helper applications for Java, as shown in Figure 122.
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Figure 122. Choose Helper Application - Java

@ e

Choose Helper Application

Fﬁ‘! (Q search

(«]»] [22]= [ [&lava

¥ DEVICES
__._§ Macintosh ...
£ ipisk

¥ SHARED
[EJ colossus?

¥ PLACES
E Desktop
@ administrator

r_? Documents

~ ¥ ColorSync Utility

B I.nput Méihod H.:.Jlkey
=l Java Preferences

B console

(-3 DigitalColor Meter

¥ Directory

! Directory Utility

&~ Disk Utility

T Grab

« Grapher

=] Java [

% Keychain Access

@J Migration Assistant
@ Network Utility
o 4 = ODBC Administrator i
T @ Podcast Capture 1
Il A T R PET T Il 1
( € : ] )4l
"1 Hide extension [ Cancel
v

c. Click Java Web Start and click the Open button.

3. Select the checkbox labeled Do this automatically for files like this from now on so that you
do not have to do this twice.

4. Click the OK button.
A Java Starting message box opens and then the system may ask you to authenticate the
certificate.

5. If a certificate dialog box opens asking you if you want to accept the certificate from

“ecf.ca9.uscourts.gov,” click the Trust button to continue.

Another certificate dialog box opens. This time, you must click the Trust button to ensure that
ECF will be able to read PDF files from your Mac. The PDF certificate dialog box will look
similar to the one shown in Figure 123.

Figure 123. PDF Certificate

https://sophie.td.ocads.ao.dcn

This application was signed by "AP," but Java cannot verify the
authenticity of the signature's certificate. Do you trust this
certificate?

Click Trust to use this application and allow it unrestricted access to your
computer. Click Don't Trust to quit this application.

Show Certificate )

(Don'tTrust} ( Trust \
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Click the Trust button.

At this point, a small window with a blue CM/ECF label opens. This is the program itself. An
example of this window is shown in Figure 124.

CAUTION: Do not close this window at any time.

Figure 124. Appellate CM/ECF For Mac Background Window

™ () () Appellate CM/ECF For Mac

‘ CM/ECF ’

Applet running...

The Startup Page window opens in the foreground. Notice that your last login date and time are
shown near the middle of the page. An example of this window is shown in Figure 125.

CAUTION: Do not close the Startup Page window at any time. If you do close this window
by accident, find the background window, shown in Figure 124, and click the large CM/ECF
button.

Figure 125. Appellate CM/ECF For Mac Startup Page Window

o~

Startup Page

Docketing Reports Utilities Logout Help

Welcome to the Case Management/Electronic Case Files System of the U.5. Court of Appeals for the Ninth Circuit.

To start, choose an option from one of the menus in the menu bar.
To access online documentation, choose an option from the Help menu.

Official Attorney Electronic Document Filing System CM/ECF

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject
to Federal Rule of Appellate Procedure, Rule 25. Evidence of thorized or criminal activity will be forwarded to the
appropriate law enforcement officials under 18USC152 and 3571.

Last login Apr 16, 2009 10:45:51 AM PDT
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Known Differences for Mac Users

CAUTION: Make sure you review the information in “Known Java Issues for Mac Users” on
page 130 before you attempt to start ECF.

Longer Startup Process

In order to maintain the same security for the ECF application for all users, the URL used behind
the scenes for downloading the program to the Mac is different each time. This will make the
startup process take longer for Mac users, since the URL will not be cached.

Automatic Login as a PACER User

Automatic login as a PACER user when an attorney logs in as a filing user is not supported on the
Mac.

The default Mac browser must be used to log in to ECF. If a secondary browser is used, it will not
know that you are logged in when running browser-based portions of the system. To change the
default browser, go to Safari > Preferences > General. Use the Default web browser to indicate the
default web browser.
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Right-Click Functionality

There are a few areas in ECF Appellate which feature right-click functionality. Mac users can
access the same features by going to System Preferences > Keyboard and Mouse > Trackpad, and
selecting the checkbox labeled Tap trackpad using two fingers for secondary click.

Figure 126. Secondary Click

enm Keyboard & Mouse

| Keyboard | Trackpad = Bluetooth Keyboard Shortcuts

Tracking Speed Double-Click Speed Scrolling Speed
— e S
A \V \V
1 1 ] ] 1 1 ] ] ] 1 [ [ [ ] [ [ 1 1 1 1 1 ] 1 1 1 1
Slow Fast Slow Fast Slow Fast
One Finger arks  Window  Hel
™ Tap to Click LI e
B 2 - & Tahoe Vacation
L' Dragging ¥ %e | Pictures
Drag Lock : 4 john_appleseed
- [ Users
Two Fingers | Macintosh HD
P 1 B John's MacBook Air
| L Secondary Click | o2 B ted
[ scrall
Pinch Open & Close
Rotate
"1 Screen Zoom Options...

