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SUMMARY OF MAJOR CHANGES

VERSION 5.X (EFFECTIVE DATE- DECEMBER 2, 2011)

DECEMBER 2, 2011 CHANGES:

THERE ARE MINOR CHANGES TO THE DECEMBER 2, 2011 VERSION OF THE ECF USER MANUAL — CHAPTER 8 ADDED TEXT
REGARDING THE PASSWORD RESET FUNCTIONALITY AND CHAPTERS 5 AND 9 DISCUSS PUBLIC ACCESS TO DOCUMENTS AND

PROCEEDINGS.

IF YOU HAVE QUESTIONS OR ENCOUNTER A PROBLEM, PLEASE CALL THE HELPDESK AT 303-335-2050 OR (COLORADO TOLL FREE
AT 866-365-6381

DECEMBER 2, 2011 CHANGES:
THERE ARE A MULTITUDE OF CHANGES IN VERSION 5.X OF CM/ECF. THIS SUMMARY PAGE HIGHLIGHTS THE MAJOR ITEMS. |F YOU
HAVE QUESTIONS OR ENCOUNTER A PROBLEM, PLEASE CALL THE HELPDESK AT 303-335-2050 OR (COLORADO TOLL FREE AT 866-
365-6381
LosT PASSWORD/PASSWORD RESET CHAPTER 8

USERS CAN CLICK A LINK AND RESET THEIR PASSWORD USING THE NEW CRITERIA

(A MINIMUM OF EIGHT CHARACTERS THAT MUST CONTAIN ONE UPPER CASE LETTER,

ONE LOWER CASE LETTER AND ONE DIGIT OR SPECIAL CHARACTER)

PuBLIC ACCESS To DOCUMENTS AND PROCEEDINGS CHAPTER 5
CHAPTER 9

DEPENDING ON RESTRICTION LEVEL, PARTIES TO A CASE MAY VIEW THE RESTRICTED DOCUMENT VIA THE NEF.
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Chapter 1
Introduction

This manual provides instructions on how to use the Electronic Case Files (ECF) system to file documents with the court,
and to view and retrieve docket sheets and documents. Users should have a working knowledge of an ECF compatible
web browser and Adobe Acrobat for creating and reading Portable Document Files (PDF).

ECF System Capabilities

Registered users with a compatible web browser and access to the Internet can perform the following functions, almost
twenty-four hours a day, seven days a week:

¢ Electronically transmit a document to the clerk’s office in cases without incurring additional filing costs;

¢ View official docket sheets and other documents associated with these docket sheets, including immediate
viewing of a document just submitted to the court;

e Compile and view various reports for cases on the court’s docket;

¢ Query case information; and,

e Update and maintain user passwords and e-mail addresses.

Help Desk

For assistance in using ECF, including technical difficulties, call the Court’s Help Desk toll free at 866-365-6381 or 303-
335-2050 between the hours of 8:00 a.m. and 5:00 p.m. Mountain Time, Monday through Friday, excluding federal
holidays. The Help Desk may also be contacted by e-mail at cod_cmecf@cod.uscourts.gov.

Computer and Equipment Requirements
The following hardware and software are needed to electronically file, view, and retrieve case documents in ECF.
e A personal computer running a standard operating system such as Microsoft Windows or Macintosh using

Mozilla Firefox or Internet Explorer (CM/ECF does not work with Safari browsers on a Mac) with internet
access.

Note: A dial-up modem connection is usually not fast enough to transmit and receive documents
electronically or to download large documents attached to e-mails or filed in ECF. Other alternatives
include, cable, digital subscriber lines (DSL), satellite, and wireless internet connectivity. Although more
expensive, these technologies provide definitive advantages over traditional dial-up methods.

e An Internet Service Provider and web browser. The Court has verified that its installed version of ECF is
compatible Internet Explorer 7.0 and above, and Mozilla Firefox 3 and above.

e Adobe Acrobat or other portable document format (PDF) conversion software to convert documents from the
format of their native application to PDF. Documents converted directly from word processing are known as
“PDF text” or “native PDF” documents.

e A scanner if you cannot electronically prepare your documents and convert them directly to PDF. Use a
scanner to convert paper documents to digital format for electronic transfer. PDF documents created by
scanning paper documents are known as “PDF image” documents.
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Note: When scanning documents for ECF, scan at a resolution of 300 dpi or higher. Scanning at resolutions
greater than 300 dpi results in better archival preservation. Additionally, “PDF image” documents are much
larger than documents converted from word processing software directly to PDF. The CM/ECF system is
technically capable of accepting large documents, but they may take longer to upload and download. Please
see the size limit at https://ecf.cod.uscourts.gov/cgi-bin/Courtinfo.pl

o ECF users must have a PACER account in order to use the Query and Report features of the ECF system, and to
view electronically stored document images. You do not need multiple PACER accounts for a given firm. The
same PACER login can be concurrently logged in multiple times. If you do not have a PACER login, contact the
PACER Service Center at (800) 676-6856 for information. Or, you may register for PACER online at
http://pacer.psc.uscourts.gov.

e An attorney must be admitted to practice in the District of Colorado and be in good standing.

e |n addition to having a PACER account, a user must register with the court as an ECF user in order to
electronically submit a document. Once properly registered as a court user, the clerk’s office will issue a login and
password to the attorney. This login and password, along with the “s/ signature” will serve as the user’s signature
for purposes of Fed. R. Civ. P. 11 for all documents electronically submitted to the court.

Registering for Access to ECF

A user who needs to register for access to the Electronic Case Files (ECF) system should visit the court’s website
at http://www.cod.uscourt.qgov to complete an online registration form. After processing the properly completed
registration form, the clerk’s office will establish a user account for the applicant. The applicant will then be
contacted and provided a user’s ECF login information by e-mail.

Registered users can visit a training version of the ECF system on the Internet at https://ecf-
train.cod.uscourts.gov to practice ECF activities. The court strongly recommends that registered users practice in
the “training” ECF database before filing documents in the “live” ECF database.

Note: a training DB login is required for access to the Training DB. The live DB login WILLNOT
allow access to the Training DB. If you want a Training DB login, please contact the ECF Help
Desk.
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Chapter 2
Preparation

Adobe Acrobat Reader

Users must install software capable of opening and displaying PDF documents. Software such as Adobe Reader or
Adobe Acrobat must be installed to be able to open and view PDF documents. (NOTE: There are other vendors and
software products that will also open and view PDF documents. Applications such as Foxit , PDF XChange
Viewer, etc. will work. The court does not endorse or recommend any specific software.) For documentation
purposes, this document will refer to Adobe Acrobat and Adobe Reader for consistency. All pleadings must be
filed in PDF format. The software may be downloaded at http://www.adobe.com. When installing this product, please
review and follow Adobe’s directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)
Viewing a PDF Document

e Open Adobe Acrobat or Acrobat Reader.

Select “File” on the menu bar and choose “Open” from the drop-down window.
e Click on the location and file name of the PDF document you wish to view.

e Acrobat loads the file and displays it on your screen. Verify it is the document you wish to send. Verify the file
size of the document.

o |f 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.

e Click on the “View” menu to select other options for viewing the document. Choose the option that best suits
your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all of your documents from their native application to PDF format before submitting them to the court
through its Electronic Case Files (ECF) system. Only documents in Portable Document Format (PDF) may be filed with
the Court using the ECF system. Before sending the file to the court, a user should preview the PDF document to ensure
it is the correct document, all pages included, is legible, and the document is properly formatted after being converted to
PDF.

Software Available for Converting to Portable Document Format (PDF)
Adobe Acrobat is a software product that may be used to convert your documents to PDF. WordPerfect Version 9 and

higher word-processing application has built in PDF conversion capability and may also be used. Other software products
are also available to convert your documents to PDF. Users should explore the software options available.

Note: Although newer versions of WordPerfect can create PDF documents within the word processing application,
they generally create larger file size (number of bytes).

Converting Documents from Word Perfect Version 9 or higher
e Open a WordPerfect document (with file extension .wpd).
e From the menu bar, click on “File” and from the drop-down menu select “Publish to PDF.”
e Save the file as a PDF file, giving it a .pdf extension.

-5-
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e Your document is now saved as a PDF file. The original file remains in WordPerfect format under its original file
name and .wpd extension.

For All other versions (8 or earlier) of Word Perfect, versions of Microsoft Word and Excel (2003 or earlier), and
any other PC/MAC based application that allows you to print:

e Install Adobe Acrobat (or other PDF conversion software) on your computer.
e Open the document you wish to convert.

e Select “Print” from the menu bar. Within the “ Current Printer” field of the “Printer” window, select the option to
change the selected printer. A drop down menu opens and a list of printer choices is displayed.

e Select“Adobe PDFWriter” (or the “printer” that allows you to create a PDF file)
e Click “OK” to “print” the file. Instead of the file printing to your printer, a window will appear.
e Name the document, verify the “saved file type” is .pdf, and click the “ Save” button.

e Your document is now saved as a PDF file. The original file remains in its original format under its original file
name and extension.

Note: There are several ways to create a PDF document, the instructions listed above just one of the
methods. Please refer to your software instructions to ensure you are properly selecting and creating
your PDF document.
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Chapter 3
Basics

User Interactions
Users normally interact with the Electronic Case Files (ECF) system in three ways.

e Entering information in data fields also referred to as Text Boxes

e Mouse-clicking on hyperlinks and/or radio buttons

e Selecting command buttons to direct system activities
Conventions Used in This Manual

e Data to be entered by the user is shown enclosed in angle brackets: <Data to be entered>.

e Command buttons are represented in this manual in bracketed boldfaced type: [Command Button].

e Hyperlinks are displayed in underlined boldfaced type: hyperlink.
Common Mistakes When Filing a Document
Some common mistakes made when filing a document include:

e Selecting the wrong PDF file to attach to a docket entry;

e Selecting the wrong document type (the original document rather than the converted file with the .pdf extension);

e Selecting the wrong docketing event from the ECF menus; and,

e Entering the wrong case number and not discovering the error before completing the transaction.
The ECF system does not permit you to substitute or remove a misfiled document after it has been submitted
electronically to the court. Only the presiding judge may order the correction of a document once it has been filed. So,
please be careful to avoid these common mistakes.
The clerk’s office can help you correct docketing errors, and can provide you with guidance on what to do if the wrong
document has been filed, or the right document has been filed, but in the wrong case. If a mistake has been made,
telephone the Help Desk to inform the clerk’s office of the problem and to obtain guidance for fixing the problem.
You will need to provide the case number and document number(s) for the docket entry or entries requiring correction. If
appropriate, the clerk’s office will make an entry indicating that the document was filed in error. You will be advised if you
need to re-file the document. Please review the Electronic Case Filing Procedures for more information on filing errors.
Viewing Transaction Log
This feature, selected from the Utilities menu, allows you to review all transactions ECF has processed with your login. If

you need to check what you have done in ECF, review your transaction log. If you believe or suspect that someone is
using your login and password without your permission, you can use the transaction log to confirm this as well.
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If someone is using your login and password without your permission, immediately telephone the clerk’s office Help Desk.
The clerk’s office will assist you in changing your password. If you believe that a document has been improperly filed with
the court under your signature (your login and password is your electronic signature) you will need to inform the clerk’s
office Help Desk.

Please review the Electronic Case Filing Procedures for more information on login and password problems.
User Manual
You can view or download the most recent version of this ECF User Manual (in PDF format) from the court’s web page.

Enter http://www.cod.uscourts.gov in your browser’s address/location field, and when the Court’'s web page opens, click
on the Electronic Case Filing link.

Note: The ECF User Manual is a PDF document and will require software capable of opening a PDF document for
viewing
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Chapter 4
ECF System

Entering the ECF System

This section of the User Manual provides information for entering the Electronic Case Files (ECF) System.

You may enter the system by going to the court’s web page at http://www.cod.uscourts.gov, clicking on the
Electronic Case Files link on the opening page, and then clicking on the Electronic Case Filing — Live link.

Frame 4-0 ECF Home Page

| Adevess [ ] bitpsifect cod.crc10.denfegbin/shontndes. o R [[%- Alternatively, registered users may
|Links €8] CM-ECF - U5, Districk Courteod - login - (& CMAECF TEST Kanas &) Custamize Links (&] DC CM_ECF Page & DC Intranet Home enter the ECF system directly by
typing the following URL into the
location filed of an ECF-compatible
web browser:

e https://ecf.cod.uscourts.gov

e Clicking on the District of
Welcome to the T3, District Court for the Distnict of Colorado QOIOradO — Document F”mq

//éystem link will take you to the
District of Colorade - Document Filing System ECF/PACER Login screen.

The United States District Court, District of Colorado, welcomes you to CWIYECF, YVersion 3.0.5.

The Court went live as of November 1, 2004, ° C||Ck|ng on the
254pril2006 P Court Information )
link will take
Court Information you to a page with information
about the court, maximum PDF
file size, etc.
Frame 4-1 Court Information Page
J-ﬂ\ddress I@ hktps:jfecf.cod. circ10.denycgi-binCourtInfo. pl 1§ When yOU C“Ck on the
JLinks Q CM-ECF - LS. Districk Courtcod - login g‘] CM-ECF TEST Kanas g‘] Customize Links & | DC CM_ECF P Cﬂm Infoﬂnanon -
. link, the court
Court Information information page is displayed.
. ,
Court's Mame District of Colorado |nf0rmat|on as to the Court S
Softwars Varsian SMAECP-DC V3.0.5 address, hours, etc. is available.
EiZE bl 004
@mum PDF File Size 5.0 ME .
Also, this page displays the
T L maximum file size for PDF files
Court's Mame District of Colorado be|ng submitted to ECF.
Court's Address a0l 19th Street, Denver, CO 50294
Court's Phone Mumber 303-335-2050 or 1-866-365-6351 (Outside of Denver Metro areal
Court's Emmail Address cod_cmiecf@cod.uscourts.gow . H ] H H
Court's Hours S:00 AM - 500 PM, Mondagy - Friday, excluding Federal Holidays NOte The maximum flle size Is per

PDF document. Your total filing
may exceed the per document

Pacer Details . F I .
Pacer's Address PACER Service Center, P.O. Box 780549, San Antonio, T F8278-0549 maXImum' or examp e! your maln

Pacer's Phone Mumber {8003 676-6856 or {210} 301-6440 if residing in the San Antonio area document |s 2MB’ EXh'blt A |S 4.9

Pacer's Emnail Address pacer@psc.uscourts.gow

MB, and Exhibit B is 3 MB. All

three documents equal 9.9 MB.

Code Translation
2255 2255
ADMAPF Administrative Appeal
ALLMTH all Motions
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Frame 4-2 ECF/PACER Login Page
@CF FnT ey s '—°9D « The ECF/PACER Login
Notice

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

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

If you received this login page as a result of a link from a Notice of Electronic Filing
email:

Enter yvour CM/ECF filer login and password. The system prompts customers for a CM/ECF login and
password when attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the
message "You do not have permission to view this document,” viewing the document is restricted to
attorneys of record in the case and the system does not recognize you as such. If the login prompt
appears again, after you have entered your CM/ECF login and password, it means that the "free look"
link has expired. You will need to enter your PACER login and password to view the document.

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

IMPORTANT NOTICE OF REDACTION
RESPONSIBILITY: All filers must redact: Social Security
or taxpayer-identification numbers; dates of birth; names
of minor children; financial account numbers; and, in
criminal cases, home addresses, in compliance with Fed.
R. Civ. P. 52 or Fed R Crim. P.49 1. This requirement
client I applies to all documents, including attachments.

code:

Authentication

Login: I
Password: |

I~ lunderstand that, if | file, | must comply with the
redaction rules. | have read this notice.

If you forgot your CM/ECF password, you can request a password reset here

Resst

Notice

An access fee of S0.08 per page or $2.40 per document with an audio attachment. as approved by the Judicial
Conference of the United States, will be assessed for access to this service. For more information about CM/ECF. click
here or contact the PACER Service Center at (800) 676-6856.

page is used for logging in
with your PACER login or
your ECF login.

To be able to file pleadings,
you may enter your ECF
login and password. On
this system, you will file
your electronic documents
with the clerk’s office.

To review the docket, view
a document, run a Query,
or view reports, you may
enter your PACER login
and password and enter
the PACER system.

NOTE: YOU WILL BE
BILLED PACER charges
when running queries
and many of the reports.

Frame 4-3

CM/ECEF Filer or PACER Login

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

Instructions for filing:
Enter your CWECF filer login and password ifyou are electronically filing something with the court.

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

If you have trouble viewing a document

After successful entry of your CM/ECF login, you should be able toviewthe document Ifyou receive the message "You do nothave permission
to view this document,” viewing the documentis restricted to attorneys ofrecord inthe case and the system does notrecognize you as such. If
the login prompt appears again, afteryou have entered your CM/ECF login and password, it means thatthe “free look” link has expired You will
need to enter your PACER login and password to view the document.

Instructions for viewing filed documents and case information:
If you do notneedfiling capabilities, enter your PACER login and password Ifyou do nothave a PACER login, you may register online at
htto:ipacerpscuscourts.goy

Authenticatfon IMPORTANT HOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social
Login: Security o taxpayer-identification numbers; dates of birth; names of minor children; financial
’— accountnumbers; and, in criminal cases, home addresses, in compliance with Fed R Civ P

Fassward: 52 orFed. R. Crim. P. 49.1. This requirementapplies to all documents, including attachments.
dlisnt
—— ‘ ™ lund¥rstandthat, ifl file, | must comply with the redaction rules. | have read this nofice.
==
Notice

Anaccess fee of 50.08 per page s approved by the Judicial Conference of the United States, will be assessad for access to this service. For more information
about CM/ECF, click here orcoffact the PACER Service Centerat (800) 676-6836.

CM/ECF has been tested and wijrks correctly with Firgfox 3.3, and Internet Explorer 7 and 8.

You do not need to enter a client code for ECF logins

Logging in to ECF/PACER

Enter your ECF login name
and user password in the
appropriate data entry
fields. Itis important to
remember that all ECF
login names and
passwords are case
sensitive.

Verify that you have
entered your ECF login and
password correctly. If not,
click on the [Reset] button
to erase the login and
password entries and re-
enter the correct
information.

After you enter the correct
login and password and
check the “redaction
rules” checkbox, click on
the [Login] button to
transmit your user
information to the ECF
system.

o |f the ECF system does not recognize your login and password, it will display the following error message

on a new screen, “Login failed either your login name or key is incorrect.”

o If you did not check the “Redaction rules” checkbox, you will get the following error message “ You must

check the redaction rules checkbox to log in to CM/ECF”

e Click on the web browser [Back] button and re-enter your correct login, password, or check the “redaction

rules” checkbox.

-10 -
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Frame 4-4 Menu Features

Cril ~ Criminal - Query Reports -  LHilities ~ Search Logout

U. 8. District Court [TEST]
District of Colorado [TEST]
Official Court Electronic Document Filing System

This message is contained in the file Operationiotice htm.
You may use this file to alert users to current CW/ECF operational issues.

appropriate law enforeement officials.

This facility is for Official Cowt Business only. Activity to and from this site is logged. Document filings on this system are
subfect to Federal Rule of Civil Procedure 11, Evidence of unautharized or criminal activity will be forwarded to the

Welcome to the UL 5. District Court [TEST] for the District of Colorado [TEST] Electronic Docurnent Filing Systerm. This
page is for use by attorneys and firms participating in the electronic filing system. The most recent version of the Netscape
|bruwser and the Adobe PDF reader can be obtained by selecting the Nefscape/PDF Sefiings option listed below.

Netscape/POF Settings

Ml gst ogin: 03-29-2007 12:47

29March2007 4

miore information aboul CWECF, click here or contact the PACER Service Center at (800) 676-6836.

CM/ECF has bedn tested and works correstly with Netscape 7.x, Internet Explorer 6.0 and Firefox 1.5,

\ 4
Note: The date and time you last logged into the system appears at the bottom left

NOTICE: an acclss fee of §.08 per page, as appraved by the Judicial Conference of the United States, will be assessed for access to this service. For

corner of

your screen. You should review this information each time you log in. If you believe the date
and time of your last log in are not correct, or you suspect an unauthorized party is using your
login and password, telephone the court’s Help Desk with this information as soon as possible.

ECF Menu Features and
other information

e The Blue Menu bar is
displayed at the top.

¢ Select Civil to electronically
file all civil documents.

e Select Criminal to
electronically file all criminal
documents.

Select Query for specific
case information. You will
be prompted to enter your
PACER login and PACER
password before you can
continue your query.

Select Reports to retrieve
calendar events, cases-
filed reports, and docket
sheets. You will be
prompted to enter your
PACER login and PACER
password before you can
continue to run your report.

Select Utilities to View
your personal ECF
transaction log and
maintain personal ECF
account information in the
Utilities function of ECF.

e Select Logout to log out of
the ECF application.

Basic Manipulations

attachments.

e  First, text boxes where you enter data such as case numbers or text information.

e Second, use the [Next] button or the [Submit] button to accept entered data and display the next data entry screen.
To retrieve the previous screen to correct data entry errors, use the [Back] button on the web browser toolbar.

e Third, there are [Browse] buttons to allow you to browse your folders/ locations to select PDF documents and

When using the ECF system, there are three basic processes that allow you to move from screen to screen.

using the ECF navigation buttons such as “Next” or “Submit.”

CAUTION: Users should avoid using the [Back] button in complicated transaction, as it is easier to just start
over. Some of the CM/ECF screens are not cached so when the back button is used, the page of previous
information cannot be re-displayed, thus causing an error. When using the [Back] button, a user may not use
the [Forward] button on the web browser when the correction has been made. Progression must be made

-11 -
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Steps Related to Filing Documents in Civil and Criminal Cases
There are eight basic steps for filing a document in a civil or criminal case in ECF:
1. Selectthe Type of Document to File (i.e. motion, notice, Answer, etc.)
2. ldentify the Case number for Which the Document is Being Filed
3. Designate the Party for Whom the Document is Being Filed
4. Specify the PDF Document to File

5. Additional ECF Information (i.e. various check boxes or text box entry based upon the type of document
being filed)

6. As necessary, add Modification text in the text boxes to effect how the final Docket Text will display.
7. Submit the Document to ECF
8. Receive the Notice of Electronic Filing

The eight basic steps listed above are common to all civil and criminal documents to be filed.

-12 -
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Chapter 5
Civil Case Docketing

Registered filers will use the Civil feature of ECF to electronically file pleadings in civil matters with the court. A
comprehensive list of the ECF civil events available to registered users can be accessed through the Reports link on the
CM/ECF Menu Bar. There is no charge to access this report and it is the most accurate and up to date version of the ECF
civil events. You may also use the Windows find feature to easily search for the proper event. Alternatively, user can use
the Search feature of CM/ECF to also find events.

For purposes of this User Manual, Miscellaneous and Judgment cases should also follow the practices listed in the Civil
section.

Filing a Civil Case Initiating Document (New complaint or Notice of removal)

Civil case initiating documents shall be filed in accordance with the procedures in the New Cases section of the
Electronic Case Filing Procedures.

Civil case initiating documents shall be submitted by ECF registrants to the court in PDF format via e-mail.
Submitting Initiating Document(s) by E-Mail
e Create PDF versions of the Civil Complaint, Civil Cover Sheet (JS-44), and Summons forms (if appropriate).
o Create an e-mail addressed to the clerk’s office e-mail address for new cases: newcases@cod.uscourts.gov.

e Inthe subject line of the e-mail indicate this is a new case by typing “new case” and the short case title (e.g.
“New Case — Jones v. Smith).

¢ Inthe e-mail indicate how the party will be paying the filing fee.

o If the initiating party is requesting the issuance of a summons, the e-mail must state how the party would like
the summons returned.

e Attach PDF versions of the case initiating documents in the e-mail
e Send the e-mail to the clerk’s office.

After review and processing, the clerk’s office will open the case in ECF and inform the initiating party by the Notice of
Electronic Filing (NEF) when the case has been filed.

The preferred method to submit case initiating documents is via e-mail. Case initiating documents may also be submitted
on CD/DVD or other electronic medium per the ECF Procedures. Please refer to the ECF Procedures for more
information on submitting in other mediums.

Filing an Answer

Note: Beginning with Version 3.1 of CM/ECF, the Blue Menu Bar provides options to continue to use the static
menu selections or the cascading menu options to navigate from one function to another more easily. These
examples continue to show the static approach. See Appendix 3 to learn more about cascading menus.

As an illustration, this section of the User Manual describes the basic steps you will need to take to file an answer with the
court. The process for filing other types of documents using other civil events is similar.

-13-



DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 5.X
EFFECTIVE DECEMBER 2, 2011

Frame 5-1 Selecting the type of document to file

-’a CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

dhack - = - @D 4t | @oearch [lFavortes meda B BN & -5 &

msn*! - | || Psearch + Prighiigh | Joptions | 5CPop-ups Blocked (203 + . Hotmail 3§ Messenger | 3 ny sty

| Address [{€] hitpss/fect-train.cod.uscourts. govfegi-binlogin.pl?a70864894826336-L_238_0-1

Links @&]DC Intranet Home  &]DC CM_ECF Page @] Google &) Net &) Test (LIVE) DB- Internal  &]DC Test DB -Internal  £]5DSD DCPage  &]USDC External WebPage

Criminal Query . Reports Utilities g Logout
Civil Events
Initial Pleadings and Service Other Filings
ADR Documents
Service of Process Discovery Documents
Anzwere to Cormplaints Ietices
Other Answers Trial Documents
Appeal Documents
Motions and Related Filings Other Documents
Motions

Eeepenses and REeplies

Selecting the type of
document to file.

Filing an Answer to
Complaint

o After successfully logging
into ECF, click on Civil from
the blue menu bar at the top
of the ECF screen.

¢ Civil Events window opens
displaying the major
categories of events used to
file documents with the
clerk’s office.

e Select the Type of Document
to File.

e To file an answer, the user
should click on Answers to
Complaints under Initial
Pleadings and Service.

Frame 5-2 Identifying the case

this field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in

Frame 5-2a Identifying the case

—
EE F Cna Criminal - Query Reports - Litilities -

Answers to Complaints

Civil Case Humber

I 9912345, 1:89-cvw-1 2343, 1-99-0v-12345, 990w 2345, ar 1:990w1 2345

4 Clear I

OR (Alternate Case Number entry screen display)

——— ————— —_——

Answers to Complaints

=
Civil Case Humber

P et | Clear

v

Identify the case

o |dentify the Case for Which
the Document is Being Filed.

e Enter the number of the case

for which the document is
being filed.

M et Clear

Note:
The Next button is grayed out
which indicates the button is
not functional until a valid case
is entered.
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Frame 5-2b

EE F Chi Criminal - Query Reports ~ Utilities

|
Answers to Complaints

e Once you begin to enter a
Find This C.
case number, the [ i

button is displayed. After
entering the entire case click

id Find This Case |
Civil Case Humber on the button.
s e —
M et I Clear I
Frame 5-2¢

EECF Chvi Criminal - Query Reports ~  LHilities ~

=
Answers to Complaints

Civil Caze Humber

|5_3 og Cannot find caze 5-300

et I Clear I

o |f the case number is not
valid, a message is
displayed next to the entry

i box. The M button

continues to be grayed out.

Frame 5-2d

EECF Chwil ~ Crirhinal ~ Query Reports -  Utilities Search Logout

|
Answers to Complaints

e Correct the case number
entry and click on the
Find Thiz Case |

Civil Cage Humber button.
[5evannD Find This Case |
Fest | Clear |

Frame 5-2e

Critninal - Query Reports

lJﬂlulnsn.ﬁurf:rs to Complaints

Civil Case Humber

1:05-cw-3000 Looking up case number 1:05-cw-3000. .

Mext I Clear I

¢ An informational message is
displayed as CM/ECF is
¥ accessing the case number.
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Frame 5-2f

IJlfl\Lr'lsvt.-'\urns,-rs to Complaints

Civil Case Humber

1:05-cw-=-3000

Criminal -

Query

Reports -

Litilities -

e The case number is valid

and the M=t | hutton is

|y darken, so you can click on it
to continue.

Frame 5-2g

case:

mc-03000 Fucdd

Clear I

Criminal -

Hide Case List |

cw-03000-LTEB-REEB Sood Guys, Inc. ». Bad Guws

Reports

e Beginning with Version 3.1 of
CM/ECF, only civil type
cases (i.e. cv, mc, bj, etc.)
will be searched when users

are in the = option.

If there is a criminal case

with the same number, it will

not be shown or listed in the
pick list.

Frame 5-2h

Answers to Complaints

! Civil Case Humber

elect a case:

I 1:05-mc-03000 Fudd

Criminal -

Hide Ca=ze List

M 1:05-cw-03000-LTE-REE Sood Guys, Inc. v, Bad Suys

I et I Clear |

However, if there are case
numbers that are the same,
they will be listed in a pick list
and the user must click the
appropriate check box before

the M=% | button is darken
and can be clicked.

Frame 5-3

ZECF

Answers to Complaints

Chil ~ Criminal -

Query

Reports ~

1:08-cv-03000-LTE-FEB Good Guys, Inc. . Bad Guys

et | Clear I

Litilities -

e After clicking on the

e Click on the

Newt | hutton, a review
screen is displayed.

MNest | putton

to continue
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Frame 5-4 Designating the filing party

Answers to Compla

LES-ce DO TR Jones v Selh
OISO P articipant Salectthe
/ tree pane filer pane
4 ebact the liker "4
Emanila “SbeC | e Paily.

arern, Ed [pla)

| o | _ oo

Onily £ivart pininesine] can e i pastied. Conlacl B Holp Dok a2 1866 365 61 o M11-115

The "plus" zymbol indicates you can click on the "pluz" to expand the information
E related to that specific party.

E| The "minuz" symbal indicates you can click on the "minuz" to collapze the information
related to that specific party.

Designating the filing party.

o After identifying the Case
Number, ECF provides you
with a list of parties involved
in the case.

¢ Highlight the name of the
party for whom you are filing
the document.

o If you represent more than
one party, select multiple
parties by holding down the
[CTRL] key while pointing
and clicking on each party
you represent. If done
correctly, each party
selected will remain
highlighted.

o After highlighting the parties
to the document, click on
the [Next] button.

