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ELECTRONIC CASE FILES SYSTEM
USER MANUAL

GETTING STARTED

INTRODUCTION

Thismanual provides procedures and instructionsfor using the Electronic Case Files (ECF) systemtofile
documents with the court, or to view and retrieve docket sheets and documentsfor al civil, criminal and
miscellaneous casesin the system. A Filing User should have aworking knowledge of an ECF-compatible
web browser and Adobe Acrobat or equivalent softwarefor creating and reading Portable Document Files
(PDF).

The following definitions are used throughout this User Manual:

A. “Electronic Filing System” refers to the court’ s automated system that receives and stores
documentsfiled in electronic form. The program is part of the CM/ECF (Case
M anagement/El ectronic Case Files) software, which was developed for the Federa Judiciary
by the Administrative Office of the United States Courts.

B. “Filing User” is an individual who has a court-issued login and password to file documents
electronicaly.
C. “Notice of Electronic Filing” is a notice automatically generated by the Electronic Filing

System at the time a document is filed with the system, setting forth the time of filing, the name
of the party and attorney filing the document, the type of document, the text of the docket

entry, the name of the party and/or attorney receiving the notice, and an electronic link
(hyperlink) to the filed document which allows recipients to retrieve the document
automatically.

D. “PACER” (Public Accessto Court Electronic Records) is an automated system that allows an
individual to view, print and download court docket information over the Internet.

E. “PDF’ refersto Portable Document Format. A document file created with a word processor, or
a paper document which has been scanned, must be converted to portable document format to
be filed electronically with the court. Converted files contain the extension “.pdf”.

F. “Proposed Order” is adraft document submitted by an attorney for ajudge’ s signature. A
proposed order shall accompany a motion or other request for relief as an electronic attachment
to the document.

G. “Technical Failure’ isdefined as a malfunction of court owned/leased hardware, software,

and/or telecommunications facility which resultsin the inability of a Filing User to submit a
filing electronically. “ Technical Failure” does not include the malfunctioning of aFiling User’s
equipment.
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HELP DESK

Call the court’ sHelp Desk for tel ephone assi stance in using ECF between the hours of 8:30 A.M. and 5:00
P.M., Monday through Friday, at one of the following toll free numbers:

(Scranton) 1-866-263-8479
(Harrisburg) 1-866-333-3261
(Williamsport)  1-866-736-3914

ECF SYSTEM CAPABILITIES

A Filing User with a PACER account, an ECF-compatible web browser, Adobe Acrobat or equivalent
software, and access to the Internet can use the court’s ECF system to perform the following functions:

e Open the court’s web page.
e View, print or download the most recent version of the ECF User Manual.
e Self-train on ECF using the ECF Tutorial, which isavailable on the district court’s ECF web site.

e Practicefiling documentsinto ECF using a“training” system and database. The “training” ECF
system issimilar to the “live” ECF database.

e Electronically file pleadings and documentsin actual cases.
e View official docket sheets and other documents associated with cases.

e View reportsfor casesthat were filed electronically.

REQUIREMENTS

Hardware and Software Requirements

The hardware and software needed to electronically file, view, and retrieve case documents are the
following:

e A personal computer running a standard operating system such as Microsoft Windows or
Macintosh.

e A word processing software package such as WordPerfect or Microsoft Word.

e Adobe Acrobat software (reader & writer) to convert documents from the format of their native
application to portable document format (PDF). WordPerfect Version 9 and higher has the
capability to convert documentsto portable document format (PDF) and has a scanning feature that
allows one to scan documents into WordPerfect and then convert them to PDF.

e A scanner to convert paper documentsthat are not in aword processing format to digital format for
electronic filing in the court’ s ECF system (e.g. medical recordsfiled as exhibits). Use ascanner
ONLY if you cannot electronically prepare your documents with a word processing software
package and convert them to PDF format. When scanning documentsfor ECF, scan at aresolution
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of 200 to 240 dpi. Scanning at resolutions greater than 240 dpi tends to clutter the electronic
transfer with unwanted markings and print. All documents should be scanned with a“black and
white” setting unless the exhibit is colored.

e AnInternet service provider and web browser. The court has verified that itsinstalled version of
ECF is compatible with Netscape Navigator version 4.7 or higher, and Microsoft’s Internet
Explorer version 5.5 or higher.

Users of ECF have experienced some compatibility issues with versions of Netscape Navigator
lower than 4.7; America On-Line's version of Netscape Navigator; and versions of Internet
Explorer lower than Version 5.5. Any version of Internet Explorer requires the user to clear the
temporary Internet files/history of the web browser each time ECF is accessed. Thiswill ensure
web pages viewed within ECF display all available options.

CLEARING TEMPORARY FILES/HISTORY IN INTERNET EXPLORER
Follow the steps below before accessing ECF.

e Open Internet Explorer and select Tools. Select Internet Options.

e Inthe Temporary Internet Files section, select “delete files’.

CLEARING TEMPORARY FILES/HISTORY IN NETSCAPE NAVIGATOR
Follow the steps below before accessing ECF.

e Open Netscape Navigator and select Edit. Select Preferences.

e |Inthe Category section, select Navigator.

e Inthe History section, select “ Clear History”.

SCOPE OF ELECTRONIC FILING

All civil, criminal and miscellaneous cases shall be assigned to the Electronic Filing System. Except
as expressly provided herein or by order of court, or in exceptional circumstances including technical
failures, aFiling User shall electronically file all documents required to be filed with the court.

Thefiling of initial papers may be accomplished either electronically under procedures outlined in the
Section entitled “How to File Initial Pleadings/Documents’ in this manual or traditionally on paper.

In a case removed to the federal court, parties are required to provide electronic copies of all
documents previously filed in the state court. Service of the summons and complaint must be made
under Federal Rule of Civil Procedure 4.

Counsel of record in cases pending in thiscourt must register asa Filing User. An attorney whois
not a Filing User must show to the Chief Judge good cause to file and serve pleadings and other
papersin thetraditional manner. A party who is not represented by counsel may file papers with the
clerk in the traditional manner, but is not precluded from filing electronically.
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SEALED DOCUMENTS (Please refer to Local Rules LR 5.8 and LCrR 49)

According to Local Rule LCrR 49, no document shall be filed under seal unless authorized by an order
of court. A motion to file adocument under seal shall be filed on paper. The motion to file a document
under seal shall contain no description or identification of the document for which the sealing order is
sought or statement of reasons why the filing of the document under seal should be authorized. The
Rule sets forth the procedure for presenting the document(s) which are the subject of the motion to
seal. Accordingly, the following documents are to be presented to the clerk in paper formin a sealed
envelope marked with the case number, case caption and the descriptive label of “ Documents pending
sealing decision.”

a. the document(s) for which the sealing order is sought,

b. astatement of the legal and factual justification for the sealing order that is being sought,
and

c. aproposed form of order.

LCrR 49(c)(3) sets forth the following procedure for documents authorized to be filed under seal by an
existing court order:

A document authorized to be filed under seal by an existing court order shall be filed on paper
accompanied by the court order authorizing it to be filed under seal and submitted in a sealed envelope
marked with the case number, case caption and the words “ sealed document.”

The order of the court authorizing the filing of documents under seal may be filed electronicaly,
unless prohibited by law.

Exempt Documents. The Clerk shall in al cases, without motion, seal the following documents:

(1) A defendant’sex parte request for a subpoena, awrit of habeas corpus ad testificandum, or
authorization to obtain investigative, expert or other services in accordance with subsection (€)
of the Criminal Justice Act, 18 U.S.C. 8 3006A(e).

(2) Anex parte reguest by the government for issuance of awrit of habeas corpus ad
testificandum.

(3) Any writ issued in response to arequest under subparagraph (1) and (2).

(4) A requestinacriminal case by the defendant for substitution of appointed counsel.

SPECIAL FILING REQUIREMENTS AND EXCEPTIONS

l. Special Filing Requirements

The documents listed below shall be presented for filing on paper:

Sedled

In Camera

Confidential Agreements
Ex Parte

Qui Tam Cases
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[. Exceptions

A. Permissive Exceptions - The following documents may be excluded from the
Electronic Filing System and filed solely on paper:

ANY DOCUMENT WHICH CONTAINS MORE THAN 200 PAGES.

B. Mandatory Exceptions- Thefollowing documents are excluded from the Electronic
Filing System and shall be filed solely on paper:

ADMINISTRATIVE RECORDS IN SOCIAL SECURITY CASES

GRAND JURY MATTERS:
The following documents are examples of grand jury matters:

1) Minute Sheets of Swearing in and empanel ment;

2) Grand Jury Returns;

3) Voting Slips,

4) Order appointing alternate juror (existing juror requests to be excused from grand
jury for medical or some other reason);

5) Motions to quash subpoenas and orders ruling on them;

6) Motions to enforce subpoenas and orders ruling on them;

7) Motions for immunity and orders ruling on them,

8) Motions for appointment of counsel and orders ruling on them.

WARRANTS ISSUED:

1) Arrest Warrants,

2) Seizure Warrants,

3) Search Warrants;

4) Pen Registers (Wire Tap Orders);
5) Bench Warrants

PRE-INDICTMENT/PRE-INFORMATION:

1) Affidavits (These usually accompany criminal complaints and are signed by the
federal agent). Federa agentsinclude FBI, DEA, Attorney General Task Force,
IRS.

2) Warrant issued by another district for adefendant residingin our district. TheRule
5 (arraignment) hearing is held in our district and then the paperwork is sent to
other district on a Rule 5(c)(3) Transfer.

JURY EMPANELMENT LISTS

ELIGIBILITY, REGISTRATION AND PASSWORDS
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If you areinterested in registering for ECF you may obtain the required registration form from the court’s
web site at www.pamd.uscourts.gov or by calling the clerk’ soffice at (570) 207-5600 and requesting one.
A copy of theregistration formisincluded as an attachment to this manual and the court’ s Standing Order.

An attorney admitted to the Bar of this court, including an attorney admitted pro hac vice, may register
asaFiling User by completing the prescribed registration form (See Exhibit A) and submitting it to the
clerk. Registration as a Filing User constitutes consent to electronic service of all documentsin
accordance with the Federal Rules of Civil Procedure and the Federal Rules of Criminal Procedure.

A person who is a party to an action who is not represented by an attorney may register as a Filing
User in the Electronic Filing System solely for purposes of the action. If during the course of the
action the person retains an attorney who appears on the person’ s behalf, the attorney must advise the
clerk to terminate the person’ s registration as a Filing User upon the attorney’ s appearance.

When registering, an individual must have an established PACER account and certify that ECF
training has been completed. Anindividual may register more than one Internet e-mail address.
Oncetheregistration is processed by the clerk, the Filing User will receive notification of the user
login and password. A Filing User shall protect the security of the User’s password and immediately
notify the clerk if the Filing User learns that the password has been compromised.

Onceregistration is complete, aFiling User may not withdraw from participation in the Electronic
Filing System except by leave of court. A Filing User involved in more than one pending case may
not elect to participate in the Electronic Filing System in less than all such pending cases.

An applicant should return the completed and signed registration form to the clerk’ s office through e-mail
at ecfreg@pamd.uscourts.gov, by fax at (570) 207-5650, or by delivering theform to the clerk’ soffice at
any one of the following locations:

William J. Nealon Federa Federal Building & U.S. Courthouse U.S. Courthouse
Building & U.S. Courthouse 228 Walnut Street 240 W. Third Street
235 N. Washington Avenue P.O. Box 983 Suite 218

P.O. Box 1148 Harrisburg, PA 17108 Williamsport, PA 17701

Scranton, PA 18503

After processing the properly completed registration form, the clerk’ s office will open auser account and
contact you through e-mail with your ECF system login and password. Informing registered users by e-
mail will ensure that the court has the proper e-mail address.

PACER REGISTRATION

ECF users must have a PACER account. If you do not have a PACER login, contact the PACER Service
Center to establish an account. Y ou may call the PACER Service Center at (800) 676-6856 or (210) 301-
6440 for information or to register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.qov.

ECF TRAINING
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Individuals can log into the court's ECF training database on the Internet at https://ecf-
train.pamd.uscourts.gov to practice ECF filing. The court aso offers the following ECF training:

1) Training classes are held at the courthouses in Scranton, Harrisburg and Williamsport. Thetraining is
conducted by the clerk’ s office and you may obtain the training schedule by calling the clerk’s office;

2) ECF Tutoria - Computer Based Training (CBT) available on CD or on-line at the court’ s web site;
3) On-sitetraining at alaw firm can be arranged through the clerk’ s office.

To register for class training or arrange on-site training please contact one of the following court
personnel:

Scranton: Kevin Calpin (570) 207-5601
Harrisburg:  Gary Hollinger (717) 221-3950
Williamsport: Thomas Miller (570) 323-6380
Lisa Gonsalves
or

Kenn Williams

We strongly recommend that Filing Users practice in the “training” ECF database before filing
documentsin the “live” ECF database.