Three Fingers
Swipe to Navigate

"l Ignore trackpad when mouse is present
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Known Java Issues for Mac Users

CM/ECF needs Java Web Start to run correctly on Macintosh systems. With the latest Java update
from Apple, the location of Java Web Start has changed and you may have to manually identify
that location.

If you have Safari and Firefox, the Court recommends using Firefox to file electronically in
order to avoid some of the issues described in this section.

Safari Browser is the Only Browser Installed on Your System
Assuming you followed the instructions for clearing the cache and cookies, you should be able to
run CM/ECF without any problems.

Safari and Firefox Installed on Your System, Using Safari to Log In to CM/ECF
Assuming you followed the instructions for clearing the cache and cookies, and setting the default
browser, you should be able to run CM/ECF to do your filings. However, PACER Report, Service
List, and Help will open in a new Firefox window instead of the existing Safari window. As a result,
the browser (Firefox) will not recognize that you are logged in to CM/ECF and will not allow you
to run the reports.

As a workaround, you can copy the URL from the Firefox window to a new tab in your Safari
browser. For this reason, the Court recommends using Firefox to file electronically if you have both
Safari and Firefox installed on your system.

Safari and Firefox Installed on Your System, Using Firefox to Log In to CM/ECF
Assuming you followed the instructions for clearing the cache and cookies, and setting the default
browser, you should be able to run CM/ECF after following the steps below to find and identify
Java Web Start:

1. Open Firefox.
2. Choose Firefox > Preferences.

3. Inthe dialog box that opens, click the Application icon at the top.
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4. In the Content Type box (on the left) scroll down to JNLP File and select that entry.

By default, the Action for this Content Type is set to Use Java Web Start (default), as shown

in Figure 127.

Figure 127. Applications - INLP File Content Type, Default Setting

OO Applications —
i T = A =
L= =1 [ | Ll Thand”
Main Tabs Content | Applications | Privacy Security Advanced
Search: Clear
| Ci Type | Action
@ AIFF Sound & Use QuickTime Plug-in 7.6.2 (in Firef...
ﬁ AVI Movie & Use QuickTime Plug-in 7.6.2 (in Firef...

file =) Use Java Web Start
ﬁ FLIC Animation & Use QuickTime Plug-in 7.6.2 (in Firef...

E| JFax TIFF & Use QuickTime Plug-in 7.6.2 (in Firef...

[ INLP file [/ Use Java Web Start (default) B
mailto % Use Mail (default)

E MIDI file & Use QuickTime Plug-in 7.6.2 (in Firef...

[A] MPEG Layer 2 Audio

@ MPEG Layer 3 Audio (audio/mp3)

@ MPEG Layer 3 Audio (audio/x-mp3)
@ MPEG-1 Audio Movie (audio/x-mpeg)
ﬁ MPEG-1 Audio Movie (video/mpeg)
[¥ PICT Picture

9]

& Use QuickTime Plug-in 7.6.2 (in Firef...
& Use QuickTime Plug-in 7.6.2 (in Firef...
& Use QuickTime Plug-in 7.6.2 (in Firef...
& Use QuickTime Plug-in 7.6.2 (in Firef...
& Use QuickTime Plug-in 7.6.2 (in Firef...
& Use QuickTime Plug-in 7.6.2 (in Firef...

Yy
v

5. Inthe Action box (on the right), select Use Other.

CAUTION: Do not select Use Java Web Start (default).

A window titled Select Helper Application opens.
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6.

In the Select Helper Application window, under DEVICES,
click Macintosh HD > System > Library > CoreServices > Java Web Start.

Figure 128 shows an example of the correct selections.

Figure 128. Select Helper Applications Window

0006 Select Helper Application
[a]p][eE]= {]]3] f@ CoreServices (Q, search )
¥ DEVICES [ Applications ~ [ Library » [ Automator » [y = OTAWDETAUNDRSKIOD =
- )
¢ [ Library - [ BridgeSupport » - DumpPanic
£ iDisk (5] system > £ caches - Encodlr_igs L
|| NONAME & |kl User Guid...formation - 3 CFMsupport w| | Expansion Slot Uility
(& users L [ ColorPickers w| | ® F!Ie Sync
¥ SHARED 3 Colors - %) FileSyncAgent
= Jnez. [ colorsync | | F!nder
¥ PLACES [ components »| [E3 Firmware Updates -
=
I Desktop {3 Compositions » FixupResourceForks
4 Folder Acti... Dispatcher Name Java Web Start
&} uscourtofa... [ Contextual Menu Items - Size 704 KB
8% Applications (30 CoreServices > ,1 Front ﬂow Kind Application
@ Documents [ Directoryservices p | |4 Help Viewer {Universal)
[ Displays p | | ' Image Events Created 5/25/09 2:16
£ DTDs w | & installer PM
. [ isight updat > Modified Yesterday at
[ Extensions S I>ight Updater e
Extensions.mkext s S Last opened Yesterday at
[ Filesystems 2 ’:' Java Web Start 8:09 AM
[ Filters w| @ Kerberos Version 12.3.0
i Find o " KerberosAgent
£ Fonts > KernelEventAgent.bundle
B8 Frameworks . |5} KeyboardSerupAssistant More info...
£ Graphics . 4 Language Chooser
[ Image Capture [ 4 loginwindow
3 Input Methods . lonelist
£ Java » 4 ManagedClient
{31 KerberosPlugins - mDNSResponder.bundle
[ Keyboard Layouts 1 . A Memory Slot Utility .
i L [ Menu Extras P
[ Keychains - i