Frame 5-4a Participant tree

Pick Filer |

Collapse All Expand All
=iAnadarko E & P Company LP dft =
[lAlias

".RME Petroleurn Company
l'Corporate Parent or other affiliate
-Anadarko General Resources LLC
~Anadarko Limited Resources, LLC
~Resources Holding, Inc.
lAttorney
-Michael John Gallagher
-Gail L. Wurtzler
~Andrea Wang
-jy-atty-test
~0sborne J. Dykes, Il
=lAnadarko Land Company dft

The participant tree is a visual
aid to allow you to see parties
and linkages to their attorneys,
any corporate parent or
affiliation, and aliases.

You cannot select
parties/attorneys from the
participant tree pane.

Frame 5-4b Select the filer pane
Select the filer.

Select the Party:

Anadarko E & P Company LP [dft]
Anadarko Land Company [dft]
Petraleum Development Corporation [dft]
Toll Company [clm]

Unioil, Inc. [dft]

Zeiler Farms, Inc. [pla]

Nextl Clearl New Filer

Only court personnel can add new parties. Contact the Help Desk at
1-866-365-6381 or 303-335-2050

Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the
parties you wish to add.

From the Select the filer
pane, you click on the filer that
is filing the pleading.

You can select multiple filers
by holding the Ctrl key down
and clicking on each filing

party.

If new parties need to be
added before you can correctly
finish your filing, you must
contact the court to add the
new party.

Although, there is a [New
Filer] button in the right pane,
attorney logins do not have the
security permissions to add a
new filing party at this time.
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Frame 5-4c Participant tree — Party search ***xConditional Screen *****

Search for a party

Last | Business Name First Hame Widdle ame
Search

\
A

fewy da rot hawe permssion ba add & new party

If you click on the [New Filer]
button by mistake, a party
search screen is displayed.

You can enter name
information. However, once
you click on the [Search]
button, an error message box
is displayed indicating you do
not have permission to add a
new party. Click the [OK]
button.

Frame 5-4d Participant tree

#xConditional sma.**\

gd,uscourts. gov/cgi-bin/Dispatch. pl? 7470895064 75243

Civil ~ Criminal ~

Query Reports -

Answers to Complaints
1:07-cv-01985-WYD-MIW Zeiler Farms. Inc. v. Anadarko E & P Company LP et al
NDISPO

Search for a party

Expand All Last / Business Name Iyee
Search

Pick Filer
Collapse All
=Anadarko E & P Company LP dft
#Anadarko Land Company dft
#Petroleum Development Corporation dft
~Toll Company clm

= Unioil, Inc. dft

= Zeiler Farms, Inc. pla

After clicking [OK], the party
search screen remains
displayed.

O NOT CLICK on your
ser’'s BACK button.

To return to the Select the
filer screen, click the [Pick
filer] button in the Participant
tree pane.

Frame 5-4e Participant tree ***Conditional Screen *****

Pick Filer Select the filer.

Collapse All Expand All

ElAnadarko E & P Company LP dft - Select the Party:
[-IAlias

~RME Pefroleurn Company
dft
=lCorporate Parent or other affiliate (6]

Anadarko General Resources LLC
-Anadarko Limited Resources, LLC Zeiler Farms, Inc. [pla]
-Resources Holding, Inc.

=[Attorney

Michael John Gallagher .
Next | Clear New Filer
~Gail L. Wurtzler _I _I_I
-Andrea‘\Wang Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050
-jy-atty-test — Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add.

Osborne J. Dykes, Il

If you clicked on the [PICK
Filer] button, the “Select
the filer” pane is displayed.

You can then select the filing
party by [clicking] on the
filer's name from the list.

You can select multiple filers
by holding the [CTRL] down
and [clicking] on the other
filers you wish to select.
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Frame 5-4f Participant tree #xxConditional Screen *****

Chil ~ Criminal ~ Query Reports -  LHilities ~

cECF

Answers to Complaints

1:059-cv-053000-LTE-REE Good Guy's, Inc. v. Bad Guys

Do

If you do click on the back
arrow for the browser, it will
take longer and the case
verification screen is
displayed.

You will then need to click on
the [Next] button to display the
select filer screen

Frame 5-4g Participant tree

Pick Filer Select the filer.
Collapse All Expand All
—Anadarko E & P Company LP dft -~ Select the Party:
o Anadarko € & D Company (D TR

Anadarko Land Company [dft]
Petroleurn Developrment Corporation [dft]
Toll Company [clm]

Unioil, Inc. [dft]

Zeiler Farms, Inc. [pla]

RME Petroleum Company
~lCorporate Parent or other affiliate

Anadarko General Resources LLC

Anadarko Limited Resources, LLC

Resources Holding, Inc.
~lAttorney

Wichael John Gallagher
Gail L. Wurtzler M Mm
Andrea Wang
Jy-atty-test
Osborne J. Dykes, Il

— Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add.

Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335.2050

When the “Select the filer”
pane is displayed, you can
then select the filing party by
[clicking] on the filer's name
from the list.

You can select multiple filers
by holding the [CTRL] down
and [clicking] on the other
filers you wish to select.

After selecting the filer, click
the [Next] button.

Frame 5-5

button, ECF returns an error message advising you of this restriction.

Note: If the list displayed does not show the party or parties a user represents, contact the Help Desk at 1-866-
365-6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s
information. Only court personnel can add or create new parties to a case. If you click on the [New filer]

Frame 5-6 Attorney/Party association screen

SECF

Civil ~ Criminal ~ Query Reports =  Utilities «

Answers to Complaints
1 1:05-cv-03000-LTB-FEB Good Guys, Inc. v. Bad Guys

The following attorney/party associations do not exist for the above case(s).
Check the box{es) to the |eft of the parties listed that you represent.

If you DO NOT check any box, you will not receive ANY

d Guys (pty.dft) represented by Attorney Yee (aty)

Clear

Mext

Attorney/Party Association Screen

o If this is the first time the attorney
is filing in the case, the
Attorney/Party Association window
will appear. The purpose of the
window is to create an association
(“link”) between the attorney and
the party.

A list of parties is displayed with a
message indicating a party/attorney
relationship has not been
established. If the attorney does
represent the filing party, the
checkbox MUST be checked
(linked) to establish the association.

If the attorney DOES NOT
represent the parti(es) listed, the
attorney should NOT check the
box(es) to create an association.

e Click the [Next] button.
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Frame 5-7 Linking

|3l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

Fle Edt View Favorites  Tools  Help

back ~ = - @ [3] &t | Qsearch (Gravortes @imedn 3 B S - = @@

Linking the Answer to the Complaint

e Check the Include box next to the
document for which the answer is

Address [@&] https://ecf-train.cod.uscourts. govicgi-binflogin. pl? 370B64894626336-L_236_0-1

= oo

msa* - | ]| /search -+ Prighlight | 4Joptions | 5 Pop-ups Blocked (203)  + - Hotmail 3 Messenger

Ry msh

being filed.

Links @&]DC Intranet Home  &]DC CM_ECF Page & Google

@) 3Met @] Test (LIVE) DE- Internal & DC Test D -Internal  &]5DSD DCPage & ]USDC External WebPage

SIEE

Criminal

Query

Reports

Answers to Complaints
1:05-cv-00124- EVWN Duck v, Porky's BBEQ

Include Date # Docket Text

= 02/01/2005 1 COMPLATNT against Porky's BEQ (Filing fee § 250.) , filed by Daffy Duclke
Gwiy, ) (Entered: 02/07/2005)

next|  Clear
&1 Done

utilities

Logout

Click on the [Next] button.

e |f a boxis not checked, an error
dialogue box will appear with the
following message: “You did not
select a docket entry to answer.”

e Since this is an Answer to a
Complaint, the event must link
the answer you are filing to the
Complaint being answered.

[ 12 [ mternet

Frame 5-8 Specifying the PDF document

lAnswers to Complaints

1.07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al
NDISPO

Select the pdf d

t and any attach

Main Document

[For ALLsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields. but one must be entered.

Attachments Category

Description

1.]

Browse... | j |

M Clear

Specify the PDF document to file.

e ECF provides the filer an entry box
to indicate the main document as
well as an entry box for the first
attachment.

e Click the [Browse] button next to
the “Main Document” box.

Frame 5-9 Viewing the PDF document

B ~v 2o TRAIN - U.S. District Court:cod - Micros

Chuuse file

Lock in Iaexlemal pdis fortrng

Viewing the PDF document.

i

int. ks
Ll arrest warrant-1.pd
ﬁarrest warrant-2 pok

'@arreslrelurn 1. pdf
arrestreturn 2. pdf
atta:hment_T pf
'@awwp1 pdf
'@a\p\ﬁwpzpdf

=
[~

Files of type:

Print

N

Metyware Copy.

Scan for viruses

[l brief_support. pdf Dpen With
br’ief_surﬂpﬂﬂ-tr’ P Quick View Plus
exhibit_a pdf
— Cluick Print
|nd|r.‘tment.pdf Add ta T
[ motion_protective_ o <lp
Send To
. Cut
File name: Copy

Create Shortcut
Delete
Fenames

L L

Open I
Cancel

2|

Froperties

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document
up in Adobe Reader (or Adobe
Acrobat) to view the PDF document
to ensure it is the correct PDF
document you wish to file.

Frame 5-10

Note: It is highly recommended you view the PDF document and any attachments to ensure you are filing the
correct documents in the ECF application.
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Frame 5-11 Review the PDF document

B Adobe Acrobat Professional - [answer_complaint_pdf]

M=IE
T File Edit Wiew Document Iools aAdvanced Window Help 1= x]
= =
] =
H In the United States District Court
(o for the District of Colorado
E Case No 05-cv-00000
& Doright, Plaintiff
vs
£ Sinister, Defendant
s/Aty Stiles
Aty Stiles
901 19® st., Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)
] File Edit View Document Tools Advanced Window Help =1

Signatures “§ Bookmarks

Gomments

Aty Stiles

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

1 hereby certify that on 00/00/05. 1 electronically filed the foregoing with the Clerk of Court using the CM/ECF
system which will send notification of such filing to the following email
addresses:

dustin_stiles@cod.uscourts.gov

Chris Vagner

chris_vagner@cod.uscourts.gov. cod_aty@yahoo.com

Jack Yee

jack_yee@cob.uscourts.gov

NONE

and I hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail. hand delivery. ete.) indicated by the non participant’s name:

Review the PDF document

e Each PDF attached is limited to the
5 MB court standard on document
size, but a transaction with
attachments may exceed the
standard.

When viewing the PDF document,
check the document for items such
as:
e court
e case nhumber and style
e parties
e correct
document

The signature (i.e. s/ and the
attorney name

Is the “Certificate of Service” part of
the main document?

The “Certificate of Service” does not
need to be a separate attachment.
It's considered to be part of the
main document.

The s/ on the “Certificate of Service”
can be the attorney or the
secretary, paralegal, or
administrator.

Frame 5-12 Review the PDF document (continued)

Bi Adobe Acrobat Professional - [answer_complaint. pdi]
T File Edit Yiew Document Toaols Advanced Window Help
=

In the United States District Court
for the District of Colorado

Choose file

Lookin: |‘—d external poifs for g -1

- B cF EE—

(7 ]

< complaint. pdi
[T arrest warrant-1.pdf
) arrest warrant-2_ pdf
Tl arrestreturn 1. pdf

T arrestreturn 2. pdf
Flattachment_ 1. pdf

) s 1. pdf

B s 2. palf
Flbrief_support. pdf
Flbrief_support-cr. pdf
) exchibit_a . pdf
Flindictrment. pdf

T motion_protective_order. pof

T motion_supress-cr.pdf
Tmotion_supress-crnew. pdf
Flproposed_order. pdf
Flproposed_order_cr. pdf

File name [answer_complaintpdt

L L

Files of tvpe [ Files o~

Review the PDF document
(continued)

¢ After viewing the PDF document,
close the Adobe application.

e Click on the [OPEN] button to
populate the entry box for the
filename.
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Frame 5-13 attaching the PDF document

lAnswers to Complaints

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al
NDISPO

[For ALLsecondary attachments, a Category selection or a Description must be enters

L

Select the pdf d it and any att:

Main Document

C:\Documents and Settings\User\DesM‘o; Browse... |

Gu may utilize both fields, but one must be entered.

Attaching the PDF document

¢ The Filename box is now filled with
the name of the main document.

e If there are no attachments to the
Ly main document, leave the
“Attachment” box blank.

e Click the [NEXT] button.

Attachments /C*Eury' Description
L] T sowe Hf— = |
Next ear

Frame 5-14 additional ECF information

Additional ECF information

’3 CM/ECF TRAIN - U.S, District Court:cod - Microsoft Internet Explorer

JF\\E Edit View Favorites Tooks Help

J FBack + =& - @ a ‘ Qsearch (3] Favarites @Medla gl %- =) e E ﬁ

| s [ ] bttps:ect-train cod.uscourts.gov/cgi-binfogin.p1 1454981831 1641 -L_238 04

Jiml ¢ In the filing of an Answer to

ﬁ Complaint, ECF will display check
boxes to further determine

o ee processing requirements.

Criminal .

Civil  +

Query

Reparts

I
nswers to Complaints

1:05-cv-00124-EWN Duck v. Porky's BBQ

I™ Does this filing inchide a counterclaim 7 (I yes, click on the boz)
I™ Does this filing inchide a cross-claim ? (f yes, click on the boz)

I~ Does this filing inchide a third-party complaint? (If yes, click on the boz)

. Utilities . Logout
In this example, an “Other Filing
Question” screen asks the filer if
this filing includes a counter claim,
cross-claim, or a third party

complaint.

The filer should check any that
apply.

If none apply, click on [Next]
button without checking any of the
check boxes.

Frame 5-15 More ECF information

Answers to Complaints

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company | P et al

More ECF Information

Another ECF screen is displayed
to ask if this Answer includes a

NDISPO

Does this Answer include a jury demand?

~ Yes
" No

Ne_xtl Clear |

jury demand.

A Yes or No selection is required
by [clicking] on the appropriate

radio button

In our example, we'll click on the
“No” radio button.

Click on [Next]
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Frame 5-16 Modify docket text, as necessary

A CW/ECF TRAIN - U.S. District Court:cod - Microsoft Intemat Explorer
J File Edit ‘iew Favortes Tools Help HAddress @https.

SECF

IAnswers to Complaints
108-cv-01000-EVWM Daright v. Sinister

| uscourts.govicgi-bindogin pl?118353818192047-L 23

Civil «  Criminal Reports «  Utilities « L

Query

Docket Text: Modify as Appropriate.
IDefendant's ANSWER to Complaint [filed by Dudley Doright

by Sam Sinister. (Yee, Jack)

Modify docket text, as necessary

The docket text modification
screen will be displayed. This
provides an opportunity for the filer
to add text to further define the
entry.

Wherever there is white space, the
filer may enter text. It's optional.
For example, in the first text box,
you may enter “Defendant’s” in the
text box so the docket text will
read “Defendant’'s ANSWER to
Complaint...” If nothing is entered,
the docket text will read,
“ANSWER to Complaint...”

After entering all applicable docket
text, click on the [NEXT] button.

Frame 5-17 Completing the Transaction

SECF

Cvil ~ Criminal ~ Query Reports -  Utilities - Search

Answers to Complaints
1:05-cv-03000-L TB-REB Good Guys, Inc. v Bad Guys

Docket Text: Final Text
ANSWER to Complaint by Bad Guys.(Yee, Attorney)

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

Source Document Path (for confirmation oniy):

ChDocuments and SettingsiusenDeskiopPDFs\shell pdfsicomplaint.pdf pages: 1

Completing the Transaction

THIS IS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

If you click the NEXT button, the
transaction is posted to the
database.

An informational message as to
the path and filename of the PDF
document is displayed for review.
This provides the user a “final”
opportunity to check the filename
as to it being the correct
document. If it's not the correct
document, you should abort
this transaction and start it over

Hest | Clear I again.
e Click on the [Next] button to
commit the transaction.
Frame 5-18

Note: ECF displays a “Final warning” indicating if the [Next] button is clicked, the transaction is completed and it is
entered into the ECF database and the Notice of Electronic Filing (NEF) is created and displayed. The NEF is

queued up to be sent as an e-mail to parties.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button as page information is NOT

cached and the user will encounter problems. It ‘s easier to just start over
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Frame 5-19 Notice of Electronic Filing (NEF)

Criminal ~ Query Reports ~  LHilities «

Search

Logout

Answers to Complaints
1:05-cv-03000-LTE-REE Good Guys, Inc. v. Bad Guys

U. S. District Court [TEST]

District of Colorade [TEST]

Notice of Electronic Filing

The following transaction was entered by Yee, Attorney on 5/31/2007 at 10:14 AM MDT and filed on £/31/2007

Case Name: Good Guys, Inc. v. Bad Guys
Case Number: 1:08-cv-3000
Filer: Bad Guys

Document Number: 10

Docket Text:

AHSWER to Complaint by Bad Guys.(Yee. Attorn

1:05-cv-3000 Notice has been electronically mailed to:
Another Goody  cod_ewn@yahoo.com

Justa Goody  cod_aty@yahoo.com

Dean Martin~ Leslie_A_ Martini@cod . uscourts.goy
Leslie Martin - leslie_a_martini@cod.uscourts. gov, gail_shaw@cod . uscourts.goy
|Attormey Yee  Jack_yee@cod.uscourts.gov, jack_yee@cob uscourts.goy

1:05-cv-3000 Notice has been mailed by the filer to: /
Chris Wagner

Yagner and Yee

1234 M. 20th Street

Dernver, CO 80254

WH documentis) Fli= aqaniwh this TI’WNHI’T

Document description:hain Document

Original filename:n/a

Electronic document Stamp:

[STAMP doectStamp_ID=1071006659 [Date=5/31/2007] [FileNumber=71415-0]
[Baa0s02f769216813a31 217 1d87 75000612201 cf22b0dch39ad0bacecs7oa92cataee
1f05edb157e24327ac0270a7 1897 9bedi6adandbe0c029d3d54a2623550])]

™~

Notice of Electronic Filing (NEF)

e The Notice of Electronic Filing
(NEF) is displayed.

e This is your “receipt” of the filing.

e The NEF has four informational
sections:

The docketing information
section includes when the entry
was made, the document
number, and the docket text.

L]
/
e The electronic notification
section displays the names and
/e-mail addresses of
attorneys/parties that have been
electronically noticed.
o

The manual notification section
displays any names and
addresses of recipients that
must be served by non-
/electronic means. If there are
name(s) and addresses
displayed below the “Notice
has been mailed by the filer
to:” you must print a copy of the
NEF and mail along with the
document(s) you filed to the
parties displayed. You will
generally see names and
addresses for pro se parties and
attorneys that may not be
registered to be an e-filer.

e  The fourth section lists
electronic document stamp(s)
for each PDF document
submitted and serves as a
security feature. The document
stamp(s) are kept separately
and are compared routinely
against the document stamp
that is embedded in the PDF
document.

Frame 5-20

Note: The Notice of Electronic Filing is your proof of filing and indicates the completion of the filing event. You may print
the Notice of Electronic Filing for your records. If you have PDF creation software, you can print this NEF to a PDF
document as well. You can always get a copy from the docket sheet. However, you will incur PACER charges to get a copy.

After a document is electronically filed, the ECF system sends a Notice of Electronic Filing to the designated attorneys and
parties who have supplied their e-mail addresses to the court. 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. The filer is permitted “one free look” at the document and the docket sheet to verify that the

document was properly docketed.

electronically.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice has been mailed by the filer
to:” section. The user filing the document is required to serve these documents in paper format in accordance with the
rules. Only users listed in the “Notice has been electronically mailed to:” section have consented to receive notice
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As an additional illustration, this section of the User Manual describes the basic steps you will need to take to file a
motion with the court. The process for filing other types of documents using other civil events is similar.

Frame 5-21 Selecting Motion category

EECF Crmil - Criminal - Query

Civil Events

Initial Pleadings and Service
Complaints and Other Initiating Documents
Service of Process
Answers to Complaints, Counterclaims and Crossclaims

Reports ~

Other Filings
Motices
Trial Documents
Appeal Documents

Litilities

Other ANsSwers

Administrative Appeals

Motions and Related Filings
hotions
Supporting Documents, Fesponses and Replies

Other Documents

e Using the cascading menus or clicking
on the option on the CM/ECF
Blue Menu Bar will display the Civil

Events page of categories.

hotions

e Click on the link.

Frame 5-22 Selecting Motion Events

Appoint Counzs|

Appoint Custodian
Appoint Expert

Appoint Guardian ad Litem
Appoint Receiver
Appoint Special Mazter
Appointment

Attomey Fees

Bifurcate

Bond

Certificate of Appealability

Hext | Clear |

Civil » Criminal » Query Reports »  Lkilities ~ Search Logout
Motions
L Start tenin 0 find an pvent |
lavailable Events (click to select events Selected EV £ EvENts)
Amend/Corect/Modify
Appeal In Farma Pauperis
Appear

Selecting Motion Events

e Alist all of the motion events are
¥ displayed alphabetically.

e In the search text box, you can enter
—»the beginning letters of the motion
event you want to select.

e You may also scroll up/down the scroll
bar in the “Available events” list to
facilitate your selection of motion
events.

Frame 5-22a

Criminal -

Query Reports ~  Liilities ~

Motions

Lo
e

Search

Logout

Click your selection, or use arrows to highlight it and press Enter.
ailable Events (click to select events Selected Events (click to remove ey

Appeal In Forma Pauperis |+ Po(
Dizmizz Party

Dismizs/Lack of Prosecution
File Excess Pages

Foarfeiture of Froperty
Judgment on Partial Findings
Judgment on the Pleadings
Miscellaneous Private
Partial Summary Judgment
Permanent Injunction
Preliminary [njunction
Proceed In Forma Pauperniz
Produce
Pratective Order
Fieturn of Property

et | Clear |

Searching for motions from the motions list

e For example, if we want to find
¥ “protective order”, we can start by
entering pro....

e The Available Events list displays
events that have a word starting with
the letters entered.

Note: After entering ‘p’, Appeal In Forma
Pauperis, Dismiss Party, etc. are also
displayed. The search finds any word,
beginning with the letter(s) entered,
regardless of position. Therefore, “wild
card characters will not work.
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Frame 5-22b

Criminal -

Query

) ko
Foarfeiture of Property
Miscellaneous Private
Preliminary Injunction
Proceed In Forma Pauperiz
Produce
Pratective Order
Fieturn of Property
‘Wit of Habeas Corpus ad prozequendum

et | Clear |

Reports ~

Utilities ~

Search

EChon, or Use arrows to highlight it and press Enter.

Selected Events (click to remove events)

Logout

Searching for motions from the motions list

If you enter more letters, the display list
will be further refined.

If we add the letter ‘r’, the list of events
changes as any motion event having
‘pr’ are displayed.

Frame 5-22c

SECF

Civil ~ Criminal ~ Query

Motions

Start typing to find another

Reports ~

Utilities ~ Search

Logout

ent.
telected Events (click to remaove events)

Available Events (click to select events)
=

Leave to Appeal

Letters Rogatory

Lift Stay

Miscellaneous Private
Miscellaneous Relief

More Definite Statement
Mew Trial

Order

Order of Sale

Partial Summary Judgment
Permanent Injunction
Preliminary [njunction
Proceed In Forma Pauperis
Produce

Mext | Clear |

I Pratective Order

>
g

Searching for motions from the motions list

You can continue to enter more letters,
or if the event is listed, you can click on
the event to select.

Frame 5-22d

Criminal ~ Query

Reports -

Utilities ~

Search

Logout

Selecting the specific motion and
selecting multiple motions

. e Once you click on the event, it's
Motions displayed in the Selected Events
[ Start typing to find another event display box. )
|1Available Events (click to select events) Selected Events (click to remove events) e You can select multiple events by
Leave to Appeal «| |Pratective Order clicking on other events from the
Letters Rogatory Permanent Injunction . .
LitStap _ Available Events list.
Miscellanzous Eivale e For example, if “Permanent Injunction”
m;ﬁg{niteﬁtatemem is clicked from the Available Events”
Order list, it's added to the Selected events”
Order of Sale J ||St
PartiaISummr Judgment . L
il e Whatever is in the “ Selected Events”
Froceed In Forma Pauperis ) N et ) .
Poduce - list when the button is clicked,
==c will be the motion event(s) filed.
Mext | Clear |
Frame 5-22e Removing a selected motion from the

Criminal ~

Query

Motions

Reports -

| Start typing to find another event.
Selected Events (click to remove events)

Available Events (click to select events)

Utilities ~

Search

Logout

Judgment on Partial Findings -
Judgment on the Fleadings
Judgment under Rule 54[b]
Leave

Leave to Appeal

Letters Rogatony

Lift Stay

Miscellaneous Private
Miscellaneous Relief

More Definite Statement
Mew Trial

Order

Order of Sale

Partial Surnmary Jud

Mext | . \earl

Pratective Order
: Permanent [njunction

selected list

If you want to remove any of the
events from the “ Selected Events”
list, you click on the event in the
“Selected events” list. Once it's
clicked on, it will be removed from the
“Selected events” list.
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Frame 5-22f

Criminal -

Query Reports ~  LUtilities ~ Search Logout

Motions

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

Leave to Appeal ;I | Protective Order
Letters Rogatory

Lift Stay

Miscellaneous Private

Miscellaneous Relief

More Definite Statement

Mew Trial

Order

Order of Sale J
Partial Summary Judgment

Permanent |njunction

Preliminary [njunction

Proceed In Forma Pauperis

Produce
| Protective Order ————__|d
Mext | Clear |

Finish selecting motion events

e Once all of the motion events you want
to file are in the “ Selected events”

list, you can click on the M

button.

Frame 5-23 Case number entry

can be seen for errors, duplicate case numbers, etc.

Note: These examples below do not display all of the possible screens that can be encountered when a case
number is being entered for the sake of brevity. Review Frames 5-2a through 5-2g for more detail as to what

field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this

Frame 5-23a Case number entr

Criminal - Query Reports -

Motions

Civil Caze Humber

o |dentify the Case for Which the
Document is Being Filed.

e Enter the number of the case for which
the document is being filed.

[ et Clear

Note: The Next
button is grayed out which indicates the
button is not functional until a valid case is

|5cv3 IIIIIIIII| Find This Case | entered.
e Once you begin to enter a case number,
the i Tis Cose | button is displayed. After
Mext I Clear I entering the entire case click on the
Find Thiz Caze | button.
Frame 23b

Criminal -

Query Reports

Motions

Civil Caze Humber

1:05-ow-32000

M et I Clear I

e The case number is valid and the

M button is darken, so you can
click on it to continue.

e Click on the [Next] button

Frame 5-24 Review Screen

Criminal -

Reports -

Motions

1:05-cw-03000-L TE-RFEEB Good Guys, Inc. w. Bad Guys
1

(R L=r I Clear I

Review Screen

o After clicking on the __Me#t
review screen is displayed.

button, a

e Click on the _M2#_| putton to continue.
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Frame 5-25 Selecting the filer

Pick Filer Select the filer.
Caollapse All Expand All
Select the Party:

=/Anadarko E & P Company LP dft
[HAlias

Anadarko Land Company [dft]
Petroleum Development Corporation [dft]

Corporale Parent or other affiliate

EAtiomey Toll Company [clm]
Michael John Gallagher Unioil, Inc. [dft]
Gail L Wurtzler Zeiler Farms, Inc. [pla]
Andrea Wang
jy-atty-test

Osbome J. Dykes, Ill
+Anadarko Land Company dft
#Petroleum Development Corporation dft

aﬁ.- lear New Filer

Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050
Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add.

~Toll Company cim

/Unioil, Inc. dft

wZeiler Farms, Inc. pla

Selecting the filer

o Please refer to Frames 5-4 through 5-
4g on Selecting the filing party

¢ Highlight the name of the party for whom
you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking
on each party filing the document.

o |f done correctly, each party selected will
remain highlighted.

o After highlighting the parties to the
document, click on the [Next] button.

Frame 5-26

advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-6381 or 303-
335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information. Only court personnel
can add or create new parties to a case. If you click on the Add/Create New Party hyperlink, ECF returns an error message

Frame 5-27 Attaching the main PDF document

Motions
1:07-cv-01985-WYD-MJW Zeiler Farms, Inc v Anadarko E & P Company LP et al
NDISPO

[For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.
Select the pdf document and any attachments.

MMain Document

Attachments Category Description
L rowse || =l

Attaching the main PDF document
o Click the [Browse] button.

e The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

e The court highly recommends you right
click and open the document up in
Adobe Reader (or Adobe Acrobat) to
view the PDF document to ensure it is
the correct PDF document you wish to
file.

Frame 5-28 The choose file dialog box
‘A CM/ECF TRAIN - U_S. District Court:cod - Microsoft
Choose file

HE |5

Look in: I@Enemal pdfs fortrng j - &5 Ev

@answer_complaint.pdf
arrest warrant-1.pf
ﬁ arrest warrant-2.pf
ﬁarrestretum 1.pdf
ﬁarrestretum 2. pdf
ﬁattachment_‘l.pdf
ﬁaw—wp'l plf
ﬁa\n\rwpzpdf
brief_suppor‘t pf
brief_suppor‘t—cr.pdf
ﬁexhib\t_a pf
ﬁindidment.pdf

'@motion_supressfcr.pdf

thion_supress—cr—new. pf

ﬁproposed_order. pdf
proposed_order_cr.pdf

Select

Open with Acrobat 6.0

Print of |
]

File name:

Qpen I
Cancel |
v

Filas oftype: N Metware Copy. .

Scan for Yiruses...

Open Yith L4
Quick Wiew Plus

Quick Print

e There are file size limits for each PDF
document. The maximum file size limit
can be found by going to the

section and clicking on the
Court Information

link. The court
information page is displayed.

e One of the items on the Court
Information page is the maximum
file size for PDF files being
submitted to ECF.