Access to the training database is authorized with the following logins and passwords:

L ogins Passwor ds
userl userl
user2 user2
user3 user3
user4 user4
userb userb
user6 user6
user7 user7
user8 user8
user9 user9
userl0 userlO

CONSEQUENCES OF ELECTRONIC FILING

Electronic transmission of a document to the Electronic Filing System in accordance with the court’s
Standing Order, together with the transmission of a Notice of Electronic Filing from the court,
constitutes filing of the document for all purposes of the Federal Rules of Civil Procedure, the Federal
Rules of Criminal Procedure and the Local Rules of this court, and constitutes entry of the document
on the docket kept by the clerk under Fed.R.Civ.P. 58 and 79 and Fed.R.Crim.P. 49 and 55.

When a document has been filed electronically, the official record of that document is the electronic
recording as stored by the court, and the filing party is bound by the document as filed. A document
filed electronically is deemed filed on the date and time stated on the Notice of Electronic Filing from
the court.
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The fact that a party files a document electronically does not ater the filing deadline for that
document. Electronic filing must be completed before midnight Eastern time in order to be considered
timely filed that day. In accordance with Rule 6(€) of the Federal Rules of Civil Procedure and Rule
45(c) of the Federal Rules of Criminal Procedure, service by electronic meansis treated the same as
service by mail for the purposes of adding three (3) days to the prescribed period to respond.

ENTRY OF COURT ORDERS AND RELATED PAPERS

A document entered or issued by the court will be filed in accordance with the Standing Order of
Court, Re: Electronic Filing Policies and Procedures, and such filing shall constitute entry on the
docket kept by the clerk under Fed.R.Civ.P. 58 and 79 and Fed.R.Crim.P. 55.

All signed orders will be filed electronically by the court or court personnel. An order filed
electronically without the original signature of ajudge shall have the same force and effect as if the
judge had affixed a signature to a paper copy of the order and the order had been entered on the docket
in a conventional manner.

A Filing User submitting a document that requires a judge’ s signature shall submit the document as an
electronic attachment to a motion or other request for relief in accordance with the procedure for a
“Proposed Order” as outlined in this manual.

NOTICE OF COURT ORDERS AND JUDGMENTS

Immediately upon the entry of an order or judgment in an action, the clerk will transmit to Filing Usersin
the case, in electronic form, a Notice of Electronic Filing. Electronic transmission of the Notice of
Electronic Filing constitutes the notice required by Fed.R.Civ.P. 77(d) and Fed.R.Crim.P. 49(c). Theclerk
must give notice in paper form to a person who has not consented to el ectronic service.

SIGNATURES

The user login and password required to submit documents to the Electronic Filing System serve as the
Filing User’s signature on all electronic documents filed with the court. They serve as a signature for
purposes of Fed.R.Civ.P.11, all other Federal Rules of Civil Procedure, the Federal Rules of Criminal
Procedure, the Local Rules of this court, and any other purpose for which asignatureisrequiredin
connection with proceedings before the court.

Each document filed electronically must indicate in the caption that it has been electronically filed. An
electronically filed document must include a signature block in compliance with Local Rule 5.2(b),

and must set forth the name, address, telephone number, fax number, e-mail address, and the attorney’s
Pennsylvania or other state bar identification number, if applicable. When listing the identification
number, the state’ s postal abbreviation shall be used as a prefix (e.g., PA12345, NY 2243316). In
addition, the name of the Filing User under whose login and password the document is submitted must
be preceded by an “s/” and typed in the space where the signature would otherwise appear. No Filing
User or other person may knowingly permit or cause to permit a Filing User’ s password to be used by
anyone other than an authorized agent of the Filing User.

A document containing the signature of a defendant in a criminal case shall be electronically filed asa
scanned document in PDF format that contains an image of the defendant’ s original signature. The
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Filing User isrequired to verify the readability of the scanned document before filing it electronically
with the court.

A document requiring signatures of more than one party must be filed electronically either by: (1)
submitting a scanned document containing all necessary signatures; (2) representing the consent of the
other parties on the document; (3) identifying on the document the parties whose signatures are
required and by the submission of a notice of endorsement by the other parties no later than three
business days after filing; or (4) in any other manner approved by the court.

SERVICE OF DOCUMENTS BY ELECTRONIC MEANS

Nothing in these procedures shall eliminate the responsibility of a party to make service in accordance
with the Federal Rules of Civil Procedure, the Federal Rules of Criminal Procedure and the Local
Rules of Court.

A. Service of Process

Fed.R.Civ.P. 5(b) and Fed.R.Crim.P. 49(b) do not permit electronic service of process
for purposes of obtaining personal jurisdiction, i.e., Rule 4 service. Therefore, service
of process must be effected in the traditional manner.

B. Other Types of Service

1. Filing User

Upon the electronic filing of a pleading or other document, the court’s Electronic Filing
System will automatically generate and send a Notice of Electronic Filing to al Filing
Users associated with that case. Electronic Service by the court of the Notice of
Electronic Filing constitutes service of the filed document and no additiona service
upon Filing Usersisrequired.

2. Individua who isnot aFiling User

A Non-Filing User is entitled to receive a paper copy of any electronicaly filed
document from the party making such filing. Service of such paper copy must be made
according to the Federal Rules of Civil Procedure, the Federal Rules of Criminal
Procedure and the Local Rules.

C. Timeto Respond Under Electronic Service

In accordance with Rule 6(e) of the Federal Rules of Civil Procedure and Rule 45(c) of the
Federal Rules of Criminal Procedure, service by electronic means is treated the same as
service by mail for the purposes of adding three (3) days to the prescribed period to
respond.

D. Certificate of Service

A Certificate of Serviceisstill required with an electronic filing. This may be included
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as part of the document. You may use the “Mailing Information For a Case” featurein
ECF under “Utilities’, to obtain information regarding those individuals who require
service by electronic and regular mail. Please remember that electronic serviceis not
authorized for service under FRCP 4.

RETENTION REQUIREMENTS

A document that is electronically filed and requires an original signature other than that of the
Filing User must be maintained in paper form by counsel and/or the firm representing the party
on whose behalf the document was filed until one year after all periods for appeals expire. Such
papersin criminal cases shall be retained by the United States Attorney. On request of the
court, said counsel must provide the original document for review.

PREPARATION

SETTING UP ADOBE ACROBAT PDF READER

A Filing User must install Adobe’ s Acrobat or Acrobat Reader in order to view documentsthat have been
electronically filed with the clerk’ soffice. If not using WordPerfect version 9 or above, aFiling User must
install the full version of Adobe's Acrobat software to convert electronic files from their native word
processing application format to Portable Document Format (PDF). All new documents prepared for ECF
cases must be converted to PDF before entering them into ECF or transmitting them to the court. After
installing these products, review and follow Adobe’ s directions for using Acrobat or Acrobat Reader.

PORTABLE DOCUMENT FORMAT (PDF)

Only documentsin PDF format may befiled with the court using its ECF System. Before sending thefile
to the court, users should preview the actual PDF document to ensure it is complete and in the proper
format.

Viewing a PDF Document
e Open Adobe Acrobat or Acrobat Reader.
e Select [File] on the menu bar and choose [Open] from the drop-down window.
e Click onthelocation and file name of the PDF document you wish to view.
e Acrobat loadsthefile and displaysit on your screen. Verify it isthe document you wish to send.

e If the displayed document is larger than the screen or contains more than one page, use the scroll
bars and buttons to move about within the document.

¢ Click onthe View menu to select other optionsfor viewing the document. Choose the option that
best suits your viewing needs.

Converting Electronic Documents to PDF Format

Y ou must convert all of your documents from their native word processing application to PDF format
before submitting them to the court through it’s Electronic Case Filing (ECF) system. The conversion
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process requires Adobe Acrobat or Word Perfect version 9 or above word-processing application with its
built-in PDF conversion capabilities.

From Word Perfect Version 9 or Above
e Open the document in WordPerfect version 9 or above.
e From the menu bar, click on [File] and from the drop-down menu select [Publish to PDF].
o SavethefileasaPDFfile, giving it a.pdf extension.

e Thefileisnow in Adobe PDF format under the newly designated name. The original document
remains in WordPerfect format with its original file name.

For all other versions of WordPerfect, all versions of Microsoft Word, all Microsoft Office
products, and other Adobe Acrobat-supported software applications

e Install Adobe Acrobat on your computer

In your word processing application, open the document you wish to convert.

Select [Print] from the menu bar. Withinthe Current Printer field of the Printer window, select
the option to change the selected printer. A drop-down menu opensand alist of printer choicesis
displayed.

Select Adobe PDF Writer.

When Adobe Acrobat isinstalled, Microsoft Word will automatically install the Convert to PDF
plug-inwhichwill place the Convert to PDF button on your tool bar. Y ou may click onthe Adobe
Convert to PDF button instead of using the Print feature described above.

Save PDF File As HE
Save in: |_~Jtraining j - &% Ea-

File name: |ECF User Manual

Sawve astype: |PDF files (*PDF)

Edit Document Info. ¥ “iew PDF File

e Click [OK] to “print” thefile. Instead of the file printing to your printer, the following window
opens.

. Name the document, verify the “saved file type” is.pdf , and click the [Save] button.
. Y our document is now saved as a PDF file and will be uploaded to ECF later in the filing
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process.

BAsSICS

USER INTERACTIONS
A user normally interacts with the Electronic Case Filing (ECF) system in three ways.
e Entering information in data fields.
e Mouse-clicking on hyperlinks.

e Selecting command buttons to direct system activities.

CONVENTIONS USED IN THIS MANUAL.:
e User dataentry is shown enclosed in angle brackets. <dataentry>.

e Hyperlinks are displayed in underlined boldface type.

e Command buttons appear in [bracketed boldface type].

INCORRECTLY FILED DOCUMENTS

A document incorrectly filed in acase may result from: a) posting the wrong PDF file to adocket entry; b)
selecting the wrong document type from the menu; or c) entering the wrong case number and not
discovering the error before completing the transaction.

For assistance telephone the ECF Help Desk at one of the following toll free numbers:
Scranton 1-866-263-8479
Harrisburg 1-866-333-3261
Williamsport 1-866-736-3914

Y ou will need to provide the case and document number for the document in question. If appropriate,
the clerk’ s office will make an entry indicating that the document wasfiled in error. Y ou may be
advised that you need to re-file the document or petition the court for other appropriate relief. The
ECF system does not permit you to make changes to the misfiled document or incorrect docket entry
after the transaction has been accepted.

INITIATING DOCUMENTS

A. Civil and Miscellaneous Initiating Documents - Civil complaints, other civil initiating
documents and miscellaneous initiating documents shall be filed in one of two ways:

1) Electronically — A Filing User is encouraged to use the ECF system to electronically file a
civil initial pleading such asacomplaint or petition for removal. (Please see section“How To
File Initial Pleadings/Documents.)

2) Traditionally —in paper form.
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NOTE: After your document hasbeen filed using either method listed above, theclerk’s
office will assign a case number and judge, open your case in ECF and notify you
electronically when your caseis open.

B. Criminal

A Criminal initiating document such as a criminal complaint, indictment or information shall be
filed in electronic form. Any document which bears the signature of the defendant must be
scanned into PDF format and filed electronically (see section entitled “ Signatures’). Please see
Filing Criminal Initial Pleadings Section.

USER MANUAL

Y ou can view or download the most recent version of this manual (in PDF format) from the court’ sweb
page. Enter http://www.pamd.uscourts.gov in your browser’s address field and, when the court’ sweb
page opens, click on the Electronic Case Filing hyperlink.

Note:. The ECF User Manual is best viewed using Version 5 of Adobe Acrobat Reader. The
electronic version of the User Manual contains bookmarks to help you navigate quickly from
one section to another. Thisbookmarking feature can be viewed only with Acrobat Reader 5.0.
Users can download a free copy of Acrobat Reader 5.0 from Adobe's web site at
http://www.adobe.com.
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ENTERING THE ECF SYSTEM

Thissection of the User Manual providesinstructionsfor entering the Electronic Case Filing (ECF)
system. You may enter the system by going to the court's web page at http:
/lwww.pamd.uscour ts.gov and clicking on the Electronic Case Filing hyperlink. See Figure 1.

Figurel
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for CJA Panel
Attorneys
Notice of Electionic
e
[z i e

Filer Infosrmestion

After clicking on the Electronic Case Filing hyperlink, anew screen opens providing the user with
several choicesfor using ECF. From the ECF screen, select Begin Electronic Case Filing (shown
in Figure 2) to enter the live ECF system. The screen depicted in Figure 2 also contains hyperlinks
to the ECF Tutorial, ECF User Manual, and ECF Training Area.

Figure2

Begin Electronic Case Filing.

After you have selected Begin_Electronic Case Filing, the ECF Welcome screen appears as
depicted in Figure 3.

Alternatively, Filing Users may enter the ECF system directly by typing the following URL into
the location field of their ECF-compatible web browser.
https://ecf.pamd.uscourts.qov
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ThisURL connects you directly to the court’ s ECF screen depicted in Figure 3. Point and click on
the Case M anagement/Electr onic Case Filing System hyperlink to open thelogin screen and login
to ECF.