1] [ LaunchAgents

MLTEFile.bundle

L MlarAurb A anne

" Hide extension

&4
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7. Click the Open button (at the bottom of the window).

The Select Helper Application window closes and the Preferences dialog box (Applications)
now shows the correct selection for the JNLP file. An example is shown in Figure 129.

Figure 129. Applications - JINLP File Content Type Updated

Applications =
(0] = =l = T
Main Tabs Content | Applications | Privacy Security Advanced
Search: Clear
| Ci Type | Action
@ AIFF Sound & Use QuickTime Plug-in 7.6.2 (in Firef...
ﬁ AVI Movie & Use QuickTime Plug-in 7.6.2 (in Firef...
file =) Use Java Web Start
ﬁ FLIC Animation & Use QuickTime Plug-in 7.6.2 (in Firef...
|_—;| JFax TIFF & Use QuickTime Plug-in 7.6.2 (in Firef...
[/ INLP file 5) Use Java Web Start B
mailto A Use Mail (default)
E MIDI file & Use QuickTime Plug-in 7.6.2 (in Firef...
@ MPEG Layer 2 Audio & Use QuickTime Plug-in 7.6.2 (in Firef...
@ MPEG Layer 3 Audio (audio/mp3) & Use QuickTime Plug-in 7.6.2 (in Firef...

@ MPEG Layer 3 Audio (audio/x-mp3) & Use QuickTime Plug-in 7.6.2 (in Firef...
[] MPEG-1 Audio Movie (audio/x-mpeg) & Use QuickTime Plug-in 7.6.2 (in Firef...

ﬁ MPEG-1 Audio Movie (video/mpeg) & Use QuickTime Plug-in 7.6.2 (in Firef...
|_—;| PICT Picture & Use QuickTime Plug-in 7.6.2 (in Firef... v
&

8. Close the Preferences dialog box.

9. Restart Firefox and then follow the instructions in “To set Firefox as the default browser and
clear the browser cache and cookies” on page 119 before attempting to log in.
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12 Filing Categories and

Types of Motions

This chapter provides a complete list of the ECF filing categories and types of motions you can file.

“Briefs” on page 136
“Motions/Responses/Replies” on page 138
“Rehearing/Reconsideration” on page 142
“Transcripts/Court Reporters” on page 143
“Answers to Original Petitions” on page 144
“Appeals Pursuant to FRAP 9(a)” on page 145
“Forms/Notices/Disclosures” on page 146
“Correspondence/Status Reports” on page 148

“Prospective Amici and Intervenors” on page 149
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Briefs

An example of part of the File a Document window with the Briefs category selected is shown in
Figure 130.

Figure 130. Filing Category: Briefs

Select One
1 Click a category in the list M Click afiling type below, then click the Continue button
i@ Briefs {_' Submit Brief for Review by the Court
I Motions/Responses/Replies _) Submit Brief for Review and File a Motion Together
_ Rehearing/Reconsideration . File an Errata to a Brief
1 Transcripts/Court Reporters i File a Citation of Supplemental Authorities (FRAP 28(j) Letter)

) Answers to Original Petitions i File a Notice of Joint Brief Under 9th Cir. R. 28-4 (Form 7)

i) Appeals Pursuant to FRAP 9(a)
) Forms/NoticesDisclosures
) Correspondence/Status Reports

) Prospective Amici and Intervenors

*  Submit Brief for Review by the Court

»  Submit Brief for Review and File a Motion Together
For a list of the types of motions that you can file, see “Types of Motions Available When
Submitting a Brief and Filing a Motion Together” on page 137.

* File an Errata to a Brief
» File a Citation of Supplemental Authorities (FRAP 28(j) Letters)
» File a Notice of Joint Brief Under 9th Cir. R. 28-4 (Form 7)
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Types of Motions Available When Submitting a Brief and Filing a
Motion Together

You select the type of motion using the Relief area. “Selecting Reliefs for a Filing” on page 40
provides step-by-step instructions on how to use the Relief area.