Note: The maximum file size is per
PDF document. Your total filing may
exceed the per document maximum.
For example, your main document is
2MB, Exhibit A is 4.9 MB, and Exhibit
B is 3 MB. All three documents equal
9.9 MB and is allowed.
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I Zages f Lyere | Surdues f Bookmarks \

In the United States District Court
for the District of Colorado

Case No 05-¢cv-00000

Doright, Plaintift

Sinister, Defendant

Motion for Protective Order

=)

s/Aty Stiles

Aty Stiles

901 19” St Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

B& Adobe Acrobat Professional - [brief_suppori-cr.pdf]
T File Edit View Document Tools Advanced ‘Window Help

Frame 5-29 Review the PDF document

I Pages ‘I Layers I S\gnaturss\l Bookmarks

Cormments

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

T hereby certify that on 00/00/05_ 1 electronically filed the foregomg with the Clerk of Court using the CM/ECF

system which will send notification of such filing to the following email
addresses:

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner
chris_vagner(@cod.uscourts.gov. cod_aty@yahoo.com

Jack Yee
jack_yee(@cab.uscourts.gov

and T hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants

in the manner (mail, hand delivery. etc.) indicated by the non participant’s name

NONE

¢ When viewing the PDF document, check
the document for items such as:
e court
e case number and style
e parties
e correct
document

e The signature (i.e. s/ and the attorney
name

\Riview the PDF document

e After viewing the PDF document, close
the Adobe application by [clicking] in
the “X” in the top right corner of the
Adobe application.

Frame 5-30 Adding the PDF filename

Choose file

Loak in: I@enernal pdfs farting j

= & cf Ev

2]

mmionisupress—cr.pdf

motlon_supress—cr—new.pdf

ﬁproposed_order pdf
proposed_order_cr.pcdf

answerﬁcomplaint.pdf
arrest warrant-1. polf
arrest warrant-2. pf
@arrestreturn 1. pdf
arrestreturn 2. pdf
'@attachmentj pof
'@aw—wplpdf
aw—pr.pdf
@br\ef_suppor‘t.pdf
@br\ef_suppor‘tfcr.pdf
1) exhibit_a pdf
) indictment pdf

File name: Imation_protedive_order.pdf

Files of type Jar Files ¢

o Click on the [OPEN] button to populate
the entry box for the filename.
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Frame 5-31 Attaching additional documents to the main document

For ALLsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.

Select the pdf d it and any attach 1

Main Document

IC:\Ducumenls and Settings\User\Desktop  Browse... )
Attachments CW

1-| Browse j I

e The Filename box is now filled with the
name of the main document.

e |f there are attachments to the main
document, click the [Browse] button.

Frame 5-32 The choose file dialog box

‘A CM/ECF TRAIN - U.S. District Court:cod - Micros

Choose file

2] x|

] c@EeEr
ﬁmutiun_supress-cr.pdf
ﬁthIDH_SUpI’BSS’CI”nBW pf

‘rop d i
ﬁproposed_order_c

Loak in: I@ external pdfs fortng

ﬁanswer_cumplaint pdf
ﬁ arrest warrant-1.pdf
'@ arrest warrant-2.pdf
[ arrestreturn 1 pdf
arrestreturn 2.pdf
@attachmenl_] .pdf

Select

ﬁ aw-wp 1. pdf Frint
1) aw-wp 2. pof N Netvare Copy...
@brief_suppnr‘t pf
brief_suppor‘t—cr.pdf Scan for Yiruses. ..
i exhibit_a pdf Open With 4
Elindictment. pdf Quick View Plus
'@motioniprotemiveiarder.pdf Quuick Print
Add to Zip
Send To L4
File name: Iproposedfurder.pdf Dpen I
_ - Cut
Files of type: IAII Files (**) Copy ancel /l
2

The choose file dialog box

e The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

e The court highly recommends you right
click and open the document up in
Adobe Reader (or Adobe Acrobat) to
view the PDF document to ensure it is
the correct PDF document you wish to
file.

e After viewing the PDF document,
[Click] the Open button to populate the
ECF filename box

Frame 5-33

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in

Frame 5-34 Adding to the attachment list

‘or ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields. but one must be entered

Main Document

C-\Documents and Settings\User\Desktor  Browse

Attachments

Category Description

Remove

1. IC:\Dncumants and Settings\User\Desktor  Browse. -

Affidavit l
! |Appendix

Civil Cover Sheet

Continuation of Main Document
Conventionally Submitted
Criminal Information Sheet
Deposition Excerpts

Exhibit

Exparte Attachment

Pages

Proposed Document

Proposed Order (PDF Only)
Receipt

Special Assignment Form

Supplemental Civil Cover Sheet
SECECCIENERE VIS RSIECIS

]

M Clear

Browse

Adding attachments

e The Filename entry box should be
filled in with the attachment.

e There is an informational message
indicating ALL secondary attachments
must select a category or add a
attachment description

) Click on the drop down arrow to see

the list of attachment types. If the type
does not fit the attachment, select the
blank entry.

e You can then enter a description to in
the description field.

-30-




DISTRICT OF COLORADO VERSION 5.X
ECF USER MANUAL EFFECTIVE DECEMBER 2, 2011

Frame 5-35 Categorizing and describing your attachments

For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered. In this example, we've selected the
I o ame attachment. “Proposed Order (PDF Only)” from the

e ancan Category list. We can leave the
Main Document description field blank as we have
|C:\Dncumems and Settings\User\Desktop  Browse se|ected a Category description.

Attachments Category Description
We do not need to enter any more

1. |C:\Dncuments and Settings\User\Desktop  Browse I IF’mpnsed Order (PDF Only) j | Remove descriptive text.
2_| Browse.. | | j |

Next Clear |
Frame 5-36 Additional sample
attachments
Main Document In thi | , lected th
C-\Documents and Settings\User\Desktop  Browse n IS example, we've selecie €

“Exhibit” designation from the

Attachments < Catego}.- < Descripan “Category” drop down list, and then in the

“Description” field, we've entered the “A”.

1. IC:\Documents and Settings\UserDesktop  Browse... |Exh|b\t j |A Remove The docket text and attachment will be
identified as “Exhibit A", as CM/ECF will
2.l _Browse.. | | =l concatenate the category filed with the
e | Cleat | description field.

Frame 5-37 Additional sample

Main Docament . .

CADocuments and Settings\User\Desktop  Browse | In thlS _ex_ample’ If yOU have to break Up
an exhibit, you can enter the page

Attachments Category Description numbers of the exhibit being submitted.

In the “Description” field you can enter

1. ktop\Folders\PDFs\shell pdfs\exhibit-a.pdf _Browse.. | |Exhibit | |A, Pages 1-30 Remove | Pages 1 — 30 of Exhibit A.

2. fop\Folders\PDFs\shell pdfsiexhibit-a2 pdf _Browse... | [Exhibit =] |A Pages 31- 50 Remove |

3_| Browse.. I j I

MNext Clear

Frame 5-38 Docket text modification screen Docket text modification screen

Criminal Reports Utilities

e e The Docket Text modification screen is
1:05-cv-01001-EWIN Doright v. Sinister displayed.
Docket Text: Modify as Appropriate. o Thls screen a||OWS you to enter
| MOTION for Protective Order by Defendant Sam Sinister. (Attachments: # (0} pt|0 n al dOCket mOdIfIC&tIOh text.
(1) Proposed Order (PDF Only)) (Stiles, Aty)
ot T Sl  The “drop down” list allows you to
select predetermined modifiers. You
cannot enter text in this box. This is
Docket Text: Modify as Appropriate. Opt|ona| i
'I MOTION for Protective Orderl by Defendant Sam Sinister.
Eighth ~| Proposed Order (PDF Only)) (Yee, Jack)
Ninth e In our example, we'll select “Amended”
Tenth s
as a modifier.
Consent
Counter ¢ In the text entry box, we'll enter “from
Emﬂerger:jcy interrogatories” to further describe the
Ex P motion we are filing. Again, this is
Final = option. However, this modification can

be helpful to assist you in locating a
motion for viewing or linking in the
future.

e After enter text or leaving blank, click
on the [Next]
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Criminal .

Query -

Reports - Utilities
votions
1.05-cv-01000-EWM Dioright v, Sinister

Docket Text: Modify as Appropriate.
Amended 'I MOTION for Protective Order [from interrogatories

hy Defendant Sam Sinister.

{Attach s: # (1) Pr d Order (PDF Only)) (Yee, Jack)
MNext | Clear

VERSION 5.X
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Frame 5-39 Final screen

Civil -~ Criminal ~ Query Reporis -

sECF

Litilities Search
Motions

1:02-cv-03000-LTE-REE Good Guys, Inc. . Bad Guys

Docket Text: Final Text

Amended MOTION for Protective Order from Interrogatories by Defendant Bad Guys.
(Attachments: # (1) Proposed Order (PDF Only)){Yee, Attorney)

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

Source Document Path (for confirmation onfy):
ChDocuments and SettingsiuserDeskiopyPDF sishell pdfsireciept.pdf
ChDocuments and SettingstuserDeskiopPDF sshell pdfsicomplaint. pdf

Clear I

pages: 1
pages: 1

Completing the Transaction

THIS IS THE “LAST” SCREEN FOR
YOU TO REVIEW!!

If you click the NEXT button, the
transaction is posted to the database.

An informational message as to the
path and filename of the PDF
document is displayed for review. This
provides the user a “final” opportunity
to check the filename as to it being the
correct document. If it's not the
correct document, you should abort
this transaction and start over
again.

Note: You CANNOT view any of the
actual the document(s), only the path,
filename, and number of pages.

Click on the [Next] button to commit
the transaction.

Frame 5-40

gueued up to be sent via e-mail to parties in the case.

cached and the user will encounter problems. It ‘s easier to just start over

Note: ECF displays a “Final warning” indicating if the [Next] button is clicked, the transaction is completed and it is
entered into the ECF database and the Notice of Electronic Filing (NEF) is created and displayed. The NEF is then

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button as page information is NOT
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Frame 5-41 the Notice of Electronic Filing (NEF) Notice of Electronic Filing (NEF)

= Cril - Criminal - Query Reports - Litilities - Search Logout g

F e The Notice of Electronic Filing (NEF)
1:05-cv-03000-LTE-REE Good Guys, Inc. v. Bad Guys is displayed.

ly¢ This is your “receipt” of the filing.

U. S. District Court [TEST]

District of Color e The NEF has four informational

—_ sections:
Notice of Electronic Filing
The following transaction was entered by Yee, Attarney on 64/2007 at 926 AM MDT and filed on 6/4/2007 //'o The docketing information section
Case Name: Good Guys, Inc. v. Bad Guys

includes when the entry was
made, the document number, and
the docket text.

e — e The electronic notification section

Case Number: 1:05-cv-3000
Filer: Bad Guys
Document Number: 11

mended MOTIOHN for Protective Order from gatories by Bad Guys. | #(1) Pr Order (PDF Only))(Yeq displays the names and e-mail
i —— — addresses of attorneys/parties that
|1 105-¢v-3000 Notice has been electronically mailed to: have been electronlcally noticed.

e  The manual notification section

“nother Goody — cod_ewn@yahoo.com disp|ayS any names and

usta Goody  cod_aty@yahoo.com addresses of recipients that must
_ _ _ be served by non-electronic
Dean Martin - Leslie_A_Martingicod.uscourts.gov
means. If there are name(s) and
|_eslie Martin  leslie_a_rartini@cod uscourts.gov, gail_shaw@cod uscourts gov // addresses displayed below the
Attormey Yee  jack yee@icod.uscourts.gov, jack wyee@cob uscourts.gov Notice has been mailed by the

filer to:” you must print a copy of

§1:05-¢v-3000 Notice has been mailed by the filer to: the NEF and mail along with the

Chris Vagner document(s) you filed to the
agner and Yee 1 H 1
e A -, parties displayed. You will
Denver, CO 80294 generally see names and
addresses for pro se parties and
[TTIE TONOWING OOCUTENT 5] ATE A550CIe S0 W TS Tamsacion

attorneys that may not be
Document description:iain Document

G e e registered to be an e-filer.
[Electronic document Stamp: e The fourth section lists electronic
[STAMP dcecStamp_ID=1071006659 [Date=6/4/2007] [FileNumber=71575-0] |

57018 11009607289 261743981 74Te0CATCacaless 1 0chad 13027 hargfcebe0 870e document stamp(s) for each PDF
511 a5t 1cefcia0meddhad5428 1 6554ho08594821 76489888028 1 7cT] document submitted and serves
g‘r’i‘;‘i‘:‘a?';'itl:::"ﬁre‘!;tj;“=Pr°p°58d el (0 Ol g as a security feature. The
[rectronic aocument stamp: I~ document stamp(s) are kept
STAMP dcecfstamp_|D=107 1006659 [Date=6/4/2007] [FileNumber=71575-1] | separately and are compared
Fihac2df80 70643054 26/8e 720706 1 2R 7 Bhe0EE55e0cT 1 0FGR0CE8a6 30022723288 cd il . he d
[150a16554a107h1 0b6102509c311bf945cd0076522h 056580 Ti5a331]] _ routinely against the document

stamp that is embedded in the
PDF document.
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Filing a Brief in Support of a Motion

As a further illustration, we'll file a brief in support of a motion. Since this repeats screen samples from previous
examples, these illustrations will not display all of PDF documents.

Frame 5-42 Selecting Supporting Documents Selecting supporting documents

Criminal e The user should click on Supporting
Documents, Responses and

Zivil Events
Replies under Motions and Related
Initial Pleadings and Service Cither Filings Only con Filings.
Complaints and Other Initating Documents Motices F from §
Serwvice of Process Trial Documents
Answers to Complamts, Counterclaims and Appeal Documents
Crossclaims Administrative
Cither Answers Appeals
Other Docutments
Motions and Related Filings
Liotons
Supporting Docurments, Responses and Reples
Frame 5-43 Selecting the type of supporting document Selecting Supporting Documents,

Responses and Reply Events

Criminal ~ Query Reports -  Liilities ~ Search Logout

o Alist all of the events are displayed

Responses and Replies -
P pies ™ alphabetically.

i = - i

Available Events (click to select an event Selected EVe In the search text box, you can enter

TR o 2 = the beginning letters of the motion
rief in Support of Mation
Reply to Responze to Mation event you want to select.

Responze ta Motion
Fesponze to Objection to Appeal of Magistrate Judgg Decizion

Eis[s[gglr;se to Objection to Report and Recommendation LI e You may .also scroll u'p/down the
Mewt | Clear | scroll bar in the “ Available events”

list to facilitate your selection of
motion events/

Note: These examples below do not display all of the possible screens that can be encountered when a case
number is being entered for the sake of brevity. Review Frames 5-2a through 5-2g for more detail as to what
can be seen for errors, duplicate case numbers, etc.

Frame 5-44 Case number entry Case number entry

e Enter the number of the case for
which the document is being filed

F Chil ~ Criminal - Query Reports -

RESPOHSES and REPIIES o If you submit a case number that is

formatted incorrectly, ECF will prompt
an error message advising you of the
correct format for entering the case

number.
|sevsnon Fird This Case_|

e Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen

Civil Caze Humber

i I Elear and re-enter the case number in the
correct format.
e Click on the [Next] button.
Frame 5-45

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this
field to avoid filina vour document in the wrona case.
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Frame 5-46 Case Number Valid

Criminal -

Responses and Replies

Civil Case Humber

1:05-cw-3000

MHext | Clear |

Query Reports ~

e The case number is valid and the

M button is darken, so you can
click on it to continue.

¢ Click on the [Next] button

5-46a Review Screen

F

Responses and Replies

Chl ~ Crimninal -

Query Reports ~  LUHilities ~

1:05-cw-03000-LTB-REE Good Guys, Inc. v. Bad Guys

Mext | Clear |

Review Screen

o After clicking on the Mt
review screen is displayed.

button, a

Click on the —_M2# | button to continue
Designating the party filing

Frame 5-46b Designating the party filing

Pick Filer Select the filer.

Collapse All Expand All

FlAnadarko E & P Company LP dft - SRR
[ Alias
* RME Petroleum Company

H Petroleum O¢!
I Corporate Parent or other affiiate i

¢/ 2darko £ & P Company LD [dit
darko Land Company [dft]
SIoPHIE ation

Designating the party filing

¢ Highlight the name of the party for whom
you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking

i Toll Company [clm]
: “Anadarko General Resources LLC Unioil, Inc. [dft] on each party you represent.
‘Anadarko Limited Resources, LLC Zeiler Farms, Inc.  [pla]
émz::;m”"'“‘”g"“ « If done correctly, each party selected will
remain highlighted.
~Michael John Gallagher .
Cl Hew Fil
Gail L Wurtzler ﬂl
-AndreaWang Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050 ° Aﬁer h|gh||g ht|ng the parties to the
- jy-attytest — Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add. document CliCk on the [Next] button
Osbome J. Dykes, IIl ’
Frame 5-47

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-6381 or 303-
335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information. Only court personnel
can add or create new parties to a case. If you click on the Add/Create New Party hyperlink, ECF returns an error message

advising you of this restriction.
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Frame 5-48 Attaching the main PDF document

Motions
1:07-cv-01985-WYD-MJW Zeiler Farms, Inc_v. Anadarko E & P Company LP et al
NDISPO

[For ALLsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields. but one must be entered.

Y "

< Browse ,

e

Select the pdf d

t and any

Main Document

Attachments Category Description

l.l Browse I

=] |

M Clear

Frame 5-49 The choose file dialog box

'3 CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explore
FE}

Choose file

Look in: I@e)demal pifs fortrng = o« = EE~

than_supress-cr. pif

motion_supress—cr—new pof

ﬁproposediorder. pdf
proposed_order_cr.pdf

answer_cumplamt pdf
arrest warrant-1.pof
@ arrest warrant-2. pdf
'@arrestreturn 1.pdf
'@arrestretum 2. pdf
attachrnenl_‘l pdf

@ aw-wp 1. pdf

1] aw-wp 2. pdf

'@brlef_suppuri—
exhib\t_a oLE

@indic{men »
'@motion_protec

N hetiare Copy.

Scan for Yiruses. ..

File name: Open Yyith D j m
Filles afitgze: Cluick YView Plus - Cancel
Cluick Print ]
Add to Zip
Send To >

Attaching the main PDF document
¢ Click the [Browse] button.

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

There are file size limits for each PDF
document. The maximum file size
limit can be found by going to the

section and clicking on
Court Information

the link. The
court information page is
displayed.

One of the items on the Court
Information page is the maximum
file size for PDF files being
submitted to ECF.

Note: The maximum file size is
per PDF document. Your total
filing may exceed the per
document maximum. For
example, your main document is
2MB, Exhibit A is 4.9 MB, and
Exhibit B is 3 MB. All three
documents equal 9.9 MB.

e After viewing the PDF document,
close the Adobe application by
[clicking] in the “X” in the top right
corner of the Adobe application.

o Click on the [OPEN] button to
populate the entry box for the
filename.
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Frame 5-50 Review the PDF document Review the PDF document

Sindu Holp

e When viewing the PDF document,

e Irl?he TTnited States District Court .
E e T et o s check the document for items such
= as:
Lj‘% Case No 05-cv-00000 e court
E Doright, Plaintier e case number and style
—] e parties
= s e correct
document
Sinister, DDelendant
e The signature (i.e. s/ and the
Bricl in Support attorney name

s/Aty Stiles

Aty Stiles

901 19™ St Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

o After viewing the PDF document,

e R ) close the Adobe application by

United States District Court [CIICKIngf]tr:n t'zg E)( in thle. totp right
District of Colorado corner of the Adobe application.

Signatures \I Bookmarks

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. I electronically filed the foregoing with the Clerk of Court using the CM/ECF
system which will send notification of such filing to the following email
addresses:

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner
clris_vagner@cod.uscourts.gov. cod_aty@yahoo.com

e Click on the [OPEN] button to

Jack Yee
jack_yes@cob.uscourts.gov populate the entry box for the
and T hereby certify that T have mailed or served the document or paper to the following non CM/ECF participants ﬁlename.

Comments

in the manner (mail. hand delivery. etc.) indicated by the non participant’s name.

NONE

Frame 5-51 Adding the PDF filename

Choose file HE
Look in: |aexternal (s for trng = =% Eov
Tl answar_complaint. pof T motion_supress-cr pdf
ﬁarrest warrant-1. pof ﬁ motion_supress-cr-new. pof
Flarrest warrant-2 pdf proposed_order.pdf
ﬁarrestretum 1. pdf @Propasediordericr.pdf

ﬁﬁrreslrelum 2. pdf
ﬁatta:hment71.pdf
ﬁawkwp1 ot
an—wpzpdf

b i of;
ke _support-cr.pf
Flexhibit_a . pdf
ﬁlndldment [=1=1}
ﬁmotianiprulediveinrder pdf

\Z
g

File name: Ihriefﬁsupp\jr{pdf j
= |

Files of twpe: IAII Files (**)
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Frame 5-52 Attaching the main PDF document (continued)

For ALLsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.

PP 'S "

Select the pdf d it and any

Main Document

Attaching the main PDF document
(continued)

e The Filename box is now filled with

_—b the name of the main document.
C\D it d Settings\User\Dest B
(C:Documents and Setngs UserDeggis, B « If there are attachments to the

Attachments Category

l.l Browse

Description

-

main document, click on the [Browse]
button in the “Attachments” section.

I\F;)dl C\earl

Frame 5-53 The choose file dialog box

‘2l CM/ECF TRAIN - U.S. District C

Choose file 2]

Loak in I@ extamal pdfs fortmg

=l + & cFEr

The choose file dialog box

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

answer_complaint. pof
arrest warrant-1. pdf
arrest warrant-2. pdf
arrestreturn 1. pdf
arrestreturn 2. pdf
attachment_1.pdf
aw-wpp 1. podf
aw-wip 2. pof

brief _support. pdf
brief_support-cr pdf

Select

indic:tment.|
mUtan_prD

obat 5.0

Open w

Print

motionisupress—cr.pdf
otion_supress-cr-new. pdf
roposed_order. pf

Sl proposed_order_cr. pdf

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

N MNetware Copy...

File name:

Scan for Yiruses

Files of type: Open 'With »

L L

Open

Cancel

Cluick View Plus
Ciuick Print
Add to Zip

Add to List |

Remove from List

Send To

Cut

Copy

Frame 5-54

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in

Note: Again, as areview,

View the PDF document.
Close out the Adobe application.
Populate the ECF filename box.

OROIEERCONONES

Select the predetermined category for the attachment (or select the “blank” category.)
Enter more descriptive information, as needed.
Repeat the attachment process for all of the attachments you wish to add.

Frame 5-55

there are two attachments.

Note: Repeat Frames 5-35 through Frame 5-37 for the second and succeeding attachments. Frame 5-57 reflects
the position of having attached the main document and all attachments to be submitted. In this illustration,
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Frame 5-56 Adding attachments

Select the pdf document and any attachments.

[Main Document

[For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.

C:\Documents and Setlmgs\User‘uDeskt_/'

Attachments Category

Description

1,|C:\Documems and Settings\User\Desktor  Browse... |Exhibit

=

2,|C:‘\Ducuments and Settings\User\Desktoy  Browse... |

j IAﬁachmem 1

3,| Browse... |

|

R
Remove

==
< del >f‘.|n::r|

Adding attachments

e This screen display depicts the
adding of:

|____p* Main document
e Exhibit A

/vo Attachment 1

NOTE: If you wish to remove an
attachment you've added, [Click] the
[Remove] button to the right of the
attachment you wish to delete.

e [Click] the [NEXT] button.

Frame 5-57 Linking

Criminal

ZECF o -

Responses and Replies
1:05-cv-01000-EW1 Doright v, Sinister

\Select the appropriate event(s) to which your event relates.

M Clear |

Reports

7 0%/13/2005 3 Amended MOTION for Protective Order from interrogataries by Defendant Sam
Sinister. (Attachments: # (1) Proposed Crder (PDF Only))(Yee, Jack)

Linking

e This window allows the filer to link
the brief with other documents that
have been filed already. A list of
previously filed documents appears.
Documents such as briefs in support
of a motion must link back to the
motion.

e Using the mouse, select by clicking
in the check box(es) provided, which
documents you wish to link the brief
to.

o Click on [Next]
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Frame 5-58 Docket text modification screen Docket text modification screen

e The Docket Text modification screen
is displayed.

Criminal . Query Reports . Utilities

Responses and Replies
1:05-cv-01000-EVt Daoright v. Sinister

e This screen allows you to enter
optional docket modification text.

Docket Text: Modify as Appropriate.

BRIEF in Support re [3] Amended MOTION for Protective Order from interrogatories o After enter text or leaving blank, click
filed by Defendant Sam Sinister. (Attachments: # (1) Exhibit A# (2) attachment 1) (Yee, Jack) on the [Next]

EI Clear |

Frame 5-59 Final screen Completing the Transaction

Chl ~  Criminal ~ Query Reports ~  Utiities ~  Search e THISIS THE “LAST” SCREEN
UECF FOR YOU TO REVIEW!!

Responses and Replies
1:05-cv-03000-LTE-FEEB Good Guys, Inc. . Bad GLys o |If you click the NEXT button' the

transaction is posted to the
database.

Docket Text: Final Text i i
BRIEF in Support re [5] MOTION for Protective Order filed by Defendant Bad Guys. * Aninformational message as to the
(Attachments: # (1) Exhibit A# (2) Attachment 1)(Yee, Attorney) path and filename of the PDF
document is displayed for review.

This provides the user a “final”
opportunity to check the filename as

to it being the correct document. If

Source Document Path (for confirmation oniy): it's not the correct document, you
CiDocuments and SettingsiusenDesktop\POFs\shell pdisieciept.pdf  pages: 1 should abort this transaction and
CiDocuments and SettingsiusenDesktop\POFsishell pofsisurm_cv_act pdf — pages: 2 start over again.

ChDocuments and SettingswsenDesktop\PDFs\shell pdfsireciept.pdf pages: 1

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

Note: You CANNOT view any of the
_Mewt | Ciear | actual the document(s), only the path,
filename, and number of pages.

o Click on the [Next] button to commit
the transaction.

Frame 5-60

Note: ECF displays a “Final warning” indicating if the [Next] button is clicked, the transaction is completed and it is
entered into the ECF database and the Notice of Electronic Filing (NEF) is created and displayed. The NEF is
queued up to be sent as an e-mail to parties.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button as page information is NOT
cached and the user will encounter problems. It ‘s easier to just start over
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Frame 5-61 The Notice of Electronic Filing (NEF)

Query Reports -~ WHilities - Search

G;'ce of Electronic Filing Y

Notice of Electronic Filing (NEF)

The fallowing transaction was entered by Yee, Attorney on 6/4/2007 at 2:41 P MDT and filed on 6/4/2007

Case Name: Good Guys, Inc. v. Bad Guys
Case Number: 1:05-cy-3000
Filer: Bad Guys

Document Number: 12

Docket Text:
ERIEF in Support re [5] MOTIOHN for Protective Order filed by Defendant Bad Guys. (Attachments: #[1] Exhibit A# (2] Attachiment 1]Yee, Attorney)]

1:05-cv-3000 Notice has been electronically mailed to:

Another Goody  cod_ewn@yahoo.com

J——

Leslie Martin ~ leslis_a_martin@cod. uscourts. gov, gail_shaw@cod. uscourts. gov

Justa Goody  cod_aty@yahoo.com

Dean Martin -~ Leslie_A_Martin@cod uscourts. gov

Attorney Yee  jack_yee@cod.uscourts. gov, jack_yee@cob.uscourts. gov

1:05-cv-3000 Hotice has been mailed by the filer to:

Chris Wagner

Yagner and Yee
1234 N. 20th Street
Denver, CO 80294

The following documentis) are associated with this transaction:

Document description:Main Docurment

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_|D=107 1006659 [Date=6/4/2007] [FileMumber=71554-0] |
7239351 ae9e2bb4a53cfB8b35b7 0b8662d920210537 3219066524 aaa27 26914948
60905 edas8abba7 6fe 17 db32f35dY e2ebb96e8d3cd7 401 daa2co67 6681 ]]
Document description:Exhibit A

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_ID=107 1006659 [Date=6/4/2007] [FileMumber=71584-1] [
893bed31a35df52158d3b15923585cb9021 1f3abthee28bd0977 357 ccbeablfd3aB115
bb58ac13f325d717 16h46e995d39a67 3cheBbbl4d1 coe2 77 262b4ebd33]]
Document description: Attachrent 1

Original filename:n/a

Electronic document Stamp:

[STAMP deecfStamp_|ID=107 1006559 [Date=6/4/2007] [FileMurmber=71584-2] |
70325363 aad6538563a35881 3688816126407 db5D906fd2faffel 4ae51 4820219144
4da15b38b7 a15f0b7 acchB58eb13d8a29eabbd464faBdB97 ccBda7 eBe2]]

'\

The Notice of Electronic Filing
(NEF) is displayed.

This is your “receipt” of the filing.

The NEF has four informational
sections:

e The docketing information
section includes when the entry
was made, the document
number, and the docket text.

e The electronic natification
section displays the names and
e-mail addresses of
attorneys/parties that have been
electronically noticed.

e The manual notification section
displays any names and
addresses of recipients that
must be served by non-
electronic means. If there are
name(s) and addresses
displayed below the “Notice
has been mailed by the filer
to:” you must print a copy of the
NEF and mail along with the
document(s) you filed to the
parties displayed. You will
generally see names and
addresses for pro se parties and
attorneys that may not be
registered to be an e-filer.

e  The fourth section lists
electronic document stamp(s)

™ for each PDF document

submitted and serves as a
security feature. The document
stamp(s) are kept separately
and are compared routinely
against the document stamp
that is embedded in the PDF
document.

Submitting a Proposed Order

If the judge’s chamber procedures call for proposed orders to be submitted, registered users are required to submit
proposed orders as PDF attachments to the motions requesting the relief to be ordered. The user shall also submit the
proposed order in a WordPerfect (*.wpd) or Word (*.doc) format to the judicial officers assigned to the case. NOTE: DO
NOT SUBMIT WORD (.docx) documents, as they cannot be opened by software used by the court. The proposed

order shall be sent via e-mail to the chambers of the assigned district judge and magistrate judge. Users should review
the proposed orders sections of the ECF Procedures for the District of Colorado for more information and for chambers e-

mail addresses.
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Restricted Document Submission

Section VI of the ECF Procedures for the District of Colorado governs the filing of restricted documents. Restricted
document submission falls into two categories, documents in restricted cases and restricted documents in public cases.

Restricted Case Document Filing
A document filed in a restricted case must follow this procedure:

e The first document submitted in a restricted case by a party must be submitted in paper format.

e All subsequent documents should be filed electronically, unless the party has received different
instructions from the court.

e Attorneys of record in the case may view restricted documents electronically by using the PACER system.

e All documents filed in a restricted case must be served in paper format. The court’s electronic notice
facilities will not be available on restricted documents.