Welcome to the U.S. District Court for the Middle District of Pennsylvania

Middle District of Pennsylvania - Document Filing System

< CMIECF Version 25 >
172004

LOGGING IN

Proceed to the next page for login instructions. Y ou should have already received a login and
password when you registered for electronic filing. If you have not been contacted by the clerk’s
office with alogin and password, you are not yet officially registered in ECF. Please contact the
help line for assistance.
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Figure 4 depicts the login screen.
Figure4

Instructions

Enter your ECF login and password for electronic filing capabilities.
If you do not need filing capabilities, enter your PACER login and
password. If you do not have a PACER login, contact the PACER
Service Center to establish an account. “ou may register online at
http:/ipacer.psc.uscourts.gov or call the PACER Service Center at
(800) 676-6856 or (210) 301-6440.

An access fee of $.08 per page (rate increase effective January
1st, 2005), as approved by the Judicial Conference of the United
States, will be assessed for access to this service, All inquiries will
be charged to your PACER account. If you do not need filing
capabilities, enter your PACER login and password. The Client
code is provided to the PACER user as a means of tracking
transactions by client. This code can be up to thirty two
alphanumeric characters long.

Authentication
Login |

Enter your ECF login name and user password in theappropriate dataentry fields. Itisimportant to
remember that all ECF login names and passwords are case sensitive. The client codeisprovided so
that attorneys may track filings and PACER usage by client. Enter your client’s name, law office
file number or some distinctive code that will allow you to track transactions by client.

Note: Useyour ECF login and password if you are entering the system to file a document
or to maintain your account. If you only wish to enter ECF to query the database for
case information or to view a document, enter your PACER login and password.
Asof January 1, 2005, thereisacharge of .08 per page for viewing, printing and/or
downloading case dockets and documents. The maximum amount you will be
charged is $2.40 or 30 pages viewed, printed or downloaded

Verify that you have entered your ECF login and password correctly. If not, click on the [Clear]
button to erase thelogin and password entries and re-enter the correct information. After you enter
the correct login, password and client code information, click onthe[L ogin] button to transmit your
user information to the ECF system.

e |f the ECF system does not recognize your login and password, it will display the
following error message on the screen.

Login failed either your login name or key isincorrect.

e Click on the browser [Back] button and re-enter your correct login and password.
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After ECF accepts your login and password, your monitor will display the Main ECF screen
with aBlue functional selection menu bar at the top. See Figure 5.

<X Pennsylvania Middle District Version 1.0 - Microsoft Internet Explorer

File Edit “iew Favaorites Tools Help

@_#,@ﬁ@@@‘@‘%'

Back Forwvard Stop Refresh Home Search Favorites Media Histary il

Address I’.gj hitps:fect pamd uscourts . gowvicgi-bindodin.pl350666411132812-L_311_0-1

—
EECF Civil « Criminal s Query s Reports « Utilities « Logout ?

Figure5

Note: The date and time you last logged into the system appears at the bottom |eft
corner of thisscreen. Y ou should review thisinformation each timeyou login. If
you believe the date and time of your last login are not correct, or you suspect an
unauthorized party isusing your login and password, telephone the court’ sHelp
Desk with thisinformation as soon as possible.

SELECTING ECF FEATURES

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

Civil - Select Civil to electronically file all civil and miscellaneous case pleadings,
motions, and other court documents. If filing in amiscellaneous case be sure
to select “mc” as the case type.

Criminal -Select Criminal to electronicaly file al criminal case pleadings, motions,
and other criminal court documents.

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

Reports- Choose Reportsto retrieve docket sheets, docket activity report and written
opinions report. You must login to PACER before you can view a docket
sheet or docket activity report. Y ou may view the written opinions report
while logged into ECF or PACER at no charge.

Utilities- View your personal ECF transaction log, maintain personal ECF account
information, and view credit card payment history in the Utilities area of
ECF. Usethe“Maintain My Account” option to change your address, phone
number and e-mail address.

Logout - Provides the meansto gracefully exit from ECF.
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CIvVIL EVENTS FEATURE

Filing Users will use the Civil Events feature of ECF to electronically file and docket with the court
avariety of pleadings, motions, and other documents for civil cases.

GENERAL RULES AND MANIPULATIONS

Manipulating the Screens
Each event screen has two buttons associated with data entry:

e Use the% button to remove all characters entered in its associated field or
box.

e Usethe &t putton to accept entered data, display the next data-entry screen
and commit and finalize your transaction.

CORRECTING A MISTAKE

=

v« 2 3 BN o wWm I B

Back Forward  Reload Home Search  Metzcape  Print Security S.top

Use the [Back] button on the browser toolbar to retrieve the previous screen to correct data entry
errors. Only theclerk’ s office can make changes or correctionsto documentsthat have already been
transmitted to the court. Y ou may use the [Back] button of your browser to correct dataentry until
you see the “Attention” warning message. Once you click on the next button after seeing this
message you will have no further opportunity to go back and correct any mistakes.

HOW TO FILE INITIAL PAPERS AND/OR DOCUMENTS IN CIVIL,
CRIMINAL AND MISCELLANEOUS CASES

There are nine basic steps for filing a pleading and/or document in ECF.

1) Select the Case Type from the blue menu bar at the top of your screen (Civil or Criminal).
2) Select thetype of Event to file (e.g. complaint, motion, etc.).

3) Locate the case for which the pleading or document is being filed.

4) Designate the parties for whom the pleading or document is being filed.

5) Specify the PDF document to file.

6) Add attachments, if any, to the document being filed.
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7) Add docket text as necessary.
8) Submit the pleading or document to ECF.

9) Receive natification of docketing.

FILING AN INITIAL PLEADING IN A CIVIL OR MISCELLANEOUS CASE

A Filing User may file a civil or miscellaneous initial pleading electronically. Effective May 1,
2006, payment for filing fees will be made through ECF's Internet Credit Card Payment site
(referred to as pay.gov). The Filing User will be prompted to enter credit card information while
filing theinitial pleading. Any document that requiresafiling fee (e.g. Notice of Appeal, Request for
Pro Hac Vice Admission) must also be paid by credit card through pay.gov. Please see*Electronic
Payment of Filing Fees Through Pay.Gov” section in this manual.

After successfully logging into ECF, follow these steps to file a civil or miscellaneous initial
pleading (e.g. complaint).

1. Select the type of Event that is being filed.

e Select Civil from the blue menu bar at the top of the ECF screen to file a Civil or
Miscellaneous Initial Pleading. This section of the User Manual describes the process for
filing a Civil Complaint in ECF.

R Pennsylvania Middle District Version 1.0 - Microsoft Internet Explorer =]
File Edit “iew Favorites Tools  Help |
&« 0=+ @ tat a Gl & 8 B S »
Back Farwvard Stop Refresh Home Search Favorites Mecdiz Hiztory il Prirt
Address |zj Hitps: fect pamd uscourts govicgi-bindogin pl?550666411132812-L_311_0-1 j @eo | Links

)
Criminal « Query « Reports . Utilities « Logout ?

e The Civil Event window opens displaying all of the events that you may choose to
electronically file a pleading or document.

e Click onInitial Pleadings under the Initial Pleadings and Service Event Group.
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Criminal . . Reports . Utilities . Logout

Other Filings
ADR Documents
Dz onany (Docu i ety
Mofics

Tria

umernts
ppeal Decuments
Cither Documents (Includes Bred Evend for Social Sacunly Appeal Cases)

Other ArewersResponse lo Habeas Peliion

Y

Mations and Related Filings
Rdalions
Besponses and Replies (Brieks)

Miscellaneous Case Filings (Do Not Use These Events in CIVIL Cases)
Micellansous Case Documents

e A drop-down menu will appear with fourteen (14) initial pleading typeslisted. Click onthe
drop-down menu and select Complaint.

Civil and Miscellaneous Initial Pleadings

Application {miscellaneous case) =
Bankruptey Appeal
Certification {miscellaneous case
)
Motion to Yacate/SewAside/Correct Sentence {2255y —
Notice of Condemnation
Other Initial Pleading (Mot Listed Here)
Petition {miscellaneous case) =l

MNext | Clear |

e Thecasetype“at” will beusedfor filingacivil or miscellaneousinitial pleading. Enter 02-
6000 as the case number. The 02-6000 case number is afictitious case that will allow the
clerk’s office to receive an initia pleading electronically. ECF does have a case opening

module for attorneys, however the Middle District of PA is not currently offering this
feature.

Civil and Miscellaneous Initial Pleadings

Case Number
[02-6000]

e Youwill beprompted to attach your initial pleading in PDF format. The screenson the next
few pages outline the process for doing this.

99.12345, 1:99-cv-12345, 1-99-cv-123435, 99ev12345, or 1:99ev12345
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e NOTE: If you have other documentsto filealong with your initial pleading (e.g. Civil Cover
Sheet, motion, etc) you must electronically file these documents in PDF format as
attachmentsto your initial pleading. (See Attachments and Exhibits) Y ou may wish to use
the new automated JS 44 Civil Cover Sheet (WordPerfect Version) found on our website.
When using the new form, complete the information and convert the document to PDF
format as you would with any other word processing document. You need not file the
instruction sheets when filing the JS 44. We have provided the JS 44 instructions as a
separate file on our website for your reference.

e Oncetheclerk’sofficereceivesyour complaint, it will be assigned acase number and judge

and opened in the CM/ECF system by the clerk’ s office. Y ou will be electronically noticed
when the case is opened.

FILING AN INITIAL PLEADING IN A CRIMINAL CASE

An appropriate Filing User (e.g. U.S. Attorney) may fileaCriminal Complaint, Indictment, Information or
Rule 20/21 Transfer in ECF. The process for electronically filing an Indictment is described below:

e Select Criminal from the blue menu bar at the top of the ECF screen.

3 Pennsylvania Middle District Yersion 1.0 - Microsoft Internet Explorer o] x|
File Edit “iew Favaorites Tools Help |
@ _ = B 7t Q 7| g 3 ‘ B S >
Back Forvard Stop Refresh Home: Search Favorites edia History Pzl Print
Address g‘]hﬂps;rrecf.pamd_uscouns_g-:.wcgi-binnngin.p|?550555411132812-L_311_|:|-1 j @eo | Links

—
EECF Civil + Criminal « Query « Reports « Utilities « Logout ?

e Select Complaint, Indictment, Infor mation under the Char ging I nstrumentsand Pleas
event group.

Criminal Events

Charging Ins and Pleas
omplaint, Indictment, Information
Plea-Relate 5 [}3
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e A drop-down menu will appear with five initial pleading types listed. Click on the drop-
down menu and select I ndictment.

Indictment. Information, Complaint

|Affidavit of Agent In Support of Criminal Complaint
Criminal Complaint

Criminal Cover Sheet {Restricted Access)
Indictment

Information

Notice of Removal from State Court

Rule 20 - Transfer In

Rule 21 - Transfer In

MNext Clear

e Thecasetype “ra’ will be used for filing acriminal initial pleading. Enter 02-6000 as the
case number. The 02-6000 case number isafictitious case that will allow the clerk’ s office
to receive an initial complaint, indictment or information electronically.

Indictment, Information, Complaint

Case Number

[02-6000 99-12345, 1:.99-cy-12345, 1-99-cv-12345, 99012345, or 1:99cv12345

MNext | Clear |

g

e Youwill be prompted to attach your initial pleadingin PDF format. The screenson the next
few pages outline the process for doing this.

e NOTE: If you have other documentsto filealong with your initial pleading (e.g. motion, etc)
you must electronically file these documents in PDF format as attachmentsto your initial
pleading. (See Attachments and Exhibits) The criminal cover sheet should NOT be an
attachment. Criminal cover sheets must be electronically filed separately because the
document contains personal information of the defendant and is arestricted document. To
file the criminal cover sheet, select the “Criminal Cover Sheet (Restricted Access)” event.

e Oncetheclerk’sofficereceivesyour indictment, it will be assigned acase number and judge
and opened in the CM/ECF system by the clerk’soffice. Y ou will be electronically noticed
when the case is opened.

ELECTRONIC PAYMENT OF FILING FEES THROUGH PAY.GOV

This Court has been authorized to accept payment of fees through an electronic credit card
payment system established by the United States Department of Treasury, known as “pay.gov”.

Use of the pay.gov electronic payment system would enable fees to be paid without requiring
submission of credit card information to the Clerk of Court by automatically re-directing
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registered users of the Court’s Electronic Case Filing (ECF) system to pay.gov.

This Court has determined that payment of fees through the pay.gov electronic credit card
payment system shall be required of al registered users of the Court’s ECF system because it
would eliminate the need for registered users to submit and the Clerk of Court to retain credit
card information.

Effective May 1, 2006, registered users of the Court’s ECF system, upon presentation of a
document for filing electronically, shall be re-directed to the pay.gov site and shall pay thefiling
fee by use of the pay.gov internet credit card payment system.

