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GETTING STARTED

Introduction
This manual provides instructions on how to obtain a CM/ECF account and how to properly
use the account to file documents with the court and to view and/or retrieve docket sheets and
documents. Users should have a working knowledge of Internet Explorer or Mozilla Firefox
and PDF files.

Help Desk
Contact the Court’s Help Desk during regular court business hours (Monday through Friday,
9am — S5pm EST) at 1-866-784-6273 (toll free) or 202-357-6402 (local).

Software Requirements
The following software is required to electronically file, view and retrieve cases documents:

* aword processing program,;

* Internet Explorer 9, Mozilla Firefox 15, or Safari 5 or 6 (these versions have been
tested, others may work as well);

* PDF software (reader to view and writer/converter to file); and

* An Internet connection.

Registering For Access to ECF

Participants will need to register with the Court in order to receive a login and password for
the ECF system. This can be completed by visiting our website www.uscfc.uscourts.gov and
selecting the CM/ECF Resources/Obtain a CM/ECF Filing Account links.

Complete the electronic registration form and follow the instructions to electronically submit
the form to the court. Once this requirement has been satisfied, your United States Court of
Federal Claims CM/ECF login and password will be e-mailed to you.

Registered users can practice filing in our training system provided they have indicated they
would like a training login on their registration form. The CM/ECF training system mimics
the live CM/ECF system using test cases that do not contain official court records. These
TEST cases have been given the following case numbers: 3-1, 3-2, 3-3, 3-4 and 3-5. There is
no time limit on use of the training system and there are no PACER charges.



PACER Registration

ECF users must have a PACER account in order to use the Query and Report features of the
ECF system. PACER (Public Access to Court Electronic Records) is an electronic public
access service that allows users to obtain case and docket information from federal courts via
the Internet. If you do not have a PACER login, contact the PACER Service Center to establish
an account. You may call the PACER Service Center at (800) 676-6856 or (210) 301-6440
for information or to register for an account. Also, you may register for a PACER account
online at Www.pacer.gov .

PREPARATION

Portable Document Format (PDF)

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

Installing The PDF Reader
Users must install software capable of reading PDF files in order to view documents that have
been electronically filed on the system. All pleadings must be filed in PDF format.

How To Convert A Document To PDF

» Using any word processing program (with a PDF converter on your computer), open
the document to be converted. Select the Print option (generally found under the File
menu) and in the dialog box select the option to change the current printer. A drop
down menu with a list of printer choices is displayed. Select the PDF converter and
print.

* Remember the file location so you can find the document later when you are ready to
upload it.

* Name the file, giving it the extension .PDF, and click the Save button.

How To View A PDF File:
+ Start the PDF reading program.
* Go to the File menu and choose Open.
* Double click on the location and file name of the document to be viewed.
» If'the designated location is correct, and the file is in PDF format, it will be loaded and
displayed on the screen.



BASICS

User Interactions
There are three general types of user interactions allowed by the CM/ECF system:

* Entering information in data fields
» Using command buttons to direct system activities
* Clicking on hyperlinks

Conventions Used In This Manual
» Command buttons are represented in this manual in bold face
* Hyperlinks are represented in underlined type

Documents Filed In Error

A document incorrectly filed in a case may result from posting the wrong PDF file to a docket
entry; selecting an incorrect document type from the events menu; or entering the wrong case
number. The CM/ECF system does not permit corrections after a document has been
electronically filed. If you realize that you have made an error, call the CM/ECF Help Desk
Monday through Friday between the hours of 9am — Spm.

Viewing Transaction Log

This feature allows you to review all transactions that have been processed with your login and
password. If you believe that someone is using your login and password without your
permission, change your password immediately, then telephone the Court’s Help Desk as soon
as possible.

A STEP-BY-STEP GUIDE
Below is a step-by-step guide for entering the system, preparing a document for filing, filing a
motion or application and displaying a docket sheet. We suggest that you go through the steps
on the training database before trying to file a document in the live system.



How To Access The System

Users may access the system via the Internet by going to www.uscfc.uscourts.gov and clicking
on the following links: CM/ECF Resources and Login to the CM/ECF Live System, at which
point you will be taken to the Welcome page. Click on the Document Filing System link.