Restricted Document Filing in Public Cases
A restricted document filed in a public case must follow this procedure:

e A Motion to Restrict must be submitted electronically in accordance with the Local Rules of this court.

e Atthe same time, the party should electronically submit the document under restriction using the
Restricted Document event. Any document submitted under a different event will not be restricted from
public view.

e A Notice of Electronic Filing will be generated for the restricted document and considering the restriction
level, the document may be available via the NEF.

e Attorneys of record in the case may view restricted documents electronically by using the PACER system
depending on the restriction level applied.

e Depending upon the restriction level applied, the court’s electronic notice facilities may not be available to
serve restricted documents.

All questions on restricted documents should be forwarded immediately to the ECF Help Desk.
Privacy Policy

Documents with personal identifiers and other sensitive information should be filed electronically in accordance with the
court’s Privacy Policy. The Privacy Policy may be found in Section XI of the ECF Procedures for the District of Colorado.

Motion Practice

Basic federal civil motion practice follows the listed filing progression: motion — response — reply. Users should make a
point of following this practice when filing documents. A document filed by a party responding to the motion must be filed
as a response. It should not be filed as a reply. A document filed by a party responding to a response is a reply. Itis
critical for users to choose the correct event for a document and to make sure the document name and event name
match.

Combining Documents

Combining documents is prohibited by local rule and should be avoided. D.C.COLO.LCivR 7.1.C. states, “A motion shall
not be included in a response or reply to the original motion.”
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Objections to Magistrate Judge Findings and Rulings

Objections to magistrate judge findings and objections to magistrate judge rulings under Rule 72 may be found in multiple
areas of the event lists. User should search carefully for events in multiple categories prior to choosing one for docketing.

Filing a Return of Service
When filing a return of service, the user will enter the date of service and the system will automatically calculate the
answer date. The user should verify that the date is correct according to the deadlines set in the Federal Rules of Civil

Procedures. Particular attention should be paid to the deadline when the party served was the United States or an
agency or actor on behalf of the United States.
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Chapter 6
Query

Note: Beginning with Version 3.1 of CM/ECF, the Blue Menu Bar provides options to continue to use the static
menu selections or the cascading menu options to navigate from one function to another more easily. These
examples continue to show the static approach. See Appendix 3 to learn more about cascading menus.

Registered users should use this feature to query the Electronic Case Files (ECF) system for specific case information. To
enter the Query mode, click on Query from the Blue menu bar of ECF.

ECF opens the PACER Login screen. You must enter your PACER login and password before ECF permits you to query
the database.

Note: Your PACER login and password is different from your ECF login and password. You must have a PACER
account in order to retrieve, view, and print certain documents. You will be charged a fee of $.08 per page to
access documents, docket sheets, etc. from ECF.

Frame 6-1 Query entry screen Query entry screen
Query Query has 2 search options.
Search Clues 1. Case number query

Case Number ||

OR
Case Status: C Open  Closed Al \ /ZVVarious parameter selections to
Filed Date | to] L1 _deflne your query. Parameters
include the selection of:
Last Entry Date | to e Open, Closed, or both
f’ ¢ Filed date range
- . 0 (zero)
Nature of Suit 110 (naurance) e Last entry date range
120 (Contract: Marine) hd| e Nature of Suit code
f’ e Cause of Action code
- 0 (No cause code entered) e Person/business name for
Canselcieiclion 00-0000 (00:0000 Cause Code Unknown) .
02:0431 (02:431 Fed. Election Commission: Failure Enforce C) | ¢ Parties
. - o Attorneys

LastBusiness Name I (Examples: Desoto, Des*t) 4

First Name [ Middle Name | Using any combination of the

Type [ = / parameters in the query will focus

your query.

Run Query | Clearl
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Frame 6-1a Case Number Search

Query

or search by

Search Clues

Case Number

Case Number Search

If you use the case number query, the

MI s grayed out.

Case Status: T Open  Closed Al

Filed Date I to I

Last Entry Date I to I

Note: The “Run Query” button is
grayed out which indicates the button
is not functional until a valid case is
entered.

0 (zera)
110 {Insurance)
120 (Contract: Marine)

Nature of Suit

0 (Mo cause code entered)
00:0000 (00:0000 Cause C Unknown)
02:0431 (02:431 Fed. Bkection Commission: Failure Enforce C)

Cause of Action

Last/Business Name (Examples: Desoto, Des*t)

Middle Name I

First Name

¢ Once you begin to enter a case

number, the Find This Case | button is

displayed. After entering the entire

. Firnd This: C. |
case click on the ———===

button.

Frame 6-1b Duplicate Case Numbers

Search Clues

Case Number 2-12

Query
ooldng up case number Z—D »

or search by

Case Status: COpen € Closed Al

Filed Date | to |

Last Entry Date | to

0 (zero)
110 {Insurance)
120 (Contract: Maringe)

Nature of Suit

0 (Mo cause code entered)
00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commission: Failure Enforce C)

LastBusiness Name I (Examples: Desoto. Des*t)

Cause of Action

First Name [ | MiddleName[ |
Type [ =
Run Query | M
Frame 6-1c
Query

Search Clues
Case NMumber

|212

Hide Caze List |
Select a case:

™ 1:02-cr-00012-LTE US4 v, James et

I 1:02-cv-00012 Smith v. Smith

i ™ 1:02-mj-00012-BMB USA v, James et al &
or search by

Duplicate Case Numbers

o Find This C
o After clicking on the ul

button, a “Looking up case number
2-1...." Message is displayed as
CMI/ECF is verifying the case
number in the database.

o If you do not specify the case type
(i.e. cv, mc, cr, etc.), there could be
duplicate case numbers.

o If duplicate case numbers are
found, they will de displayed in a
list. You will need to check the
checkbox for the case you want to

query.

For criminal cases, you can further
drill down to specific defendants in
a criminal case.

Notice the next to the case
number for a criminal case. It
means that there are multiple
defendants in the criminal case and

you can click on the to expand
the list of available cases.
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Frame 6-1d Duplicate Case Numbers

Duplicate Case Numbers

e Once the list has been expanded,
» You can click on a specific
defendant, or the main case, which

would be for all defendants in the
criminal case.

e There's also a civil case with the
same number, 05-4003. If the civil
case is the one you want to query,
click on the check box for the civil
case.

Query
Search Clues
Case Number =003 Hide Case List | i
ol — /
© 105-cr-04003-EWNUSA v Quack etg/
[ 1:05-cr-04003-EWN-1 Joe Quac
[ 105-cr-04003-EWN-2 Lucy Quack
I 1105-cv-04003-EWN Doright v Simster
or search by
Case Status: " Open @sed Al
Filed Date | tol
LastEntry Date | to |
Nature of Suit 0 (zero) :I
N 110 (Insurance)
120 (Contract; Marine) |
Canse of Action 0 (Mo cause code entered) :l
e 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commizsion: Failure Enforce C) j
LastBusiness Name | (Examples:Desoto, Des*t)
FirstName Middle Name I
Type -]
Run Qusry | Clear |

Frame 6-1e Case Number Query

Query

Search Clues
Case Mumber

Hide Caze List |

12-LTH USAw. James et al =
02-cr-00012-LTE-1 Robert E. James
1:02-cr-00012-LTB-2 Catherine E. Bell
I~ j:02-cv-00012 Smith . Smith

I~ [1:02-mj-00012-BME USA v, James et al =

¢ When you click on the “entire case”
Lw checkbox, the others in the list are
grayed out, so you cannot click on
those other cases.

o If you clicked on a checkbox in
error, you must uncheck the
checked checkbox and then check
the correct checkbox.
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Frame 6-2 Running the Case Number Query
Query

Middle Name

FirstName

Tyvpe

Run Query

Search Clues
Case Number 1-05-cr-4003-1 Hide Case List
Selectacase:
FO03-EWNUSA v. Quacketal =
¥ 1:05-cr-04003-EWN-1 Joe Quack
I~ 105-cr-04003-EWN-2 Lucy Quack
| ll003-EWN Doright v. Stnister
or search by
Case Status: C Open (Tized Al O
Filed Date | to |
Last Entry Date | to |
= . 0 {zero) :I
Nature of Suit 110 (nsurance)
120 (Contract: Maring} =
Canse of Action 0 (No cause code entered) :l
e 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Cemmission: Failure Enforce C) j
LastBusiness Name | (Examples:Desoto, Des™t)

¢ When you click on a specific

defendant in a criminal case, the
other defendants’ case checkbox
(es) and the "entire case” checkbox
for that criminal case are not grayed
out. This allows you to check other
defendants in the case or check the
“entire case” checkbox.

o After you click on the case(s) you
want from the list, the

i MI button is darken so
you can click on the MI

button to perform the case number
query.
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Frame 6-3 Case Number Query Options

At the top of the window, ECF displays the case number, short-style, presiding judge, date that the initial pleading was filed and
the date of the last filing for the case.

Criminal Query Reports

1:06-cv-01000 Eabitt v, Fudd
Date filed: 07/11/2008 Date of last filing: 08/09/2008

Query

Alias
Associated Cases

Attorney
Case File T ocation...

Case SUmMmary
Dieadlines/Hearings...

Doclket Report ...
Filers
Historv/Documents...
Farty

Eelated Transactions...
Status

Yiew a Docurment

Alias - The alias option displays information, when applicable, containing other names by which a person is known.

Associate Cases - The associated case option contains information on consolidated cases and other associated court
information.

Attorney - The attorney option displays attorney information for each of the parties in the case.

Case File location - The case file location option provides information as to where a case file is located.

Case Summary - The case summary option provides an overview of current case-specific information.

Deadlines/Hearings - The deadline/hearings option produces a screen that allows you to query the database by various
means to obtain hearing and other scheduled deadlines.

Docket Report - The docket report option produces a screen that allows you to compile information on a specific case. You
may select a date range for your docket report as well as a range of document numbers. If you leave range fields blank, the
system will default to displaying the entire docket report. Place a checkmark in the box to “Include links to Notice of
Electronic Filing” if you wish to view them from the docket sheet. After you have selected the parameters for your report, click
on the [Run Report] button. ECF will run your customized docket report and display it in a window.

Filers - The filers option displays a list of parties, their role, and when they were added to the case. To view documents filed by
a particular filer, click on the appropriate hyperlinked party name.

History/Documents - The history/documents option queries the database for case event history and documents associated
with the case. After you click on the History/Documents hyperlink, ECF opens a run query screen. You may select the sort
order for the query report and choose to exhibit all events or only those with documents attached. ECF also offers you the
option to display the docket text in the report.

Party -The party option displays a list of the case participants and the attorneys associated with them.

Related Transactions - The related transactions option shows documents related to each other.

Status - The court does not use this option.

View a Document — Allows the user to view a specific document without needing to view a docket sheet. The user must know
the document number to use this option
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Frame 6-4 Name Search

orsearch by .
Case Status: \ ©open € Closed C Al
Filed Date | to|
Last Entry Date | to | .

: 0 [zera) ﬂ
Mature of Suit 110 [Insurance) °
120 [Contract: Marine] j

-

Cause of Action

L L

Last/Business Name

First Name I htiddl
Type J [Faty =]  Prisoner D *
Run Guery I Clear I

JF\Ie Edit ‘View Fawvorites Tools Help |JAddreSSI@https:ffecfftrain.cod.us:our‘ts.govﬁcgkb\n

SECF

gin.pl76117954803

Civil Criminal . Query Reports Wtilities

Select A Case

This person is a party in 2 cases.

1:05-cw-00111-EWN Dizzyland Enterprises v. Mouse filed 02/24/05

1:05-cv-00124-EWHN Duck v. Porky's BBQ filed 02/01/05

Name Search

You may query the ECF
database by the name of a
party or an attorney.

Enter the last name of the
person in the appropriate field.

If you enter the first name
and/or middle name, the
search will be more restricted.

Note: The Last/Business
Name is the key field for name
searches.

If the individual is a party to
more than one case, ECF will
open a screen listing all of the
associated cases.

If you click on the case number
hyperlink, ECF will open the
query screen depicted in

Note: Beginning with
Version 4.0, searches can be
on any or all of the eight
search parameters.

Frame 6-5 Additional query sample 1

Search Clues
Case Number

— .

or search by

Case Status:

Filed Date IIM.”ZUUT to |12/31/
Last Enfry Date I to |
Nature of Suit

0 (No cause code entered)
00:0000 {00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commission: Failure Enforce C) hd|

Cause of Action

Last/Business Name I (Examples: Desoto. Des*t)
I Middle Name I
Run Query Clear

Version 4.0 and later allows customers to enter/select query parameters to
focus their queries based on any of eight parameters. The more parameters
entered/selected will return fewer items as they must meet the parameters
entered/selected.

First Name

Type

Additional query sample 1

This sample query has the

following three parameters

entered/selected:

e All cases, closed or pending

¢ Cases filed from 1/1/2007
through 12/31/2007

o Nature of suit code of 190

The query returns a list of
cases based upon the
parameters selected/entered.

-49 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 5.X
EFFECTIVE DECEMBER 2, 2011

Frame 6-5 Additional query sample 1 (continued)

QED. Inc. v. U.S. Traffic Corporation et al fled 12105107 closed 04/15/08 ﬁ(ﬁ?”‘“m
1:07-cv-02548-WDM- ; 190(Contract
o~ B 07/
oNB IAX Corporation v. Texas Instruments Inc. filed 12/07/07 Other)
Ll DAt | i et g i G, e filed 12/07/07 llji?(a?ﬂ“ﬂ

Remeneski v. Aspenwood Condominfum Association. Inc. et al filed 12/10/07 closed 01/16/08 Ef'g(ﬂc)“‘mm

o If you click on the case number
hyperlink, ECF will open the
guery screen depicted in

Frame 6-5 Additional query sample 2

Query

Search Clues

Case Number ||
or search by
Case Status: # Open C Closed @

Filed Date T 200 to |12/ 17200

Last Entry Date

Nature of Suit

Cause of Action

LastBusiness Name I— (Examples: Desoto. Des*t)
First Name | MddeName[
Type [ =

Run Query | M

Select A Case
-cv-02370-WDM-MEH TeNs I Incorporated v. BIAX Corporation filed 11/09/07 190(Contract: Other) 09:0001(09:1 U.S. Arbitration Act)
7-cv-02348-WDM-BNE  BI4K Corporation v. Texas Instruments Inc. filed 12/07/07 190(Contract: Other) 09:0001(09:1 U.S. Arbitration Act)

Additional query sample 2

e This sample query has the
following four parameters
entered/selected:

e Open cases

e Cases filed from 1/1/2007
through 12/31/2007

« Nature of suit code of 190

e Cause of Acton code of
9:0001(09:1 U.S. Arbitration
Act)

e The query returns a list of
cases based upon the
parameters selected/entered.

o If you click on the case number
hyperlink, ECF will open the
query screen depicted in
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Chapter 7
Reports

Note: Beginning with Version 3.1 of CM/ECF, the Blue Menu Bar provides options to continue to use the static menu
selections or the cascading menu options to navigate from one function to another more easily. These examples
continue to show the static approach. See Appendix 3 to learn more about cascading menus.

Frame 7-1 The Report options

Reports

Diocket Sheet

Civil Reports
Civil Cases

Tudgment Index

Criminal Reports
Criminal Cases

Criminal

Query

Other Reports
Civil Events List (atty)

Criminal Events List (atty)

Civil and Criminal Reports
Calendar Events

Docket Activity
SWritten Opinions

The Report options

e The Reports feature of ECF
provides the user with several
report options.

o After selecting the Reports
feature from the Blue menu bar,
ECF opens the Reports screen.

Frame 7-2

Note: If you select Docket Sheet, Civil Cases, Judgment Index, Criminal Cases, or Docket Activity from the main
menu, ECF will prompt you to enter your PACER login and password. You will be charged the applicable PACER
charges. You may view Calendar Events, Written Opinions, Civil Events (atty), and Criminal Events (atty) without
charge and without logging into PACER.

Frame 7-2a

Note: These examples below do not display all of the possible screens that can be encountered when a case
number is being entered for the sake of brevity. Review Frames 6-1 through 6-2 for more detail as to what can be
seen for errors, duplicate case numbers, etc. Also remember that the “action” button (i.e. Run Report, Run Query,
etc.) button is grayed out until a valid ca;s number is;ntered.

Frame 7-3 The Docket sheet
Docket Sheet

Case numb( V)

& Filed I
" Entered

Documents I to |

Include:

|V Parties and counsel
¥ Terminated parties
™ List of member case;
™ Links to Notices pf Electronic Filing

est date first j

Document options:

¥ Include headers when displaying PDF documents
™ View multiple documents

™ Create Appendix

Format:
¢ HTML (unpaginated)
" PDF (paginated)

The Docket sheet

¢ If you have not already logged in
with your PACER information,
ECF opens the PACER login
screen. Enter you PACER login
and password. Click on the
[Login] button

e The Docket Sheet report is the
same as a_Docket Report from
the Query menu option
discussed in Chapter 6 (Query.)
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Frame 7-3 The Docket sheet

Docket Sheet

Case numl:uerlz_12

Find This Case I

I List of member cases
I Links to Maotices of Electronic Filing

Sort by I Oldest date first 'I

Run Report I Clear I\

* Filed — -
to
" Entered ! !
Documents | to |
Include: Document options:
¥ Parties and counsel IV Include headers when displaying PDF documents
W Terminated parties [ iview multiple documents

Format:
* HTML (unpaginated)
' PDF (paginatedy

Include Checkbox items:

e Parties and counsel - all parties and
related counsel will be listed.

e Terminated parties — will be listed and
shown with a (T) and the word
Terminated next to the party name.

e List of Member cases — will list
associated member cases on the report.

e Links to Notices of Electronic Filing —
will display a “silver ball” next to the
document number. The “silver ball” is a
link to the NEF.

\

_Betument options checkbox items:

e Include headers when displaying PDF
documents — will display a “pdf header”
on the PDF document which shows
case number, document number, date
filed, and page x of y of the document
filed.

e View multiple documents — will display
checkboxes on the docket report to
facilitate the ability to select and view
multiple documents at once. Will also
allow you to print the multiple
document(s). The user will also be able
to download the multiple documents to a
.zip file at one time. See Frames 7-xx
through Frame 7-yy to see examples.

Sort by selections
e Oldest Date first — will list the docket
entries by the oldest date first to the
latest (most recent) date.
e Most Recent Date first — will list the
docket entries by the most recent date
first to the oldest date.

Format:

e HTML (Hyper Text Markup Language)
- will display the Docket Report in a web-
based HTML format and is unpaginated.

® PDF (Portable Document Format) —

will create a PDF document of the
Docket Report and display it paginated.

If you do not need a complete
docket sheet, you can narrow the
size by entering a specified date
range or enter a document
number range before you run the
report.

Frame 7-3a

Docket Sheet

Case numberlz_12

 Filed
to
 Entered I I
Documents | to |
Include:

¥ Parties and counsel
1 ¥ Terminated parties
I™ List of member cases
I Links to Maotices of Electronic Filing

Firnd This Case I

Document options:

I Include headers when displaying PDF documents
[ iview multiple documents

Format:

& HTML {unpaginated)

' PDF (paginated)

Sort by I Oldest date first vI
Fiun Report I Clear I

Enter the case number in the “Case
Number” field.

. Find This C
Click on the ul button.

Once the case number is found, the

Run Report | button is darken and

you can click on it to run the docket
report.

-52 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 5.X
EFFECTIVE DECEMBER 2, 2011

Frame 7-3b
UocKet Sheet

Case number |1: 02 -5¥-12 Hide Case List

Select a case:

™ 1:02-cr-00012-LTE USA v. James et al &
V' 1:02-cv-00012 Srnith v. Smith

™ 1:02-mj-00012-BNE USA v James et al =

* Filed

to
" Entered l
Documents to
Include: Document options:

I¥ Parties and counsel ¥ Include headers when displaying PDF docurments
V¥ Terminated parties ™ “iew multiple docurments
[ List of member cases Format:
I¥ Links to Motices of Electronic Filing & HTmL {unpaginate)
" PDF (paginated)
Sort by | Most 1ecent date fist =]
Fun Report Clear

e Enter/select docket sheet display
options before you click on the

Fun Report button.

o Enter filed/entered date range
(optional)

¢ Enter document range (optional)

e Select items to include in the
docket report display (see Frame
7-3 for details of the selectable
items)

Click on the [Run Report] button.

Frame 7-3c Large Docket sheet warning
Docket Sheet

The report may take a long time to run because this case has many docket entries. You can go back and modify the selection criteria or select one of the following
options.

Inclde docket entries:
@ for the past week
" for the past 90 days
(" for the past year
" as fnitially requested

Run Report M

If the docket sheet has a large number
of docket entries (i.e. more than 250
entries), a warning display is presented
to give you options to shorten the
entries returned and reducing the
PACER charges.

You can select the original option, if you
want the larger docket sheet.

Frame 7-3d Sample Docket Sheet (HTML — (Unpaginated) format)

U. 5. District Court [TEST]
District of Colorado [TEST] (Denver)
CIVIL DOCKET FOR CASE #: 1:02-cv00012

Smith v. Smith Date Filed: 06/02/2007

Assigned to Jury Demand: Defendant

Cause: 05704 Labor Litigation Nature of Suit: 445 Civil Rights: Americans
1 with Disabilities - Employment
Jurisdiction: Diversity

Plaintiff

Jane Smith represented by Jackbert Yeebert
1 Alley Way
Denwer, CO 80294
Email: jack_yee@cob uscourts.gov
LEAD ATTORNEY
ATTORMEY TO BE NOTICED

Y
Defendant

Oliver Smith represented by Chris Vagner
“agner and Yee
1234 N. 20th Street
Denver, CO 80294
303-335-2009
Fax 303-335-2040
LEAD ATTORNEY
ATTORMEY TO BE NOTICED

Attorney Yee

1901 19th 5t

Denver, CO 80294

Email: jack_yee@cod uscourts.gov
ATTORNEY TO BE NOTICED

Date Filed # Docket Text

06/02/2007 Ql COMPLAINT against Oliver Smith { Filing fee $ 350, Receipt Number 12345) Summans
Issued, filed by Jane Smith (Yee, ) (Entered: 06/05/2007)

06/08/2007 2o | ANSWER to Camplaint by Oliver Smith (Yee, Attorney) (Entered: 06/08/2007)

06/08/2007 B3 | Amended MOTICN for Protective Order fram inferrogatories by Defendant Cliver Smith.

(Attachments: # 1 Proposed Order (PDF Only))(Yee, Attarney) (Entered: D8/08/2007)

06/08/2007 Qa_l BRIEF in Support re 3 Amended MOTION for Protective Order from inferrogatories filed

Sample Docket Sheet
(HTML — (Unpaginated) format)

e Caption information

e Party and attorney information

« Docket entries and links to PDF
documents
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Frame 7-3e PDF Copy of the Docket Sheet
Docket Sheet

Case numbed1:02-cu-12

* Filed
to
 Entered ! !
Decuments | to |
Include: Document options:

M Include headers when displaying POF documents
¥ Terminated parties ™ “iew multiple documents

™ List of member cases Format:
I¥: Links to Motices of Electronic Filing leiaginate )

f" PDF (paginated)
Sort by| Oldest date first 'l
Fiun Repart I Clear I

| ¥ Parties and counsel

(PDF — (Paginated) format)

e An alternative format of the
Docket Report is to select the
PDF (Paginated) format of the
docket sheet before running
the report.

e The PDF — (Paginated)
selection will create a PDF of
the docket sheet and place a
header with case number,
date, and time the docket
sheet was printed.

Frame 7-3f Sample Doc
- 1:02-cv-12

As of: 06/08/2007 11:11 AMMDT 1 of

U. S. District Court [TEST]
District of Colorado [TEST] (Denver)
CIVIL DOCKET FOR CASE #: 1:02-¢v-00012

Date Filed: 06/05:2007

Jury Demand: Defendant
Nabure of Suit; 445 Civil Rights:
Americans with Disabilities — Employment
Junsdiction: Diversity

Smith v. Smith
Aszignad to:
Cause: 03:704 Labor Litigation

Plaintiff
Jame Smith represented by Jackbert ¥ eebﬂ t
1 Alley Way
Denver, © O 80294
Email: jack \'Ef i cob uscourts gov
LEADA
ATTORNEY TO EE NOTICED
V.
Defendant
Oliver Smith represented by Chris Vagner
V agmer and Yee
234N, 20th Street
Demer CO 80204
303-335-2000
Fa\ 303-335-2040
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
Attorney Yee
1901 18th St.
Denver, CO 80294
Email: jack vee cod.uscourts. gov
ATTORNET TO BE NOTICED
Date Filed # Docket Text
06052007 @1 | COMPLAINT against Oliver Smith ( Filing fee $ 350, Receipt Number 12345)
Summens Tssued, filed by Jane Smith (Vee, ) (Entered: 06/0 /2007)
06/08/2007 @) | ANSWER to Complaint by Oliver Smith (Ves, Attorney) (Entered: 06/02/2007)
06/08/2007 @3 | Amended MOTION for Protective Order from interrogatories by Defendant
Olwver Snuth (Attachments: # 1 P‘rcposed Order (PDI—'Ou.lyj)('l’ee: Attomey)
(Entered: 06/08/2007)
056/08/2007 @4 |BRIEF in Suppart re 3 Amended MOTION for Protective Order from
intervogatories filed by Defendant Oliver Smith. (Attachments: # 1 Exiibit A% 2
Attachment 1)(Yee, Attomey) (Entered: 06/08/2007)

Sample Docket Sheet
(HTML — (Unpaginated) format)

e Case Number, date, time, and
number of pages for the Docket

Sheet are on a header for the
PDF

e Caption information

e Party and attorney information

o Docket entries and links to PDF
documents

-54 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 5.X
EFFECTIVE DECEMBER 2, 2011

Frame 7-4 Civil cases report

UECF Cil ~ Criminal ~ Query Reports -  Utilities - Search Logout

Civil Cases Report

Warning: This report is not subject to the 30 page billing cap.
will be billed for the total number of pages. If you want to run a report for a single case, you can use th
Query Menu or the Docket Report.

Office ., Case . o | Mature Derol -
olorada pnngs arkruptcy judaments i zer
Denver wpe Civil j RIELIL 110 (Insurance) LI

Cause

0 [Mo zause code entered)
DZ 0431 (02:431 Fed. Election...)

Jurisdiction Case I
Diwersity
Federal Question ﬂags ADMAPP Open
Termlnal digit(s) cases

r
Closed
cases

Filed |5/29:2007 to IBf’5f’ZDD?
Sort by| Case Mumber = | | =l | 3|
Output Format * Formatted Display
" Data Only
Run Report I Clear I

Frame 7-5

UE F Query Reports ~  Utilities ~ Logout

Civil Cases Report

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total numbker of pages. If you want to run a report for a single case, you can use the
Query Menu or the Docket Report.

C ase « | Nature -
Colorado Spnngs Bankluptcy |udgments of suit | 0 [zer0]
Denver 10 (rsurance] LI

Civil cases report

Note: There is not a cap for charges
when running the Civil Cases Report

e The Civil Cases report provides you
with the flexibility to query the ECF
database to locate cases filed based
upon parameters you enter or select.

e The parameters you can enter or
select are:

Filing date range

Cause code

Nature of suit

Case flag(s)

or any combination thereof

e If you have not already logged in

with your PACER information, ECF
opens the PACER login screen.
Enter you PACER login and
password. Click on the [Login]
button

e Enter the range of case filing dates
for your report and select any other
search criteria you wish to narrow
your search. If you enter a date
range only, ECF will display all of the
cases filed within your date range.

o If you leave all fields blank, ECF will
display a report for all cases opened

Cause q
0 [No cause code entered) n ECF
DZ D431 [02 41_31 Fed Elacnnn ] v
Jurisdiction Case - i~ .
E'\;ers':yu t flags 2% = Open ¢ In this example, we enter a date
ederal UES (g | - P 3
Rcsa Bt Terminal digit(s) | 2, clgses range for cases filed from 6/1/07
4-7 .
e through 6/8/07 and click on the [Run
cases Report] button.
Filed IBM J2007 to IBKBKZDD?
Sort by | Case Number | | =] =
Output Format  Formatted Display
" Data Only
Fun Report Clear I
Frame 7-6 Sample Civil Cases Report Sample Civil cases report

UE : chil ~ Criminal ~ Query Reports ~  Utilities - Search Logout

Civil Cases Report

U. S. District Court [TEST] -- District of Colorado [TEST]
Filed Report Period: 8/1/2007 - 6/18/2007

case Numbers Days
Title Case Dates Pending Notes
1:02-cv-00012 Case fied: 06/05/2007 23 Cause: 05:704 Labor Litigation
Smith v. Smith NOS: 445 Civil Rights: Americans

with Disahbilities - Employment
Office: Denver

Jurisciction: Diversity
Presider: Unassigned

Juny demand. Defendant

Total number of cases reported: 1

Selection Criteria for Report

Office All

Case Type Al

Mature of Suit |All

Cause All
Jurisdiction All

Filed Date 8/1/2007 - 6/8/2007
Case Flags All

Terminal Digits | All

Open Cases wes

Closed Cases |No

Sort by Case nurmber

e The report is returned with the cases
found.

e There’s a link to the docket report
from this report.

e Atthe end, there’s a summary of the
report selection criteria.

e Remember, you are billed PACER
charges for running this report.
However, this may serve as a
valuable research tool.
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Frame 7-7 Calendar events report

cECF

Chil ~ Criminal ~ Query Beports - Utilities Search

Calendar Events Report

Case
number

Office «| Nature — ]
Durango [2) of suit | U [2em
Grand Junction (3] LI 10 (Inswrance] Iy

Calendar |

Set [5/5/:2007 to|
C Both T AM C PM
Time | C aM O PM

¥ Include decket text

Calendar -
events | Allocution Hearing
Arbitration Hearing LI

Sort bVI Time vI

Run Report I Clear I

Frame 7-8 Sample Calendar events report —with docket text

SECF

Civil ~ Criminal ~ Query Reports -  Utilities ~ Search Logout

U. §. District Court [TEST]
District of Colorado [TEST]
Calendar Events Set For 1/1/2006-2/2/2007

01/17/2006
10030 Ahd
1:058-cv-00003-LTE-M.IW Pike et al v, Explorer's Ouffitters | et al
(Mature of Suit 190 - Contract: Other)
Settlement Conference Courtroom A 502
a PRO SE Kit Carson (Defendant)
John Wesley Powell representing Zebulon Montgomery Pike (Plaintiff), 5t. Louis Trading Compary |
(Plzirtitfy
James Taylor representing Explarer's Outfitters | {Defendant)
& Minute Entry for proceedings held before Magistrate Judge Michael | wWatanabe - Scheduling
Conference held on 10/12/2005. Discovery due by 471 7/2006. Dispositive Motions due by 4/17/2006.
Settlement Conference set for 1/17/2006 10:30 AM in Courtroom A 502 before Magistrate Judge
Michael J. Watanabe. Proposed Pretrial Order due by 2/2/2006. Preliminary Pretrial Conference set
for 2/8/2006 09:00 AM in Courtroom A 502 before Magistrate Judge Michael J. Watanabe. (Court
Reporter FTR-Ben “an Dyke.)
01/20/2006
10030 Ak

1:08-cw-00048-ZLW-BNE Pike v. Explorer’s Outfitters |
(Mature of Suit 190 - Contract: Other)
Settliement Conference Courtroom A 502

representing (Defendant)
John Wesley Powell representing Zebulon Montgomery Pike {Plaintiff)
@ Minute Entry for proceedings held before Judge Michael J. Watanabe - Scheduling Conference held
on 10/6/2005. Discovery due by 4/28/2006. Dispositive Motions due by 5/30/2006. Settlement
= Conference set for 1/20/2006 at 10:30 AM in Courtroom A 502 befare Magistrate Judge Michael J.
= wWatanabe. Proposed Final Pretrial Order due by 9/25/2006. Final Pretrial Conference set far
9/29/2006 at 08:30 A in Courtroom A S02 before Magistrate Judge Michael J. Watanabe. mMr. Frankl
shall farthwith enter his appearance .{Court Reporter FTR Shelley Moare.)