* motion to file a late brief

* motion to file nonstandard brief

* motion to file oversized brief

» motion to file substitute or corrected brief
* motion to file supplemental brief

e motion to reinstate case

e motion to withdraw as counsel
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M

otions/Responses/Replies

An example of part of the File a Document window with the Motions/Responses/Replies category
selected is shown in Figure 131.

Figure 131. Filing Category: Motions/Responses/Replies

) Click a category in the list
) Briefs i1 File a Motion
(@) Motions/Responses/Replies

) Rehearing/Reconsideration

) TranscriptsiCourt Reporters

) Answers to Original Petitions

) Appeals Pursuant to FRAP 9(a)
) Forms/Notices/Disclosures

) CorrespondencelStatus Reports

) Prospective Amici and Intervenors

Select One -~

i@ Click a filing type below, then click the Continue button

i File a Response to a Motion/Form

i File a Motion and a Response to a Motion Together

i File a Reply to a Response to a Motion

i File a Response to an Order to Show Cause

i File a Response to a Court Order

i File a Reply to a Response to an Order to Show Cause

i File a Reply to a Response to a Court Order
i File a Motion for Reconsideration from Dispositive Order

i File a Motion for Reconsideration from Non-Dispositive Order

4]

File a Motion. For a list of the types of motions that you can file, see “Types of Motions
Available When Filing a Motion” on page 139.

File a Response to a Motion/Form

File a Motion and a Response to a Motion Together. For a list of the types of motions that you
can file, see “Types of Motions Available When Filing a Motion” on page 139.

File a Reply to a Response to a Motion

File a Response to an Order to Show Cause

File a Response to a Court Order

File a Reply to a Response to an Order to Show Cause

File a Reply to a Response to a Court Order

File a Motion for Reconsideration from Dispositive Order

File a Motion for Reconsideration from Non-Dispositive Order

Submit Brief for Review and File a Motion Together. See “Briefs” on page 136 for additional
information.

File a Court Reporter Motion to Extend Time. See “Transcripts/Court Reporters” on page 143
for additional information.

File an Answer to an Original Petition
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Types of Motions Available When Filing a Motion

You select the type of motion using the Relief area. “Selecting Reliefs for a Filing” on page 40
provides step-by-step instructions on how to use the Relief area.

* motion for 46-5 exemption

* motion for appointment of counsel

* motion for appointment of pro bono counsel

* motion for attorney fees

* motion for bail pending appeal or trial

* motion for certificate of appealability

» motion for certification to state supreme court

* motion for injunction pending appeal

» motion for miscellaneous relief (to be used only if no other relief applies)
* motion for sanctions

* motion for summary affirmance

e motion for summary disposition

* motion for summary reversal

* motion to assign case to prior panel

* motion to compel supplementation of excerpts of record

* motion to complete production of reporters transcript at government expense
* motion to consolidate cases

* motion to continue hearing

* motion to dismiss case for failure to prosecute under Circuit Rule 42-1
* motion to dismiss for lack of jurisdiction

e motion to dismiss party from case

* motion to dismiss the case

* motion to dismiss the case voluntarily pursuant to rule 42b

e motion to expedite case

* motion to extend time to comply with order
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* motion to extend time to file CADS

* motion to extend time to file COA request

* motion to extend time to file FRAP 9a memorandum

* motion to extend time to file agency record

* motion to extend time to file appellant designation of reporters transcript
* motion to extend time to file appellee designation of reporters transcript
* motion to extend time to file appendix

* motion to extend time to file bill of costs

* motion to extend time to file brief

* motion to extend time to file opposition

* motion to extend time to file petition for rehearing

e motion to extend time to file record on appeal

* motion to extend time to file reply

e motion to extend time to file response

» motion to file a late brief

* motion to file addendum

* motion to file appendix

* motion to file joint brief

* motion to file late opposition (to file motion and opposition together)

» motion to file late petition for rehearing (to file motion and petition for rehearing together)
* motion to file nonstandard brief

* motion to file oversized brief

* motion to file oversized petition for rehearing

» motion to file substitute or corrected brief

* motion to file supplemental brief

* motion to file supplemental briefing for petition for rehearing

* motion to file supplemental excerpts of record

e motion to hear case with other case
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motion to join in existing brief

motion to lift stay

motion to present oral argument by video

motion to proceed in forma pauperis

motion to recall mandate

motion to refer case to mediation

motion to reinstate case

motion to remand case

motion to request publication of memorandum disposition
motion to reschedule oral argument

motion to stay lower court action

motion to stay proceedings

motion to stay proceedings pending settlement

motion to stay removal/deportation

motion to stay the mandate

motion to strike portion or whole of document

motion to submit case on briefs

motion to substitute counsel

motion to substitute party

motion to supplement or amend Civil Appeals Docketing Statement
motion to supplement or amend designation of reporters transcript
motion to supplement record on appeal

motion to take judicial notice

motion to transfer appeal to other circuit

motion to unseal document

motion to waive filing of CADS

motion to waive filing of excerpts of record

motion to withdraw as counsel
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Rehearing/Reconsideration

An example of part of the File a Document window with the Rehearing/Reconsideration category
selected is shown in Figure 132.