Welcome to the US Court of Federal Claims for the United States Court of Federal Claims

*Uni‘red States Court of Federal Claims - Document Filing System

Logging In
Enter your ECF Login and Password in the appropriate fields. All login names and passwords
are case sensitive. Remember to check the box regarding redaction rules.

CM/ECEF Filer or PACER Login

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

logged

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when attempting to view certain types of documents.

If you have trouble viewing a document:
After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You do not have permission to view this document,” viewing the document is

restricted to attorneys of record in the case and the system does not recognize you as such. If the login prompt appears again, after you have entered your CM/ECF login and password, it
means that the "free look™ link has expired. You will need to enter your PACER login and password to view the document.

Instructions for viewing filed documents and case information:
If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online at http.//www.pacer.gov.

Authentlcation IMPORTANT NOTICE OF REDAC TION RESPONSIBILITY: Al filers of public filings must redact: Social Security or taxpayer-identification numbers;
Login: Login dates of birth; names of minor children; and financial account numbers, in compliance with R.C.E.C. 5.2. This requirement applies fo all documents,

Password:  Password including attachments

E!‘;:‘ 11 understand that, if | file, | must comply with the redaction rules. | have read this notice.

g

|An access fee of $0.10 per page or $2.40 per document with an audio attachment. as approved by the Judicial Conference of the United States, will be assessed for access to this service. For more information about
CM/ECF. click here or contact the PACER Service Center at (800) 676-6856.

CM/ECF has been tested with Firefox and Internet Explorer 8 and 9.




If the ECF system does not recognize your login and/or password, it will display the following
error message:

Your ECF or PACER login attempt failed. Either your login name or password is incorrect.

| Back |

If this occurs, click on the Back button and re-enter your login and password. Please
remember, your ECF login credentials are different than your PACER login credentials. If you
have forgotten your login and/or password please contact the Help Desk.

Once the Main Menu appears, choose from the list of options on the blue menu bar located at
the top of the screen.

Reports - Utilities - Search Logout

Selecting ECF Features
ECF provides the following options:

* Civil: Select Civil to electronically e-file all motions and other court documents.

*  Query: Query ECF to review a docket sheet, retrieve documents that are relevant to a
case, view all pending deadlines and hearings. Additional features are discussed later
in this manual.

* Reports: Choose Reports to retrieve docket sheets and cases-filed reports.

» Utilities: Utilities allows you to view your personal ECF transaction log and maintain
personal ECF account information.

* Search: Search Menus and Events can help you find and get the menu option or e-
filing event you need. Each option displays a link to deliver you to the first screen for
docketing.

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

The question mark icon, which will be found at the far end of the blue menu bar, will provide
a help file for the screen you are viewing.



Please note: if you are entering the system to query the database for case information or to
view a document, you will be prompted to enter your PACER login and password after you
click on either the Query or Reports option. Any questions regarding your PACER account
should be directed to the PACER Service Center at (800) 676-6856 or (210) 301-6440.

CIVIL EVENTS FEATURE

Registered filers will use the Civil feature of ECF to electronically file with the Court a variety
of pleadings and other documents. This section of the manual describes the basic steps to take
in order to file a single motion with the Court. The process is consistent regardless of the
event.

General Rules and Manipulations
Each screen has the following buttons:

* Clear, which removes all characters entered in the boxes on that screen
* Next or Submit, which accepts the entry and displays the next entry screen

Correcting a Mistake

Use the back button on the browser or toolbar to go back and correct an entry made on a
previous screen. Review the final text window carefully before submitting an e-filing. If the
text is incorrect, or the wrong document was attached to the e-filing, START OVER by
clicking the Civil option on the blue menu bar. Once the document is transmitted to the court,
only the court can make changes or corrections.

Signatures

Documents which must contain original signatures or which require either verification or an
unsworn declaration under any rule or statute shall be filed electronically with originally
executed copies maintained by the filer. The pleadings or those documents electronically filed
shall indicate a signature, e.g., “s/Jane Doe.”

Filing Documents
Basic Steps for Filing A Document

* Select the type of event to file

* Enter the relevant case number

* Designate the filing party

* Specify the PDF file from your saved documents
* Add attachments, if necessary

* Review the final text for accuracy



e Submit
* Receive notification of electronic filing (NEF)

After successfully logging into CM/ECF, follow these steps to file a document.

