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New Features for Attorney Users

Cascading Menus

You have the option of using the new cascading menus or continuing to
use the existing static menus.

criminal - Query Reports ~  Utilities ~ Search Logout

Initial Pleadings and Service 3 —— A

Motions, Memoranda and Responses Motions

Other Filings :I Metmoranda, Responses and Replies
4 w7
L 2
e -
= |

Notice the Civil, Criminal, Reports, and Utilities selections have a down
arrow next to them, which indicates the presence of a sub-menu. To use
the keyboard to display a sub-menu, press and hold the ALT key together
with the underlined letter in the menu name (ALT + C).

A sub-menu may have its own sub-menu, as indicated by the arrow to the
right of the menu name.

Placing the mouse pointer over a primary sub-menu option displays the
lower level sub-menu. Click the desired menu category to display the
events on that menu.

Search Menus and Events

A search option has been added to the Main Menu.

TECF e - commn -
UE F civil criminal Query Reports Utilities Search

UECF civil criminal Query Reports Utilities Search

Search Menus and Events

)
=
N
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In this window enter all or part of the name of the event to be found. For
example, to find an Objection to Report and Recommendations event,
type “objection” in the box and click the Search button.

CM/ECF will display a list of events which contain the entered word or
string of words and the menu on which the event can be found.

EECF Civil - Criminal ~ Query Reports - Utilities - Search Logout ‘
Search Menus and Events L}
Search results for 'objection’
events found
objection

Civil Other Answers
Objection
Objection to Report and Recommendations
Response to objections to report and recommendations
Criminal Memoranda, Responses and Replies
Objection
Criminal Notices
Motice of ne abjection to report and recommendation

Crnnmal Other Documents

Objection to repert and recommendations
Response to objections to report and recommendations

Crnnmal Plea-Related Documents

MNotice of ne ebjection to report and recommendation

To file the document, simply click on the appropriate event.



Event Search within a Category

After selecting an event category, CM/ECF will display a list of events
within the category and an event search box. This is an example of the
Minute Entries category. (Obviously attorneys would not be filing minute
entries; searching for an event in any event category works exactly the
same.

Search for
event... OR - Utilities ~ Search

Start typing to find an event.
Awvailable Events iclick to select events) Selected Events (click to remove events)
I 1 - Terminate Deadlines [
1 - Terminate Deadlines and Hearings
1 - Terminate Hearings
1 - Terminate Motion and R&R Deadlines/Hearings
1- Terminate Scheduling Order Deadlines

1 - Terminate Trial Managerment Order Deadlines
Attorney Appointrment Hearing

Bench trial - begun

Bench trial - completed

Bench trial - held

Discovery Hearing

Evidentiary Hearing

Ezxtradition hearing

Final pretrial conference

Farfeiture Hearing v

Scroll Event
pick-list

Clear

To find an event within the category, either scroll down the list or in the
search box type all or part of a word from the name of the event.

For example, to locate the Motion Hearing event, type “mot” in the search
box. CM/ECF will display a list of events which have a word starting with
the letters entered. Click on the desired event to select it from the list.

ZEC vl + Criminal - + Utiities ~ :

UE F Civil Criminal Query Reports Utilities Search Logout
Minute Entries
mof| Click vour selection, or use arrows to highlight it and press Enter

Available Events {click to select events) Selected Events (click to remove events)
1 - Terminate Motion and R&R Deadlines/Hearings [

~LHil - Set Motion and R&R Deadlines/Hearings
~Ltil - Terminate Motions

Clear

Note: The search will begin with the first letter typed; therefore, the
search function does not accommodate the use of wildcard characters.

The selected event will be added to the Selected Events box, and the list
of available events will again be displayed.
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Continue with event selection until all necessary events have been added
to the Selected Events box. If an incorrect event is selected, click on the
event to remove it from the list.

UECF Civil - Criminal ~ Query Reports ~  Utilities ~ Search
Minute Entries

Start typing to find another event.
Available Events (click to select events)

Selected Events (click to remove events)
Mation Hearing

1 - Terminate Deadlines and Hearings ~Util - Set Deadlines

1 - Terminate Hearings

1 - Terminate Mation and R&R Deadlines/Hearings

1 - Terminate Scheduling Order Deadlines

1 - Terminate Trial Management Order Deadlines

Attorney Appointment Hearing

Bench trial - begun

Bench trial - completed

Bench trial - held

Discavery Hearing

Evidentiary Hearing

Extradition hearing

Final pretrial conference

Forfeiture Hearing ~

1 - Terminate Deadlines -~

Once all of the necessary events have been selected, click the [Next]
button to continue.