Figure 132. Filing Category: Rehearing/Reconsideration

Select One
i@ Click a filing type below, then click the Continue button
i File a Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)
i File a Petition for Rehearing En Banc (FRAP 35; 9th Cir. R. 35-1)
i File a Combination Petition for Panel Rehearing/En Banc (FRAP 35, 40)

i) Click a category in the list
(") Briefs
) Motions Responses/Replies

® Rehearing/Reconsideration
) TranscriptsiCourt Reporters i File an Answer or Response to a Petition for Rehearing/En Banc
) Answers to Original Petitions i File a Reply to a Response to a Petition for Rehearing/En Banc
) Appeals Pursuant to FRAP 9(a) i File a Motion for Reconsideration from Dispositive Order

"1 Forms/Notices/Disclosures i File a Motion for Reconsideration from Non-Dispositive Order

) Correspondence/Status Reports

) Prospective Amici and Intervenors

» File a Petition for Panel Rehearing (FRAP 40; 9th Cir. R. 40-1)

* File a Petition for Rehearing En Banc (FRAP 35; 9th Cir. R. 35-1)

» File a Combination Petition for Panel Rehearing/En Banc (FRAP 35, 40)
» File an Answer or Response to a Petition for Rehearing/En Banc

* File a Reply to an Answer to a Petition for Rehearing/En Banc

» File a Motion for Reconsideration from Dispositive Order

» File a Motion for Reconsideration from Non-Dispositive Order
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Transcripts/Court Reporters

An example of part of the File a Document window with the Transcripts/Court Reporters
category selected is shown in Figure 133.

Figure 133. Filing Category: Transcripts/Court Reporters

Select One
1 Click a category in the list M Click afiling type below, then click the Continue button
(") Briefs i} File a Court Reporter Motion to Extend Time
I Motions/Responses/Replies i File Transcript Designation (9th Cir. R. 10-3)
7 RehearingReconsideration _t File Court Reporter Correspondence to Court
@ Mranscripts/Court Reporters i File a Notice of Reporter Default (9th Cir. R. 11-1.2)

i Answers to Original Petitions

i) Appeals Pursuant to FRAP 9(a)
_) Forms/Notices/Disclosures

) Correspondence/Status Reports

) Prospective Amici and Intervenors

* File a Court Reporter Motion to Extend Time
» File Transcript Designation (9th Cir. R. 10-3)
* File Court Reporter Correspondence to Court
» File a Notice of Reporter Default (9th Cir. R. 11-1.2)
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Answers to Original Petitions

An example of part of the File a Document window with the Answers to Original Petitions
category selected is shown in Figure 134.

Figure 134. Filing Category: Answers to Original Petitions

Select One
1 Click a category in the list M Click afiling type below, then click the Continue button
{1 Briefs i_! File an Answer to an Original Petition

) Motions Responses/Replies

i Rehearing/Reconsideration

) Transcripts/Court Reporters

® Answers to Original Petitions

i) Appeals Pursuant to FRAP 9(a)
_) Forms/Notices/Disclosures

) Correspondence/Status Reports

) Prospective Amici and Intervenors

» File an Answer to an Original Petition
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Appeals Pursuant to FRAP 9(a)

An example of part of the File a Document window with the Appeals Pursuant to FRAP 9(a)
category selected is shown in Figure 135.

Figure 135. Filing Category: Appeals Pursuant to FRAP 9(a)

Select One
1 Click a category in the list i® Click a filing type below, then click the Continue button
) Briefs ) File a FRAP 9(a) Memorandum
I Motions/Responses/Replies i File a Response to a FRAP 9(a) Memorandum
7 RehearingReconsideration _ File a Reply to a Response to a FRAP 9(a) Memorandum

) Transcripts/Court Reporters

i Answers to Original Petitions

i® Appeals Pursuant to FRAP 9(a)
_) Forms/Notices/Disclosures

) Correspondence/Status Reports

) Prospective Amici and Intervenors

* File a FRAP 9(a) Memorandum
* File a Response to a FRAP 9(a) Memorandum
» File a Reply to a Response to a FRAP 9(a) Memorandum

NOTE: To file a motion to extend time to file a FRAP 9(a) memorandum, you must file a motion,
and then select the motion to extend time to file FRAP 9a Memorandum relief. See “Filing a
Motion” on page 61 for step-by-step instructions.
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Forms/Notices/Disclosures

An example of part of the File a Document window with the Forms/Notices/Disclosures category
selected is shown in Figure 136.