» Select the Civil button from the blue menu bar at the top of the ECF screen.

Reports - Utilities  ~ Logout

The Civil Event Window will open, displaying all of the events from which you may
choose. (This section of the manual describes the process of filing a motion. The
process is similar for e-filing other documents in CM/ECF).

» Click on Motions under the Motions and Related Filings category.

Civil Events
Initial Pleadings and Service Congressional Reference Events SEALED Congressional Reference
Service of Process Filings Sealed Filings
Answers to Complaints/Counterclaims
Other Answers SEALED Filings
Sealed Service
Motions and Related Filings Sealed Answers
Sealed Other Answers
Eesponses and Replies Sealed Motions
Sealed Responses and Replies
Other Filings Sealed ADR Documents
Discovery Documents Sealed Discovery
Notices Sealed Notices
Trial Documents Sealed Trial Documents
Appeal Documents Sealed Appeals
Other Documents Sealed Other Documents
Vaccine Events
Vaccine Responses
Other Vaccine Documents
Vaccine Motions

» The Motions screen displays the Available Events list. To find the correct event, you
can either use the scroll bar on the right of the available events box or type the first

7



letter of the relief you are requesting in the text box directly above the available events.
Once you have found the correct event you may click on it; it will appear in the Selected
Events box. Multiple motion types are allowed and should be selected if your motion

is requesting multiple reliefs. Any event can be removed by clicking on it in the
Selected Events box.

(For demonstration purposes, we will select the Extension of Time event.)

Motions

Start typing to find an event.
[Available Events (click to select events)
Enforce Judgment

Entry of Default

Exceed Page Limit

Expedite

Zxtension of TIm

Extension of Time to Amend

Extension of Time to Complete Discovery
Extension of Time to File Answer

Extension of Time to File Reply

Extension of Time to File Response
Hearing

Hearing for Rule 27 Petition

In Limine

Intervene

Joinder

Next Clear

4

Selected Events (click to remove events)
| Extension of Time

»

m

Enter the case number in which the document is to be filed and click on the Find This
Case button. If an invalid case number is input a message “Cannot find civil case” will

be received. Click the Clear button to re-enter. When the correct case number is
entered, click on the Next button.

Confirm that your case is an electronic case and click Next.

If the letters ECF do not appear under your case number/name at the top of the
screen then you may not file electronically.

1:14-00100-SMITH JONES v. USA

lease make sure the ECF flag is showing above (under the case number) before proceeding with
an electronic filing.

iNext: Clear




» Select Party and click the Next button.

Bck blar Select the filer.

Collapse All Expand All | If adding new filer please use ALL CAPS
?JCNES: T-pla Select the Party: OR Select a Group:
41 US A dft
NES, T. [pla »
S @ No Group
© All Defendants
@ All Plaintiffs
All Parties

| Next | | ciear || NewFiler |

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

» Select document and attachments by clicking on the Browse button and navigating to
the appropriate directory and file name(s) and selecting the PDF document you saved.
Remember, all documents must be in PDF format.

Select the pdf document and any attachments.

Main Document

Browse_

Attachments Category Description

1. Browse_ -

’ Next] [ Clear ]

If you need to verify that the document you selected is the correct document, right
mouse click on the highlighted file name to open a quick menu and left mouse click on

9



Open. Once you have verified the document is correct, close Adobe and click on the
Open button. ECF closes the File Upload screen and inserts the PDF file in the Main
Document screen.

The Main Document and Attachment(s) must each be no more than 5S0MB in size.

If there are no attachment(s) to the motion, click on the Next button.

If you have Attachment(s), you will download them with the Attachments Browse
button.

Note: In the event that the document(s) selected are not in PDF format, ECF will
display the following error message. Click on the Back button and ECF will return
to the previous screen.

ERF.OF.: Document 1s not a well-formed PDF document (no further information 1s available).

[Error File: Document ABC

Submuitted Entries

|Pile Type |Filena.me |Cate FOrY |De5c:ription

|Main Document |Dn cument ABC |- |_

Back

Select and highlight the PDF file of your pleading and proceed as before.

Note: If you fail to select a document to e-file with your pleading, ECF will display
the following message. Click on the OK button and ECF will return to the previous
screen.