Calendar events report

This report displays scheduled
events.

Selection criteria are:

¢ by a specific case number

¢ by specified date range

¢ by type of calendar event

¢ by time of day

¢ print docket text with the
Calendar Events Report

e Examples:

e Search for all events scheduled
for a specific case by entering
the case number and end date in
the applicable fields.

¢ Search for a specific type of
hearing in a specific case within
a date range by entering the
applicable information.

o If you checked the box to
“Include docket text”, the docket
text will be shown on the
Calendar Events Report. There
will be a “silver ball” next to the
docket text. The “silver ball” is a
hyperlink to the actual docket
entry crating the scheduled
event.

o After entering your criteria, click
on [Run Report]. A compiled
report is displayed

Frame 7-8a Sample Calendar events report — without docket text

u CF o ~

Crimimal - ey Reports = WNilities - Search Logos

U. 8. District Court [TEST]
District of Colorade [TEST]
Calendar Events Set For 1/1/2006-6/14/2007

01 AT 2008
10030 AM
1:05-cy-D0003-1 TH-MM Pike £t 8l v Explorer's Ouifithers | ef al
(Mature of Sut 190 - Contract Caher)
Semiement Conference Courtroom A 502
PRO SE kit Carson [Defendant)
John Wesley Powel representing Zebulon Montgomery Pike (Plainbir), St. Louis Trading Company |
(Plaintrr)
hames Taylor representing Explorer's Outfitters | (Defendant)
01720/ 2006
10030 AM

1:05-cy-DiD08-TLW-BNE Pike v Explorer's Qtfiters |

(Mature of Sut 190 - Contract Cther)

Semiement Conférence Courtroam A 502

representing (Defendant)

John Wesley Powell representing Zebilon Montgomery Pke (Plainkfr)

¢ If you un-checked the box to
“Include docket text”, the docket
text not will be shown on the
Calendar Events Report.

e The report displays more entries,
as the docket text is not
displayed.

e Additionally, the “silver ball”
(hyperlink) to the actual entry
creating the schedule is not
displayed.
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Frame 7-9

Internet website for official calendars.

Note: The calendar events report is not the official calendar of the court. Users should consult the court’s

Frame 7-10 Docket Activity Report (TWO VERSIONS)

Version 1 - Docket activity with an attorney logged onto ECF and selecting
the Docket Activity Report

Logout ?

1itilities

Warning: This report is not subject to the 30 page billing cap.
g will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu or the 13
Repot.

Docket Activity Report PUBLIC ACCESS

Case

number

Office +| Case type
Colorado Springs
Denver =l Civil
Event - Case flags -
CLOSED
MOL d

Open cases
Closed cases

category E;(TEND
adma

answer j

~ Symmary text
Filed bet 87132006 d (51472006
ted between 113 ant 14  Fall docket text
Sort by | Case Mumber | | |
Fun Report Clear

Version 2 - Docket activity with an attorney/user just logging on with a
PACER account and selecting the Docket Activity Report

UI
W H}?ﬂlg This report 1s not sub]ect to the 30 page bl.“l.llg cap.

Query Reports Utilities Logout

You will be billed for the total numbef of pages. If you want to run a report for a single case, you can use the Query Menu or the Docket
Report.

Docket Activity Report PUBLI{: ACCESS d
e B

Case " Open cases
number I” Closed cases

Office | Case type -
Colorado Springs Bankruptcy judgments
Denver j Civil j
Event - Case flags -
category |EXTEND CLOSED
a0ty al MOL .|

answer

“ Summary text
Filed bet 6/13/2006 d [8/14f2008
bt B and Jin ¢ © Full docket text
Sort by I Case Number = | I =l
Fun Report Clear

e [f you have not already logged in with your PACER information, ECF opens the
PACER login screen. Enter you PACER login and password. Click on the
[Login] button

o Enter the range of case filing dates for your report and select any other search
criteria you wish to narrow your search. If you enter a date range only, ECF will
display all of the cases filed within your date range.

¢ If you leave all fields blank, ECF will display a report for all cases opened in
ECF.

In this example, we enter a date range for cases filed from 8/1/05 through 8/5/05
and click on the [Run Report] button

The Docket Activity Report

e The Docket Activity report provides
you with the flexibility to query the ECF
database to view docket entry activity
by specific case meeting selectable
criteria, or by selectable criteria that
may display numerous cases meeting
the selection criteria. The selectable
criteria for the Docket Activity report
include:

e Open and/or Closed cases

Office

Case type

Event Category (i.e. motion,

answer, complaint, etc.)

Case flag(s)

o Date range of activity filed

e Summary or full Docket text

Note 1. There is not a cap for charges
when running the Criminal Cases Report

Note 2: If you logged onto to ECF and
then to PACER to run the Docket Activity
Report, you will see a Check Box

l¢' Only cases to which [ am linked \yiih the

box pre-checked to indicate that you
want to see only cases that meet the
selection criteria and where the attorney
is linked to. You may un-check the box if
you want to see all cases meeting the
selection criteria.

Note 3: If you logged on just with your
PACER account, and run the Docket
Activity Report, you notice the

I# Only cases to which I am linked |5 ot
present. Since you logged on just with
PACER, ECF knows the PACER account
is not tied to a specific attorney so it will
not display the check box.
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Frame 7-11 Sample docket Activity Report

Criminal utiities The Docket Activity Report is displayed
based upon the date and selection criteria

you entered/selected.

Query

Reports Logout

Docket Activity Report

U. S. District Court [TEST] -- District of Colorado [TEST]

Criminal

Query

Reports

Selection Criteria for Report

Logout

The Case numbertftitle is listed as a

Report Filed Period: 1/1{2006 - 8/14/2006 .
link to the docket sheet,
Case Number/Title Dates Category/ Docketed by Notes
Event . . . Wpe
1:06-cr-00001-PSF Zufered 04/28/2006 Cwiegarycharge-cr Kt e Denver The date IS d|5p|ayed as it fe” Wlthln
USA v, Jones ﬁfiigi/gg/gggﬁ Ereaeindictment Trpeqcrt FreciderPhillip 5. Figa the date range’
Larumentl
INDICTMENT as to Felicity Jones (1) countfs) 1. (klt, ) : The CategOI’y/Event iS dlsplayed
Li06-cr-00601-REE Eufered05/03/2006 Caiegadyrcharge-of Kt Clee:Denver
Uss v, Schmucker 10;53:24 ZEentindiciment Tppecrt FresrgderRokert E, Blackbum
OSSO0 The Docketed by column shows who
Lacamencd y
INDICTMENT as to Eric Schrancker (1) count(s) 1. (klt, ) dOCketed the event
L:06-cr-00602-% T Zdered 05/03/2006 Cxiegargcharge-cr Kt e Denver
USA v, Schmucker 11:13:15 Ereatndictment Tipecr Frederiley Y. Daniel 3 R .
e 05032006 ¢ Finally, a Notes column is displayed
Lorumentl

showing miscellaneous information
such as office, presiding judge, flags,
etc.

Case number | all At the end of the Docket Activity Report,
Filed Date  |1/12005 - 81472006 a summary of the selection criteria is
Entered Date |l displayed to indicate what parameters
Office Al were used to select the report data.
Nature of Suit |All

Cause all

Case type cr

Case flags All

Open Cases No

Closed Cases |No

Event Category |charge-cr

Docket Text full

Sort by case number

Total Number of Docket Entries: 5
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Frame 7-12 Criminal cases report Criminal cases report
Criminal Cases Report
—— e The Criminal Cases report provides
o Warning: This report is not subject to the 30 page billing cap. > you with the flexibility to query the ECF
M, You will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu or the Docket Report. database to locate cases filed based

upon parameters you enter or select.

e The parameters you can enter or

Office Case types Case
Colorado Springs Criminal flags (2255
Demer R Iagistrate Judge R ADWAPP

. select are:
Cltalmnl
Count Status ¥ Pending I~ Disposed e Office

Filed 3292010 g j/8r2010 e Case type

Terminal digit(s) 147 ¥ Pending defendants e Case flag(s)
I” Terminated defendants o Citation code

Sort by Case Number v|| K| K e Count status (pending or terminated)

Output Format & Formatted Display o Flllng_ date _re_lnge
" Data Ouly e Terminal digits
Run Report | Clear e Defendant status
e or any combination thereof

e If you have not already logged in with your PACER information, ECF opens the \ )
PACER login screen. Enter you PACER login and password. Click on the Note: There is not a cap for charges
[Login] button when running the Criminal Cases Report

o Enter the range of case filing dates for your report and select any other search
criteria you wish to narrow your search. If you enter a date range only, ECF will
display all of the cases filed within your date range.

¢ If you leave all fields blank, ECF will display a report for all cases opened in
ECF.

In this example, we enter a date range for cases filed from 8/1/05 through 8/5/05
and click on the [Run Report] button.

Frame 7-13 Sample Criminal cases report Sample Criminal cases report

ZECF Civil -  Criminal - LTS R Y | ¢ The report is returned with the cases
U.S. District Court [TRAIN] - - District of Colorado [TRAIN] found.

Report Period: 08/01/2005 - 08/10/2005

e There’s a link to the docket sheet from

Date Filed/

Case Number/ Date Closed/ Days .
Title Rz’;‘;::d/ Rteclnsed Pen;ng Lates this report.
1.05-y-03000-EWN \Filed: 02/05/2005 40 Office: Denver
Sinister v. USA ,
1USA pdded.-osmﬁfzoos ‘ |Preslder Edward W Nottingham e Atthe end, there’s a summary of the
Total Number of Cases Reported: 1 report SeleCtlon Crlte”a'
Criminal C'ases Report Selection Criteria .
T dmms | e Remember, you are billed PACER
CO'“:;: o charges for running this report.
Case flags a However, this may serve as a valuable
Filed Between : 8/1/2005 - 8/10/2005 research tOOI.
Tnclude Defendants that are: ;Z‘f‘;igwes
Sort by: Case number
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Frame 7-14 Judgment index report

T4 CMECF TRATN - LS. Districk Courticod - Microsolt Internet Explorer

B B Yew Fgeorbes
Agdress |m it |fecf-train, cod ustourts. gov/eo-binlogn. o TAIIGASA4 1667 12-L_200_0-1
=Bk v = - @D [ | Qseocch [EjFaverkes Fredas (3| B S B

Unks 8] Barkruptey CHHECE Froduct Bage 48] CHHECF Live Exatabiass - login [ jGooge

Tooks  Help

Criminal

=l® x|

=l @
(=]

9

Reports Utilities. Logout

Hudgment Index Report

Case mumber [
Lastname[
Judgment date range [137005  go [o242005
Sort by: [Case number =]
Fiun Feeport ﬂl

£ Capkakzation counts. The astertss widcard may be used to broaden the criteria srkered,

First name

Middle name

5 [ trkemer

Judgment index report

This report displays information
about selected judgments.

The Judgment Index Report provides
you with the flexibility to query the ECF
database to obtain judgment
information by:

e Case number

e Party name

e Date range

e or any combination thereof

After entering the selection criteria you
wish to search, click on the [Run
Report] button.

Frame 7-15 Sample Judgment index report

Criminal .

1.01-cv-00001-EWIT-COES Colorado,
State of v. Junoco, Inc., et a

In favor ofs A.O. Smith Corporation
Against: Colorado, State of

Query -«

=
Logout ?

Reports - Utilities .

Mo Payment
05/24/2005

Lmognt: § 0.00 Dt AO Smith Corperation's Motion for Sum Jgm en the Merits is

CGranted. The civil action and

Dit A Smith

are dismissed with prejudi

Corporation shall have its costs upon the proper filing of a Bill of C'osts within 10 days,

Dare: 0572472005
Document: 223
Interest: 0.00%

Conars Cosz: §0.00

I favar of: Welter Pratt
|4 gainse: Peter Tedesco
| Amaunt: § 315000.00
Data: 03/09/2005
Dacurment: 243
Inzarest: 0.00%

Caare Cast: §0.00

1.01-cw-00694-REE-BINE Prattv.
Tedesco

1.01-cw-00777-REB-CBS C
et al w. BHP Pet UK Corp

|4 gainst: John Bonneville

In faver of BHP Petroleum (UK) Corporation

[Fully Satisficd
03/09/2005

[ Payment
07/11/2005

|Armcunt: § 0.00 fmended Supplemental Tudgment in favor of Defendants and against

Plaintiffs

Date: 07/11/2005
Docurment: 55
Interest: 0.00%
Court Cast: § 0.00

Sample Judgment index report

The report is returned with the
judgments found.

There’s a link to the docket sheet from
this report

Remember, you are billed PACER
charges for running this report.
However, this may serve as a valuable
research tool.

Frame 7-16 Written opinions report

3
Written Opinions Report

Case Numher ||
Last Name I

Office

Civil » Criminal

First Name

Nature of
Suit

Derwver
Dlurango j

«  Query Reports - Utilitig

—

0 (zera)
110 finsurance) ﬂ

Middle Name I

Case Type S Cause
Bankruptoy judgments *41%()
Ciwil =l 0 (Mo cause code entered) =l
Case Flags E
2255
ADMAPP ﬂ
Filed hetween [3/15/2005 | and [3/14/2005 | © Summary text
 Full docket text

Sort by | Case MNumber 'l
Run Report | Clear |

Written opinions report

This report displays written
opinions issued by judges.
The Written Opinions Report
provides you with the flexibility to query
the ECF database to obtain written
opinion information by:

e Case number
Party name
Office
Nature of Suit code
Case Type
Cause codes
Case Flags
Date range
or any combination thereof
After entering the selection criteria you
wish to search, click on the [Run
Report] button
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Frame 7-17 Sample Written opinions report Sample Written opinions report
Criminal - Reports -«  Utilities - Logout ‘9 e The report is returned with the written
Written Opinions Report = opinions found.
U.S. District Court -- District of Colorad s .
Flled Report Period: /152005 - 9/14/2008 e There’s a link to the docket sheet and
Case Number & Name: ::': D:L Description: Hotes: the dOCUmem from '[hIS I’epOI’t
1 89-00.00732. TLK .CBS Sand |08/19/2005 | 145 | ORDER granting 144 MOTION to Withdraw Lisa B Frimkel ndto Officie: Dewes - : -
Creck Partnes v. Preaier Substinte Appearance ofR. Willam Rerwe as counsel fo nserested Pasty | Casy Flags: Case Teimed, e This report is provided at no charge to
Financial, er al Cadle Company, The. Signed by Judge Jobn L. Fane on 81005, (dlb, ) T:[i:::gi:‘g—:::: Zermce the CUStomeI’.
NS Contract: Cther

Cerge: 28:1331 Fed,
Cuestion: Breach of Contract
1:50-cw-00181-TLE Cock, et al |0B17/2005 | 1422 | ORDER regarding Telephonic Stanss Corference set for /2202005 05:00 Ciffice: Denver

v Rockwell Infl Corp AM betore Judge John L. Kane by Judge John L. Hane on 81005, (db, ) Cage Flage: Class Achon,
Supy & row Service
and Angwer RBeport
NOE: Economrae Stabdiranon
Act
Cause: 331363
Enveronmental Matters

OETER2005 | 1032 | ORDER. grantmg 992 EIGHTH APPLICATION for Payment of Fees and Office: Deaver
Costs by Special Masters Richard M. Borchers and Bruce D Pringle. Signed | G Flagse: Cise Termed,
by Tudge John L. Eane on 81305, (pap, ) Class Action, Lead Case, Mag

Eer Pending, Men Despositive
hiakinne S Ry S || |

Sample Civil and/or Criminal events report
Frame 7-18 Sample Civil and/or Criminal events report

o Sample Civil events report for
Sample Civil events report for attorneys attorneys

=
Criminal . Query Reports . Ui Logout ?

MY E;g;g{f%%%g LIST 1| e The report is returned with the events
available to attorneys filing in civil
INITIAL PLEADINGS AND SERVICE cases.
Complaints and Other Initiating D Service of Process . i i
[Amended Complaint [AfidawitRetuen of Service e This report feature will provide the
Gounterclun (Gerticale of Service most current and accurate list of
Crossclaim Service by Publication
Intervenor Complaint Summons Returned Executed even tS fO r attO rn eyS .
Third Party Cemplaint Summons Returned Executed as to USA
Summons Returned Unexecuted
[Waiver of Service Eaecuted ¢ You can use the [Crtl-F] or Find
"Writ of Habeas Corpus ad Prosequendum Executed .
Wit of Habeas Corpus ad Prosequendum Unszecuted option to search for word(s) to locate
"Writ of Habeas Cerpus ad Testificandum Exzecuted H
Writ of Habeas Corpus ad Testificandum Unexecuted the event you WISh to use.
Answers to Complaints, Counterclaims and Crossclaims Other Answers
[inswer to Amended Complaint smended Answer to Complaint e This report is provided at no charge to
\Answer to Complaint \Answer to Wit of Garnishment
nswer to Conpterclan Claio the customer.
\Answer te Crossclaim Objection to Appeal of Magistrate Judge Decisien
\nswer to Intervenor Complaint Objection to Report and Recommendations

Sample Criminal events report for
attorneys

Sample Criminal events report for attorneys

Query .  Reports Logout e The report is returned with the events
CM/FECF CRIMINAL EVENT LIST available to attorneys filing in criminal
FOR ATTORNEYS cases.

MOTIONS AND RELATED FILINGS . . .
e This report feature will provide the

Motions most current and accurate list of
404(b) Evidence Discualifiy Juror Proceed In Forma Pauperis events for attorneys_
5K 1.1 Departure Early Termination of Probation Produce
Acouittal Exclude Protective Order
‘Adter Tudgment Excuse Peychiatric Exam ° _ i
Amend/Correct Expedite Paychiatric Treatment You can use the [Crtl F] or FI n d
|ppeal In Forma Pasperis Expert Quash option to search for word(s) to locate
Appear Eatension of Tane to File Document Gmash IndictmentTnformation :
Appoint CTA Counsel Extension of Tine to File Response/Reply Reassign Case the event you WISh to use.
Appoit Counsel Extension of Time to Indict Reconsideration
\Appoint Expert File Amicus Brief Recusal . . .
\Appoint FFD File Excess Pages Eeduce Sentence O Thls report IS prOVIded a‘t no Charge to
Attorney Fees Forfeiture of Property Release Bond Obligation the customer.
Bifurcate Franks Hearing Release from Custody
Bill of Particulars Handwriting Exzemplars Release of Funds
Bond Hearing Remand
[Eond Forfeinre In Limine Eemand to State Court
[Brady Materials Inspect Remission
Case Termnated Interim Payment Return of Property/PostTrial
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Chapter 8
Utilities

The Utilities option provides a number of ECF and PACER related features. The PACER related items are available
but will not be described or illustrated in this manual. The focus of this chapter is to illustrate the following ECF

related features:

¢ Maintain Your E-Mail (Add/Delete/Modify email addresses)
¢ View your Transaction Log

¢ Maintain Your Login/Password
¢ Mailings

Frame 8-1 The Utilities Menu

EECF vl +  Crimnal +  Query +  Reports
Utilities
Your Account Miscellaneous

ECF Lozm

Internet Payment Histary

antain Your E-mal
Maintain Your Login/Password
Yiew Your Transaction Log
il RV
Chinge Your PACER Login

Review Billng History
Show PACER Account

The Utilities Menu

¢ The ECF utility options we’ll illustrate are:

e Maintain Your E-Mail (Add/Delete/Modify
e-mail addresses)

e Maintain Your Login/Password

¢ View Your Transaction Log
(view activity under this ECF login)

¢ Mailings
(Easily find how parties will be served for a
given case)

Frame 8-2 Maintain Your E-Mail Account

Email Information for jy-atty-test

Registered e-mail addresses Configuration options

W—maif address: Select an e-mail address to configure.
fack vee(fcod uscourts.gov >\

Secondary e-mail addresses:
cod aty(@vahoo.com

jack@ gmail com
add new e-mail address

Submit all changes | Clear |

Maintain Your E-mail

¢ When you click on the
. Maintain Your E-mail link,

the e-mail information screen is displayed.

e The e-mail display has two panes, the
Registered e-mail address pane (on the
left), and the Configuration options pane
(on the right.)

« From this screen, you can delete, modify,
and add e-mail addresses.

e There are numerous options and
possibilities that can be set for each
specific e-mail address.

e To access the configuration options for existing

\%meail addresses (listed on the left side of the
screen), the user should click on the e-mail
address on the left.
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Frame 8-3 Maintain Your E-Mail Account

[Registered e-mail addresses

Email Information for jy-atty-test

Configuration options

\Secondary e-mail addresses:
cod aty@yahoo.com
fack@email com

add new e-mai address

Submitall changes Clear

oy e-natl aclaress: T ———
< jack \_’ee:ﬁ):od.uscom’ts.gov

ould this e-mail address receive notices? Yies No
How should notices be sent to this e-mail address? Pa: Filing Sumsary Report

Should this e-mail address receive a "'no activity" notice when no summary noticing occurs? Yes
# No

In what format should notices be sent to this e-mail address? HFML Textr
Should this e-mal address receive general announcement notices from this court? Yes No

Show all cases for this e-mail sddress |I'CGP}' case lislsﬁamhm)

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method)

107-0r01985WYD-MIW Zeiler Farms, Inc v. Anadarke E & P Company LP et sl - Representing Anadarko E& P Company LP
109-0/01000L TB-MEH Jones v. Smith - Representing Ed Jones
1:10-0v00101-DMECBS Mid State Cov. New Line Co- Representing New Line Co

These cases will send notice as a summary report. (alernate method)

| Chang

zses to notice perfiling |

After entering a new e-mail address or clicking on
an existing e-mail address, a number of
configuration prompts and displays are shown in
the right pane.

Options are now presented to the user for each e-
mail address. Cutting and pasting multiple case
numbers from one delivery method to another is
now allowed.

Each e-mail address under the attorney’s account
is configured independently and does not need to
mimic the primary e-mail address configuration.

Frame 8-4 Maintain Your E-Mail Account — Configuration

Options

Should this &-mail address recetve notices? ® Yes * No

How should notices be sent to this e-mail address? # Per Filng  Summary Report

In what format should notices be sent to this e-mail address? ® HTML © Text

Shonld this &-mail address recefve general announcement nofices from this cowt? # Yes * No

|jack_yee@cud.uscuuns.gw

E-mail configuration options

1. Text entry box for the e-mail address.
The e-mail address box can be typed
over with a different e-mail address or
cleared to actually remove the e-mail
address.

NOTE: If the e-mail address is the
“primary”, you MUST have an valid e-mail
address in order for noticing to work
properly.

\

Shonld this &-mail address recefve a 'no activity” notice when no summary noticing occurs? © Yes & No

2. Prompt is asking if the e-mail address should receive
notices. DO NOT SELECT ‘NO’ FOR THE
PRIMARY E-MAIL ADDRESS AS IT WILL TURN
OFF NOTICING FOR ALL CASES AND ALL
SECONDARY E-MAIL ADDRESSES!!!!

3. The third prompt is to ask if the e-mail address
should be receiving individual NEFs (Per Filing) or a
Summary Report (one e-mail at the end of the day
(midnight).

4. The fourth prompt is for the format of the NEF e-mail.
It should always be HTML, unless your e-mail is text
based.

5. The fifth prompt is to ask if the e-mail address should
receive general e-mail announcements sent by the
court.

a. Based upon the Case Specific options, this prompt
may be displayed in the prompt list.
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Frame 8-5 Maintain Your E-Mail Account — Configuration
Options - continued

Show all cases for this e-mail address (Copy case lists from here)

=10l=|
[ |

f‘:'.‘ https:/ fecf-test.cod.uscourts.goy; - Case list for jy-atty-test email

1:07-cv-01985-WYD-MJIW Zeiler Farms. Inc. v. Anadarko E & P Company LP et al -
Representing Anadarko E & P Company LP

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

After all of the radio button prompts, there is a
rectangular button with the display of, “Show all
cases for this e-mail address”.

Clicking on the button will bring a pop-up display
box of all of the cases for which the user is
linked to and will receive NEFs. The pop-up
display will list all the cases configured.

The list can be used to verify cases and you can
copy the information from the pop-up for other
purposes.

Fame 8-6 Maintain Your E-Mail Account — Configuration
Options — Case-specific options

Add additional cases for noticing

Add additional cases for noticing

|1 1 07-cv—002 (closed 10/19/2007)

Add case(s) |

Add additional cases for noticing

T-904,T7-305 Find This Case
Add additional cases for noticing

|1:07-cv-g04 (closed 04/25/2008)
|1 :07-cv-205 (closed 01/08/2008)

Add casels) |

These cases will send notice per filing. (default mathod)

1:07-01985-WYD-MIW Zeler Farms, Inc. v. Anadarko E & P Company LP et &l - Representing Anadarko £ & P Company LP
1:09-01000-LTB-MEH Junes v. Srith - Representing Ed Jones

000 0.DME-CRS 1 Line Co - Representing Ney.Lina
1:07-00905-JLK-MEH OFlaherty t al v. Ralniez (closed 01/08/200G

1:07-¢-00904-JLK EchoStar Satelite, L.L.C. § JVC Entertainment, Inc. et 3 Tclosed []4.0512

Remove selected cases |

Chienge selected cases to nofica 25 & summery repor |

The Case specific options are on the bottom half
of the right pane. These are option settings which
allow you configure the following:
1. Add additional cases for noticing that the
attorney is not a party to,
2. Move cases from the default notification
method to the alternate method,
3. Move cases back from the alternate
noticing method back to the default
method.

1. Add cases the attorney is not a party of
record to for noticing.

REMINDER!!! Any “additional cases” set up for
NEF notification will not have a “Free look.” ALL
of the documents from these additional NEFs will
be charged the current PACER fees when viewed.
When the case is added to the list, there’s a
notation “(interest)” displayed next to the case so
PACER charges can be billed.

a. Inthe “Add additional cases for noticing”
text box, enter the case number(s) you
want to be noticed on. You can add
multiple case numbers by separating
them by commas.

b. When the case number is entered, the
“Find this Case” button is displayed.
Clicking on Find this Case” button will
verify the case(s) are valid. If the case
number(s) entered is valid, another
button “Add case(s)” is displayed.

c.  After clicking the “Add cases(s) button,
the case is added to the “default
method” case list box with the
"(interest)” notation at the end. The
“(interest)” notation is added to inform
PACER these are chargeable items and
to let you know you are not actually a
party in the case.
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Fame 8-7 Maintain Your E-Mail Account — Configuration
Options — Case-specific options - continued

»
»

hack_yee@cod.uscouns.gov
Should this e-mail address recefve notices? © Yes ¢ No

How should notices be sent to this e-mail addre@’

Should this e-mail address receive a "no activity” notice frhen no summagy noticing offcurs? ¢ Yes  No

In what format should notices be sent to this e-mail ess? " Text

Should this e-mail address receive general annougfement notices frogh this court? § Yes ¢ No

Show all cases for this e-mail address (Copy caseffists from here)

Case-specific options

Add additional cases for noticing

These cases will 5
1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed flones

1:10-cv-00101-DME-CBS Mid State Co v. Mew Line Co - Rfpresenting New Line Co

1:07-cv-00905-JLK-MEH O'Flaherty et al v. Ramirez (closgd 01/08/2008) (interest)

1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entgftainment, Inc. et al (closed 04/25/2008) (interest)

Remove selected cases | Changle selected cases to notice as a summary repart |

[2

These cases will send notffe as a summary report. (aiternate msthod) |

Remove selected cases | Change selected cases to notice per filing

The two boxes below the “Add additional cases for
noticing” will be populated based upon the
selection made for noticing in the top “configuration
options” section.

The “initial” state of the top section display is to
have all cases linked to the attorney using the
“default” notification method.

All cases where the attorney is a party to or any
cases added for noticing will always populate the
first box as it contains cases for the default
noticing method; per filing or summary.

The “initial” state of the “alternate” delivery method
should not have any cases displayed. If any cases
are moved to the alternate noticing meth

Frame 8-8 Case specific options
Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method)
-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Compar / LP
01000-LTB-MEH Jones v. Smith - Representing Ed Jones

00101-DME-CBS Mid State Co v. New Line Co - Representing Mew Line Co
: 00905-JLK-MEH O'Flaherty et al v. Ramirez (closed 01/08/2008) (interest
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertainment, Inc. et al (closed 04/25/2

Remove selected cases [ cases to notice as a summary report

Frame 8-8a

Change selectd

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method)

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:07-cv-00905-JLK-MEH OFlaherty et al v. Ramirez (closed 01/08/2008) (interest)

Remoye selected cases Change selected cases to notice as a summary report

These cases will send notice as a summary report. (altermate method)
1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:10-cv-00101-DME-CBS Mid State Cov. Mew Line Co - Representing New Line Co
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertainment, Inc. et al (closed 04/25/2008) (interest)

Remove selected cases Change selected cases to notice per filing |

Per Filing CM/ECF will send an NEF each time a
filing is docketed in the case. Itis real time and is
sent as soon as the filing is completed -

Summary Report CM/ECF will tag the NEF to be
sent as a daily summary. At the end of the day,
(Midnight), a single e-mail is sent for each
docketed entry in cases the attorney is a party to.
In the Summary e-mail, the recipient will have a
“free look” for entries the attorney is a party to. If
the NEF is for a case added to receive NEFs,
PACER charges will apply and will require the
customer to login with their PACER account.