TIP: You can download fill-in forms from the Court’s website.

Go to http://www.ca9.uscourts.gov/, click the Downloads link, then click the arrow icon to the left
of Forms and Guidelines. You must have Adobe Acrobat to save a fill-in form. If you do not have
Adobe Acrobat, fill in the form, print the form, and then scan it so you can attach it to your filing.

Figure 136. Filing Category: Forms/Notices/Disclosures

Select One -
() Click a category in the list i@ Click a filing type below, then click the Continue button
1 Briefs ) File a Response to a Motion/Form

) Motions/Responses/Replies ) File Transcript Designation (9th Cir. R. 10-3)

() Rehearing/Reconsideration ) File a Notice of Appearance or Re-Assignment

) TranscriptsiCourt Reporters ) File a Civil Appeals Docketing Statement (Form &)

) File Affidavit Accompanying In Forma Pauperis Motion (Form 4)
i File a CJA Form 23 Financial Affidavit

) File a Corporate Disclosure Statement (FRAP 26.1)

) File a Notice of Joint Brief Under 9th Cir. R. 28-4 (Form 7)

) File a Bill of Costs (Form 10)

) File an Application for Fees Under EAJA

= e i Pt PR Y P =

) Answers to Original Petitions
) Appeals Pursuant to FRAP 9(a)

% FormsiNotices/Disclosures
) Correspondence/Status Reports

) Prospective Amici and Intervenors

1]

* File a Response to a Motion/Form

» File Transcript Designation (9th Cir. R. 10-3)

» File a Notice of Appearance or Re-Assignment

» File a Civil Appeals Docketing Statement (Form 6)

» File Affidavit Accompanying In Forma Pauperis Motion (Form 4)
» File a CJA Form 23 Financial Affidavit

» File a Corporate Disclosure Statement (FRAP 26.1)

» File a Notice of Joint Brief Under 9th Cir. R. 28-4 (Form 7)

» File aBill of Costs (Form 10)

» File an Application for Fees Under EAJA

» File a Certification for Law Student Representation Form
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» File a Client Authorization of Law School Representation
» File a Notice of Reporter Default (9th Cir. R. 11-1.2)
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Correspondence/Status Reports

An example of part of the File a Document window with the Correspondence/Status Reports
category selected is shown in Figure 137.

Figure 137. Filing Category: Correspondence/Status Reports

Select One
1 Click a category in the list M Click afiling type below, then click the Continue button
) Briefs I File a Citation of Supplemental Authorities (FRAP 28(j) Letter)
) Motions/Responses/Replies i File a Status Report Required by Court Order
) RehearingReconsideration i File Correspondence to Court
) Transcripts/Court Reporters _t File Court Reporter Correspondence to Court

) Answers to Original Petitions i File a Notice of Reporter Default (9th Cir. R. 11-1.2)

i) Appeals Pursuant to FRAP 9(a)
) Forms/NoticesDisclosures
® Correspontdence/Status Reports

) Prospective Amici and Intervenors

» File a Citation of Supplemental Authorities (FRAP 28(j) Letters)
» File a Status Report Required by Court Order
* File Correspondence to Court

» File Court Reporter Correspondence to Court
See “Transcripts/Court Reporters” on page 143 for additional information.

» File a Notice of Reporter Default (9th Cir. R. 11-1.2)
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Prospective Amici and Intervenors

An example of part of the File a Document window with the Prospective Amici and Intervenors
category selected is shown in Figure 137.

Figure 138. Filing Category: Prospective Amici and Intervenors

Select One
i@ Click a filing type below, then click the Continue button
i File a Corporate Disclosure Statement (FRAP 26.1)

) Click a category in the list
) Briefs

) Motions Responses/Replies
i Rehearing/Reconsideration
) Transcripts/Court Reporters

i File a Prospective Amicus or Intervenor Motion

) Submit Brief and File Prospective Amicus or Intervenor Motion Together

i Answers to Original Petitions

i) Appeals Pursuant to FRAP 9(a)
_) Forms/Notices/Disclosures

) Correspondence/Status Reports

® Prospective Amici and Intervenors

» File a Corporate Disclosure Statement (FRAP 26.1)

» File a Prospective Amicus or Intervenor Motion
For a list of the types of motions that you can file, see “Types of Motions Available When Filing
a Prospective Amicus or Intervenor Motion,” below.

» Submit Brief and File Prospective Amicus or Intervenor Motion Together
For a list of the types of motions that you can file, see “Types of Motions Available When Filing
a Prospective Amicus or Intervenor Motion,” below.