Please select a main document.

—

Select and highlight the PDF file of your pleading and proceed as before.

10




Adding/Modifying Text

7514

[Enter the date requested: ©

What are you requesting the extension for? to amend documents

| Mext | | Clear |

* Click in the open text areas to type the required and/or any additional text for the
description of the pleading. Please do not use all CAPS.

» Click the Next button. (Please Note: the response deadline that appears is the response
deadline for the opposing party to respond to your motion).

* Review the docket text for any errors. Click the Back button if any corrections are
needed. Make the necessary corrections and click the Next button.

Submitting The Pleading

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.
Have vou redacted?

Source Document Path (for confirmation only):
test pdf pages: 1

Clear

The above example displays the message: “Attention!! Pressing the NEXT button on this
screen commits this transaction. You will have no further opportunity to modify this
transaction if you continue. Have you redacted?”

Please carefully review your docket text one final time, if no changes are needed click on the
Next button to submit the pleading.

Notice of Electronic Filing

The Notice of Electronic Filing screen provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays the date and
time of the transaction and the document number assigned to your document.

11



The CM/ECF system will electronically transmit the Notice of Electronic Filing to the judge’s
chambers and all the parties in the case who have supplied their e-mail addresses to the Court.
The NEF also displays the names and addresses of the individuals who will not be
electronically notified of the filing.

It is strongly recommended that you save an electronic version of the NEF to your computer’s
hard-drive.

NOTICES OF APPEAL/CROSS APPEAL
Notices of appeal may be filed electronically in cases that have been designated ECF. Detailed
instructions on how to file are posted below. Please note that the filing of notices of appeal
require online payment of the filing fee. Please make sure to have your credit card
information on hand.

From the Civil Events menu select Appeal Documents

Civil Events
Initial Pleadings and Service Congressional Reference Events SEALEID Congressional Reference
Service of Process Filings Sealed Filings
Answers to Complaints’Counterclaims
Other Answers SEALED Filings
Sealed Service
Motions and Related Filings Scaled Answers
Motions Sealed Other Answers
Pesponse: and Replies Sealed Motons
Sealed Rasponses and Replias
Other Filings Sealed ADE Docmments
ADE Docutnents sealed Discovery
Discovery Documents Sealed Notices
Notices Sedled Trial Documents
Trial Documents Sealed cals
Appeal Documents b Scaled Other Documents
Other Documents
Vaccine Events
Vaccine Responses
Other Vaccine Documents
Vaccine Motions

12



From the Appeal Documents menu select the proper event: Notice of Appeal or Notice of
Cross Appeal

Appeal Documents
Start typing to find an event.

vailable Events (tlick to select an event) Selected Event
Nofice of Appesl

[Motice of Cross Appegl

Clear

Once you have selected the correct event select the Next button.

Appeal Documents

vailable Events (click to select an event) Selected Event
i Motice of Appasl

MNotice of Cross Appeal

Mext Clear

Enter your case number in the text box and click the Find This Case button.

Appeal Documents
Civil Case Number

12-5008| | Find This Case |

13



Verify that you have entered the correct case number and select the Next button.

Appeal Documents
Civil Case Number
1:12-pw-5005

| Clear

Verify that the ECF flag is present and select the Next button.

[Appeal Documents
1:12 cw 05005 LAS SMITH v. USA

APPEAL ECF

Please make sure the ECF flag is showing above (under the case number) before proceeding
with an electronic filing.

Neaxt Clear

Click Browse to retrieve your pdf version of your Notice of Appeal.

Appeal Documents
1:12-cv-05005-LAS SMITH v. USA

APPEAL ECF

[Select the pdf document and any attachments.

Main Document

Attachments Category Description

| IR Browse_ v

Clear

14



Once you have located and selected your PDF, click the Open button to continue. NOTE: If
you would like to view the document before filing, please do so at this point. This will be your
only opportunity to do so before filing. This may be done by right clicking on the file and
clicking on the Open with Acrobat or Open.