All credit card information obtained by the Court from ECF Registration Forms shall be
discarded. Effective May 1, 2006, the Court will no longer request credit card information on
the ECF Registration Form.

When filing an initial pleading/document that requires a fee, the user will see the figure depicted
below. The name and address of the Filing User will automatically be displayed onthescreen. This
information is taken from the ECF database record of the attorney. The name and address
information does not have to match the credit card account name and address. Thefiling fee amount
will also be automatically displayed on the screen. The Filing User will only need to select the
credit card type, enter the credit card number and expiration date. Once that is entered, the Filing
User must click on the “Continue with Plastic Card Payment” button. Please note that the Filing
User will not be able to continue with thefiling of theinitial pleading/document without paying the
required filing fee.

| Pennsylvania Middie District Version 2 4 - - D-_k;
Ble Ecit Vew Favorkes Took Hep .

Utilities -  Logout ‘P

Country: | United States

e Visa Mk

4111111n1nInmm
* 1 | 20006 [ *

Li with Plastic Card Payment® buiton ta continue 1o the next step in the Plastic Card Payment Piocess.

[ Continue with Plastic Card Paymen: ][ Cancel

] oone B D e et
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The Filing User will then see the payment confirmation screen (figure depicted below). The Filing User
should enter their e-mail addressin order to receive a confirmation receipt of the filing fee transaction.

E-] Pennsylvania Middle District Version 2 4 - ;..Q.EE
Bl Edt Yew Favorites Took Help *
Qe - ¥ (@) €3 O seach 7 Faventss @ & B a3

€1 hittps /fecf-test pamd uscourts. goviegrbin fogn pl7 LIBTE0B06E 330234 _238_0-1 »| B 6o

EECF Civil » Criminal + Query o Reports Utilities » Logout "

Addiess lnformation Account lnfoimaion Paymant Informatton
Account Haldes Joa Adloimay Cond Type: Visa Payment Amouni: $455 00
Hame: Card Humber; ™™™} 111 Tramsaction Date 3220005 1412
Billing I Explration Dave: 4 ¢ 2005 i Thnd: £ET
Billing Addiess 7:
Cley:

State | Province:
Lip ¢/ Postal Code; 16504

Conntry: USa

Emall Conflimation Focelpt
To have 3 confirmabion cenl bo you upan completicn of thic irangaction, prowide an emal addross and corfiemation balow

Emnail Address:

Canfinm Email Address:

Autharization and [Hsclesure
Requivad fislds are fndicated with o 1ed ssterisk ™
| authonze & chaige 10 my card accounl fof the shove amount in accordance wah my card Bausr agrésment i

Press the “Submit Paymend® Bulton only once Pressin 1he button mare than ance could result in multiple fransactions

i
leloece % 8 B e

The Filing User will then be taken back to ECF and will receive the Notice of Electronic Filing screen.
Please note that the amount of the filing fee paid and the receipt number will be entered directly into the

text of the transaction.

£ | Pennsylvania Middle District Version 2 4 - gl:lgi_
Bl Edt Wew Faveries Took Hep &
Qoak - o) (2] €h Dsewen iy Favoree: €D -2 o el 1

B https fecf-test pam d uscour s.goeviogrbnfiogn pIF LIBFE0S0EE 330234238 _O-1 » | EdGo

Criminal - - Reports - Utilities . Logout

Appeal Documents
2 02-cv-07000-TIV Plainkiff v_Defendant CASE CLOSED on 021512006 i

U.5. District Court - test

Middie District of Pennsylvania Version 2.5

labce of Elecironic Filing

he fallowing transaction was received fom Allomey, Joa erfered on 222006 al 2 13 PM EST and filed on 352202008

[Fase Name: = |
[~ase Number: 7

Filer: Daforvdant

IWARNING: CASE CLOSED on 02/1 552006

Pocument Number: 11

Pocket Text:
C¥ OF APPEAL in NON-PRESONER Cage &S lo J6] Order Terminating Case by Defendant. Filing Fee and Dockel Fee PAID. [ Filing fee 455, Receipt

Z7915). The Clerk's Ofice hereby cerifies the record and the docket sheet available hnough ECF to be the cerlified kst in leu of e record andfor the =

S D ket

T e 1 PP Pt
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If the Filing User entered their e-mail address on the Payment Confirmation Screen, they will receivethe
payment confirmation e-mail (figure depicted below):

From: paygovadmin@mail .qa twai.gov

To: joeattorney@email.com

Sent: Tue, 21 Feb 2006 15:23:09 -0500 (EST)
Subject: Pay.Gov Payment Confirmation

THIS IS AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY.
Your transaction has been successfully completed.
Payment Summary

Application Name: PAMD CM ECF
Pay.gov Tracking ID: 3FO9IUCH
Payment Agency Tracking ID: 127897

Cardholder Name: Joe Attormey

Cardholder Address: 1326 Jackson Street
Cardholder Country: USA

Cardholder Zip Code: 18504

Card Type: Visa

Payment Amount: $455.00

Current Date and Time: Feb 21, 2006 3:23:09 PM

FILING A MOTION OR OTHER TYPE OF DOCUMENT

The processfor filing initial pleadingsisvery similar to the processfor filing other documentsasthe
screens are basically the same. The only differenceisthat you are using adummy casetofileinitial
pleadings. You are using an actual case to file other documents.

For purposes of describing the Electronic Filing process and the ECF
screens, this section of the User Manual describes the process for filing
a Motion in ECF.

1. Select the Type of Civil Event that is being filed.

e Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opensdisplaying all of the eventsfrom which you may choosefor your filing. (SeeFigure6)
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e Click on Motions under Motions and Related Filings.

Criminal

Other Filings

156 o Habeas Palifion

Reports

ents
nis dncludes Bried Event for Social Secundy

Utilities

Logout

¢ Appeal Cases)

Oilijer Pleadings
er AnEwers, 5
< otions Related Fllings
Malions.
Besponses and Replies (Brisk)

Miscellanecus Case Filings (Do Mot Use These Events in CIVIL Cases)
Miscellanaois Case Documents

The M otions screen appears and displays a motion selection field with a scroll bar next to it. See
Figure 7. Scroll through the menu until you find the type of motion or application you wish tofile.
For demonstration purposes, highlight Preliminary Injunction and click on the [NEXT] button.

Figure7

Criminal - Query =

C F Civil -

Order of Sale =]
Farial Summary Judgment

E

Motions

FPermanent Injunction
iFraliminary Injunction

Proceed In Forma Pauperis —
Froduce

FProtective Order

CQuash =l
[=Fs Clear I

Reports

Logout 6

Utilities -

Tip:

Type the first letter of the
title of your pleading. ECF
will scroll within the drop-
down box to the first
pleading whosetitle begins
with the letter you typed.

each of the desired multiple forms of relief.

Note: To select more than one motion, press and hold down the Ctrl key, and click on
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2. Locate the Case for Which the Document is Being Filed

A new screen (Figure 8) opens with a Case Number field. Enter the number of the case for
which you are filing amotion and click on the [NEXT] button.

Figure 8

A
EE C F Civil = Criminal . . Reports . Utilities

Motiong

Case Humber

IDE_EV 9912345, 1:90-mv-12345, 1-90-cvw-12345, 9901 2545, or 1:99cw1 2345

Nextl Clear |

Note: ECF defaultsto thelast casein which you worked. Ensure the proper case number
is entered in this field to avoid filing your document to the wrong case. The case
number format is Year-Number. The case type is not needed. If ECF finds a civil
and criminal case with the same number it will list both cases. You will need to click
on the appropriate case type number.

e |f you submit acase number that isformatted incorrectly, ECF will prompt an error message
advising you of the correct format for entering the case number.

e Click [OK] to acknowledge and close the error message. Click the [Clear] button on the
screen and re-enter the case number in the correct format.

e Click onthe [NEXT] button.
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3. Designate the Parties for Whom the Document is Being Filed
ECF refreshes the screen with alist of partiesin the case. See Figure 9.

Figure9

Criminal - Query - Reports - utilities

Motions

02-ew-00555-TIV Calpdr . Ternaso

Select the filex.

HeETSIWSTNISE TN, cic/Create Mew Party
Jerruso, Lou [Defendant

Highlight the name of the party or parties for whom you are filing the motion. 1f you represent
all defendantsor al plaintiffsyou may select the entire group by holding downthe CTRL KEY
while pointing and clicking on each party of the group.

After highlighting the parties filing the motion, click on the [NEXT] button.

4. Specify the PDF Document to File

ECF accepts the party or parties you selected and refreshes the screen to display a new
screen depicted in Figure 10. ECF displaysafield for locating and entering the PDF file of
the document you are filing.

Note: It is imperative that you attach an electronic copy of the actual motion when
prompted by the system. All documentsthat you intendto filein ECF MUST bein
PDF format. Otherwise, ECF will not accept the document and Filing Userswill be
unable to retrieve and read your document from within ECF.
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Figure 10

Motions

3:02-cw-00555-TIW Calpin v. Terruso

Select the pdf document (for example: CA 9ew301-21 pdf).

Filename
Browse...
Attachments to Document: ™ N'V
Nextl Clear |

e Click on the [Browse] button. ECF opens the screen depicted below.

File Upload
Lock i [ 3 POF Fies = & @& e
File: name: | Open I
Files of type: |HTML Files j Cancel |

A

If necessary, change the Files of type from:

Files of type:  [HTML Files |

Filez af type: |.-i'-.|:r|:|l:|at [*.pdf] j
to:

Files of type: [l Files [+ El
or:
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Navigate to the appropriate directory and file nameto select the PDF document you wish to

file.

Highlight the file to upload to ECF. See Figure 11A.

In order to verify that you have selected the correct document, right mouse click on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that you
selected. You should view it to verify that it is the correct document.

Note:

Figure 11A
Laok jr: Iﬁ Pdf j ﬁl

)3 02_cv_555

Open

File name:

Files of twpe: I,-'.‘-.II Files [*#] j Cancel |
A~

Note: Ensure that the highlighted file name appears in the File name field as depicted in
Figure 11A. The court suggests you choose a name for the document file that

indicates the case number and document title.
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e Click on the [Open] button from the screen depicted in Figure 11A. ECF closes the File
Upload screen and inserts the PDF file name and location in the screen depicted in Figure

11B.
Figure11B

Criminal +  Query

3:0Z2-cy-00555-TI Calpin v. Terruso

Select the pdf document (for example: CA09ew301-21 pdf).
Filename

|C:‘.,h-1y Docgmentsh\FORE_0Z2_ow BRE pdf

4 ttachments to Document: ™ No © Ves

Nem Clear |

e |f there are no attachments to the motion, click on [NEXT].

In the event you selected and highlighted afile that is not in PDF format, ECF will display
the following error message after you click on the [NEXT] button.

Civil - Criminal . Query

3:02-cw-00555-TIY Calpin v. Tetfuso

[ERROE: Document is not a well-formed PDF document (no further information is available).

e ECF will not permit you to select afile that is not in PDF format.

e Click on the [Back] button and ECF will return to the screen depicted in
Figure 11A. Select and highlight the PDF file and proceed as before.
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Failure to Select A Document to File

If you fail to select adocument to file, ECF will display the error message depicted in Figure 12.
Figure 12

ecf-train.dcd_uscourtz_ gox - [JavaScr |

& Mate: 'ou have not selected a document,

Use the [Back] button on your browser toolbar to return to the screen depicted in Figure 11. Enter
the PDF file name for the document you are filing.

At any point during your filing, you may click on your browser [Back] button to return to the
screensin Figures 11A or 11B. Identify a PDF document and proceed with the filing.

If you have Attachmentsto your motion, you will select [Y es] on the screen depicted in Figure 11B.
Click on [NEXT] and proceed to thefirst step in Section 5, “ Adding Attachmentsto Documents
Being Filed”. When filing a motion you must always attach the proposed order.

5. Filing Attachments and Exhibits

A Filing User must submit in electronic form all documentsreferenced as exhibits or attachmentsin
accordance with the court’ sSECF User Manual, unless otherwise ordered by the court. A Filing User
shall submit as exhibits or attachments only those excerpts of the referenced documents that are
directly germaneto the matter under consideration by the court. Excerpted material must beclearly
and prominently identified as such. Filing Users who file excerpts of documents as exhibits or
attachments under thisrule do so without prejudiceto their right to timely file additional excerptsor
the complete document. Responding parties may timely file additional excerpts or the complete
document that they believe are directly germane.

A. Page Limits

1. Word Processing Documents Converted to PDF — If an attachment is more than 200
pages long, you must divide the document into 100 page attachment files.

2. Scanned Documents— For scanned documents and/or images exceeding 50 pagesin
length, create separate attachment files of 50 pages each.

3. Scanned Exhibit Documents Exceeding 200 Pages— Scanned exhibits exceeding 200
pages shall be filed in paper form with an original and one (1) copy.