Searching for a Case Number

The Case Number look-up screen has been modified to reduce the
number of screens a user must navigate to find a full case number.

Criminal ~ Query Reports ~  Utilities ~ Search

Civil Case Number

99-12345, 1:99-cv-12345, 1-99-¢v-12345, 99¢v12345, or 1:99cv12345

After a partial case number is entered, the screen shown on the next page
will automatically display.
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Once a partial case number is entered, click the Find This Case button to
begin the case number look-up process.

Criminal - Reports - Utilities - Search

The Next button remains
grayed out until a full case
number is selected.

Civil Case Number

0B-1 Find This Case

When only a portion of a case number is entered, all possible case
number matches will display on the same screen as the initial look-up
field.

- Criminal ~ Reports ~  Utilities ~ Search Logout

Civil Case Number

061

e e e e i i Selecting a case number
012:06-mc-00001-IMC P T Tomss ST checkbox activates the

[03:06-mc-00001-MCR USA Next button.
5:06-cv-00001 v Duck et al
O6:06-cv-00001-J5G Brown v, Lee
O6:06-mc-00001 Wal-Mart Stores, Inc. v, K-Mart

8:06-mc-00001-SCB-EAJ Pipery. Woody (closed)

Once the full case number is located, select the proper case number
checkbox to continue with docketing.

Cross—-Document Hyperlinks

PDF documents filed in CM/ECF can now include hyperlinks to other
documents previously filed in:

e the same case,

e another case in the Middle District of Pennsylvania, or

e any other court’'s CM/ECF system (District, Bankruptcy, or
Appellate)
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A document may also include hyperlinks to documents being filed in the
same docketing transaction. For example, an order may have a hyperlink
to an attached form.

Creating Hyperlinks to Previously Filed Documents

Note: Users should not copy hyperlinks from NEF’s (Notice of Electronic
Filing). The document hyperlinks in NEFs contain special information that
allows them to provide one "free look" to qualified recipients of the NEF.
Instead of copying hyperlinks in NEFs, run a report in CM/ECF, such as
the Docket Report, and copy the document number hyperlink from the
report.

To copy a hyperlink, right-click over the document number and select
Copy Shortcut from the menu.

George Jones represented by Willie E. Gary
Gary, Willams, Parenti, Finney, Lewis, Watson &
Sperando,
221 E. Osceola 3t
Stuart, FL 34994
T72/283-8260

LEAD ATTORNEY
ATTORNEY TO BE NOTICED
V.
Defendant
Eite Industries
y " Cipen

Date Filed E? Qpen in New Window

01/03/2006 3 g::f:rf:: Az st Kite Industries ; jury demand filed by George Jones. (SIS, ) (Entered: 01/03/2006)

01/03/20086 Q; case to Jacksonwille. New Case Number 15 3:05-cw-1309-J-25IH. Sighed by Judge G.

/2006, (SM3, ) (Entered: 01/03/2006)

§| <Copy Shortout

03/28/2006

nimstrative closure Signed by Judge G. Kendall Sharp on 3/28/2006. (kma) (Entered:

Add to Favorites,.

0543072007 a. G songe Search in pdf by George Jones re 1 Complant (DE) (Entered: 05/30/2007)

0543172007 Q¢ SendTo * b support re 3 Order directing administrative closure filed by Kite Industries. (Attachments: # 1
Page Info 2d: 05/31/2007)

-

Properties

06/05/2007 F D, vrerrrererrormension of Time to Amend 1 Complaint by George Tones. (DR} (Entered: 06/05/2007)

Using WordPerfect to Create Hyperlinks

1. Copy the hyperlink. (Follow the instructions for creating a hyperlink
to a previously filed document).

2. In WordPerfect, open the document you want to add the hyperlink
to. In the document, highlight the citation text for which you wish to
create the hyperlink.

3. Click Tools, and select Hyperlink... from the menu.
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4. Right-click in the Document/Macro field, choose Paste from the
menu (or Ctrl-v on your keyboard) and click [OK].

2 Wardpertec 12 - Documen CEE |
& |
DFHS BB - /B A Ere-Ea8- 0X-2HE e«
| Times Mew Roman =iz =B r u-E=- AL e v 3o abe| i .| e GO b .

1

2 3 4 5 5 7
S S S S S S S i S S S

UMITED STATES DISTRICT COURT
MIDDLE DISTRICT CF FLORIDA

[T -CINESCEN Hyperlink Properties @@

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

macio to be executed when the user elicks on the link.
W

(e C PG E R < cuirent document

Eite Industries,| Bookmark:
defend:

Target hame

[ TRt R TR TR TP R il o DETITETY

5. The hyperlink text is now underlined indicating a link has been
created.

OEDEE

Pursuant to thiz Court's Order of Transfer, no other documents are to be filed. Plantiff's Motion
for extension of time to amendthe complaint is DENIED.