Appeal Documents
1:12-cv-05005-LAS SMITH v. USA
AFPFPEAL ECF
§Select the pdf document and any attachments.
[N ain Docament
Browss_
Attachments Category Description
| 18 Browse_ hd
File Upload Z]E=
Lookin: | (£5) CMECF Documenis ~ > - E-
n = Complaint.pclf
:} I Joint Freliminary Status report.pdf
My Rocent "= Motion for Extension of Time pdf
Documents =T Motion for Summary Judgment.pdf
= i Notice of Appeal.pdf| 1
Deskiop
My Documents
5,4
Ny Compueer
-_‘j Filz name: Maotics of Appeal pof M 2
Iy Metwork Filsa of type Al Fil=s -~ Cancs

15



Select the Next button.

Appeal Documents
1:12-cv-05005-LAE SMITH v. USA

APPEAL ECF

|5¢elect the pdf document and any attachments.

|Main Docoment
C\Documents and Setingsitayior COF| {Browse |

Attachments Category Description

LE Browse_ v

Clear
4

Select the proper filer of the Notice of Appeal by clicking on the appropriate party name and
selecting the Next button.

| Appeal Documents
1:12-cv-05005-LAS SMITH v USA

APFEAL ECF
@ Select the filar.
Collapse & Expand &l If adding new Tiler please use ALL CAPS

=HJOHN SMITH pla

=USA dn Select the Party: OR Selecta Group:

1 —ee - | SMITH, JOHN [pla]
USA [dfl] & Mo Group

O All Defendants

O Al Plaintiffs

Al Parties

next | [ clear | [ new Fier

N
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In order to link to the decision being appealed, please check only the box noted above (please
leave all other boxes blank) and then select the Next button.

Appeal Documents
1:12-cv-05005-LAE SMITH v USA

APPEAL ECF

gglmnld the document vou are filing link to another document in this case?
(ie. for a motions hearing, yon may wish to link hoth to the pending motion and to a prior court order).
Filed to

(if searching for a particular document to lnk, use these boxes to search chronologically e g, Filed "011/01/2004° to "06/30/2004™)
Documents

Clear

to

Check the appropriate box and select the Next button.

lAppeal Documents
1:12-cv-05005-LAS SMITH v. USA

APFPEAL ECF

ISelect the aopropriate event(s) ta which vour event relates:

] 05/31/2012 6 ORDER denaying 3 Motion for Extension of Time Signed by Sr. Judze Loren A
Smith. (11} Copy to parties.

[ 0%/31/2012 7 ORDER denying 4 Motion Signed by Sr. Judge Loren & Smith. (jt1) Copy to
partiss.

» 05/31/2012 & PUBLISHED OPINION granting 5§ Motion to Dismiss - Rule 12{b)}1). The Clerlc

iz directed to enter ndgment Signed by 5r. Jodge Loren A4 Smith. (jt1) Copy to

parti=s.

[Fee: $455

17



Select the Next button.

lAppeal Documents
1:12-cv-05005-LAS SMITH v. USA

APFPEALECF

[Fee: 8455

Clear |

The payment processing screen will now load; this may take a few minutes.

|Appaal Documents
1:12-cv-05005-LAS SMITH v. USA

APPEALECF

[tiow loading the pavment processing screen. This process might take a few seconds.

18



Fill out all boxes that have a red asterisk. Review all information before selecting the Continue
with Plastic Card Payment button.

Online Payment Retum to your originating application
Step 1: Enter Payment Information 1|2

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)
Required fields are indicated with a red asterisk * "

Account Holder Name: Dave Smith *
Payment Amount: 5455 00

‘ £

Billing Address: 111 Main Street
Billing Address 2: ‘ _ ‘
City:| |
State / Province:| — v
Zip / Postal Code: |QQDU5

*
Country: | United States v

- o VISA @5 FTVER ongaye
Card Type: | Master Card v/* e —

Card Numher:} _123456781 23455 ‘ . (Card number value should nof confain spaces or dashes
Security Code:| 999

Help finding your security code

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
[ Continue with Plastic Card Payment ] [ Cancel J

Note: Please avoid navigating the site using your browserS@ack Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links pfvided whenever possible.
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Review all information and add an e-mail address. Pay.gov will provide a confirmation e-mail
to this address. You must check the box authorizing a charge to your credit card account.
Select the Submit Payment button.