Moving cases from one method of delivery to
the other.

When case(s) are selected, they are highlighted
and the [Remove selected cases] and the
[Change selected cases to notice as a summary
report] (Note: the button will change to reflect the
opposite of which is selected in the “How should
notices be sent to this e-mail address?” prompt.
The opposite would say [Change selected cases
to notice per filing].

When case(s) are selected and the change button
clicked, those cases will be removed from the box
they were (default method box) into the box below
(alternate method box.)

If you changed a case notification by mistake, you
just select it from the box it's in and click on the
{Change ...... ] button.
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Frame 8-9 Case specific options

Case-specific aptions

Add additional cases for noticing

These cases will send notice per filing. (default method)

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:07-cv-00905-JLK-MEH OFlaherty et al v. Ramirez (closed 01/08/2008) (interest)
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertainment, Inc. et al (closed 04/25/2008) (interest)

Change selected cases to notice as a summary report |

e —

<’ Remove selected cm |
\/

These cases will send notice as @ summary report. (altsrnats method)

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarke E & P Company LP et al - Representing Anadarko E & P Company LP
1:10-cv-00101-DME-CBS Mid State Co v. Mew Line Co - Representing MNew Line Co

Remove selected cases | Change selected cases to notice perfiling |

Windows Internet Explorer

N

x|

Cannot delete case 1:09-cv-01000-LTB-MEH Jones . Smith - Representing Ed
Jones because jy-atty-test is a participant in that case.

Frame 8-9a Case specific options

Email Information for jy-atty-test

[Registered e-mail addresses
(Primery e-mail address:
jack_vee@cod.uscourts.gov

(Secondary e-mail addresses:
cod_aty@yahoo com
jack@email com
2dd new e-mail address

Configuration options
Ijazk_yee@cud,uscnuns,gw

Should this -mail address recsive notices? * Yes © No

How should notices be sent to this e-mail address? * Per Filing  Summary Report

Should this e-mail addrass raceive 2 "no activity” notice when no summary noticing occurs? ¢ Yes © No
chat format should notices be sent to this e-mail address? & HIML © Temt
i reneral announcement notices from this court? & Yes  No

es for this e-mail address

Case-specific options

Add additional cases for noticing

These cases will sand notice per filing. (default method)
1:09-cv-01000-LTB-MEH Jones v. Smith - Representin
1:07-cv-00905-JLK-MEH O'Flaherty et al v. Ramirez (clos
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertain

1/08/2008) (interest)
t. Inc. et al (closed 04/25/2008) (inte

Remove selected cases Change selected cases to nol as a summanglept

These cases will send notice a5 @ summary report. (alernate method)
1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Repr
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases | Change selected cases to notice,

x|

Use of this Clear button will reset all changes made to all e-mail addresses during
this session. Do ywou wish to continue?

Windows Internet Explorer

&

Cases for the primary e-mail address CANNOT
be removed from noticing. If you select a case or
several cases, both the “Remove” and “Change
selected cases to notice as a summary report”
are active.

If you click on the “Remove selected cases”
button, an error dialog box is displayed, indicating
you cannot remove this case as this is the
attorney’s e-mail address and he/she is a
participant in the case. Click the [OK] button.
}he case will not be removed from noticing.

NOTE: IF the attorney does not want to
receive notice, they must follow the ECF
procedures on noticing

Back on the Registered e-mail address pane (on
the left), there are two buttons, “Clear” and
“Submit all changes.”

. Clear
If you click on the I_l button, a warning

dialog box is displayed indicating the use of the
Clear button will reset ALL changes made to ALL
e-mail addresses during this session. A question is
displayed to ask if you wish to continue with the
Clear process. Clicking the [OK] button proceeds
with the clear. Clicking on the [Cancel] button

will not clear changes made.

To effect any changes made to the e-mail address
and noticing selections, they must be submitted.

To submit ALL changes made to the primary and
secondary e-mail addresses, [click] on the
“Submit all changes.” Button.
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Frame 8-10 E-mail update confirmation

[Updating person record. .
[Update Person Prid: 868662

[The update was successful .. prid 868662 - jy-atty-test
IThe update was successful....

[E-mail configuration:

Primary e-mail address: jack vee{@cod.uscourts.gov
This e-mail address will receive notices.
Notices will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HTML
This e-mail address will receive gensral annovncement notices from this court.
This e-mail address will receive notices for all cases in which jy-atty-test is a participant.
View Hide case list

Secondary e-mail address: cod_atv@yahoo.com
This 2-mail address will receive noticss.
MNotice will bz sent to this address on a per filing basis.
Motice sent to this address will be formatted as HTML.
This e-mail address will not raceive general annovncement notices from this court.
This e-mail address will receive notices for all cases in which jy-atty-test is a participant.
View/Hide case hist

Secondary e-mail address: jack@gmail.com
This e-mail address will receive notices.
Notices will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HTML
This e-mail address will receive gensral annovncement notices from this court.
This e-mail address will receive notices for all cases in which jv-atty-test is a participant.
View Hide case list

Frame 8-10 E-mail update confirmation with view expanded

Updating person record. .
Update Person Prid: 363662

The update was successful ... prid 368662 - jy-atty-test
The update was successful ...

E-mail configuration:
Primary e-mail address: jack vee@cod.uscourts.gov
Thiz =-mail addrass will receive notices.
Notice will bz s=nt to this address on a per filine basis.
Motice sent to this address will be formatted as HTML.
This 2-mail addrass will raceive general annovneement notices from this couvrt.
Tnia T m . S L .
View/Hide case list /
Thasa casss will send notice to this address on a per filing basts.
1:07-ov-00004-TLE EchoStar Satellite. L.L.C. v. JVC Entertainment. Inc. 2t al (Closed on (04/25/2003]

1:07-cv-00505-TLE -MEH OFlahertv et al v. Ramires (Closed on 01./08/2008

1:08-ev-01000-L TB-MEH Jones v. Smith

Thasz cases will s2nd notics to this address a3 2 summary report.
1:07-ev-01885-WYD-MIW Zeiler Farms. Inc. v. Anadarko E & P Companv LP =t al
1:10-ev-00101-DAE-CES Mid State Co v. New Line Co

Thiz e-mail address will receive notices.
Notice will bz s=nt to this address on a per filine basis.

Motice sent to this address will be formatted as HTML.

This e-mail address will not receive general annovncement notices from this court.

This 2-mail address will raceive notices for all cases in which jv-atty-test is a participant.
Wiew Hide case list

Secondary e-mail address: jacki@gmail.com

This e-mail address will receive notices.

Motice will be sent to this address on a per filine basis.

Notice sent to this address will be formatted as HTML.

This =-mail address will raceive zeneral annovncement notices from this court.

This e-mail addrass will raceive noticss for all casss in which jy-atty-test 1z a participant.
View/Hide case list

CM/ECF performs the update and displays a
confirmation screen. When making several e-mail
changes, it would be beneficial to review the
summary provided.

For each e-mail address, CM/ECF displays the
final results of the changes you applied.

It displays:

1. Whether the e-mail will/will not receive NEFs.

2. Whether the e-mail will receive individual NEFs
or a summary NEF.

3. What the format of the NEF e-mail will be.

4. Whether the e-mail will accept general
announcement e-mails from the court.

5. If the e-mail will receive notices for all of the
cases the attorney is set to receive NEFs.

6. A link to view/hide the case list of how NEFs are
set up for delivery.

Same confirmation screen with the view/hide case
list in view mode.

Each of the cases is shown for the default delivery
method and the alternate method.

The cases are hyperlinks to the query for that case.

NOTE: PACER login will be required and
PACER charges will apply if you click on a link.
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Frame 8-11 Secondary e-mail addresses

Email Information for jyv-atty-test

Configuration options
Select an e-mail address to configure.

tegistered e-mail addresses
Srimary e-mail address:
j2ck_wee@eod.nscourts. gov

fecondary e-mail addresses:
add new e-mail address __

Submit all changes

| Clear |

Email Information for jy-atty-test

Registered e-mail addresses C
Primary e-mail address:

Jack_vee@eod uscourts gov

Secondary e-mail addresses:
add new e-mail address

Submit all changes

Clear |

The initial state of the e-mail information screen is
a minimum of one e-mail address, the primary, for
each attorney account.

You may add several secondary e-mail addresses
to the attorney account by clicking on the “add new
e-mail address” link.

In the right pane, a new text entry box is displayed
to enter a new e-mail address.

Each secondary e-mail address can be configured
for different notification options.

Frame 8-11 Secondary e-mail addresses

Email Information for jy-atty-test

[Registered e-mail addresses
\Primary g-mail address:
jack_ves@cod uscourts.gov

(Secondary e-mail addresses:

‘Configuration options
|cod_aty@yahou.com

Should this e-mail address receive notices? * Yes © No

20d new e-mail address How should notices be sent to this e-mail address? @ Per Filing 8 Summary Report

Submit all changes

Clear

In what format should notices be sent to this e-mail address? & HTML  Text

Should this e-mail address recsive penetal announcement notices from this court? " No

Should this e-mail address receive notice for all cases in which this individual is a pmmp% & Yes O M <
(Copy case lisis from lu.\

Show all cases for this e-mail address

Case-specifc aptions

Add additional cases for noticing

These cases will send notice per filing. (dsfault method)

1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - RRpresenting Anz
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases Change selected cases to notice as a sumMgary repc

Th_ese cases will send notice as @ summary report. (altsmats msthod)

Remove selected cases

Change selected cases to notice per filing |

How should notices be sent to this e-mail address? ™ Per Filing

Should this e-mail address receive a "no activity" notice when no summary noticing o

cod_aty@yahoo.com ’!

V-
L 4

Similar to the primary e-mail address and options,
the first four prompts function the same way as
they do for the primary e-mail address.

However, for all secondary e-mail addresses,
there is a prompt asking “Should this e-malil
address receive notice for all cases in which this
individual is a participant?”

The default is “Yes” and will set the secondary e-
mail address to get NEFs for all cases the attorney
is linked to.

If the prompt is set to “No”, it allows the removal of
cases from the case list(s) in the “Case Specific
Options” section so the e-mail address will NOT get
NEFs for the removed cases.

A prompt asking “Should this e-mail receive a
“no activity” notice when no summary noticing
occurs?” will be displayed if the e-mail is
configured to have any summary notification.
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Frame 8-11 Secondary e-mail addresses

Case-specific options

additional cases for no¥ing

These cases will send notice as a summary éﬂ}’t (defauit method) ’

NOTE: For each secondary e-mail account,

1:07-cy-01985-WYD-MJWW Zeiler Farms, Inc. \JW et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:10-cv-00101-DME-CBS Mid State Co v. Mew Line Co - Representing New Line Co

Remove selected cases |

m notice per filing. falternate method)

N

Change selected cases to notice per filing

Rermove selected cases | Change selected cases to notice as a summary report

P»additional cases may be added. Any cases
added are for the specific e-mail address
ONLY. If the case should be added for other
e-mail recipients, they must be added
individually to each e-mail on the account.
Please refer to frame xxx for detailed
instructions.

Initially, all cases the attorney is set to get notices
will be displayed in the “default method” box for
the secondary e-mail address. In the initial state,
the “alternate method” box will not have any
cases displayed. After any updates, the display
boxes will retain the last updated configuration.

Frame 8-14 Secondary e-mail addresses

How should notices be sent to this e-mail addres¢?  Per Filing * Summary Report

Should this e-mail address receive a "no activity" notice when no summary noticing oceurs?  Yes & No
In what format should notices be sent to this e-mail address? & HTML ¢ Text
Should this e-mail address receive general announcement notices from this court? & Yes ¢ No

Pant? + Yes © No

Should this e-mail address receive notice for all cases in which this individual is a partig

Show all cases for this e-mail address (Copy case lists from hers)

Case-specific options
Add additional cases for noticing
These cases will send notice as a mmme(‘ﬁ FEport. (default method) N

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc ko E&P et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Reresentm Ed Jones
Mew Line Co - Representing New Line Ca

1:10-cv-00101-DME-CBS Mid State Co v

I Remove selected cases | I IChange selected cases to notice perﬁlmgl |
|

These cases will send notie per filing. ralternate method)

Change selected cases to notice as a fummary report
f

Remove selected cases |

When any cases are selected in the display box,
both buttons [Remove selected cases] and
[Change selected cases to notice as a summary
report] are darkened to become functional.

Since both buttons are active, you can click on
either button.

Frame 8-14a Secondary e-mail addresses

Should this e-mail address receive a "no activity” notice when no summary noticing ofcurs? ¢ Yes & No
In what format should notices be sent to this e-mail address? ® HTML ¢ Text
Should this e-mail address receive general announcement notices from this court? J© Yes ¢ No

Should this e-mail address receive notice for all cases in which this individual is

Show all cases for this e LR e

() Cannot delete case 1:10-cv-00101-DME-CBS Mid State Co v, New Line Co -
. Representing New Line C ty-test is a participant in that case,

These cases will send notice as @ summary report. (default method)
1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Con
1:08-cv-01000-L TB-MEH Jones v Smith - Representing Ed Jones

MNew Line Co - Representing Mew Line Co

icipant? * Yes ¢ No

Case-specific options

Add additional cases for noticing

1:10-cv-00101-DME-CBS Mid State Co v_

Remove selected cases | Change selected cases to notice per filing

These cases will send notice per filing. (aiternate method)

Remove selected cases | Change selected cases to notice as a summary report

If the prompt “Should this e-mail address receive
notice for all cases in which this individual is a
participant?” is left to the defaulted “Yes” selection,
when the [Remove selected cases] button is
clicked, a message dialog box is displayed
indicating the cases cannot be deleted from the
notice list as the attorney is a participant. Click on
the [OK] button.
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Frame 8-15 Secondary e-mail addresses
How should notices be sent to this e-mail address? ¢ Per Filing * Summary Report

Should this e-mail address receive a "no activity' notice when no summary noticing occurs? ¢ Yes & No
In what format should nofices be sent to this e-mail address? # HTML ¢ Text
Should this e-mail address receive general announcement notices from this court? & Yes © No

Should this e-mail address receive notice for all cases in which this individual is a participant? 0

Show all cases for this e-mail address (Copy case lists from here)

Case-specific options

Add additional cases for noticing

These cases will send notice as a summary report. (default method)

1:07-cv-01985-WYD-MJIW Zeiler Farms, Inc. v. Anadarke E & P Company LP et al - Representing Anadarke E & P Company LP
1:09-cv-01000-LTB-MEH Janes v. Smith - Representing Ed Jones

I ———

| Remove selected cases 1] Change selected cases to notice per filing

These cases will send notice per filing. (alternats mathod)

Remove selected cases | Change selected cases to notice as a summary repaort

These cases will send notice as a summary report. (dsfault method)

1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

Remove selected cases | Change selected cases to notice per fling

If the prompt “Should this e-mail address receive
notice for all cases in which this individual is a
participant?” is set to the “No” selection, cases can
be removed for noticing purposes. To remove
cases for noticing for any secondary e-mail
address, the cases should be highlighted in the
respective list box. Click the [Remove selected
cases] button.

The selected cases will no longer be displayed in
the list box .

Frame 8-15b Secondary e-mail addresses
How should notices be sent to this e-mail address? ¢ Per Filing * Summary Report

Should this e-mail address receive a "no activity' notice when no summary noticing occurs? ¢ Yes & No
In what format should nofices be sent to this e-mail address? # HTML ¢ Text

Should this e-mail address receive general announcement notices from this court? & Yes © No

Should this e-mail address receive notice for afl cases in which this individual is a participant? " Yes & No

Show all cases for this e-mail address (Copy case lists from here)

Case-specific options

Add additional cases for noticing

These cases will send notice as a summary report. (default method)

1:07-cv-01985-WYD-MJIW Zeiler Farms, Inc. v. Anadarke E & P Company LP et al - Representing Anadarke E & P Company LP
:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

ange selected cases to notice per filing

These cases will send notice per filing. (alternats mathod)

Remove selected cases | Change selected cases to notice as a summary repaort

These cases will send notice as a summary report. (defavlt method)

1:07-cw-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarke E & P Company LP
1:09-cw-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

»
I >
Remove sele Change se
These cases will send notice per filing. (alternatz msthod)
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co v

A

Remove selected cases Change selected cases to notice as a summary report |

When any cases are selected in the display box,
both buttons [Remove selected cases] and
[Change selected cases to notice per filing] are
darkened to become functional.

Since both buttons are active, you can click on
either button.

If the [Change selected cases to notice per
filing] button is clicked, the selected cases are
moved from the default method box and are
displayed in the “alternate method” box.

When the e-mail changes are submitted, the cases
in the default method box will be delivered as
individual NEFs. The cases in the “Alternate
method” box will be delivered as a summary NEF,
at midnight.
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Frame 8-15c Secondary e-mail addresses

Registered e-mail addresses Configuration options

Primary e-mail address:
ack yes@coduscourtsgov

Jeod_aty@yahoo_com

Should this e-mail address receivenotices? s No
Secondeary e-mail addresses:

cod atv@yahoocom
add new e-mail address

Submit all changes J Clear

How should notices be sent to this e

Inwhat format should notices be sent to this e-mail address? HEML Text©

Show all cases for this &-mail agdress (Cagy case lists froms hers)

s e-mail address receive a "no activity"notice when no summary noticing occurs? 7 s No

Should this e-mail address receive general announcement notices from this court? *es No

Should this e-mail address receivenotice for all cases in which this individual is a participant? ¥*s No

Case-specific options

Add additional cases fornoticing

These cases will send notice as a summary report. (default msthod)

109-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

107-cw01985WYDMIW Zeiler Farms, Inc. v. Anadarko E & P Company LP &t al - Representing Anadarko E & P Compar

These cases will send notice per filing . (alamars method)
|1:1 0-cv-00101-DOME-CBS Mid State Co v. New Line Co- Representing New Line Co

When all of the e-mail changes have been made,

you must click the [Submit all changes] button in
the left pane to apply all of the changes you have

made.

Frame 8-16 E-mail update confirmation
Updating personrecord_
Update Person Prid: 868662

Theupdate was successfulprid 868662 - jy-atty-test
Theupdate was successful_

E-mail configuration:

Primary e-mail address:jack yee{@cod.uscourts.gov
Thiz =-mail addrass will receive notices.
Motics will bz sent to this address on a per filine basis.
Maotice sent to this address will be formatted as HTMIL .
This 2-mail address will racaive general annovncement notices from this court.
This 2-mail address will raceive noticss for all easss in which jyv-atty-test is a participant.
Wiew/Hids cases list

Secondary e-mail address:cod_aty@yahoo.com
Thiz =-mail addrass will receive notices.
Notice will be sent to this address 2z a summary report.
Motics sent to this address will be formatted as HTMIL .
This 24mail address will raceive general annovncement notices from this court.
This 2-mail address will raceive noticss for all easss in which jyv-atty-test is a participant.
View/Hide case list

CM/ECF performs the update and displays a
confirmation screen. When making several e-mail
changes, it would be beneficial to review the
summary provided.

For each e-mail address, CM/ECF displays the
final results of the changes you applied.

It displays:

1. Whether the e-mail will/will not receive NEFs.

2. Whether the e-mail will receive individual NEFs
or a summary NEF

3. What the format of the NEF e-mail.

4. Whether the e-mail will accept general
announcement e-mails from the court.

5. If the e-mail will receive notices for all of the
cases the attorney is set to receive NEFs.

6. A link to view/hide the case list of how NEFs are
set up for delivery.

Frame 8-16a E-mail update confirmation with expanded view

Updating personrecord_
Update Person Prid: 868662

The update was successful_prid 868662 - jy-atty-test
Theupdate was successful

E-mail configuration:
Primary e-mail address jack_vee@cod.uscouris.gov

This =-mail address will receive notices.

Motice will be sent to this adéress on a per filinz basis.

Motics sent to this address will be formatted as HTML .

This 2-mail address will receive general annovncement notices from this court.

This 2-mail address will receive notice: for all cases in which jy-atty-test is a participant.

ViewHide case list

Secondary e-mail address:cod_aty@yahoo.com

This =-mail address will receive notices.

Motice will be sent to this adéress 2z a semmary report.

MNotics sent to this address will be formattedas HTML.

This 2-mail address will receive general annovneement notices from this court.

This 2-mail address will receive notices for all cases in which jy-atty-test 1= a participant.

ViewHids cass list

Thesz cases will send notics to this addrass as a summary report.
107 ew- 01585 WYD-MIW Failer Farms Ine. v Anadarko E &P Companv LP et al
1:0G-cv-01000L TB-MEH Jones v. 8mith
Thesz= cazes will send notice to this address on a per filins basis.

1:10-c+- 00101 DME CBE Mid State Co v New Line Co

The confirmation screen shown with the view/hide
case list in view mode.

Each of the cases is shown for the default delivery
method and the alternate method.

The cases are hyperlinks to the query for that case.

NOTE: PACER login will be required and
PACER charges will apply if you click on a link.

-71 -




VERSION 5.X

DISTRICT OF COLORADO
EFFECTIVE DECEMBER 2, 2011

ECF USER MANUAL

Frame 8-17 Maintain Your Login/Password Maintain Your Login/Password.

E o From thelLII=0 menus, [click]

CF Civil  » Criminal . Query Reports . Utilities

Jtilities Ly on
Maintain Your Login/Fassword
Your Account Miscellaneous link.
ECF Login

Maintain Your Login/Password
W our Transaction Lo

erify a Document

Change Your PACER Login

Review Billing History
Show PACER Account

Criminal

More User Information for Attorney Yee

Login |coyveel234 st login 08-01-2006 11:15
Password [ Current login 08-01 :
—

Prid 436 Create date 02/24/2005 e There are ONLY two fields that
Registered 7 Update date 07/20/2008 can be changed. NEVER change
Internet Credit Card I the “Login” information.
Groups Attormey
Submit | Clear |

Notice that ECF displays a string of asterisks in the “Password” field. To
change your ECF password, place your cursor in the “Password” field and
delete the asterisks. Then, type in your new password. ECF displays the
actual characters of your new password as you type.

Criminal LR « You can and should regularly
change your password. It's a
minimum of 8 characters (one
Passwa rrremtlesin 09-01-2006 11.15 upper case letter, I_ower case letter
T —» and a digit or special character).

Last login 08-01-2005 11:15

Prid™¥8s Create date 02/24/2005 You will see the password you type
Registered Update date 07/20/2008 in, as there is no confirmation
Internet Credit Card N entry.

The password is CASE Sensitive

Criminal Query After changing your password,
[Click] on the = Submit | button

Updating person recard... apply the password change.
Update Person Prid: 436

The update was successful.... prid 436 - Attorney Yee )

ating user record

o After submitting, a confirmation
user update was successful

screen will be displayed indicating
the update status.

The update was successful....

User edit complete

NN .
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CM/ECF Filer or PACER Login

Notice
Ihis 1S a Restricted Web Site for Oficial Court Business only. Unauthonzed entry 1s prohibited and
subject lo proseculion under Tille 18 of the U.S. Code. All aclivilics and acce Uermpls are logged.

Instructions for i
Enter your GM/ECE i

and password if you arc clechonically filing sormething wilh he courl

If you recsived this login page as a result of a link from a Notice of Electronic Filing
email:

Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and
password when allempling Lo view cerlain lypes of docurments.

If you have trouble viewing a document:
vou

do
ave enteread your GRMIFCGE Ingln and
cod ta enter your PAGER Iogin and pa:

Instructions for viewing filed documents
If you do not need filing capabilities, enter your DACGER Ingin and password If you do not have a DACE
lagin, you may register online at DR //Racer PSC ISCOUTs gov

and case information:

IMPORTANT NOTICE OF REDAC TION

It you torgot your CM/ECH password. you can request a password resst here
in Roset |

Notice
An access foe of SO.08 por page or S2.40 por document with an
Clome e of the Tinited Stat

fiere wr contact the PACER. S,

i Rooy Greense.

If you have forgotten your password,

click on the link provided, enter your

login id and request a new password.

(NOTE: the new password will be

emailed to the primary email account
? listed).

Frame 8-18 View Your Transaction Log

/3 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

View Your Transaction Log

| Hle Edt Vew Favortes Toos Help

Address [] https:{ecf-train.cod,uscowrts. govjai-binflogin pIP 743064544 166712-L_236_0-1

e When you click on the View Your

wgack - & - @) (2] 4| @search GFavortes Predia | B b W - =

Transaction Log link, the View Your

Links @] Bankruptey CMHECF Product Page & CPHECF Live Datahase - login - [ClGoogls

Transaction date screen is displayed.

Criminal .

Utilities

Query

Reports
\View Transaction Log

[Enter the Date Selection Criteria for the Transaction Log Report
End Date: [2/24/2005

Start Date: [1/1/1996

Submit Clear

EXX

&) Capitalization counts. The asterisk vildcard may be used ko broaden the criteria entered

o Whatever beginning and ending date
range you enter, ECF will display a
report of ALL the transactions
performed between the dates you
entered.

o After entering the date range for
beginning and ending dates, click on
the [Submit] button.

Frame 8-19 Sample Transaction Log

R CMUTCR TRAIN - 1L, Destrict Court:xod - Microsolt internet Explorer =101 x]
Blo Edt Vew Fgvortes Took el
Akdrass () hittps: jmct-brsin. oo usoots. govog-binlogin BT T4 A4 Z30_0-1 = o

Jeback = = -

D [ | Dreach [ajravceres
Poge il

Brede (P |- S -
Yo [Cloote

=

ks g

3

Criminal

Reports Uniities Lot

Transact ion

Report Poricd: 01/01/1996 02/24/2005

14 Date Case Number Text
200 - — v Amended MOTICOH for Protective Order <I=for Interrogatones</I> by Defendant Porky's BEQ,
|4
120291 | 22312005 14:1837  [1-05-cv-124 (Attachments: # (1) Extabit Exchitit A, Pages 1 - 20Htestaty, )
BRIEF in Support re [3] Amended MOTIOHN for Protective Order <I=for Interrogatories</= iled by

02232005 14
e e |y Defendsnt Porky's BEQ, (Attachments: # (1) Appends: Appendix. Pages 1 -10)(testaty, )
120301 | 022472005 08:53.00 Updated pereon record Able Testary Prid 19
120302 0242005 08:56:11 Updated perzen record Able Testaty Prnd 19

120302 | 022472005 085611
(Total Wumber of Transactions:

Updated user record testaty 19

l 5 [ irteret

Sample Transaction Log

e The Transaction Log is returned with

a list of activity.

e This is helpful in reviewing the
following:

e  Work you have done.

e Determining if you docketed in
the wrong case.

e Review for unauthorized activity.

e This Transaction Log is provided

at no charge to the customer.
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Frame 8-20 Mailings Mailings
zE F Ciwvil Criminal . Que
L&
Tltilities ¢ When you click on the Mailings
link, Mailings sub-menu is displayed.
Your Account Miscellaneous
ECF Lomn Internet Payment Histors
Mfaintain ¥ our Account arch ..

Wiew ¥our Transaction Log

Change Clent Code

Change Your PACEE Loeon  Wenfy a Document
Eeview Billing History

chow PACEE Account

e The Mailing sub-menu has options
displayed as well. Click on the

Frame 8-21 Mailing information sub-menu “Mailing Info for a Case” link.

EECF Civil Criminal . Query

Mailing Info for a Case
Ifailing Labels by Case

e Enter the case humber you want to
Frame 8-22 Mailing info for a case - Case number entry screen get mailing information on.

L « After entering the case umber,
Criminal click on the [submit] button.

Mailing Information for a Case

Enter the case number to view the recipient list. * ECF returns a display of how ECF will
C'ase Number IDEC\ﬂ oo “notice” the parties in the specified

case.
Submit | Clear |

« In this example, the attorneys have e-
Frame 8-23 Mailing info for a case display mail address and will be noticed

electronically by e-mail.
=
E F Civil +  Criminal + Query « Reports .  Utilities « Logout ',

Mailing Information for a Case 1:05-cv-01000-EWN

o |f there were “manual” recipients
listed, their names and address would
be displayed here. In this example,

Electronic Mail Notice List there are no “manual” recipients.

03¢ who are currently on e ive: ¢-toal notices for this case e YOU can hlghllght the text here and
copwinto your Certificate of

Service.

+ Chris Vagner
chris_vagner@cod uscourts. gov cod _atp@yahoo.com

Jack Yee

Manual Notice List

The followmg 15 the st of attorneys who are not on the kst to recewe e-mal notices for flus case (who therefore require manual noticing). You may wish to use your mouse

4 Copy ts 1 tocessing program in order to create notiees ot labels for these recipients
< ¥ (No manual recipients)
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Frame 8-24 ECF Logout ECF Logout

' o After you have completed all of
EE F Cwil +  Criminal « Query + Reports « Utiities + Logout EEESCUIRtEYREIGChIER{Ig:N eyl
session in ECF, you should log
out of the system. Click on the
Logout function from the ECF
Blue menu bar.

ECF/PACER Login

Notice

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

e ECF will log you out of the

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need system and return you to the
filing capakilities, enter your PACER login and password. If yvou do not have a PACER H

login, contact the PACER Service Center to establish an account. You may register ECF Iogln screen.

online at hitpfpacer. psc.uscourts.goyv or call the PACER Service Center at (800}

Cre-EEEs e (210) S0T-E4HIT e It'simportant to use the Logout
An access fee of $.08 per page (rate increase effective January 1st,2005), as option as it terminates the cookie
approved by the Judicial Conference of the United States, will be assessed for access

to this service. All inguiries will be charged to wour PACER account. If you do not need that W&S created for your ECF
filing capabilities, enter your PACER login and password The Client code is provided session.

to the PACER user as a means of tracking transactions by client. This code can be up
to thirty tvwo alphanumerc characters long.