6. Save the document and convert it to PDF using Files—Publish to

PDF. (Printing to PDF can be used if the document contains no
hyperlinks.)

7. Docket the event in CM/ECF as usual.

Using Word to Create Hyperlinks

1. Copy the hyperlink. (Follow the instructions for creating a hyperlink
to a previously filed document).

2. In Word, open the document you want to add the hyperlink to. In

the document, highlight the citation text for which you wish to create
the hyperlink.
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3. Click Insert, and select Hyperlink... from the menu.
Tip: You can also Ctrl-k to insert a hyperlink.

4. Click in the Address field and use the Ctrl-v command to paste the
URL. Click [OK].

i File Edit iew Insert Formab Tools  Table  Window Help  Adobe PDF Acrobat Comments Type a question for help [+ 1%

NEGEdaPas@d S0 -0/ i dREGFT 0 -6 ueadll

i A4 Normal +12pt » TimesHewRoman « 12 - | B 7 O i% == 1E-4
B =
mmnl
=1
~
Insert Hyperlink @@
Link ka: Text to display: |Order of Transfer
| Look in: I3 My Documents v L=
Exjsting File or L — =
Current | = prochures
Folder = 4
v Place in This _‘. Chambers Handbook
Document Browsed ||2) Cliparts
Pages || CMECF
|2 Copy of Training
Eite I Y Retent 1) Copy of Training DB
Document Files |53 Corel User Files
|| Dowinloaded Program Updates e
_lj Address: hittps: ffeck-test fAimd, uscourts, govidocz(047027054| hd
E-mail Address
Pursuant to thiz Court's SIGIESMbentt 10 other documents are to be filed. Plaintiff's Motion
for extension of time to amend the complaint is DENIED. v
+

5. Save the document and convert it to PDF by clicking Adobe PDF
and selecting Convert to Adobe PDF from the menu.

Note: You must have Acrobat PDFMaker installed to convert the
document with the hyperlink. (Printing to PDF can be used if the
document contains no hyperlinks.)

6. Docket the event in CM/ECF as usual.

Creating Hyperlinks to Documents Filed in the Same Event

You can link two or more documents to be filed in the same event even
when those documents where not filed previously in CM/ECF. For
example, you can create a hyperlink in a main document to an
attachment.
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Using WordPerfect

1. Create the secondary document and publish it to PDF. See Step 6

on Page 7.

2. Create/open the main document. This document will have the
hyperlink to the secondary document.

3. Select the text in the main document that will be displayed as the

hyperlink.

4. Click Tools, and select Hyperlink... from the menu.

&
DEHE & BB - /B RS- E-E-EE DR kER e @
[ Tirmes New Raman iz <l m o U= AL nones v | e abe | o o | pE o gk L

1]

1 H 3 4 5 1] 7

UNITED STATES DISTRICT COURT
MIDDLE DISTRICT OF FLORID A

George Jones, EEITH AT (=
plainti

Define links to other documents or bookmarks in this or other documents. O, define a

5 macio to be executed when the user clicks on the link.

Document/tMacro: | BTN Sar e, PINGEB1owse Weh i
Kite Industries] pookmark: =
defend,
Taget frame:

Folder Icon
oK Cancel Help

Pursuant to this Court's Order of Transfer, no other documents are to be filed Plaintiff's Motion
for extension of time to amend the complaint is DENIED

5. Click the Folder icon next to the Document/Macro field and
navigate to find the location of the secondary document. (Note: The
file selected as the link must be in .pdf format.)
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A

TestLinkOrder.doc

“ B(=1/E3
NEES BB - Ry B RS- ErE-EE | OIX-3ER (e @
[Time:s Hew Roman ~iz B 7 U~ =-As-[tones v | gbe abo | oo Wy .| pE Q2 b 2.
i H 3 4 5 5 7
[ [ [ LY LY [ [ [ [
Z Select File - My Documentis
File Edit Wiew Tools Favorites Help
=2HEXw | E B E & i
EpsdEE B EX e (F B e B8
MIDDLE DI | ok i | 5 My Documents - T
YRl Hyperlink Properties | resumez. pdf “ testlink.pdf T welF
plaintiff] ‘L Revised Per Diem Rates.pdf ) Testlinkorder. doc L el
Defite inks to other documents or B Im_]s\\ence phone. doc L Testlinkorder. pdf lﬂ_]what
i macro lo be executed when the usd - T vasoix oo, pps Swish |
] Tt pof B yivian.doc () wp
Document/Macio: | <cunent docur 2] testink, doc WebEx Handout. wpd
Kite Industries) pookmark: = 3
defend:
e S =[5 ]
File type: | [ &1 Files +  Lastmodfied: | Any Time = Close:
Find Mow Advanced... Meyw Search
Pursuant to this Court's Order of Transfer, no other documents are to be filed. Plantiff's Motion
for extension of ime to amend the complaint 1s DENIED.
%
EE] L]