Online Payment Return to your originating application
Step 2: Authorize Payment 1|2
Payment Summary  Editihis information
Address Information Account Information Payment Information
Account Holder Dave Smith Card Type: Master Card Payment Amount: $455 00
Name: Card Number: “*******51(0 Transaction Date 05/31/2012 15:19
111 Main and Time: EDT
Billing Address: Street
Billing Address 2:
City:

State / Province:
Zip | Postal Code: 20005
Country: USA
Email Confirmation Receipt

To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.
Email Address: | ‘

Confirm Email Address:‘ ‘

C.'C Separafe multiple email addreszes with s
.

Authorization and Disclosure
Required fields are indicated with a red asterisk ;

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement M/* ‘

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions
Submit Payment ] [ Cancel }

Note: Please avoid navigating the site using your browser's 88k Button - this may lead to incomplete data being transmitted
and pages being Ioaded incorrectly. Please use the links progded whenever possible
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Select the Next button.

Appeal Documents
1:12-cv-05005-LAS SMITH v. USA

APPEAL ECF

Select the Next button to finalize your docket entry.

Appeal Documents
1:12-cv-05005-LAS SMITH v. USA

APPEAL ECF

Docket Text: Final Text

NOTICE OF APPEAL as to [8] Order on Motion to Dismiss - Rule 12(b){1), Published Opinion/Order, filed by JOHN SMITH. Filing fee §
455, receipt number 9998-1472874. Copies to judge, opposing party and CAFC. (Smith, Dave)

Attention!! Pressing the NEXT batton on this sereen commits this fransaction. You will have no further opportunity to modify this fransaction if you
continne.

Have von redacted?

Source Document Path (for confirmation only):
Notice of Appealpdl  pages: |

Clear
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Your Notice of Appeal has been docketed.
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ADD/CREATE A NEW PARTY
In rare cases you may need to add a party to the ECF system. If the party you represent is not
listed, in the “Select the Party” screen, click on the New Filer button.

|_Pick Filer | Select the filer.
Collapse All Expand All | If adding new filer please use ALL CAPS
LS T Select the Party: OR Select a Group:
EUSA dft
JONES, T. [pla] .
USA [dft] @ No Group
All Defendants
All Plaintiffs
All Parties
[ mext | [ clear | [ NewFiler |

You must first perform a search to see if your party is already entered on the ECF system.
Type the first few letters of the party’s last name for any individual, or the first few letters of
the company name in the Last/Business Name filed. Click on the Search button.

If a match is found, ECF will display a list of party names. If the name of the party you
represent appears, click on it and then click the Select Party button. Review the party
information making sure the spelling of the party name is correct. Do not add the party
address/telephone number.

Select the party’s role in this filing. Please note, if you have not been designated a party to this
case you must add yourself as a Movant when selecting your party type. If a match was not
found, click the Create New Party button.

Pick Filer Search for a party
Collapse All Expand All Last / Business Name DOE First Mame JTACE Middle Hame
[+ JONES, T. pla el

FHUSA dft

Search Results

| selectParty | [ Create New Party |
Search returned no resultsfease try again or create a new party.

« For a company, enter the entire company name (in ALL CAPS) in the Last/Business
Name field.
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Party Information
Last name DOE First name JACK
Middle name Generation
Title
Role Mowvant (mowv:pty) - ‘ ].
Prose Mo -
Prisoner Id Unit
Office
Address1
Address 2 Show this address on the docket she
Address 3 City
State Fip Country
Prison -
Phone Fax
E-mail
Party text A California Business *2
Startdate 5/19/2014 End date
Corporation no - Hotice yes -
[ Add Party |3
ol m r

* (1) Choose the appropriate Role from the drop down list (if you have not already been
designated a party you must select Movant.

* (2) Enter the appropriate party text for the business, for example, 4 California Business
Entity.

* (3) Click the Add Party button.

* Click the Next button and continue with the docketing process.

QUERY FEATURE

Reports -~ Utilities - Search Logout

Registered participants should use this feature to query the Electronic Case Filing (ECF)
system for specific case information. To enter the Query mode, click on Query from the Blue
menu bar of ECF. ECF opens the PACER Login screen. You must enter your PACER login
and password before ECF permits you to query the ECF database.

24



Note: Your PACER login and password are different from your ECF login and
password. You must have a PACER account in order to revrieve, view and print certain
documents.