B. Proposed Orders
A proposed order shall be electronically filed as an attachment to a motion electronically filed and
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should be described as such by using the drop-down box and selecting “proposed order”. (See
Attachments above.)

How to Add Attachments and Exhibits To Documents Being Filed (e.g. Proposed
Order)

If you acknowledged the need to attach documents to your motion during the previous step, a new
screen appears as depicted in Figure 13.

Figure13

Criminal + Query -« Reports  « Utilities Logout ?

Motions
3:02-cw-00555-T1% Calpin v. Terruso

Select one or more attachments.
1 Enter the pdf document that contains attachment (for example: Chappendixpdf).

Filename

| Browse... |

[ At your option, select a document type andfor enter a description.

Type Description
[ & dd the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Mext
foutton

Add to List
Rermowe from List |
Mext |

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

e Next to the field for Attachment Type, click on the arrow and ECF opens a drop-down
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear and
concise description of the attachment.

e Clickon[AddtoList].

iSelect one or more attachments.
1) Enter the pdf document that contains attachment (for example: C:lappendix.pdf).
Filename

|E: \PDFs\proposedo. | Browse.

[2) At your option, select a document type and/or enter a description.

Type Description
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is
-omplete, elick on the Next buiton.

E:\PDFs\proposedo, pdf A 1o Liet

Remave from List |
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ECF adds the selected document as an attachment to the motion. A new screen opens to
display the file name of the newly attached document.

e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].
The previous screen closes and ECF opens a new window as depicted in Figure 14.

6. Refining Docket Text

From the screensdepicted in Figures 14 and 15, determinethefiling text that appearson the
docket sheet.

e Click on the button in Figure 14 to open amodifier drop-down list. Y ou may select one of
the words in the drop-down list or leave the field blank.

Figure 14

Criminal . Query Reports . Utilities

3:02-cv-00B655-TIV Calpin v. Terruso

Docket T&l: Modify as Appropriate.

/B | MOTION for Preliminary Injunction | by Kevin
Calpin . (Attachments: # (1) Proposed Order) (attorney, )

M Clear |

e Click on the field by the party’s name, and type a description of the document that will
appear in the docket report. Refer to Figure 15.

Figure 15

Criminal . . Reports . Utilities

3:02-cv-00555-TIV Calpin v. Terruso
otText: Modify as Appropriate.
w | MOTION for Preliminary Injunctidu [to cease and desist from  hy)Kevin
Alpin—{Attachments: # (1) Proposed Order) (attorney,
D_IM
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7. Submit Document For Filing

o After entering docket text, click on the [NEXT] button depicted in Figure 15. A new
window appears (Figure 16) with the complete text for the docket report.

Figure 16

Motions
3:02-at-06000-UN Plaintiff v. Defendant

Docket Text: Final Text

First MOTION for Preliminary Injunction to cease and desist from assigning
plaintiff to work as cafeteria monitor by Defendant.(Barrett, Joseph)

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

|Ne::<t| | Claar‘

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

e Click onthe [NEXT] button to commit the transaction.

Note: The screen depicted in Figure 16 contains the following warning.

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

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the
current transaction. ECF will reset to the beginning of the process
you just selected.

8. Notice of Electronic Filing
ECF opens a new window displaying the ECF filing receipt. See Figure 17.

e The screen depicted in Figure 17 provides confirmation that ECF has registered your
transaction and the document is now an official court record. It also displays the date and
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time of your transaction and the number that was assigned to your document.

Fiqurel/
=1o] x|

hif B Al e : 2 = G d 3 Hr D - A

Back 2l Rafrash Hema Search  Favir Maka Higory ad Prird Cocuis  Massecgs:
iddras:[gj hepe Mect pesmd uscourts govicgi-bindogn piSS06E641 1132120111 04 j oo | Links

EECF Civil « Criminal « Query -« Reports - Utilities - Logout "?
Motions
3.02-cv-00555-Tv Calpin v. Teruso

L&, District Court

Middle District of Pennsylvania
Hotice of Electronc Filmg

IThe follownng transschon wie recerved from afomey, eotered on [QV28/2002 at 558 AM EST and led on 107282002

Case Name: caipg v. Termuso
|{Case Number: =558
Document Numbek

Diocket Text:
First MOTION for Leave to Appesl m forma paspens by Lou Termazo. (attomey, )

[The follvwrng document(s) are associated with thes fransackon

Document deseription: Mam Document

Orriginal filenamae:n'a

\Electronde document Stamp:

[STAMP deecEStamp [D=1027058419 [Date=10/20/2002) [Flal
[ Peafifecdf A4 Ta25T] itdabih e Tdc e 5928 b daeloc TR S e ad) beti 2|
450731 2EdTTdI602d | 76755220250 d T e Thad S F365ac Bdd g0 den S 98 18]

B:02-cv. 555 Notice will be electronically mailed ta;

[Thomas Brovmn  Kevm_Calpmi@pamd uscouis gov,

Poathy Dobrath  rfpd@pamd uscourts gov, CathyDobmshi@pamd uecourts gow
B:02-cv-555 Notice will not be electronically mailed to;

SHOInEY

&l S @ Internet

e Select [Print] on the browser toolbar to print the document receipt.

o Select [File] onthe browser menu bar, and choose Save As...from the drop-down window to
save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing representsyour Certificate of Servicefor Filing Users
associated with the case. Asthis represents your electronic file stamp, you may want
to copy it to afile on your computer hard-drive, print it, and/or retain a hard copy in
your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the attorneys and parties
to the case who haveregistered asECF Filing Users. The ECFfiling receipt also displaysthe
names and addresses of individualswho will not be electronically notified of thefiling. Itis
thefiler’ s responsibility to serve hard copies of the document and the Notice of Electronic
Filing to attorneys and parties who are not registered for electronic notification.
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E-MAIL NOTIFICATION OF DOCUMENTS THAT WERE FILED

After adocument iselectronically filed, the ECF System sendsaNoticeof Electronic Filing
to the designated attorneys and partieswho haveregistered asECF Filing Users. Individuals
who receive electronic notification of the filing are permitted “one free look” at the
document by clicking on the associated hyperlinked document number embedded in the
Notice of Electronic Filing. Thefiler is permitted one freelook at the document to verify
that it was properly docketed. The court strongly urges you to copy the document to your
hard-drive for future access. Subsequent retrieval of the case docket sheet and document
from ECF must be made through your PACER account and is subject to regular PACER
fees.

To obtainthe“freelook” in Social Security Appeal cases, you must log into ECF first. You
will then be prompted to enter your PACER login and password. You may then view the
document and you will not be charged for your “freelook”. Social Security Appeal casesare
not public and viewing documentsis limited to attorneys of record on these cases.

Reminder: Itistheresponsibility of filersto send hard copies of the document and
Notice of Electronic Filing to attorneys and pro se parties who are not ECF Filing
Users.

FILING OTHER TYPES OF DOCUMENTS

A Filing User who wishes to file a document other than a motion or application should make the
appropriate selection from the Civil Eventsmenu. The processfor other filingsisvery similar to
what has been described in this manual for filing a motion.

FILING DOCUMENTS IF ECF IS NOT ACCESSIBLE (TECHNICAL
FAILURES)

Occasionally, Filing Users may be unable to electronically file documents due to technical
problems with the court’ s ECF system.

The clerk shall deem the court’ s Electronic Case Filing web site to be subject to a technical
failureif the site is unable to accept filings continuously or intermittently for more than one
hour occurring after 12:00 noon (Eastern Time) that day. If aFiling User experiences technical
failure, the document may be submitted to the court that day in an alternative manner, provided
that it is accompanied by an affidavit of the Filing User’ sfailed attempts to file electronically at
least two times in one hour increments after 12:00 noon. The following methods of filing are
acceptable as aresult of atechnical failure:

1. viaelectronic mail in a PDF attachment, sent to the e-mail address for technical failures
listed in the ECF User Manual;

2. in person, by bringing the document to the clerk’s office on paper.

3. through facsimile transmission to the clerk’s office where the presiding judicia officer is
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stationed. When a Filing User subject to technical failure submits a document by fax, the
document shall be filed electronically on the next business day.

Theinitia point of contact for any Filing User experiencing technical difficulty filing a
document electronically shall be the court’s ECF Help Desk at the toll free numberslisted in this
manual. A Filing User who suffers prejudice as aresult of atechnical failure may seek
appropriate relief from the court.

PUBLIC ACCESS

A person may retrieve information from the Electronic Filing System at the court’ s Internet site
by obtaining a PACER login and password. A person who has PACER access may retrieve
docket sheets and documentsin civil cases, except for social security cases, in which only
counsel in the case may retrieve certain documents. Docket sheetsin criminal cases are
available to a person with PACER access, but only documents filed after November 1, 2004,
may be viewed electronically in acriminal case. Social security cases are not available for
public view over the Internet in accordance with the policy established by the Judicial
Conference of the United States. Any case or document under seal shall not be available to the
public through electronic or any other means.

A. Sensitive | nfor mation

Asthe public may access certain case information over the Internet through the court’s Electronic
Filing System, sensitive information should not be included in any document filed with the court
unlesssuch inclusionisnecessary and relevant to the case. 1naccordancewith Local Rule5.2(d), if
sensitive information must be included, the following personal data identifiers must be partialy
redacted from the document in acivil or criminal case (except in aSocial Security Case), whether it
is filed traditionally or electronically: Social Security numbers to the last four digits, financia
account numbersto thelast four digits, dates of birth to the year and the names of minor children to
theinitials.* Note: In criminal case documentsonly, home addresses also must be redacted to the city
and state.

In compliance with the E-Government Act of 2002, a party wishing to file a document containing
the personal dataidentifiers specified above may filein addition to the required redacted document:
1) asealed and otherwiseidentical document containing the unredacted personal identifiers; or 2) a
referencelist under seal. Thereferencelist shall contain the complete personal dataidentifier(s) and
the redacted identifier(s) used in its(their) place in the filing. All references in the case to the
redacted identifiers included in the reference list will be construed to refer to the corresponding
complete personal dataidentifier. Thereferencelist must befiled under seal, and may be amended
as of right.

The sealed unredacted version of the document or the sealed reference list shall be retained by the
court as a part of the record.

'Documents in social security cases are excluded from the redaction requirement as they are not
electronically available to the public over the Internet, pursuant to the privacy policy of the
Judicial Conference of the United States.
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In addition, caution must be exercised when filing documents that contain the following:

1) Personal identifying number, such as adriver’s license number;
2) medical records, treatment and diagnosis;

3) employment history;

4) individual financial information; and

5) proprietary or trade secret information;

Additional itemsfor criminal casesonly:

6) information regarding an individual’ s cooperation with the government;
7) information regarding the victim of any criminal activity;

8) national security information; and

9) sensitive security information as described in 49 U.S.C. Section 114(s).

Counsdl is strongly urged to share this information with all clients so that an informed
decision about the inclusion of certain materials may be made. If aredacted document isfiled, itis
the sole responsibility of counsel and the parties to be sure that pleadings and other papers comply
with the rules and orders of this court requiring redaction of personal identifiers. The clerk will not
review each filing for redaction.

QUERY FEATURE

Registered participants should use thisfeature 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 which opens up the PACER L ogin screen. Y ou must enter your PACER login and password
before ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents. As of
January 1, 2005, you will be charged a fee of $.08 per page to access documents, docket
sheets, etc. from ECF. The maximum amount you will be charged is $2.40 or 30 pages
viewed. Youwill not receiveabill fromthe PACER Service Center until you haveincurred
charges in excess of $10.00.
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SELECTING A CASE TO QUERY

After you enter your PACER login and password, ECF opensaQuery data entry screen as depicted
in Figure 18. If you know the number that the court has assigned to the case, enter it in the Case

Number field and click on the[Run Query] button. ECF opensthe query screen depictedin Figure
20.

Figure 18
Query
Search Clues
Case Mumber || (Examples: 99-500, 1:99¢v500)

or search by
Case Status:  ©Open ©Closed <Al

Filed Date to
Last Entry Date to
]
. |0 (zerao)
REILKSIOrOIE 110 (Insurance)
120 (Contract: Marine) 5

or search by
Case Status:.  OOpen ©Closed O©All
Last Name (Examples: Desoto, Des™t)
First Name Middle Name

Type [

Run Query | [ Clearl

Also, you may query the ECF database by the name of a party or an attorney to the case. Enter the
last name of the party in the appropriate field in Figure 18. If more than one person with that name
isin the database, ECF returns a screen from which to select the correct name (Figure 19). If you
click on the name of the party, ECF will open the query screen depicted in Figure 20. If the
individual is a party to more than one case, ECF will open a screen listing all of the party’ s cases.
Click on the case number hyperlink and ECF opens the query screen depicted in Figure 20.

Y ou may also query open (pending) cases, closed cases or all cases by clicking on the appropriate
button and entering a date range. Y ou may search for cases pending, closed or both by entering a
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party or attorney name. The report will list all cases for the name you entered.