Types of Motions Available When Filing a Prospective Amicus or
Intervenor Motion

You select the type of motion using the Relief area. “Selecting Reliefs for a Filing” on page 40
provides step-by-step instructions on how to use the Relief area.

e motion to become amicus
e motion to extend time to file amicus brief
e motion to extend time to file intervenor brief

e motion to intervene
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13 Updating Your Appellate
ECF Account

Since the Court is now live with Electronic Filing, all filers must update their own accounts. Do
not send the Court notices of change of address or change of name, instead, follow the instructions
in one of the following topics:

» “Updating a Company Name or Company Address” on page 152
» “Updating Your Email and Address When you Move to a Different Firm” on page 157
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Updating a Company Name or Company
Address

CAUTION: Follow the steps in this topic only if the name or address of your company has changed.
If you changed firms, follow the instructions in “Updating Your Email and Address When you
Move to a Different Firm” on page 157 instead.

For at least one attorney in your firm, do the following:
1. Navigate to https://pacer.psc.uscourts.gov/psco/cgi-bin/cmecf/ea-login.pl.

The login page is shown in Figure 139.

Figure 139. Appellate Filer Account Update, Login Page

Case Management / Electronic Case Files

@® Need Information About CM/ECF? Login to Appellate Filer Account Update
CM/ECF Frequently Asked Questions
® Nead an account id and passwgrd? Filer Login:
Register for an Appellate Filer Account
Password:

® Forgot your password?
Retrieve Appellate Filer Username /Password

Update CM/ECF appellate filer account information,
Register for additicnal courts, and mora...
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2. Enter the attorney’s login and password and click the Verify Login button.

The Appellate CM/ECF Filer Account Update page opens. This page has three tabs:
Maintenance, History, and Miscellaneous, as shown in Figure 140.

Figure 140. Appellate CM/ECF Filer Account Update Page

N Vo R v

Appellate CM/ECF Filer Account Update

Username: cagecftest1 Important News

Annette External Attorney

P oy N
Change Username Shew Pending Updates Display Registarad Courts
Change Password Shew Update History Display 4vailable Courts
Personal Info/Address Updates Register for Additicnal Court(s)
Update Security Information Logout
N e e A e e P e e e g =T |

3. Inthe Maintenance tab, click the Personal Info/Address Updates link.

A page opens with one tab labeled Update Data. An example is shown in Figure 141.

Figure 141. Update Data Tab

Username: ca%ecftest]
Date: MWonday Iarch 02, 2009

Update Perscnal Info
Update Noticing Prefarences
Add Address

Update Address Info

Sync Username/Password

N N P T
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4. Inthe Update Data tab, click the Update Address Info link.

A screen opens with one tab labeled Address Maintenance. The system shows the address
currently on file for the account. An example is shown in Figure 142.

Figure 142. Address Maintenance Tab

Address Maintenance

Username: ca%ecftest]
Date: MWonday Iarch 02, 2009
Cowrt: 113 Court Of Appeals, Minth Circuit

U.S. Comt Of Appeals, Ninth Circuit
U8 COURT OF APPEALS FOR THE NINTH
CIRCUIT
Computer Center
95 Seventh Street
San Francisco CA, 94103
415-355-7574

[ Main Menu |
o it SN oo i N N
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5. Click the Update button to the right of the address.

A screen opens with one tab labeled Update Address Information. An example is shown in
Figure 143.

Figure 143. Update Address Information Tab

Update Address Information

Username: ca%ecttest]

Date: MWonday Iarch 02, 2009

Cowrt: 113 Court Of Appeals, Minth Circuit
Office/Firm: LS. COURT OF APPEALS FOR THE NINTH
Unit: Computer Center
Address:* 95 Seventh Street

Foom Number: |

City:* San Francisco |
State: * CALIFORNIA ~|
or Province:

Country: JSA

Zip/Postal Code:* 94103

Phone Number:* 415-556-1212|

Fax Number:

[ Check here if this address change applies to the entire firm

e ST o

6. Make your changes to update the firm’s information (name, phone number, address).
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7. Select the checkbox labeled Check here if this address change applies to the entire firm, as
shown in Figure 144,

Figure 144. Checkbox to Indicate that Change Applies to Firm

Country: LISA
Zip/Postal Code:* 94103
Phone Number:* 415-555-1212
Fax Number:

Check here if this address change applies to the entire firm

| _submit_|
A L TN T e TN S S N e Y

8. Click the Submit button to submit your changes to the PACER Service Center.

A confirmation page opens to let you know that your request has been sent to the PACER
Service Center.