After you enter your PACER login and password, ECF opens a Query data entry screen. If
you know the number that the Court has assigned to the case, enter it in the Case Number
field. Click on the Find This Case button.

If you do not know the case number, enter the party name in the Last/Business Name field and
click on the Run Query button and follows the instructions. If the individaul is a party to
more than one case, ECF will open a screen listing all of the cases with this party name. If you
click on the case number hyperlink, ECF will open the Query Window screen.

You may also query a case by the Nature of Suit, Cause of Action or attorney.

Once ECF displays the corresponding case click the Run Query button for a list of available
queries.

The most common/useful queries will be:

» Attorney, which will display the names and contact information of the attorneys who
represent the parties involved in the case.

» Deadlines/Hearings, which will display all pending deadlines associated with the case.

* Docket Report, which will display the docket sheet of the case. This query allows you
to see the parties involved and their attorneys. All case information, to include date
filed, judge assigned, demand amount, nature of suit, etc... In addition, you will be
able to see a list of all documents filed and entries made in the case. If the case has
been designated an electronic case you will also be able, for a fee, to access these
documents, provided they have not been filed under seal.

» History, which will provide you with a detailed history of the filing information of all
documents in a specific case.

» Party, which will display all parties involved and their attorneys.

Once you have selected the query you wish to run, you will be provided with the information
requested, or, you will be given the opportunity to narrow your query by providing a date
range. If you wish to provide a date range, simply place the dates in the corresponding text
boxes and when ready to run your report click the Run Report button.
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REPORTS FEATURE

Reports - Utilities A Search

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

Docket Sheet, similary to the Docket Report option in the Query section, provides a
copy of the case docket sheet, which includes all pertinent case information and
documents.

Calendar Reports can provide a list of upcoming events to include hearings and
conferences, etc...

Civil Reports allow you to query the ECF database to locate cases based on specific
information.

UTILITIES FEATURE

Reports - Utilities - Search

The Utilities feature provides the means for registered users to maintain their account in ECF
and to view all of their ECF transactions. In addition, the utilities feature provides links to
several useful sites and pdfs.

Your Account: this section allows the user to change their email address and make
changes/additions to their secondary email addresses.

Maintain Your Account

Select Maintain Your Account
Select Email Information

To make changes to current email address:

Click on the email address you wish to change, this will open the Configuration
options to the right of the screen

Delete the current email address and type in the new email address

Please review the options beneath the email address and make any appropriate changes
Click the Return to Person Information Screen

Click the Submit button.

Click the Submit button.
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To add an additional or secondary email address:

Click on the “add new email address” link.

Add the new email address to the text box beneath Configuration options
Click the Return to Person Information Screen

Click the Submit button

Click the Submit button

To add additional cases for notification:

Select Maintain Your Account

Select Email Information

Click on the Primary e-mail address

In the box beneath “Add additional cases for noticing” add the case number
Click the Find This Case button

Click the Add case(s) button

Click the Return to Account Screen button

Click the Submit button

Click the Submit button

To change your password:

Select Maintain Your Account

Select More user information

Delete the area in the Password box (should be #% %k k)

Type in your new password and click the Return to Account Screen button
Click the Submit button

Click the Submit button

View Your Transaction Log

This option allows the user to verify all electronic transactions that he/she has entered are
reflected in the Transaction Log and that no unauthorized individuals have entered

transactions.

From the Utilities screen, click on the View Your Transaction Log and input the date

range you wish to view
Click the Run Report button

Miscellaneous

ECF provides three Miscellaneous functions with the Utilities feature of the system

Legal Research, which provides links to research related web sites
Mailings, which provides mailing information for cases
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* Internet Payment History, which is currently not used

Links
The Links section provides links to helpful sites/pdfs to include the Court’s rules and
procedures and the home pages of the Court and the United States Court of Appeals for the

Federal Circuit.

SEARCH FEATURE

Reports - Utilities -

The Search option can help to find a menu option or event that you need. Upon clicking
Search, enter a word or phrase and then click on the Search button. A complete list of menu
items and events with names containing those letters will be displayed. Each option displays
a link.

LOGOUT

Reports A Utilities v

Click on Logout from the ECF blue menu bar to exit the system.
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