[SAB S Tnsert PgLn4.63" Pos 1.28"

6. Select the file then click [OK] in the Hyperlink Properties box. The
hyperlink will be underlined.

7. Save the main WordPerfect document and publish it to PDF. See

Step 6 on Page 7.

8. Docket the event in CM/ECF and upload the main document and
attachment(s) as usual.

Using Word

1.
on Page 8.

Create the secondary document and convert it to PDF. See Step 5

Create/open the main document. This document will have the

hyperlink to the secondary document.

Select the text in the main document that will be displayed as the

hyperlink. Click Insert, and select Hyperlink... from the menu.
Tip: You can also Ctrl-k to insert a hyperlink.

10
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T TestLinkOr der. doc - Microsaft Word =3
P File Edit View Insert Format Tooks  Table Window Help  AdobePDF  Acrobat Comments Type 2 question for help =
NS E| ST E s e S9-e 0830 RE =& w0 - @) Feead

i A4 Normal+ 12 pt v TimesMewRoman « 12 - | B I _g| [ = -w Av!

HEEE

Insert Hyperlink

Link ks Text to display: ‘Attachmant | [ ScreenTip. .. J
George Jones,

plaintiff = Aok (C3) My Documents ¥ =
Existing File or | _ C ‘
Web Page | Revised Per Diem Rates.pdf EBookmark. ..
V. Current | @ B =

17 silence phone.doc

Fidler E Supervisors wpd Target Frame. ..
Flace in This

Kite Industries, Document: | | Brawsed gg testink.doc
defendant Pages | bestinkpof
g TestlinkOrder.dac
Create Hew Regent | TestLinkOrder, pdf
Document Fles | 5] Yesoix Ice.pps
(817 wivian.doc

pddress:  [Test.pdf

E-mail Address

Purzuant to this Cous

for extension of time Y& AINCOS INE COMP AT IF LoD LT

4. Navigate to find the location of the secondary document. (Note: The
file selected as the link must be in .pdf format.) Highlight the file.
The name of the selected file displays in the Address field. Click
[OK].

5. Save the Word document and convert it to PDF. See Step 5 on
Page 8.

6. Docket the event in CM/ECF and upload the main document and
attachment(s) as usual.

Accessing Documents via Cross-Document Hyperlinks

PDF documents filed in CM/ECF can now include hyperlinks to other
documents previously filed in:

e the same case,

e another case in the Middle District of Florida, or

e any other court’'s CM/ECF system (District, Bankruptcy, or
Appellate)

A document may also include hyperlinks to documents being filed in the
same docketing transaction. For example, an order may have a hyperlink
to an attached form.
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As a court user, if the linked document is in our system, accessing
documents via a cross-document hyperlink works the same as when
documents are accessed via a document number hyperlink in a report or
query. If the linked document is on another court’s server and is
unrestricted, you will be able to access the document after logging in
through PACER. Once you do this, you will be able to access documents
on other CM/ECF servers until you log out or close the browser window.

For non-court users, a PACER log in screen is presented before the
document is displayed. Once they are logged in to a CM/ECF server as a
PACER user, they will be able to access documents on other CM/ECF
servers for the duration of the browser session or until they log out of
CM/ECEF.

Social Security Appeal Cases

Beginning on December 1, 2007, PACER users will be allowed remote
access to judgments, opinions, and orders that have been marked as
written opinions (for purposes of complying with the E-Government Act) in
Social Security Appeal cases. Report and Recommendations of
Magistrate Judges that have been adopted by orders marked as written
opinions also will be available to PACER users.

Requiring a Description When Adding Attachments

When a user adds an attachment to a document filed electronically, the
users must either select an attachment category or add a description, or
both, before continuing. Previously, an attachment could be added
without a description.

Identifying Pro Hac Vice Attorneys

Courts can identify attorneys as pro hac vice by selecting yes for the new
Pro Hac Vice on the Person Information screen in the Attorney Admission,
Edit Case Participants, Edit Person Data and Maintain User Utilities. If an
attorney is flagged as pro hac vice, it will show this on the docket sheet
under the attorney’s name.