9. Click the OK button to return to the main Appellate CM/ECF Filer Account Update page.

10. Click the Logout link in the Miscellaneous tab.
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Updating Your Email and Address When you
Move to a Different Firm

CAUTION: Follow the steps in this topic only if you changed firms and you need to update your

company address and other contact information, such as phone numbers and email addresses. If the
name of your firm has changed or if your firm moved to a new address, follow the instructions in
“Updating a Company Name or Company Address” on page 152 instead.

1. Navigate to https://pacer.psc.uscourts.gov/psco/cgi-bin/cmecf/ea-login.pl.

The login page is shown in Figure 145.

Figure 145. Appellate Filer Account Update, Login Page

Case Management / Electronic Case Files

@® Need Information About CM/ECF? Login to Appellate Filer Account Update
CM/ECF Frequently Asked Questions
® Nead an account id and password? Filer Login:
Register for an Appellate Filer Account
Password:
® Forgot your password?
Retrieve Appellate Filer Username /Password

Update CM/ECF appellate filer account information,
Register for additicnal courts, and mora...
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2. Enter your login and password and click the Verify Login button.

The Appellate CM/ECF Filer Account Update page opens. This page has three tabs:
Maintenance, History, and Miscellaneous, as shown in Figure 146.

Figure 146. Appellate CM/ECF Filer Account Update Page

N Vo R v

Appellate CM/ECF Filer Account Update

Username: cagecftest1 Important News

Annette External Attorney

P oy N
Change Username Shew Pending Updates Display Registarad Courts
Change Password Shew Update History Display 4vailable Courts
Personal Info/Address Updates Register for Additicnal Court(s)
Update Security Information Logout
N e e A e e P e e e g =T |

3. Inthe Maintenance tab, click the Personal Info/Address Updates link.

A page opens with one tab labeled Update Data. An example is shown in Figure 147.

Figure 147. Update Data Tab

Username: ca%ecftest]
Date: MWonday Iarch 02, 2009

Update Perscnal Info
Update Noticing Prefarences
Add Address

Update Address Info

Sync Username/Password

N N P T

4. Inthe Update Data tab, click the Update Personal Info link.
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5. Inthe Change Personal Information tab in the page that opens, update the Primary E-Mail
Address and Verify Primary E-Mail fields with your new email address.

An example is shown in Figure 148.

Figure 148. Update Email Address

Last 4-digits of S§N:* 1105

Date of Birth: * January v [1962 |
Primary E-Mail Address:* cmeci_cadhelp@cald.uscourts.gov
Verify Primary E-Mail: * cmeci_cadhelp@cald.uscourts.gov
Primary Cell Phone: | |

\vam

6. Click the Submit button.

A confirmation page opens to let you know that your request has been sent to the PACER
Service Center.

7. Click the OK button to return to the main Appellate CM/ECF Filer Account Update page.
8. In the Maintenance tab, click the Personal Info/Address Updates link.
A page opens with one tab labeled Update Data. An example is shown in Figure 149.

Figure 149. Update Data Tab

Username: ca%ecftest]
Date: MWonday Iarch 02, 2009

Update Perscnal Info
Update Noticing Prefarences
Add Address

Update Address Info

Sync Username/Password

N N N W e W
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9. Inthe Update Data tab, click the Update Address Info link.

A screen opens with one tab labeled Address Maintenance. The system shows the address
currently on file for the account. An example is shown in Figure 150.

Figure 150. Address Maintenance Tab

Address Maintenance

Username: ca%ecftest]
Date: MWonday Iarch 02, 2009
Cowrt: 113 Court Of Appeals, Minth Circuit

U.S. Comt Of Appeals, Ninth Circuit
U8 COURT OF APPEALS FOR THE NINTH
CIRCUIT
Computer Center
95 Seventh Street
San Francisco CA, 94103
415-355-7574

[ Main Menu |
o it SN oo i N N
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10. Click the Update button to the right of the address.

A screen opens with one tab labeled Update Address Information. An example is shown in
Figure 151.

Figure 151. Update Address Information Tab

Update Address Information

Username: ca%ecttest]

Date: MWonday Iarch 02, 2009

Cowrt: 113 Court Of Appeals, Minth Circuit
Office/Firm: LS. COURT OF APPEALS FOR THE NINTH
Unit: Computer Center
Address:* 95 Seventh Street

Foom Number: |

City:* San Francisco |
State: * CALIFORNIA ~|
or Province:

Country: JSA

Zip/Postal Code:* 94103

Phone Number:* 415-556-1212|

Fax Number:

[ Check here if this address change applies to the entire firm

e ST o

11. Make your changes to reflect your new firm and its contact information.

12. Click the Submit button to submit your changes to the PACER service center.

13. A confirmation page opens to let you know that your request has been sent to the PACER
Service Center.

14. Click the OK button to return to the main Appellate CM/ECF Filer Account Update page.

15. Click the Logout link in the Miscellaneous tab.
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