Figure 19

| EE F . Query . Reports . Utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawvid & {aty)
Jackson, Thomas Charles  (aty)

After querying the database by case number or by name, ECF opens the Query window
for the specific case you selected. See Figure 20.

Figure 20
3:02-cv-00355-TIV Calpin v. Terruso

Thomas I. Vanaskie, presiding
Date filed: 02/01/2002 Date of last filing: 10/28/2002

Query
Alias
Associated Cases

Attorney

Case Summary
Docket Report ...

Filers
History/Documents...
Party

Related Transactions...
Status

At the top of the window, ECF displays the case number, partiesto the case, presiding Judge, date
that the initial clam was filed, and date of last filing for the case. Y ou may choose specific case
information from alarge list of query options by clicking on the appropriate hyperlinked name on
the screen depicted in Figure 20. The following paragraphs describe several of the available case-
specific query options.

ATTORNEY

Displays the names, addresses, and telephone numbers of the attorneys who represent each of the
parties to the case.
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CASE SUMMARY

Provides a summary of current case-specific information as represented below.

Fiqure?21

Criminal Query = Reports

Office: Scranton
Jury Demand: Both
MNature of Swuit: 440

Cause: AEn it e
Discrirnination

County: Lackawranna
Origin: 1
Lead Case: HMone
Belated Case H

one
(=):

Party 1: Eevin Calpin - (Plaintiff)
Party 2: Lou Termuso  (Defendant)
Atty: Thomas Brow

Atty: attormesy
Atty: Cathyr Diolinish

DOCKET REPORT

28:13531 Fed. Question: Exmployment

F:02-cv-00555-TTY Calpin . Terruso
Thornas I Vanaskie, presiding

Date Hled: 02/01,°2002 Date of last fling: 10/2472002

Case Summary

Filed: 0212002
Demand: $500000
JurisdicHon:Federal COuestion

Disposition:
Terminated:
Reopened:

Other Court Caseds): Mone

Represents party 1: Flaintift Phone:570-207-5601

Fax: 570-207-3850
Email: Kevin_ Calpin@@parnd nscourts.gosr

Represenis party 1: Plaintift
Represenis party 2: Defendant Phone:570-207-5683

Fax: 570-207-3889

When you select Docket Report, ECF opens the Docket Sheet screen as depicted in Figure 22.

Fiqure 22
Docket Sheet
Case number |
to
to

Include terminated parties
Olnclude links to notices of electronic fiing
M Include list of parties and counsel
Olnclude list of member cases

Sort by | Oldest date first v

Run Report l [ Clear ]

Y ou may select adate range for your docketing report as well as arange of docketing numbers. If
you leave the range fields blank, ECF will default to print the entire docketing report. After you
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have selected the parameters for your report, click onthe[Run Report] button. ECF will run your
custom docket report and display it in awindow as depicted in Figures 23A and B.

Figure 23A

1.5, Distriet Court
Middle District of Pennsylvania (Scranton)
CIVIL DOCEET FOR CASE #: 3:02-cv-00555-TIV

Calpinv. Termzo
Agsigned to: Honorable Thomas 1. Venaskie

Peferred to: Drate Filed: 020102

Diernand: $500000 Jury Demand: Both

Lead Docket: Hone Huture of Suit: 440 Ciral Raghts: Orther
Related Cases; Hons Jariediction: Fedaral Crusstion

Case in other eourt: Hore
Canse: 28:1331 Fed. Question: Employment Discrimination

Eevin Calpin mpmsented by athorney
Thomas Brewn
Law Oifices
100 H. Lincoln Avernse
Jesgup, PA 18432
570-207-5601
Faz - 570-207-5650
Emanl: Kevin_Calpindiiparmd uscourts gov
LFAD ATTORNEY
ATTORNEY TO BE MOTICED

Defendant

Lou Terruse rpresented by Cathy Dolinish
Law Offices
235 N. Washington Avenas
Scranfon, P& 12503
SM-207-5653
Fax - 570-207-5659
Emeil: i parnd uscowrts gov
LEAD ATTORMEY
ATTORNEY TO BE NOTICED

Figure 23B

Filing Date # Docket Text

10/17/2002 @] | COMPLAINT against Lou Terruzo ( Filing fee $150, Receipt Murmbher 12345), filed by Kewin Calpin. (Brown, Thamas)
{(Entered: 10/17/2002)

10/17/2002 @ | ANSWER to Complaint with Jury Demand by Lou Terruso (Dolinish, Cathy) (Entered: 10/17/2002)

10/18/2002 @3 | Second MOTION to Dismiss complaing by Lou Terruso. Brief in Support due by 10/31/2002 (Attachments: # (1) Proposed
Cirder # (2) Exhibit(s))(Dolinish, Cathy) (Entered: 10/13/2002)

10/24/2002 @4 | First MOTION for Preliminary Injunction to ceqse and desist from assiging plaintiff to work as ¢ cafeteria monitor by
Kewin Calpin. (Attachments: # (17 Appendiz){attormey, ) (Entered: 10/24/2002)

1042872002 First MOTION for Leave to Appeal in forma pauperis by Lou Terruso. (attorney, ) (Entered: 10/28/2002)

10/28/2002 [ 1] FﬁWN to Distniss a5 te count I by Kevin Calpin. Brief in Support due by 11/12/2002 (attorney, ) (Entered: 10/23/2002)

1042872002 @7 | First MOTIOWSS as untmely by Kevin Calpin. Briefin Support due by 11/12/2002 (attorney, ) (Entered: 10/28/2002)
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The document numbersin the middle column of Figure 23B are hyperlinksto PDF files of the actual
documents. Placeyour pointer onthesilver button next to the document number and click to display
the Notice of Electronic Filing for the document.

HISTORY/DOCUMENTS

This selection queries the database for case event history and documents associated with the case.
After you click on the Histor y/Documents hyperlink, ECF opens the screen depicted in Figure 24.
Y ou may select the sort order for the query report and chooseto exhibit all eventsor only thosewith
documents attached. ECF also offers you the option to display the docket text in the report.

Figure24

Query Reports utilities

History/Documents

& All events (history)

" Only events with documents

<

Maost recent date first j
Oldest date first

After making your selections, click on the [Run Query] button. ECF queries the database and
builds your report. Figure 24A depicts a portion of a History/Documentsreport. This particular
report listsall of the events and documents associated with the case in reverse chronological order. It
also displays the docketing text for all docketed events.

Figure 24A

=
EE F Query Reports Utilities Logout ?

2:02-cv-00555-TIV Calpin . Terrso
Thomas 1. Vanaskie, presiding
Date filed: 020172002 Date of last filing: 1052472002

History
Dac. A
Mo, Dates Description
|K 4 )Fifed & Enfered: 10/2452002 | hotion for Prelivainary Injunction

Dwckef Texd: First WIOTION for Preliminary Injunction fo cerse and desisf from assiging plaimfifffo work as a eqfeferia monifor by Kevin Calpin.
[ &ttachinents: #(1) Sppendix)(attormesy, )

3 | Fifed &t Enfered: 10r 22002 |I\-’Iotion to Disriss
Dacket Text: Second MOTION to Diswdss complaimé by Lon Terruso. Brief in Support due by 1003172002 (Attachients: # (1) Proposed Order #(2)
Extubitis) ) Dolinish, Cathy)

1 | Fifed & Enfered: 1051772002 |Compla.i.nt
Docket Taxt: COWPLAINT against Lou Terruso { Filing fee $150, Receipt Mumber 12345), filed by Kevin Calpin{Brown, Thomas)

2 | Fifed &t Enfered: 1051772002 |Answer to Cormplaint

Dacket Texi: BNSWER. to Cormplaint with Jury Derand by Lou Terruso (Dolivish, Cathr)
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Y ou may view a PDF file of actual documents by clicking on the document number in the far-left
column of the onscreen report.

OTHER QUERIES

The process for selecting and running other queriesin the Query feature of ECF issimilar to what
has been described above.

REPORTS FEATURE

The Reports feature of ECF provides the user with report options. After selecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25
Criminal - Reports
Reports
Docket Sheet Civil and CYminal Reports
Docket Settivit

PWhtlen Opinions

DOCKET SHEET REPORT
Click onthe Docket Sheet hyperlink in Figure 25.

If you are not already logged into PACER, enter your PACER login and password. Click on the
[L ogin] button and ECF will open the Docket Sheet report query window depicted in Figure 26.

Figure 26

Docket Sheet

Case number |

@Filed

O Entered to

Documents to

Include terminated parties

CInclude links to notices of electronic filing
Include list of parties and counsel
Olnclude list of member cases

Sort by Oldest date first _v'

Fun Report l [ Clear l
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This is the same query window that ECF displayed when you selected Docket Report from the
Query feature (Figure 22). Enter the case number for your docket sheet in the Case Number field.
Select parameters for the remainder of the data entry fields and click on the [Run Report] button.
ECF will display afull docket sheet for the case you selected. See Figures 23A and 23B (Query
feature) for adepiction of apartial docket sheet report. If you do not need acomplete docket sheet,

you can narrow the query using the date fields. ECF also offers various sorting options from the
Docket Sheet query screen.
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DOCKET ACTIVITY REPORT

The Docket Activity Report allows usersto obtain alist of al filings from a specific time period.
The report may be run for all cases or a specific case number. On the selection criteria screen,
the “Only casesto which | am linked” check box is selected by default, allowing users the option
of running the report for only those cases to which they are linked.

Docket Activity Report PUBLIC ACCESS

v Only cases to which | am linked Jpen casos

number [l Closed cases

Office ~ | Case type ~
Harrisburg AT Attorney Initial Pleadings _
Scranton o Bankruptcy Emergency Matters |v

Event ~ | Case flags ~

categow adr ; 22411TRANSFER 3

answer ADMINO ¥
appeal =7

@ Summary text

Filed between 2/3/2006 | and 2/6/2006 | 0 0 ot tent

Sort by  Case number |~ v

l Fun Report l [CIearl

WRITTEN OPINIONS REPORT

The Written Opinions Report alows Filing users and PACER usersto obtain alist of written
opinions for a specific time period. Userswill not be charged for viewing documents that are
written opinions and will not be charged for running the Opinions Report.

Users can also access opinions from other reports and queries, such as the docket report, and will
not be billed for accessing the written opinion document itself, but will be billed for the report or
query used to identify the document. For example, if a PACER user runs a docket report, the
user will be charged for the docket report (as usual). If the user then clicks on the document
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number hyperlink for awritten opinion document, the user will not be charged for viewing the
document.

Written Opinions Report

Case [
Number
Last First Middle

Name Name MName

Office [ Nature | ~|
Harrisburg of |0 {zero)
Wilkes-Barre ~ Suit 110 (Insurance) ~

Case ~| Cause ~

Type |AT Attorney Initial Pleadings 0 {No cause code entered)
Bankruptcy Emergency Matters | v 00:0000 {00:0000 Cause Code U...} v

Case -

Flags |2241TRANSFER
ADMINO

w

Filed between 1/6/2006 and 2/6/2006 O Summary text
@ Full docket text
Sort by | Case Number |~ |

[ RunReport_| [ Glear |

UTILITIES FEATURE

The Utilities feature provides the means for Filing Users to maintain their account in ECF and to
view al of their ECF transactions. Figure 27 depictsthe opening screen for the ECF Utilitiesfeature.

Figure 27
EECF Civil -« Criminal
Utilities
Your Account Miscellaneous
Maintain Your Account Internet Payment History
Wiew Your Transaction Log Legal Research ...
Change Client Code Mailings. .
Change fo Another PACER Login Account
Review Billing History Verify & Document
Show PACER Account
YOUR ACCOUNT

Thissection of the Utilitiesfeature allowsyou to maintain certain aspects of your ECF account with
the court and to view alog of all your transactions within ECF.
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MAINTAIN YOUR ACCOUNT

Click onthe Maintain Your Account hyperlink to open the Maintain User Account information
screen. See Figure 28.

Figure 28
Maintain User Account
Last name Baptista First name Joseph
Middle name Rocco Generation
Gender ~| ATY Type B
Title
Bar number Typeaty
Prisoner id #Add Headers to PDF Documenis
Office
Unit
Address 1
Address 2
Address 3
Clty Meshoppen State PA Zip 18843
Country County V
Phone 570-555-1212| Fax
Initials DOB AQ code End date
Civil ref style v | Criminal ref style v
Date sworn Status 1|
[ Email information... ] [ More user information... ]

This screen displays al of the registration information that is contained within the ECF database.
Thisincludes Bar Identification and Bar Status.
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Clicking on the [E-mail infor mation] button opens a screen as depicted in Figure 29.
Figure 29

E-mail information for wes
Primary e-mail address [i11 izm short@ded. uscourcs.gov

i [
Send the notices specified helow
¥ to my primary e-mail address
|
™ to these additional addresses =
| _>l_I

¥ Send notices in cases in which I am involved

[” Send notices in these additional cases AI

-
& Send a notice for each filing

¢ Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear

ECF will E-mail to parties their Notices of Electronic Filing based upon the information
entered in this screen. Perform the following steps to enter additional e-mail addresses for
individuals that you wish ECF to notify.

e From the screen depicted in Figure 30, enter acheckmark by clicking on the box to the left
of the line, which reads “to these additional addresses’.

e Enter the e-mail addresses of those individuals you wish to notify concerning ECF activity.
Thisdataentry field hasacapacity of 250 charactersfor approximately ten E-mail addresses.