Authentication

Login: I
Passward I

client code I

Login | Clear |

Frame 8-25 ECF Login warning screen
e If you don’t Logout properly, the next

time you try to log on, you will get a
‘Warning; the account you entered is already logged in. Warning" dlsplay as shown.

This is probably the result of one of these two circumstances:

e The “warning” message is to warn

¢ Tou did not click "LogOut" on the top bar when you last used CW/ECFE you that ECF thinks you are still
Click the " Continue login" button below to complete the login process. |Ogg6d on or someone else is

OR logged on as you.

.

* Tou share this account and someone else is using it . . .

.
Click the "Cancel" button below to return to the login screen. g you C|E3é'gn tﬁ]e [C(_)ntl n uel LOg ! n]
[if wou chick the "Centinue login” button, someone else using this account will have thewr CHUECF session terminated. | utton, will continue to 0g you

on.
.
Cancel Continue [ogin | e However, if someone else is actually

logged on with this login, you will
terminate their session and any
activity they were doing will be
aborted.

e To avoid getting the “warning”
display, use the Logout option to
actually log out of ECF.
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Chapter 9
Criminal Case Docketing

Note: Beginning with Version 3.1 of CM/ECF, the Blue Menu Bar provides options to continue to use the static
menu selections or the cascading menu options to navigate from one function to another more easily. These
examples continue to show the static approach. See Appendix 3 to learn more about cascading menus.

Filing a Motion

As an illustration, this section of the User Manual describes the basic steps you will need to take to file a motion with the

court. The process for filing other types of documents using other criminal events is similar.

Frame 9-1 ECF Menu Bar
|

UE F Cidl » ¢ Criminal » © Query  Reports +  Utiities »  Search Logout

ECF Menu Bar

o After successfully logging into ECF,
click on Criminal from the blue
menu bar at the top of the ECF
screen.

Frame 9-2 Criminal Docketing Categories

cECF

Chil ~ Criminal - Query Reports ~ Utilities ~

Criminal Events

Charging Instruments and Pleas
Flea-Related Documents

ot and Related Filings
Motions
Fesponggs and Feplies
R S——

Other Filings
WWalvers
Service of Process
Motices
Trial Documents
Appeal Documents
Other Documents

Criminal Docketing Categories

e Using the cascadinﬁ menus or
clicking on the option on
the CM/ECF Blue Menu Bar will

display the Civil Events page of
categories.

hotions

e Click on the link.

Frame 9-3 Identifying the case

F

Chvil ~ Criminal ~ Query Reports - Litilities

Motions

Criminal Case Humber

I 989-12345, 1:99-cv-1235345, 1-99-cv-1253435, 989cv1 23435, ar 1:99cw1 25345

I ext I Clear I

OR (Alternate Case Number entry display)

Criminal ~

Motions

Criminal Case Humber

—

Identify the case

a. ldentify the Case for Which the
Document is Being Filed.

b. Enter the number of the case for
which the document is being filed.

| _—>

M et Clear

Note: The Next
button is grayed out which indicates the
button is not functional until a valid case
is entered.

[ et I Clear I
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Frame 9-4 Case number entry

Criminal ~

Motions ¢. Once you begin to enter a case
number, the i T Cae | button is
displayed.

Crimipal Case Humber
] ] d. d. After entering the entire case
<I2-1 200 ) Find Thiz Caze - |
number, click on the
button.
M ext I Clear I

Frame 9-4b Case number entry error

Criminal -

- e. If the case number is not valid, a
Wotions message is displayed next to the

M et
Criminal Case Humber entry box. The _I button

continues to be grayed out.
|2-'I 200 @‘Id criminal case@

I ext I Clear I

Frame 9-4c case Number entry — correction

Criminal - Query

f. Correct the case number entry and
Motions click on the MI button.

Criminal Case Humber

[2-14 Find This Case |

et I Clear I

Frame 9-4d Case selection for duplicate case numbers

Chvil - Criminal Que

g. If there are multiple case numbers

- with the same number (different
Motions , case type), a display list will be
shown to indicate the case number
choices and check boxes to allow
Criminal Case Humber you to check the case you want to

|2_1 7 4 Hide [ . file your motion.

oloct o oo o

Additionally, if there is a *' displayed,
I7 f2-Cr-00012-LTE USA v. James et a +/ it indicates there are multiple

I~ 1:02-mj-00012-BNEB USA v, James et g & defendants in the case.
h. Clicking on the * sign will expand
Mext | Clear | the entries to show all of the
defendants.
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Frame 9-4e Multiple Defendants list

Criminal -

Motions

Criminal Case Humber

|21z

Hide Case List I
Select a case:

[4-4-B3-c-B0042 L TE USA v lames et al=

Multiple Defendant list

If there are multiple case numbers with
the same number (different case type),
a display list will be shown to indicate
the case number choices and check
boxes to allow you to check the case
you want to file your motion.

i. Ifthe filing is related to all of the

L= B g

™ 1:02-cr-00012-LTE-1 Robert E. James
I 1:02-cr-00012-LTE-2 Catherine E. Bell
™ 1:02-mj-00012-BME USA v, James et al =
™ 1:02-mj-00012-BNB-1 Robert E. James (merged)
I 1:02-mj-00012-BNE-2 Catherine E. Bell (merged)

M et I Clear I

Criminal Case Humber

[1:02-cr12
=21 d35E.

V¥ 1:02-cr-0 -LTE USA v, James et al =
T2-cr-0001 2-LTB-1 Robert E. James
I~ 1:02-cr-00012-LTE-2 Catherine E. Bell

defendants, check the main case
check box.

Note: If you check the main case check
box, all of the individual defendant’s
check boxes are grayed out.

Frame 9-4f Multiple Defendants list

Criminal -

Query

Motions

Criminal Case Humber

ide Caze List

Sglect 3 case;
1.ON-Ccr-0001 2-LTE USA v, James et al =

V02 er 0002 LTE-1 Robert E lames

Reports

j- If you want a specific defendant or
several individuals, you can check
the appropriate check boxes for
each defendant.

Note 1: If you check a specific
defendant’s check box, the other check
boxes for that case can still be checked.
This allows you the ability to select
multiple defendants. .

MNote 2: When you select a specific

[/1:02-cr-00012-LTB-2 Catherine E. Bell
(I Je2-mj-00012-ENE USA v. James et al =

Ne:-:tvl\ Clear I

Criminal Caze Humbe

JLGcr1212 £ Hidetsselist |
et a case:
X-Cr-00071 2 LFETISA v, James elahg

B2-cr-00012-LTB-1 Robert E. James
02-cr-00012-LTEB-2 Catherine E. Bell
02-mj-00012-BMB USA v, James et al =

defendant, the case number entry box
is changed to indicate the defendant’s
case you selected.

Note 3: When you select multiple
defendant cases, the case humber
entry box is changed to indicate the
defendants you select.

Note 4: You can see that the other
case’s check box is grayed out as ECF
assumes you are filing in the case
where the check box has been
checked.

k. After selecting the case/defendants,

click on the M button.
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Frame 9-5

field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this

Frame 9-6 docketing the motion

Criminal - Query Reports ~

Motions

1:02-cr-00012-LTE US5A v, James et al
2285, APPEAL

M ext Clear

I. Click on the IM to continue

the docketing process.

Frame 9-7 Designating the filing party

Motions
P articipant Selectthe
tree pans filer pane
x Tetect the fier r'd
Erars] A
£ Joman pia Saal| et iy
Harta = s Ed [pla
Samith o - o |
h’l.ll Chad Mo ey
ik cama® peruisine] cai gl row partes. Contatl B Halp Dedd ot 1856365 83 o 311115
v

IEI The "plus" spembol iljc_ﬂin::ates wou can click on the "plug" to expand the information

related ta that sp

E| The "minuz" symbal Ndicates you can click on the "minus" to collapse the information
related to that specific Warty.

Designating the filing party.

o After identifying the Case Number,
ECF provides you with a list of parties
involved in the case.

* Highlight the name of the party for
whom you are filing the document.

o |f you represent more than one party,
select multiple parties by holding
down the [CTRL] key while pointing
and clicking on each party you
represent. If done correctly, each
party selected will remain highlighted.

o After highlighting the parties to the
document, click on the [Next]
button.

Frame 9-7a Participant tree \

Pick Filer |
Collapse All Expand All
SiAnadarko E & P Company LP dft l=
EiAlias

“-RME Petroleum Company
|‘;|Corporale Parent or other affiliate
Anadarko General Resources LLC
-Anadarko Limited Resources, LLC
~Resources Holding, Inc.
Iél-mtomey
~Michael John Gallagher

Gail L. Wurtzler
~Andrea Wang
- jy-atty-test
~Osborne J. Dykes, 1l
ElAnadarko Land Company dft

The participant tree is a visual aid to
allow you to see parties and linkages to
their attorneys, any corporate parent or
affiliation, and aliases.

You cannot select parties/attorneys
from the participant tree pane.
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Select the filer. From the Select the filer pane, you
click on the filer that is filing the
Select the Party: p|eading.

USA [pla]

\L“Jilly. g:hJiHsrf; [ipE]m You can select multiple filers by holding

Legend. Jomn | [d]ﬂ] the Ctrl key down and clicking on each
filing party.

Generally, you will not need to add any

new parties in a criminal case.

Mext | Clear | However, If there is a need to add a
new party, you must contact the court

Only court personnel can add new parties. Contact the Help Desk at

1.866-365.6381 or 303.335.2050 to add the new party.

Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the
parties you wish to add.

Frame 9-8

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-
365-6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s
information. Only court personnel can add or create new parties to a case. If you click on the Add/Create New
Party hyperlink, ECF returns an error message advising you of this restriction.

Frame 9-9 Attorney/Party association screen Attorney/Party association screen

EECF Chil ~ Criminal ~ Query Reports =  Ltilities -

Motions
1:02-cr-00012-LTE USA v. James et al
2255, APPEAL

o If this is the first time the attorney is
filing in the case, the Attorney/Party
Association window will appear. The
purpose of the window is to create an
association (“link”) between the
attorney and the party.

Check the box if the attorney and
party should be “linked” in ECF. As
you can see from the message, If you
DO NOT CHECK the box, you will
NEVER RECEIVE NOTICE

The following attorney/party assogi

Check the box(es) to theteft of the parties listed th U represent.

- - - o Check the box (es) of the parties you
f you DO Wk any box, you will not receive ANY ho represent.
I ert E. James (pty: dit) represented by A ee (aby) e Click the [Next] button.

Mext | Clear |

If you DO NO ck any box, you will not receive ANY notice.

bert E. James (phy:dft) represented by Attorney Yee (aty)

MHexst | Clear I
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Frame 9-10 Motion selection screen

ISECF
Motions

1:02-cr-00012-LTE USA v, James et al
2205, APPEAL

Litilities

Cil - Criminal - Query Reports - Search Logout

-
Start tyning to find an event A
Available Events (Click t0 Select events Sel

d Events (click to remove events)

5K1.1 Departure
Acquittal

Amend/Comect <4—
Appeal In Forma Pauperiz

Appoint Counzel

Appoint Expert

Altomey Fees

Bifurcate

Bill of Particulars

Bond

Bond Forfeiture

Brady Materialz

Certificate of Appealability

Change Yenue j

Pt | Clear |

Selecting Motion Events

e Alist all of the motion events are
¥ displayed alphabetically.

In the search text box, you can enter
the beginning letters of the motion
event you want to select.

v,

You may also scroll up/down the
= scroll bar in the “ Available events”
list to facilitate your selection of
motion events/

Frame 9-10a Motion selection screen (continued)

SECF

Civil ~ Criminal - Query Reports ~  Uilities - Search Logout

Motions
1:02-cr-00012-LTE USA v James et al
2255, APPEAL

|supd Click your selection, or use arrows to highlight it and press Enter.

Available Events (click to select events Selected Events (click to remove events)
Suppress I

Mext | Clear |

e For example, if we want to find
“suppress”, we can start by entering

supp....

e The Available Events list display
events that have a word starting with
the letters entered.

Note: After entering ‘supp’,
Supplement and Suppress are
displayed. The search finds any word,
beginning with the letter(s) entered,
regardless of position. Therefore, “wild
card characters will not work.

Frame 9-10b Motion selection screen (continued)

Civil ~ Criminal - Query Reports ~  Uilties - Search Logout

SECF

Motions
1:02-cr-00012-LTE USA v, James et al
2255, APPEAL

| Start typing to find anothe et

Available Events (click to select events) Selected Events (click to ths)

Seal Document | Suppress
Separate Trial on Counts

3

Sequester

Set Aside Forfeiture
Set Aszide Judgment
Set Aside Sentence
Set Aside Verdict
Sever Defendant
Show Cause
Special Appearance
Speedy Trial

Stay J

Strike

Supplement
_vl
Mexst | Clear |

Searching for motions from the motions
list

e You can continue to enter more
|y letters, or if the event is listed, you
can click on the event to select.
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Frame 9-10c Motion selection screen (continued)

ISECF

Motions
1:02-cr-00012-LTH USA v, James et al
2255, APPEAL

civil ~

Criminal - Query Reports »  LHilities - Search Logout

I Start typing to find another gyent
Available Events (click to select events) Selected Events (Click to remove events)
Seal Document - Suppress
Separate Trial on Counts Stay
Sequester
Set Aside Forfeiture

Set Aszide Judgment
Set Aside Sentence
Set Aside Verdict
Sever Defendant
Show Cause
Special Appearance
Speedy Trial

Stay

Stiike J

SUEEIement
Hext | Clear |

Selecting the specific supporting
document.

e Once you click on the event, it's
displayed in the Selected Events
display box.

e You can select multiple events by
clicking on other events from the
Available Events list.

e For example, if “Stay” is clicked from
the Available Events” list, it's
added to the Selected events” list.

e Whatever is in the “Selected

Events” list when the M

button is clicked, will be the motion
event(s) filed.

Frame 9-10d Motion selection screen (continued)

Query

Reports ~  Uilities ~ Search Logout

Motions
1:02-cr-00012-LTE USA v_James et al
2255, APPEAL

ad

Start typing to find anothd
Svailable Events (click to select events)

—
EVENL.
Selected Events (click to remove eve

Revoke ;[ Suppress
Sanctions
Seal Case

Seal Document
Separate Trial on Counts
Sequester

Set Aside Forfeiture

Set Azide Judgment

Set Aside Sentence

Set Aside Verdict

Sever Defendant

Show Cauze J
Special Appearance

Speedy Trial
_vl
Mext | Clear |

Removing a selected motion from the
selected list

If you want to remove any of the events
from the “ Selected Events” list, you
click on the event in the “Selected
events” list. Once it's clicked on, it will
be removed from the “ Selected
events” list.

Frame 9-10e Motion selection screen (continued)

[SECF
Motions

1:02-cr-00012-LTH USA v, Jarmes et al
2255, AFPEAL

Ciil ~

Criminal - Query Reports -~  Litilities - Search Logout

Start typing to find another
Available Events (C|ICK 10 select events)
2]

Revoke

Sanctions

Seal Case

Seal Document
Separate Trial on Counts
Sequester

Set Aside Forfeiture

Set Aszide Judgment

Set Aside Sentence

Set Aside Yerdict

Sever Defendant

Show Cause J
Special Appearance

SEEEdi Trial
Next | Clear |

EvEnt.
Selected Events (Click to remove EvEnts)
|Suppress
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Frame 9-11 Specify the PDF Document to File.

Motions
1:09-cr-00500-CMA USA et al v. Legend et al
2255

For Al Lsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields. but one
must be entered.

Select the pdf d t and any attach 1
Main Document @
I Browse
Attachments Category Description
1. | Browse... | j |

M Clear

Specify the PDF document to file.

e ECF provides the filer an entry box to
indicate the main document as well as an
entry box for the first attachment.

o Click the [Browse] button next to the “Main
Document” box.

Frame 9-12 Viewing the PDF document

Choose file

Dok in: Iaeﬂemal pdfs for trng El ¢ =k E-

@mmion supress-cr.pof
imotion sup
.propased order poif

ﬁ answer_complaint. pdf
T arrest warrant-1 pdf
ﬁ arrest warrant-2. pdf

P arrestraturn 1.pdf @prupused_urder_cr pdf
ﬁarrestreturn 2. pdf

rl attachment_1.pdf

T awewp 1. polf N Retiware Copy

3 aw-wip 2. pof

ﬁhrief_suppm‘t podf Scan for Yiruses

ﬁbrie.f_.suppor‘t—cr.pdf Open With
%EXh'b't—a -pdf Cluick YWiew Plus
-lindictment. pdf Cuick Print
ﬁmntlon_pmtedlve_order [sl=1} X
Add to Zip
Send To
File name: Im0ti0n_supress—cr—new.pd1 ot
Files of type: [ Files ¢ Copy

Traata Shartent

L

Viewing the PDF document

e The Choose File dialog box will appear and
you can navigate to the folder (or location)
where you have the PDF document.

e The court highly recommends you right
click and open the document up in Adobe
Reader (or Adobe Acrobat) to view the PDF
document to ensure it is the correct PDF
document you wish to file.

Frame 9-13

correct documents in the ECF application.

Note: It is highly recommended you view the PDF document and any attachments to ensure you are filing the

Frame 9-14 Review the PDF document

B2 Adobe Acrobat Professional - [motion_supress-cr-new_pdf]
[T File Edit View Document Tools Acvanced ‘Window Help

In the United States District Court
for the District of Colorado

Case No 05-cr-04000-EWN

S\gnatuves\l Bookmarks

United States of America.,

Plaintiff

vs

1. Joe Quack,
2. Lucy Quack.

Defendant(s)

I Comments

Motion to Suppress Evidence

Review the PDF document

There are file size limits for each PDF
document. The maximum file size limit can

be found bi ioing to the
. section and clicking on the

Court Information

link. The court
information page is displayed.

e When viewing the PDF document, check the
document for items such as:
e court
e case number and style
e parties
e correct
document
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Frame 9-15 Review the PDF document (Continued)

Review the PDF document (Continued)

s/Aty Stiles

Aty Stiles

901 19® St_ Ste 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

e The signature (i.e. s/ and the attorney name

Is the “Certificate of Service” part of the main
document?

B Adobe Acrobat Professional - [brief_support-cr.pdf]
9 File Edit Wiew Document Tools Advanced Window Help

The “Certificate of Service” does not need to

United States District Court
District of Colorado

res “ff Bookmarks

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. 1 electronically filed the foregoing with the Clerk of Court using the CM/ECE
system which will send notification of such filing to the following email
addresses:

Aty Stiles
dustin_stiles@ecod.uscourts.gov

Chris Vagner
chris_vagner@cod.uscourts.gov. cod_aty@yahoo.com

Jack Yee
jack_yee(@cob.uscourts.gov

and T hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail. hand delivery. etc ) indicated by the non participant’s name

Comments

NONE

be a separate attachment. It's considered to
be part of the main document.

The s/ on the “Certificate of Service” can be

the attorney or the secretary, paralegal, or
administrator.

After viewing the PDF document, close the
Adobe application by [clicking] in the “X” in
the top right corner of the Adobe
application.

Choose file dialog box

Frame 9-16 Choose file dialog box

Choose file

Lockin |3 external pdfs for tmg = o+ 5 Fo~

Cofanswer_cormplaint. pofi
ﬁarrest warrant-1. pdf
“larrest warrant-2. pof

Flarrestreturn 1 pdf
“larrestreturn 2. pdf

Pl attachment_1_pdf

anwp‘l pdf

ﬁaw—pr pof

ﬁbrlefﬁsuppun.pdf

ﬁbrlefﬁsuppnr’t—cr pif

Flexhibit_a . pdf

Elndldment pf

P motion_protective_order. pdf

mc\tic\n_supr’ess—:r [=1=1}

'@motlonisupressf:rfnew.pdf
proposed_order. pdf

prupused_arder_cr.pdf

File name: ImUtlonisupressfcrfnew.pdf

Files of type: [0l Files ¢~

o Click on the [OPEN] button to populate the
entry box for the filename.

Frame 9-17 Attaching additional PDF documents to the main document such
as exhibits, proposed orders, etc.

Attaching the PDF document

e The Filename box is now filled with the name

Motions

1:09-cr-00500-CMA USA etalv. Legendetal
2253

[For ALLsecondary attachments, a Category selection or aDescription mugtbe®ntered. You may utilize both

Select the pdfdocument and any attachments.

Main Document
C:A\Documents and Settings\U seriDeskto;  Browse...

Attachments Description
1. I o Browse... |

=

“butone must be entered.

¥ of the main document.

o |f there are no attachments to the main

document, leave the “Attachment” box
blank.

o Click the [NEXT] button.

Skip to Frame xxx.
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Frame 9-18 Additional Attachments

Motions
109-r-00500-CMA USA etalv | egend etal
2255

[For ALLsecondary attachments. a Category selection or a Description mustbe entered. Youmay ufiize both fields, but one must be enter:

Select the pdf document and any attachments.

ocument
nts and S ettings\l serDes .

Attachments Category Description
1| Eljf
Next Clear |

Additional Attachments

e The Filename box is now filled with the name
of the main document.

e |f there are attachments to the main
document, click the [Browse] button.

Frame 9-19 Select and view the PDF Document

Choose file

Lockin: I@externa\ pcdfs fartmg - £f EAv

[

2 ] x]

'@motmn_supress-cr pdf
'@mmmn_supressfcrfnew pof
'@pmposed_order pdf

ioroposed ord

Tl answer_complaint. pof

M arrast warrant-1 pof

M) arrast warrant-2 pif
B arrestreturn 1.pcf
™) arrestreturm 2 pdf

™ attachment_1.pdf

) awe-wp 1. poif

e aw-wp2 . poif

o brief_support. pclf
PElbrief_support-cr.pf
) exhibit_a. . pdf
Mindictment. pdf

P rnotion_protective_order. pof

File name: Ipmposed_mrder_cr pif

Files of type: |anFiles ¢4

Open |
Cancel |
V7

Select and view the PDF Document

e The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

e The court highly recommends you right
click and open the document up in Adobe
Reader (or Adobe Acrobat) to view the
PDF document to ensure it is the correct
PDF document you wish to file.

Frame 9-20 Opening up Adobe Reader or other PDF viewing software

‘d CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer

Choose file

Look in: I@ external pdfs fortrmg “ [ & E

[

2] x]

ﬁmation_supress—cr. pf
motion_supress-cr-new. pof
'@proposed_order.pdf
d_ordps

ﬁanswer_complaint.pdf
T arrest warrant-1. pf
T arrest warrant-2. pf
Tl arrestraturn 1 .pdf

T arrestraturn 2. pdf
'@attachment_] .pdf
'@awwplpdf
@aw—wpz pelf
@brief_support.pdf N
@brief_support-cr. plf

T axhibit_a .pdf

@indidment. pdf
@mutiuniprutediveiurder. pdf

Select

Print

Met'are Copy...

Scan for Yiruses...

Open With L4
Quick View Plus

Quick Print

Add to Zip

File name: Iproposed_order_cr.pdf

Open |

Send To 4
Files of type: IAH Files ") Cut Cancel
4
m Copy

Opening up Adobe Reader or other PDF
viewing software

e Right Click on the PDF document.

e Highlight the “Open with Acrobat X.X”

e Adobe Acrobat or Adobe Reader will open
and the PDF document will be displayed
for your review.

e It's very important that you review the

PDF document to ensure it is the
correct document you want to file.
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Frame 9-21 Review the PDF Document

Eile Edit Miew Document Tools Advanced Window Help

In the United States District Court
for the District of Colorado

=
2
g
£
H
2

Signatures

Case No 05-cr-04001-EWN
United States of America.

Plaintiff

Vs

1. Joe Quack.
2. Lucy Quack.

Defendant(s)

f comments

Proposed Order

Choose file

Look in I@ external prfs fortrmg j - o B
motion_su;:ures;s—cr.;:ud\r
'@motionisupress-cr-new.pdf
ﬁproposed_arder.pdf
ﬁproposed_order_cr.pdf

ﬁanswer_comp\aint.pdf
[T arrest warrant-1 pif
{Flarrest warrant-2. pf
Tl arrestratum 1 pdf
{Tlarrestreturn 2 pf
@attachmentj.pdf
@aw—wm pdf
@aw—pr pdf
ﬁbrief_suppor‘t.pdf
@briefﬁsuppm‘t-cr.pdf
i exhibit_a . pf
@lndlctment.pdf
motion_protective_order. pdf

= N
File name: j L‘
Files of type: IAII Files () j Cancel |

E

Review the PDF Document

e When viewing the PDF document, check the
document for items such as:
e court
e case number and style
parties
e correct
document

¢ Since this is a proposed order, remember
to send the WordPerfect or WORD version
to the Magistrate and District Judge via e-
mail as described in the ECF Procedures.

o After viewing the PDF document, close the
Adobe application.

Click on the [OPEN] button to populate
the ECF Filename entry box.

Frame 9-22 Describing the attachment

For ALLsecondary attachments, a Category selection or a Description must be entered You may utilize both fields, but one must be entered

- —

Main Document

C:\Documents and Settings\User\Desktop  Browse

Attachments Category Description
—_———
L IC:\Documems and Settings\User\Desktor _ Browse.. | | Remaove
Affidavit
Z.I Browse... Appendix

Civil Cover Sheet
Continuation of Main Document
Conventionally Submitted
Criminal Information Sheet
Deposition Excerpts
Exhibit

Exparte Attachment

Pages

Proposed Document
Proposed Order (PDF Only)
Receipt

Special Assignment Form

MNext Clear

¢ The Filename entry box should be filled in
with the attachment.

e There is an informational message
indicating ALL secondary attachments
must select a category or add a
attachment description

o Click on the drop down arrow to see the list
of attachment types. If the type does not fit
the attachment, select the blank entry.

e You can then enter a description to in the
description field.

Frame 9-23 Describing the attachment - continued
For ALLsecondary attachments. a Category selection or a Description must be entered You may utilize both fields. but one must be entered.

Select the pdf d t and any attachment:
Main Document
IC:\Documems and Settings\User\Desktop  Browse..
Attachments Category Description
1. IC:\Ducumenls and Settings\User\Desktop  Browse. IPrnpnsed Order (PDF Only) ﬂ | Remave |
A Browse.. | | =l

In this example, we've selected the “Proposed
Order (PDF Only)” from the Category list. We
can leave the description field blank as we
have selected a category description.

We do not need to enter any more descriptive
text.
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2 CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer
File Edit “iew Fawvorites Tools Help

Frame 9-23a Describing the attachment - continued
Main Document In this example, we’ve selected the “Exhibit”
C-\Documents and Settings\User\Desktop  Browse designation from the “Category” drop down
P Category Deseription list, and then in the “Description” field, we've
entered the “A”. The docket text and
1. IC:"\Documents and Settings\User\Desktop  Browse... |Exhihn j |A Remove attaChment. WI” be Identlfled as “EXthIt A”’ as
CM/ECF will concatenate the category filed
.| Browse.. | | = with the description field.
Next Clearl
Frame 9-23b Describing the attachment - continued
AT DTG _ In this example, if you have to break up an
CADocuments and Settings\User\Desktop  Browse.. | eXhibit, you can enter the page numbers of
P — Category Description the exhibit being submitted. In the
“Description” field you can enter Pages 1 — 30
1. ktop\Folders\PDFs\shell pdfs\exhibit-a pdf _Browse.. | [Exhibit =] |A Pages 1-30 Remave | of Exhibit A.
b. fop\Folders\PDFs\shell pdfstexhibit-a2 pdf _Browse... | [Exhibit | [A Pages 31- 580 Remove |
3_| Browse I j I
Mext Clear
Frame 9-24
Note: If the judicial officer’'s procedure calls for the submission of a proposed order, users are required to
submit a proposed order as a PDF attachment to the document. They are also required to submit a WordPerfect
or WORD version of the document to the district judge as an e-mail attachment. Please review the requirements
in the ECF Procedures.
Frame 9-25 Modify docket text, as necessary Modify docket text, as necessary

= Back ¥ = « @ “at ‘ @Search [l Faworites @Medla @ ‘ %V =] W E @

¢ Modifying docket text is optional. Users

JAddress IE https:#eci-train.cod. uscourts. gow/cgi-bindlogin.pl 75302 12075610228-L_238_0-1

=l

do not have to modify text in all of the

|Links €]DC TEST AT¥ €]DC TEST DCM  €]DC TRAIM -ATY €]DC TRAIN- DCN €]DC LIVE ATY €]DC LIVE DCN €]DC Intranet Home

text boxes provided.

Utilities

Criminal . Query Reports . . Logout

Motions
1.05-cr-04001-EVVN USA v_Quack et al

Docket Text: Modify as Appropriate.

T| MOTION to Suppress by Lucy Quack. (Stiles, Aty)

It is important when modifying text to
accurately describe the motion,
particularly as there may be similarly
titted motions within the same case. For
example, there may by multiple motions
to extend time.

Click on the down-arrow located to
the left of the blue text-box to open
a modifier pull-down list. You may

A CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit ‘View Favorites Tools Help

select one of the words in the pull-
down list or leave the field blank.

Click on the text-box by the party’s

J “Back ¥ = ¥ @ at ‘ @Search [ Favorites @Med\a @ | %‘ E] v E @.

name, and type a description of the

JAddress I@ https:#ecf-train. cod uscaurts gow/egi-bindogin pl?7530212075610228-L_233_0-1

j ©Go H@

document. This added text will part

|Links £IDCTESTATY £|DCTESTDON E]DC TRAIN-ATY €1DC TRAIN- DON_SAIELIVE ATy EIDGLIVE DCN E10C intranst Home

¥ of the docket entry.

SECF

Votions
1.05-cr-04001-EWN USA v, Quack et al

Civil » Criminal  » Reports « Utilities » Lrogout

Quzry

Docket Text: Modify as Apyfopriate.

| MOTION to Suppress Evidence from 123 Back Al by Lucy Quack. (Stiles, Al

o After entering all applicable docket
text, click on the [Next] button.
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Frame 9-26 Submit the Transaction to ECF

sECF

Chil ~ Criminal ~ Query Reports -  LUtilities « Search

Motions
1:02-cr-00012-LTE USA . James et al
2285, APPEAL

Docket Text: Final Text

Tenth MOTION to Suppress Evidence from 123 BacK Alley Dr. by Robert E. Jamgs.
{Attachments: # (1) Proposed Order (PDF Only))(Yee, Attorney)

AN

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

Source Document Path (for confirmation onhy):
T \External Traininghect class pdrsicri-motion_supress.podf
TExternal Trainingvect class pdfs\Ccr2-proposed_order.pdf

Mext | Clear |

pages: 2
pages: 1

\

Completing the Transaction
e THIS IS THE “LAST” SCREEN FOR
YOU TO REVIEW!!
f you click the NEXT button, the
transaction is posted to the database.

e An informational message as to the
path and filename of the PDF
document is displayed for review. This
provides the user a “final” opportunity
to check the filename as to it being the
correct document. If it’s not the
correct document, you should abort
this transaction and start over
again.

b 4
Note: You CANNOT view any of the

actual the document(s), only the path,
filename, and number of pages.

e Click on the [Next] button to commit
the transaction.