Notice of Electronic Filing

12

Only case participants and/or their attorneys will receive one free look at
documents that are accessed via the NEF. Any attorney who is not active
on a case will not receive the one free look. This change was made so
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attorneys could not receive a free look at filings in cases that they have

marked in their user account as “please notify me in these additional
cases’.

Adding Corporate Parents During Docketing

Attorneys can now add corporate parents when electronically filing their
corporate disclosure statement. Also if a party is added to a case during
docketing the following buttons are available on the Party Information
screen: Attorney, Alias, Corporate parent or other affiliate, and Review.

Messages on the CM/ECF Main Page

Separate messages can be displayed on the CM/ECF main page for court
users, attorneys and PACER users. This allows for specific court
messages to be displayed onto to court users.

Viewing Documents for Multiple Docket Entries

You can now select multiple documents from a docket sheet to view or
download at the same time. If you view the documents, they will be
combined into a single PDF. Downloading the documents puts them (and
all attachments) into a ZIP file you can save.

Docket Sheet
Case mumben||
(© TFiled .
O Entered °
Documents to
Include: Document options:
[v]Parties and counsel Include headers when displaying PDF documents
Terrmmated parties [ View multiple documents
List of member cases [ [Create Eecord on Appeal
Restricted entries
Sealed entries Abridged docket report:
Links to Notices of Electronic Filing [ Create abridged docket report
[Related documents
Eelated summary text Format:
&) HTML (unpaginated)
O PLF (paginated)
Sort by | Oldest date first v
[ Run Report l [ Clear l [(IMlake these options my default  Schedule this to run b

District CM/ECF Version 3.1 13



14

Select the View multiple documents checkbox and click [Run Report]. The
docket sheet will appear with checkboxes next to the docket entries.

Date Filed # fj{:z:ﬂi Docket Text
01/03/2006 31 " | COMPLATINT against Kite Incustries ; jury demand filed by George Jones (SWS, ) (Entered: 01/03/2006)
01/03/2006 C!g O CRDER transferring case to Jacksonwille. Mew Case Number i3 3:03-cv-1308-J-25MWH. Signed by Judge G Kendall
Sharp on 1/3/2006. (SM3, ) (Entered: 01/03/2006)
03f28/2006 @3 CRDER directing admministrative closure Signed by Judge G. Kendall Sharp on 3/28/2006. (kma) (Entered: 03/28/2006)
05/30/2007 @4 " | MNOTICE testing link in pdf by George Jones re 1 Complaint (DE) (Entered: 05/30/2007)
or

1. Click [View Selected]. The documents will open as a single PDF.

To Download

1. Click [Download Selected]. Depending on your browser settings
you may get a message that the site was blocked from
downloading the files to your computer.

2, To help pratact your security, Tnternet Explorer blacked this site from downloading files to your computer. Click here For optians...

ZECF

Civil

Criminal Reports Utilities Search Loaout

Your download will begn i a separate window.

2. If you get this message, click in the yellow area and select
Download File...

Download File...

Reports Utilities EYTICUR  V/het's the Risk?

Information Bar Help

Tour download will begin in a separate window.
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3. On the File Download dialog box, click [Save].

File Download g|
Do you want to open or gsave this file?
[@. Name: 2-06-cv-00001-GKS-KRS. zip

Type: Compressed (zipped) Folder, 582 KB
From: ecf-test.flmd.circ11.don

Open ][ Save ]| Cancel |

harm your computer. |f you do not tust the source, do nat open o

@ While files from the Internet can be uzeful, some files can potentially
zave thiz file. What's the rigk?

4. Find a location to save the file, and if you want, rename it. Click
[Save].

Save As @@
Savein | ) CMECF v € ¥ M-
5 [ Case Assignment
4 f? (ECivil

MyFRecent |3 Conflict Checking
Documents ) Criminal
— [C)DacTypes
@ (C)Edior-qc
Desktop [EiPay.gov
IZ31QC Comparison
\J)5ample PDFs
() Testing

(Cversion 3.0
My D ¢
¥ boeuments (CVersion 3.1
—
.
My Computer
\_‘] File rime: 00U RS KRS v
-
MyMelwolk | Saveastyps: | Compressed (zipped] Folder ~

Viewing all Documents for a Single Docket Entry

You now have the option to View or Download the main document along
with the attachments.

IDocument Selection Menu

Multiple Documents
Select the document you wish to view.
Part Description

1 lain Document 1 page
2 Exthibit 1 1 page

g Al ] or [ Download All 2 pages

District CM/ECF Version 3.1
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