Figure 30

E-mail imformation for wes
Pl'i-marj’ e-mail address william shortfded.uscourts.gov

| »

Send the notices specified helow
' to my primary e-mail address

john doefdoebuckandfawn. cow ;I

@addiﬁonal addres&% wary_smithfdoebuckandfawn. com <
Ell H

¥ Send notices in cases in which I am invelved

™ Send notices in these additional cases o

| |
% Send a notice for each filing
¢ Send a Daily Summary Report

& html format for Netscape or ISP e-mail service

¢ text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear
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e Designatetheformat of the ECF notices by selecting your choice from the bottom of the screen.

e |f you wish to enter completely new information about your account, use the [Clear] button to
clear the fields on this screen.

e |f anattorney’ saddress, phone number and/or e-mail address changes, the attorney must change
thisinformation in the“Maintain My Account” screensor notify the Clerk’ s Officeto makethe
changes. If the new changes are not made, attorneyswill not receive the “Notice of Electronic
Filing” on any document electronically filed in the ECF system.

After updating your account information, click onthe [Return to Account screen] button to return
to your Maintain User Account screen (Figure 29).

To edit or view login information about your account, select the button labeled More user
information, from the Maintain User Account screen. ECF opensthe screen depicted in Figure
31.

Figure 31

More User Information for Joseph Rocco Baptista

Login jrb12345| Last login 02-05-2005 1015
Passworg /e Current login 02-06-2005 1015
Prid 153173 Create date 04/04/2003
Registered Update date 04/11/2005
Internet Credit Card I

Groups Attorney

[ Return to Account screen ] [ Clear l

This screen displays user login information and provides the means to change your ECF password.
Noticethat ECF displaysastring of asterisksinthe Password field. To changeyour ECF password,
place your cursor in the Passwor d field and delete the asterisks. Typeinyour new password. ECF
displays the actual characters of your new password as you type. When you have completed your
interface with ECF from this screen, click onthe[Return to Account screen] button to reopen the
Maintain User Account screen. When you are satisfied that all of your account information is
accurate and up-to-date, click on the[Submit] button at the bottom of the M aintain User Account
screen to submit your changes to ECF. ECF will notify you onscreen that your updates were
accepted. If you changed passwords, you may begin using the new password during your next ECF
session.

VIEW YOUR TRANSACTION LOG

From the Utilities screen, click on the [View your Transaction L og] button. ECF opens a screen
withtwo fieldsfor entering the Date Selection Criteriafor a Transaction Log Report. Enter the date
range for your report and click on the [Submit] button. ECF displays a report of al your
transactions in ECF within the date range you specified for Date Selection Criteria. See Figure 32
for a sample transaction log report. This feature, allows you to review all transactions ECF has
processed with your login and password. If you believe or suspect that someoneisusing your login
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and password without your permission, change your password immediately, then telephone the ECF
Help Desk as soon as possible.

Figure 32
Transaction Log
Report Period: 08/16/2001 - 09/04/2001
Id Date Case Number Text

Firet MOTION for Permanent Inpnction by ARLENE ACKERMAN, Responses due by 3472001, Replies due by
8/11/2001. (Attachments: # (1) Exhibit Test Document)(wes, )

First MOTION for Prebmnary Injunction by ARLENE ACEERMAN. Responses due by 8(30/2001. Replies due by
83012001, (wes, )

3330 08/27/2001 120151 01-4011  RESPONSE mn Opposition re [2] filed by DEMITRIA RICE. (wes, )

OFDER. temperarily granting Motion for Preliminary Injunction [2] . Motion referred to fhsaklf. Signed by Judge
sullivan emmett g on 08/28/01. (wes, )

RESPONSE to Motion re [2] Prefivinary Injunction filed by DEMITRIA RICE. (Attachments: # (1) Exhubit Exhibits
are being held in the Clerk's office in paper format)(wes, )

RESPONSE to Motion re [1] Permanent Injuction filed by ARLENE ACKERMAN, (Attachments: # (1) Exhibit
exhibits are being held in the Clerk's office in paper)(wes, )

Second MOTION for Prelminary Injunchion by plainsiff for defendent to cease and desist the assignment af
3337 08272001 154955 014011 plaintiff fo cafeteria duty by ARLENE ACEERMAN. Responses due by 8/31/2001. Replies due by 8/31/2001

(wes, )

3212 08/22/2001 124554 01-4011

3326 08/27/2001 114412 01-4011

3331 08/27/2001 120513 014011
3335 08/27/2001 1423:52 01-4011

3336 08/27/2001 14:30:43  01-4011

MOTION for Preliminary Injunction to cease and desist from assigning plaintiff to work as a cafeteria monitor by
DEMITEIA RICE. Responses due by 8/31/2001. Replies due by 83172001 (wes, )

Becond MOTION for Preliminary Injunchion fo cease and desist the assigmment of plaintiff o cafeteria monitor by
DEMITEIA RICE. Responses due by 91002001, Replies due by 9/14/2001. {wes, )

3431 09/04/2001 14:21:26 Updated person record: wes Prid: 2231

3431 09/04/2001 14:21:27 Updated user record: shortw 2231
Total Humber of Transactions: 11

3338 08/27/2001 161842 014011

3339 08/252001 10:19:12  01-4011

Use this feature of ECF to review your transactions and to verify that:
e al of thetransactions you entered are reflected in the Transaction Log

¢ no unauthorized individuals have entered transactions into ECF using your
login name and password.

MISCELLANEOUS
ECF provides four Miscellaneous functions within the Utilities feature of the system.

e Internet Payment History
e Legal Research

e Mailings

e Verify aDocument
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Internet Payment History — Allows the requesting user to enter a date range which will
then produce areport showing all payments made for the time period specified. SeeFigure

33 below:
Figure 33
Criminal . . Reports . Utilities
U.S. District Court - test
Middle District of Pennsylvania Version 2.5
Internet Payment History for attorney
1£21/2006 to 212172006
Date Paid Description Payment Method Receipt# Amount
2006-02-14 11:563:14 | Motice of Appeal(3:02-cr-00005-5HR) credit card 127857 $455.00
[appealcr nicapp] ( 265.00)
2006-02-15 09:58:25 | Notice of Appeal(3:02-cw-07000-TIV) credit card 127872 $455.00
[appeal nicapp] { 255 .00)
2008-02-15 10:32:26 | Notice of Appeal(3:02-cv-07000-TIV) credit card 127677 $4565.00
[appeal nicapp) { 266 00)
2006-02-15 10:40:11 | Notice of Appeal(3:02-cw-07000-TIV) credit card 127878 $455.00
[appeal nicapp] (2656 .00)

When you click on the L egal Research hyperlink from the Miscellaneous screen, ECF
opensanew screen that contains hyperlinksto aLaw Dictionary, aMedical Dictionary, and
Westlaw viathe Internet. Select the Verify a Document hyperlink to open aquery screen
and enter datain the screen fieldsto locate a particular document attached to a specific case
number. ThereisasoaMailings hyperlink that opens a new screen that has three mailing
options. They are defined as follows:

e Mailing Notification Requests — Allows the requesting user to search for an attorney
and provides areport showing the attorney’s e-mail address and/or street address, city
and state. Users are charged the pacer fee for this report.

e Mailing Infofor a Case— Allows the requesting user to enter a case number which
will then produce a report showing all the attorneys/pro se parties that are registered
ECF Filing Users. Any attorney/pro se party that appears on the report with an e-mail
addressis aregistered ECF Filing User. Any attorney/pro se party that appears on the
report under the “Manual Notice List” are not registered ECF Filing Users. This
report is very helpful when determining who you must serve manually on paper.
Registered ECF Filing Users are served documents and orders through the court’s
ECF system and are not required to be served on paper. Any attorney/pro se party
that is not registered in ECF must be served manually.

e Mailing Labels— Allows the requesting user to get mailing labels for all
attorneys/pro se parties in a specific case.
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LOGouT

After you have completed all of your transactions for a particular session in ECF, you should
perform agraceful exit from the system.

Address |ej hitjs: Mlect paimed LSCOUS govicgbindogn pTSS06E541 113281 2-L_311_011 j o | Links

EECF Civil « Criminal « Query « Reports » Utilities

Click on the L ogout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen as depicted in Figure 4 of this manual.
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L ] . ..
United States District Court

v4.n/ i/ for the Middle District of Pennsylvania

ECF REGISTRATION FORM

This form shall be used to register as a Filing User for the court’s Electronic Case Files (ECF) system.
A Filing User may file documents with the court through the court’s ECF web site, and view and retrieve
docket sheets and case documents electronically. Registration as a Filing User also serves as your consent to
electronic service of all documents through the court’s transmission facilities in accordance with the Federal
Rules of Civil Procedure and the Federal Rules of Criminal Procedure. By signing this form, you shall certify
that you have completed the ECF tutorial on the court’s web site (www.pamd.uscourts.gov), and have a
PACER account. Please visit the PACER web site at http://pacer.psc.uscourts.gov to establish a PACER
account.

Please complete the following information to register for ECF: (THIS FORM MUST BE TYPED)

Last Name: First Name: Middle Initial:

Firm Name:

Address:

City, State: Zip Code:

Telephone Number: (__) Fax Number: (__)

PA or other State Bar ID: (e.g. PA12345, NY22316)
Last Four Digits of Social Security Number: (for security purposes)

E-Mail Address(es) for Electronic Service :

If registered for ECF in another court, provide your Login Name:

E-Mail the form to:  ecfreg@pamd.uscourts.gov Mail to: USDC ECF Registration
PO Box 1148
Fax to: ECF Registration (570) 207-5689 Scranton, PA 18501-1148
Court Use Only:
Login Assigned:
(Signature/Date) Password Assigned:

Exhibit A


mailto:ecfreg@pamd.uscourts.gov

Exhibit B Amended Answer to Complaint

Answer to Complaint (Notice of

Documents for Civil Events Removal)
Answer to Writ of Garnishment
Initial Pleadings and Service Claim
Initial Pleadings Objection to Report and
Application (miscellaneous case) Recommendations
Bankruptcy Appeal Response to Petition for Habeas
Complaint Corpus
Motion to Vacate/Set Statement of Facts
Aside/Correct Sentence (2255) Withdrawal of Claim

Notice of Condemnation
Notice of Removal

Service of Process

Acknowledgment of Service

Motions and Related Filings

Petition for Writ of Habeas Motions
Corpus Alter Judgment
Petition to Enforce IRS Amend/Correct
Summons Appeal In Forma Pauperis
Appear
Other Pleadings Appear Pro Hac Vice (Must
Amended 3rd Party Complaint Have Credit Card on File)
Amended Complaint Appoint Counsel
Application for Writ of Appoint Custodian
Garnishment Appoint Expert
Counterclaim Appoint Guardian/Attorney ad
Crossclaim Litem
Fifth Party Complaint Appoint Receiver
Fourth Party Complaint Approve Consent Judgment
Intervenor Complaint Attorney Fees
Joinder Complaint Bifurcate
Third Party Complaint Bill of Costs
Bond

Certificate of Appealability
Certificate of Probable Cause

Affidavit of Service Certify
Certificate of Service Certify Class
Request for Waiver of Service Change Venue
Return of Service (Non Clarify
Summons & Complaint) Compel
Service by Publication Compel Discovery
Summons Returned Executed Consolidate Cases
Summons Returned Executed as Contempt
to USA Continue
Summons Returned Unexecuted Damages
Waiver of Service Executed Declaration of Mistrial
Waiver of Service Unexecuted Declaratory Judgment
Default Judgment
Answers to Complaints Deposit Funds
Directed Verdict
Other Answers/Response to Habeas Disbursement of Funds
Petition Disclosure
Affidavit in Opposition Discovery
Affidavit in Support Dismiss
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Dismiss Case as Frivolous
Dismiss Party

Dismiss/Lack of Jurisdiction
Dismiss/Lack of Prosecution
Disqualify

Disqualify Counsel

Disqualify Judge

Disqualify Juror

Enforce

Enforce Judgment

Entry of Default

Exceed Page Limitation
Exclude

Expedite

Extension of Time

Extension of Time to Amend
Extension of Time to Complete
Discovery

Extension of Time to File Answer
Extension of Time to File Brief
Extension of Time to File
Document

File Document Under Seal
(Court Use Only)

Financial Affidavit (CJA or FPD
Appointment of Counsel)
Findings of Fact/Conclusions of
Law

For Consideration

Forfeiture of Property
Garnishment

Hearing

In Limine

Intervene

Invest Funds

Issuance

Issuance of Warrant in rem
Joinder

Judgment

Judgment Based on ADR
Settlement

Judgment Debtor Exam
Judgment NOV

Judgment as a Matter of Law
Judgment of Forfeiture
Judgment on Partial Findings
Judgment on the Pleadings
Judgment under Rule 54(b)
Leave to Appeal

Leave to File Document

Leave to File in the Traditional
Manner

Letters Rogatory

Lift Stay

Limited Admission
Miscellaneous Relief
More Definite Statement
Motion for Certificate of
Appealability

New Trial

Order

Order of Sale

Partial Summary Judgment
Permanent Injunction
Preliminary Injunction
Pretrial Conference
Proceed In Forma Pauperis
Produce

Protective Order

Quash

Reassign Case
Reconsideration

Recusal

Refer

Reinstate Action

Release of Bond Obligation
Release of Funds
Remand

Remand to Agency
Remand to Bankruptcy Court
Remand to State Court
Reopen Case

Reset

Reset Trial Date

Return of Property
Sanctions

Seal (Court Use Only)
Seal Case (Court Use Only)
Service by Publication
Set Aside

Set Aside Default

Set Aside Forfeiture

Set Aside Judgment

Set Aside Verdict
Settlement

Sever

Show Cause

Stay

Strike

Substitute Attorney
Substitute Party
Summary Judgment
Supplement

Suppress
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Take Deposition

Taxation of Costs

Temporary Restraining Order
Transfer Case

Unseal (Court Use Only)
Unseal Case (Court Use Only)
Unseal Document (Court Use
Only)

Vacate

Withdraw

Withdraw Reference
Withdraw as Attorney

Writ

Writ of Garnishment

Writ of Habeas Corpus ad
prosequendum

Writ of Habeas Corpus ad
testificandum

Writ of Mandamus

Responses and Replies (Briefs)
Affidavit in Opposition to
Motion
Affidavit in Support of Motion
Answer to Statement of Facts
Brief in Opposition
Brief in Support
Reply Brief
Statement of Facts
Sur Reply Brief

Miscellaneous Case Filings (Do Not Use These
Events in CIVIL Cases)
Miscellaneous Case Documents

Application (miscellaneous case)
Application for Special
Designation/Appointment of
Attorney
Brief
Brief in Opposition
Brief in Support
Certification (miscellaneous case)
Complaint
Financial Affidavit
Motion
Notice (Do Not Use This Event
if this is a Notice of Appeal)
Petition
Petition for Special Admission -
Pro Hac Vice (Must Have Credit
Card on File)

Praecipe (If Document is to Issue
a Writ - Use Events Listed
Below)
Praecipe to Issue Certification of
Judgment
Praecipe to Issue Writ of
Execution
Praecipe to Issue Writ of
Garnishment
Reply Brief
Return
Stipulation

Other Filings

ADR Documents

Consent to Arbitration
Consent to Mediation
Objection to Report of
Arbitrator/Mediator
Report of Mediator (Settlement
Not Reached)
Report of Mediator (Settlement
Reached)
Request for Trial De Novo

Discovery Documents
Answer to Interrogatories
Deposition Transcript
Disclosure Report
Interrogatories
Notice to Take Deposition
Request for Admissions
Request for Production of
Documents
Response to Discovery Request

Notices
Attorney Appearance - Entry of
Attorney Appearance
Certificate of Counsel
Joinder & Consent to Removal
Notice (Other) - Do not use this
event if this is a Notice of Appeal
Notice of Acceptance with Offer
of Judgment
Notice of Application for Writ
Notice of Change of Address
Notice of Lis Pendens
Notice of Settlement
Notice of Voluntary Dismissal

Trial Documents

Agreement for Jury Verdict
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Exhibit List

Points for Charge
Proposed Findings of Fact
Proposed Jury Instructions
Proposed Voir Dire
Special Interrogatories
Trial Brief

Witness List

Witness List

Appeal Documents

Amended Notice of Appeal
Appeal of Magistrate Judge
Decision to District Court
Appellants Brief

Appellants Reply Brief

Appellees Brief

Notice of Appeal (Must Have
Credit Card on File in Clerk's
Office)

Notice of Cross Appeal (Must
Have Credit Card on File in
Clerk's Off)

Notice of Interlocutory Appeal
(Must Have Credit Card on File)
TPO (Transcript Purchase Order
Request) Filed

Withdraw the Reference (BK
Matter)

Other Documents (Includes Brief Event
for Social Security Appeal Cases)

Affidavit

Amended Document (NOT
Motion)

Amicus Curiae Appearance
Appendix

Application

Application for Writ

Attorney Appearance - Entry of
Attorney Appearance

Attorney Substitution
(Withdrawal & Entry of
Appearance)

Attorney Withdrawal of
Appearance

Bill of Costs

Brief (Reply Brief in Response to
Deft's Brief) Filed By Plaintiff in
Social Security Appeal Case
Brief Filed By Defendant in
Social Security Appeal Case

Brief Filed By Plaintiff in Social
Security Appeal Case

Case Management Plan
Certificate

Consent to Magistrate Judge
Disposition on Motion

County Court Record
Declaration

Disclosure Statement Pursuant
To FRCP 7.1

Document Filed

Document Withdrawn

Exhibit

Financial Affidavit

Financial Affidavit - CJA 23
Interpleader

Jury Demand

Letter

Memorandum of Law
Memorandum of Points &
Authorities

Notice of Election

Objection to Report and
Recommendations

Objections (Do Not Use this
event if this relates to an R&R)
Objections to Answer to Writ
Objections to Bill of Costs
Petition for Special Admission -
Pro Hac Vice (Must Have Credit
Card on File)

Praecipe (If Document is to Issue
a Writ - Use Events Listed
Below)

Praecipe for Exemplification
(Must Have Credit Card on File
in Clerk's Office)

Praecipe to Issue Certification of
Judgment

Praecipe to Issue Writ of
Execution

Praecipe to Issue Writ of
Garnishment

Pretrial Memorandum
Proposed Pretrial Order

Reply (Do not use this event if
your document is a Brief)
Report of Mediator (Settlement
Not Reached)

Report of Mediator (Settlement
Reached)
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Report of Rule 26(f) Planning
Meeting

Request (Do not use if you are
filing a motion or requesting
default; see default events below)
Request for Entry of Default
Response (Do not use this event
if your document is a Brief)
Satisfaction of Judgment
Settlement Agreement

Status Report

Stipulation

Stipulation of Dismissal
Suggestion of Bankruptcy
Suggestion of Death
Supplement

Transcript Request

Traverse
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Documents for Criminal Events

Charging Instruments and Pleas
Complaint, Indictment, Information

Affidavit of Agent In Support of
Criminal Complaint (SEALED)
Criminal Complaint
Criminal Cover Sheet (Sealed)
Indictment
Information
Notice of Removal from State
Court
Rule 20 - Transfer In
Rule 21 - Transfer In

Plea-Related Documents
Plea Agreement
Plea Agreement Accepted
Plea Agreement Rejected
Plea Entered
Statement of Defendant

Motions and Related Filings
Motions
Acquittal
Alter Judgment
Amend/Correct
Appeal In Forma Pauperis
Appear
Appoint Counsel
Appoint Expert
Bail
Bifurcate
Bill of Particulars
Bond
Brady Materials
Certificate of Appealability
Change Venue
Compel
Consideration
Consolidate Cases
Continue
Declaration of Mistrial
Defer
Deferral of Prosecution
Depart from Guidelines
Detain
Directed Verdict
Disclosure
Discovery
Dismiss
Dismiss Count(s)

Dismiss/Lack of Jurisdiction
Dismiss/Speedy Trial

Disqualify

Disqualify Counsel

Disqualify Judge

Disqualify Juror

Early Termination of Probation
Early Termination of Supervised Release
Exclude

Excusal From Electronic Filing System
Expedite

Extension of Time to File Document
Extension of Time to File Response/Reply
Extension of Time to Indict

File Amicus Brief

File Document Under Seal (Court Use
Only)

File Excess Pages

Financial Affidavit (CJA or FPD
Appointment of Counsel)

Forfeiture of Property

Handwriting Exemplars

Hearing

In Limine

Inspect

Issuance of Warrant in rem

Joinder

Judgment NOV

Judgment of Acquittal

Judicial Recommendation Against
Deportation

Leave to Appeal

Leave to File Document

Leave to File in the Traditional Manner
Medical Exam

Medical Treatment

Miscellaneous Relief

Modify Conditions of Release
Motion for Pretrial Diversion

New Trial

Order

Order of Competency to Stand Trial
Produce

Protective Order

Psychiatric Exam

Psychiatric Treatment

Quash

Quash Indictment/Information
Reconsideration

Recusal

Reduce Sentence

Release Bond Obligation
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Release from Custody
Release of Funds

Remand

Remand to State Court
Return of Property/PostTrial
Return of Property/PreTrial
Return of Surety

Revoke

Sanctions

Seal (Court Use Only)

Seal Case (Court Use Only)
Sealed Motion

Separate Trial on Counts
Service by Publication

Set Aside Forfeiture

Set Aside Judgment

Set Aside Sentence

Set Aside Verdict

Sever Defendant

Show Cause

Show Cause re Revocation of Probation
Show Cause re Revocation of Supervised

Release

Special Appearance
Speedy Trial

Strike

Subpoenas

Subpoenas Duces Tecum
Substitute Attorney
Suppress

Take Deposition

Travel

Unseal (Court Use Only)

Unseal Case (Court Use Only)
Unseal Document (Court Use Only)

Vacate

Vacate (2255)
Victim Rights
Voluntary Surrender
Warrant

Warrant for Arrest of Property

Withdraw Document
Withdraw Plea of Guilty

Withdraw Plea of Nolo Contendere

Withdraw Plea of Not Guilty
Withdraw as Attorney

Writ

Writ of Habeas Corpus

Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum

Responses and Replies

Other Filings

Discovery Documents
Demand for Alibi Witness
Demand for Public Authority
Witness
Notice of Alibi
Notice of Alibi Witness
Notice of Error or Defect
Notice of Insanity Defense
Notice of Insanity Witness
Notice of Intent to Use Evidence
Notice of Issue of Foreign Law
Notice of Public Authority
Defense
Notice of Public Authority
Opposition Witness
Withdrawal of Alibi
Withdrawal of Insanity Defense
Withdrawal of Insanity Witness
Withdrawal of Public Authority
Defense

Waivers
Waiver
Waiver of Counsel
Waiver of Indictment
Waiver of Interstate Agreement
on Detainers
Waiver of Minimum Time to
Trial
Waiver of Preliminary
Examination or Hearing
Waiver of Presence at
Arraignment
Waiver of Presentence
Investigation Report
Waiver of Rule 5(c)(3) Hearings
Waiver of Speedy Trial
Waiver of Trial by Jury

Service of Process
Application for Writ of Habeas
Corpus ad Prosequendum
Application for Writ of Habeas
Corpus ad Testificandum
Certificate of Service

Notices
Deferral of Prosecution
Nolle Prosequi
Notice (Other)
Notice of Attorney Appearance -
Defendant
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Notice of Attorney Appearance -
USA

Notice of Intent to Seek Death
Penalty

Notice to Resume Prosecution

Trial Documents

Exhibit List

Exhibit(s)

Points for Charge
Proposed Findings of Fact
Proposed Jury Instructions
Proposed Voir Dire
Request for Special Findings of
Fact

Stipulation to Jury

Trial Brief

Witness List

Appeal Documents

Appeal of Magistrate Judge
Decision to District Court -
Criminal Case

Appeal of Magistrate Judge
Decision to District Court -
Magistrate Judge Case
Defendant Brief

Defendant Reply Brief
Government Brief
Government Reply Brief
Notice of Appeal (Must Have
Credit Card on File in Clerk's
Office)

Notice of Appeal - Conditions of
Release

Notice of Interlocutory Appeal

Other Documents

Affidavit

Affidavit - Rule 40
Amended Document (NOT
Motion)

Appendix

Attorney Substitution
(Withdrawal & Entry of
Appearance)

Consent to Inspection of PSI
Consent to Magistrate Judge
Disposition on Motion
Criminal Complaint
Document Filed

Exhibit(s)

Financial Affidavit - CJA23
Indictment

Information

Information to Establish Prior
Conviction

Letter

Memorandum

Notice of Removal from State
Court

Objection to Presentence
Investigation Report
Objection to Report and
Recommendations

Objections

Petition (Not a Motion)
Petition for Writ of Habeas
Corpus

Praecipe

Presentence Investigation Report
Pretrial Memorandum
Proposed Document Filed
Refusal of Magistrate Judge
Jurisdiction

Reply (Do not use this event if
your document is a Brief)
Request (Do not use this event if
your document is a Motion)
Response (Do not use this event
if your document is a Brief)
Response to Order to Show
Cause

Rule 20 - Transfer In

Rule 21 - Transfer In
Sentencing Memorandum
Statement of Defendant

Status Report

Stipulation

Supplement

Transcript Request
Withdrawal of Motion
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