Frame 9-27

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue
menu bar, including logging out of the system. Users should avoid using the [Back] button in complicated
transaction, as it is easier to just start over. When using the [Back] button, a user may not use the [Forward]
button on the web browser when the correction has been made. Progression must be made using the ECF

Frame 9-28 Receive the Notice of Electronic Filing confirmation

ISECF

Cril - Search Logout

Criminal

Query Reports ~  Utilities ~

U. S. District Court [TEST]
District of Colorade [TEST]

Notice of Electronic Filing

The following transaction was entered by Yee, Attormey on 7/22007 at 12:06 P MDT and filed on 7/2/2007

Case Name: USA v, James et al
Case Number: 1:02-cr-12
Filer: Dt No. 1 - Robert E. James

Document Number: 479

Docket Text:
Tenth MOTION to Suppress Evidence from 123 Back Aliey Dr. by Robert E. James. (Attachments: # (1)
Propesed Order (PDF Only)){Yee, Atterney)

1:02-cr-12-1 Notice has been electronically mailed to:
JackJones  Leslie_A_Martin@cod.uscourts.goy

Dean Martin ~ Leslie_A_Martin@cod .uscourts.goy

\ A\

Aftorney Yee

:UE-cr- !-I uOEIGE F as BEEH mai ea By the filer to !

Fobert E. James
123 1%th St
Denver, CO

Jack_yee@cod.uscourts.gov, jack_yee@caob.uscourts.gov

David Lane

Killmer & Lane, LLP
1543 Champa Street
#400

Denver, CO 80202

The following document(s) are associated with this transaction

Document descriptien:iain Document

Original filename:n/a

[Electronic document Stamp:

STAMP dcecfStamp_|ID=1071006653 [Date=7/2/2007] [FileMumber=713819-0] [
634thbc2cc143251914684c28eethedb9aa7e06ec707c7427c5e1fd1d65745673 110
74a211bf8d61h37584e61159615a51e7hahdfd 7567381 17064243183 7d45a]]
Document description:Proposed Order (PDF Orily)

Original filename:n/a

[Electronic document Stamp:

STAMP deectStamp_|D=107 1006659 [Date=7/2/2007] [FileNumber=71819-1] [
B7fadadc338o1 Be3cébhih OffbEhedhcifhbb7af7i26f5a785311f0eM db70bS8e 1cO
Fofc22c2763daadBfic7af1 02ded 1689 11660fe5c90e30f992318ef552])

\

Notice of Electronic Filing (NEF)

e The Notice of Electronic Filing (NEF) is
displayed.

e This is your “receipt” of the filing.

e The NEF has four informational sections:

e

The docketing information section
includes when the entry was made, the
document number, and the docket
text.

The electronic naotification section
displays the names and e-mail
addresses of attorneys/parties that
have been electronically noticed.

The manual notification section
displays any names and addresses of
recipients that must be served by non-
electronic means. If there are name(s)
and addresses displayed below the
“Notice has been mailed by the filer
to:” you must print a copy of the NEF
and mail along with the document(s)
you filed to the parties displayed. You
will generally see names and
addresses for pro se parties and
attorneys that may not be registered to
be an e-filer.

The fourth section lists electronic
document stamp(s) for each PDF
document submitted and serves as a
security feature. The document
stamp(s) are kept separately and are
compared routinely against the
document stamp that is embedded in
the PDF document.
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Filing a Brief in Support of a Motion

As a further illustration, we'll file a brief in support of a motion. Since this repeats screen samples from the previous
example, the format for this example is presented in a more concise presentation.

Selecting Supporting Documents,
Responses and Reply Events

Frame 9-29 Criminal filing categories

Criminal - Query Reports -

Litilities

iCriminaI Events

o Alist all of the criminal filing
categories are displayed.

Charging Instruments and Pleas
Flea-Related Documents e Click on the

Supporting Documents, Responses and Replie
Motions and Related Filings . .
Wations 9 link under Motions and Related
Supporting Documents, Fesponses and Replies Filings.

Other Filings
Wavers
Service of Process
Motices
Trial Docurments
Appeal Documents
Cither Documents

Frame 9-30 Selecting Brief in Support of Motion Selecting Supporting Documents,
Responses and Reply Events

o Alist all of the events are displayed
alphabetically.

In the search text box, you can enter
the beginning letters of the motion
event you want to select.

e You may also scroll up/down the
4_/"" scroll bar in the “ Available events”
Response n fpposiion list to facilitate your selection of
ezponze in Support

R  to Mation =l motion events.
( Next i}m | o After selecting the Brief in Support
of Motion, click on the [Next] button.

Chil - Criminal ~ Query Reports ~  Utilities ~ Search Logout

o
g
»

)
<«

Uppozihion o Mofion
3rief in Suppart of Mation

=] q

Reply to Response

\ 4

Frame 9-31

Note: ECF defaults to the last case from which you queried or docketed in. Ensure the proper case number
is entered in this field to avoid filina vour document in the wrona case.

Frame 9-32Enter case number Enter case number
1

Criminal - Query 2L | o Enter the number of the case for
which the document is being filed

Responses & Replies

e Remember, if you click on the main
Criminal Case Humber case number, it indicates you are filing

[:0zer12 Hide Case List | for all of the defendants in the case.

Select a case: >

M 1:02-cr-00012-LTE USA v, James et al = + When there is a ' next to the short

™ 1:02-mj-00012-BME USA v, James et al +/ title, it indicates there is more than
one defendant in the case. If you are

filing specifically for one of the

Mest | Clear | defendants, you MUST click on the

+

to expand the list to show all of
the defendants’ cases so you can
select the correct defendant.

Criminal
[1:02-er-1241
Select a case:
1 02-cr-00012-LTE USA v, James et al =

¥ 1:02-cr-00012-LTB-1 Robert E. James

M 1:02-cr-00012-LTE-2 Catherine E. Bell

T e Spempampfa{ oSl il

e After clicking the appropriate case,
click on the [Next] button.
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IFrame 9-33

SECF

Criminal - Query Reports -

Responses & Replies

1:02-cr-00012-LTE USA . James et al
2255 APPEAL

M et Clear

Review Screen

o After clicking on the &t _| putton,
from the enter/select case screen, a
review screen is displayed.

et

Click on the button to continue

Frame 9-34Designating the filing Party

Responses & Replies
1:09-cr-00500-CMA USA et al v Legend et al
2255

Select the filer.
Collapse All Expand All
USA pla Select the Party:
Chilly Willy ip USA [pla

=John Legend dft
#Tamara Banks dft

g =Chilly lip]
cegend, John [dft
o amara [dft

Only court personnel can add new parties. Contact the Help Desk at 1.866-365-6381 or 303-335-2050
Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add.

Designating the filing party

» Highlight the name of the party for
whom you are filing the document. If
you represent more than one party,
select multiple parties by holding
down the [CTRL] key while pointing
and clicking on each party you
represent.

o |f done correctly, each party selected
will remain highlighted.

o After highlighting the parties to the
document, click on the [Next] button

Frame 9-35

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-
6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information.
Only court personnel can add or create new parties to a case. If you click on the Add/Create New Party hyperlink,

ECF returns an error message advising you of this restriction.

Frame 9-36Attaching the main PDF document

Responses & Replies
1:09-cr-00500-CMA USA et al v. Legend et al
2255

[For AL Lsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one st be entered.

Select the pdf d t and any attach
Main Document
( Erowse.. )
Attachments o Category Description
L _Browse.. | |

Specify the PDF document to file.

e ECF provides the filer an entry box
to indicate the main document as
well as an entry box for the first
attachment.

o Click the [Browse] button next to the
“Main Document” box.
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Frame 9-37The File Upload/Choose file dialog Box File Upload/Choose File dialog

[] -3 CM/ECF TEST - U.S. District Court:cod - Mozilla Firefox

fricuptoad 21x| * The Choose File/File Upload dialog
Lookin: [ ecf class pdfs = @ = box will appear and you can navigate

= - to the folder (or location) where you

= cr1-motion_supress. pdf

= cro-proposed_ order. pdf have the PDF document.

= era-brief_support.pdf e The court highly recommends you

Ecr4-exhibit-a podf right click and open the document up

= creattachment_2.pdf in Adobe Reader (or Adobe Acrobat)

= |cr-proposed_orde.pdf

Iwl]

_._.
5
=

= cv1-answer_complaint.pdf to view the PDF document to ensure it
- cvz-motion_protective_order. pdf is the correct PDF document you wish
EcvS—perosed_order.de to f||e

Ecvcl—brief_support.pdf' o
=5 cvS-exhibit_a .pdf e Each PDF attached is limited to a

o |cwE-attachment_2. pdf maximum file size (See nOte.)
However, there is not a max on the
entire filing.

NOTE: Please refer to the
File name: [ = [geen | Court Information
=l

Files of type: |0 Files

Cancel | — Ilnk from the
4 CM/ECEF start page or from the utilities
= menu for the file size limits of a PDF
document.

Viewing the PDF document

ﬂ In the United States District Court o When Vlew|ng the PDF document
for the District of Colorado i !
- check the document for items such
E Case No 05-cr-0400 1 -EWN B as.
E Uiniter tes of America, e court
g Bty e case number and style
B e parties
1. Joe Quack, e correct
2 Lucy Quack document
:ﬂ Defendant(s)
Brief in Support of Motion to Suppress Evidence -
e The signature (i.e. s/ and the
/Aty Stiles attorney name
Aty Stiles
901 19" St. Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

e Acrobat Prole ional - [brief_support-cr.pdl]
Edit  View Docurmont  Tools  Advancod  Window  Hilp il

o After viewing the PDF document,
close the Adobe application.

United States District Court
District of Colorado e Click on the [OPEN] button to

populate the entry box for the

filename.

CERTIFICATE OF SERVICE

I hereby certify that en 00/00/05, 1 electromeally filed the foregomg with the Clerk of Court using the CM/ECF
system wliach will send notification of such filmg to the followmg emal
addresses.

Ally Stiles

dustin_stiles@@eod.usconrts.gov

Clns Vagner

cluis_vagner@cod usconrts. gov, cod_aty@yahoo.com

Jack Yee
Jack_yee@cob.nscourts.gov

and 1 hereby certify that I have mailed or served the document or paper to the followmg non CM/ECF participants
an the manner (mmnl, hand delivery, ete ) mdicated by the non participant s name:

NONE
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Frame 9-39ttaching additional PDF document(s)

[For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered,

PP 'S Tt

Select the pdf d

t and any

Main Document

C:\Documents and Settings\User\Desk

Attachments

1.|

M Clear

Additional Attachments

e The Filename box is now filled with
the name of the main document.

Ly If there are attachments to the main
document, click the [Browse] button.

Frame 9-40The Choose file dialog box

Choose file

Look in: I I shell pdfs j

2=

o il

=_£ 05-cy-00032-order on ext time, pdf

| 07-cy-00320-prettial order, pdf

2 07-cv-00320-scheduling order. pdf

| 07-cv-00320-Scheduling Order-Part2, pdf
| 07-cv-01001-min arder pdf

? 07-cv-01001-order mation hrg. pdf

I 07-cv-02001-Crder pdf

-j 09-cr-00322-anaya-addendum, pdf

2 09-cr-00322-anaya-pre-sentence-report. pdf

= complaint, pdf

T Copy of answer pdf

Z cvr_sheet_new.pdf

| Defendant_s_Rule_316_|
T echibit-a2, pdf

indic Srelfet
ot
T Orde

prop "
recie 5 Combine supported files in Acrobat. .,

Print

| 09-cr-00322-anaya-pre-sentence-report-atkachment 1. pdf
| 09-cr-00322-anaya-pre-sentence-report-atkachment2, pdf
I Activity in Case 1_02-cv-00012 ,pdf

= &SP Scan for Wiruses. ..
=3
- answer pdf - sum |
I attachment 1 pdf L tran; M MetWare Copy...
I brief .podf T warr "
= * = Dpen With 3
4| | Quick: Wiew Plus
J ik Prink ul

File name: exhibit-a. pdf -

I Send To 3
Files of type: Al Files [*.%) I

I J Cut -

TG TOOCTMTENTS ST SETyS WSETUeshiof _ Browse— ] [ Copy

Create Shorkout -

Z.I Browse | I

Delete
Rename ol
Next | Clear Properties

The Choose file dialog box

e The Choose File/File Upload dialog
box will appear and you can navigate
to the folder (or location) where you
have the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

Frame 9-41

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in
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Frame 9-42 Selecting the category descriptor and adding description
information

For ALLsecondary attachments, a Category selection or a Description nust be entered. You may utilize both fields. but one must be entered

L "

Select the pdfd

t and any att:

Main Document

C-\Documents and Settings\User\Deskiop  Browse... I

Attachments

Description

1. |C:\Ducumems and Settings\User\Desktop  Browse..
Browse.

Remove

ffidavit l
ppendix

ivil Gover Sheet

ontinuation of Main Document
onventionally Submitted

al Information Sheet

2.

Mext | Clear

xparte Attachment
ages

roposed Document
roposed Order (PDF Only)
eceipt

pecial Assignment Form

Selecting the category descriptor

e The Filename entry box should be

filled in with the attachment.

Under the Category entry box, there
is a drop down arrow to allow you to
select the type of attachment it is.

Click on the drop down arrow to see
the list of attachment types. If the
type does not fit the attachment,
select the blank entry.

You can enter a description to
provide additional information. The
category entry will be concatenated
with any information you typed in the
description field.

T

Note: A new attachment entry

box is added for the next
attarhmant

Frame 9-43 Repeating the process for additional attachments

For ALLsecondary attachments. a Category selection or a Description must be entered. You may utilize both fields. but one must be entered.

PP "

Select the pdf d

t and any

Main Document

C-\Documents and Settings\User\Desktop  Browse

Attachments Category Description
L. |C:\Documems and Settings\User\Desktop  Browse... |Exh\bil j |A Remuove
Z.l Browse | j |

Repeating the process for additional
attachments

e After the first attachment has been

added and described, the second
attachment can be added.

e The steps are the same:

e Browse

e Select the attachment PDF

¢ Right click on the file and open to
review

Mext | Clear ¢ Add to attachment entry box
e Select category, add description,
or both
Frame 9-44

Note: Repeat Frames 41 through Frame 45 for the second and succeeding attachments. In this illustration,
there are two attachments. The next frame illustrates what the final attachment list will look like.

Frame 9-45 Final list box of attachments

[For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.

Select the pdf d t and any attachment:
Main Document
C:\Documents and Settings\User\Desktop  Browse...
Attachments Category Description
1,|C:\D0cumems and Settings\User\Deskiop  Browse... IExhibil j IA Remove |
2_|C:\Ducumems and Settings'\User\Desktop  Browse... | j IAttachmem 1 Remove |

Browse... |

5.

Kaf|

Final list box of attachments

e The final attachment screen displays

the two attachments,

o Exhibit A
e Attachment 1

Click the [NEXT] button.
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Frame 9-46 Linking the Brief in Support to the motion

Responses & Replies

1:09-cr-00500-CMA USA et alv. L egend et al
2255

Select the appropriate event(s) to which your event relates:

1:09-cr-00500-CMA John Legend

v 02/09/2010 10 MOTION to Vacate under 28 U.S.C. 2255 by John Legend. (kit. )
Civil case 1:10-cv-00500 opened.

[~ 02/16/2010 11 REPORT AND RECOMMENDATIONS as to John Legend re 10 MOTION to
Vacate under 28 U.S.C. 2255 Objections to R&R. due by 3/5/2010 by
Magistrate Judge Boyd N. Boland on 2/16/2010. (lam, ) (Entered: 03/10/2010)

[~ 04/15/2010 14 Amended MOTION to Suppress evidence found in 1970 Chevy by John
Legend. (Attachments: # 1 Proposed Order (PDF Only))(Yee-5678, Jack)

Next | Clear |

Linking the Brief in Support to the
motion

Additional ECF Information

This window allows the filer to link
the brief with other documents that
have been filed already. A list of
previously filed documents appears.
Documents such as briefs in support
of a motion must link back to the
motion.

Using the mouse, select by clicking
in the checkboxes provided, which
documents you wish to link the brief
to. Click on [Next].

Frame 9-47 Modify Docket text, as necessary

2} CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFME Edit ‘iew Favorites Tools Help HAddress €] https:#fect-train. cod. uscourts. govcgi-bindagin. pl 432360560277 101-L_

J “Back ¥ = v @ at ‘ @Search [l Favarites @Medla @ | %‘ =] 4 @.

Criminal . Reports Utilities  «

Query

Responses & Replies
1:05-cr-04001-EWH LUSA v, Cuack et al

Docket Text: Modify as Appropriate.
BRIEF in Support by Lucy Quack re [4] Amended MOTION to Suppress Evidence from 123 Back Alley

I (Attachments: # (1) Exhibit A# (2) Attachment 1) (Stiles, Aty)

M Clear

Modify Docket text, as necessary

The Docket Text modification screen
is displayed.

This screen allows you to enter
optional
docket modification text.

After enter text or leaving blank, click
on the [Next]

-94 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 5.X
EFFECTIVE DECEMBER 2, 2011

Frame 9-48 Submit the Transaction to ECF

UE F Civil Criminal Query Reports - Litilities Search

Responses & Replies
1:02-cr-00012-LTE USA v, James et al

2255, APPEAL

Docket Text: Final Text

BRIEF in Support by Rebert E. James to [479] Tenth MOTION to Suppress Evidence
from 123 Back Aliey Dr. (Attachments: # (1) Exhibit A, # (2) Attachment 1)(¥ee,
Attorney)

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

Source Document Path (for confirmation only):

TaExternal Trainingiect class pdfswr3-brief_support.pdf pages: 3
ThExternal Trainingiect class pdfshcrd-exhibit_a pdf  pages: 3
ThExternal Traininohect class pdfshcri-attachment_2.pdf pages: 1

Mext Clear

Submit the Transaction to ECF

e THIS IS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

o If you click the NEXT button, the
transaction is posted to the
database.

o Click on the [Next] button to commit
the transaction.

Frame 9-49

Progression must be made using the ECF buttons.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu bar, including
logging out of the system. Users should avoid using the [Back] button in complicated transaction, as it is easier to just start over.
When using the [Back] button, a user may not use the [Forward] button on the web browser when the corrections have been made.

Frame 9-50 The Notice of

Electronic Filing (NEF)
1] Reports - Wilities - Search Logout
Responses & Replies

1:02-cr-00012-LTE USA . James et al
2255, APPEAL

U. S. District Court [TEST]

District of Colorado [TEST]
MNotice of Electronic Filing

The following transaction was entered by Yee, Attorney on 7/3/2007 at §:15 AWM MDT and filed on 74372007
Case Name: USA v, James et al

Case Number: 1:02-cr-12

Filer: Drt Mo. 1 - Robert E. James

Document Number: 450

I:E);Icé‘:'::esf.ltpport by Robert E. James to [479] Tenth MOTION to Suppress Evidence from 123 Back Alley Dr.
,(Attachments: # (1) Exhibit A, # (2) Attachment 1)(Yee, Attorney)

1:02-cr-12-1 Notice has been electronically mailed to:

Jack Jones  Leslie A Martin@cod.uscourts.gov

Dean Martin Leslie_A_Marting@cod uscourts. gov

Attorney Yee  jack_yee@cod.uscourts.gov, jack yee@cob.uscourts gov

1:02-cr-12-1 Notice has been mailed by the filer to:

Robert E. James

123 15th St
Derver, CO

Dawid Lane
Killmer & Lane, LLP
3 Street

#400
Denwver, CO 80202

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

Document description:iMain Document

Original filename:n/a

Electronic document Stamp:

[STAMP dcectStarnp_|ID=107 1006659 [Date=7/3/2007] [FileNurmber=71960-0] [
6le3ar?6azsesde 184503fcEM2a78638441364447ra7c919639e0de5fe2c293080997 73
e16f1fea708hS8ceN28c1 1d031dr27ebd47a78hdb7o64038b4fca7io12c]]

Document description:Exhibit A

original fllename:n/a

Electronic doecument Stamp:

[STAMP deecfStamp_ID=107 1006659 [Date=7/3/2007] [FileMumber=71960-1] [
2d2f2d09546e4a27 1h266963b9d29actE367hn1a49bc04c1 197 00EM9C91 B4ThE 72727
2ER92549TE 16880 353ed5d6268090419254209969c9503T06E4T01a82565]]

Document description: Attachment 1

Ooriginal filename:n/a

Electrenic document Stamp:

[STAMP dcectStarnp_|ID=107 1006659 [Date=7/3/2007] [FilenNurmber=71960-2] [
31d789fcelad7idcae387 1aledch9d0Scd0c27500dad 00585 a4 8df85c6ef8echa8fed217
9441 d745bd575fddh 197661 1cO0b26a82adaerdddadiBhe6034e937har2]]

The Notice of Electronic Filing (NEF) is

e The Notice of Electronic Filing
(NEF) is displayed.

e This is your “receipt” of the filing.

vy If there are name(s) and addresses

displayed below the

“Notice has been mailed by the
filer to:” you must print a copy of
the NEF and mail along with the
document(s) you filed to the parties
displayed.

¢ In this example, there are none
displayed.

e You will generally see names and
addresses for pro se parties and
attorneys that may not be registered
to be an e-filer.
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ECF filing is that simple!
Submitting a Proposed Order

Registered users are required to submit proposed orders as PDF attachments to the motions requesting the relief to be
ordered. The user shall also submit the proposed order in a WordPerfect or text (*.txt) format to the judicial officers
assigned to the case. The proposed order shall be sent via e-mail to the chambers of the assigned district judge and
magistrate judge. Users should review the proposed orders sections of the ECF Procedures for the District of Colorado
for more information and for chambers e-mail addresses.

Restricted Document Submission

The filing of restricted documents is governed by Section VI of the ECF Procedures for the District of Colorado.
Restricted document submission falls into two categories, documents in restricted cases and restricted documents in
public cases.

Restricted Case Document Filing
A document filed in a restricted case must follow this procedure:

e The first document submitted in a restricted case by a party must be submitted in paper format.

o All subsequent documents should be filed electronically, unless the party has received different
instructions from the court.

e Restricted documents may be viewed electronically by attorneys of record in the case by using the
PACER system.

e All documents filed in a restricted case must be served in paper format. The court’s electronic notice
facilities will not be available on restricted documents.

Restricted Document Filing in Public Cases
A restricted document filed in a public case must follow this procedure:

. A Motion to Restrict must be submitted electronically in accordance with the Local Rules of this court.

o At the same time, the party should electronically submit the document under restriction using the Restricted
Document event. Any document submitted under a different event will not be restricted from public view.

. A Notice of Electronic Filing will be generated for the restricted document and considering he restriction level,
the document may be available via the NEF.

. Attorneys of record in the case may view restricted documents electronically by using the PACER system
depending upon the restriction level applied.

. Depending upon the restriction level applied, the court’s electronic notice facilities may not be available to serve
restricted documents.

All questions on restricted documents should be forwarded immediately to the ECF Help Desk.
Privacy Policy

Documents with personal identifiers and other sensitive information should be filed electronically in accordance with the
court’s Privacy Policy. The Privacy Policy may be found in Section XI of the ECF Procedures for the District of Colorado.

Motion Practice

Basic federal civil motion practice follows the listed filing progression: motion — response — reply. Users should make a
point of following this practice when filing documents. A document filed by a party responding to the motion must be filed
as a response. It should not be filed as a reply. A document filed by a party responding to a response is a reply. lItis
critical for users to choose the correct event for a document and to make sure the document name and event name
match.
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Appendix 1
ECF Quick Reference Sheet

Help Desk

The ECF Help Desk for the District of Colorado is available Monday thru Friday, from
8:00 a.m. to 5:00 p.m. (Mountain Time)

Toll Free Number: 1-866-365-6381
Phone Number: 303-335-2050

E-Mail Address: cod_cmecf@cod.uscourts.gov

Eight Basic Steps for Filing a Civil/Criminal Document in ECF

1. Select the Type of Document to File

2. ldentify the Case for Which the Document is Being Filed

3. Designate the Party for Whom the Document is Being Filed
4. Specify the PDF Document to File

5. Additional ECF Information

6. Modify the Docket Text as Necessary

7. Submit the Document to ECF

8. Receive the Notice of Electronic Filing
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Appendix 1
ECF Quick Reference Sheet (Continued)

Submitting an Initiating Document by E-Mail (New Cases)

e Create PDF versions of the Civil Complaint, Civil Cover Sheet (JS-44), and Summons forms (if
appropriate).

o Create an e-mail addressed to the clerk’s office e-mail address for new cases:
newcases@cod.uscourts.gov.

¢ In the subject line of the e-mail indicate this is a hew case by typing “new case” and the short case title
(e.g. “New Case — Jones v. Smith).

¢ Inthe e-mail indicate how the party will be paying the filing fee.
If the initiating party is requesting the issuance of a summons, the e-mail must state how the party
would like the summons returned.

e Attach the PDF versions of the case initiating documents.

e Send the e-mail to the clerk’s office.

User Data Quality Checklist

1. Review Docket Entry

e Was the correct event used?
Does the title of the document match the docket entry?
Were the correct filer and attorney chosen?
Is the case humber and case style on the document correct?
Was the document linked correctly?

2. Open and Review Document

Is the document legible?

Were the attachments added correctly and named properly?
Was the document filed in the correct case?

Is the case humber and case style on the document correct?
Does the signature line contain the s/signature?

Submitting a Proposed Order

Three copies of the proposed order must be submitted to the court:

o A PDF copy of the proposed order must be submitted as an attachment to the motion in ECF.
o A WordPerfect/Word copy of the order must be submitted by e-mail to the district judge.

e A WordPerfect/Word copy of the order must be submitted by e-mail to the magistrate judge.

NOTE: In criminal cases the proposed order is the PDF copy and one copy to the district judge. There
is no magistrate judge in the criminal case.

The subject line of the e-mail for the e-mailed versions should contain the case number, the short title, the
words “Proposed Order” and the docket number of the motion to which the proposed order relates (e.g. Joes v.
Smith, case number, Proposed Order re Docket Entry #85).

ECF users should review Section 5.12. of the ECF Procedures for the District of Colorado for more information
and for the electronic mail addresses of the judicial officers.
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Appendix 2
Ten Most Common Docketing Errors

Listed below are the ten most common docketing errors made by users in ECF courts.

1. Attachments and Exhibits
¢ These documents should be filed in accordance with the practices set down in the ECF
Procedures.
2. Select the Proper Event

e An event list is attached to this document and a report showing current events is available within

ECF.

o Please carefully review your choices before filing. It is important to choose the correct event.

3. Know when to use your ECF login/password vs. the PACER login/password.
e The ECF login/password is used to file documents.

e The PACER login/password is used to view docket sheets, use the query function, and use the

reports.

4, Include a Certificate of Service on All Documents

o A certificate of service, even when serving electronically, is required under the ECF Procedures.

5. Proposed Orders

o Proposed orders must be submitted as PDF attachments to the docket entry in ECF and must
be e-mailed to the district and magistrate judges on a case in WordPerfect or WORD format.

See the ECF Procedures

6. Open All PDF Documents Before Attaching

o Before attaching a document to an ECF entry, review it to make sure the correct document is

being attached.
7. The Login and s/signature on a Document Must Match
o Make sure the s/signature on a submitted document matches the login and password of the
attorney filing it.

8. Place an s/signature on all Documents
e The s/signature must be placed on all documents.

9. Each Document Should be Filed Separately in ECF

e All documents should be filed separately. For example a brief in support of a motion would not

be docketed as an attachment to the motion, but as a separate document.

10. Choose the Correct Party When Docketing a Document
e Be sure to choose the correct party you are filing a document on behalf of.
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Appendix 3
CM/ECF Version 3.1 — Cascading Menus

The implementation of Version 3.1 of CM/ECF provides another method to navigate and select menu functions. Prior to
Version 3.1, a user clicked on the main category from the blue Menu Bar, then clicked on a filing category, such as
“Motions”, then the list of motions would be displayed.

Starting with Version 3.1, the Blue Menu bar has been changed to provide a “drop-down” list to facilitate navigation to
specific even screens.

Fame A3-1 Screen 1 - Main start screen Screen 1

EECF Civil + Criminal » Query « Reports » Utilities » Logout Help Desk: 1-866-365-6381

e Priorto Version 3.1, a
user had to click on
several links and

e ) navigate through

\ %/ 2\ several screens to get
2l to the event screen.
/R g e For demonstration
e o purposes, lest
e navigate to the motion
event.
U.S. District Court e The first screenis
District of Colorado the main menu

screen. We start by

Official Court Electronic Document Filing System .
I Civil

clicking on o]

the Blue Menu bar.

n

Frame A3-2 Screen 2 - Civil Events Category List Screen 2 —Civil Event
' Category List

Civil + Criminal + Query » Reports « Utilities + Logout
e After clicking on the

Gt Bens ) |
option from

the main menu, a

Initial Pleadings and Service Other Filings Ziescpcl’gjezcr_eg?vgf
Cnmplamts and Other Initiating Documents Nquces Events Category List
merrce of Process Trial Documents to allow the user to
Answers to Cotnplaints, Counterclaitms and Crossclaitn: Appeal Docutnents select the event
Other Answers Administrative Appeals category they wish to
I — Other Documents file, i.e. motions,

. . answers, etc.

Motions and Related Filings e Next, click on the
Motions Motions link
supporting Documents, Eesponses and Eeplies '

Frame A3-3 Screen 3 — The Motion Event Screen Screen 3 —Motion Event
= C el c2 (Erefieefievst] o . L it Screen
UE F Ciwil Criminal Query Reports utilities
Motions e After clicking on the
Motions jink, the
Alter Judamen - 1
.-'—‘-.rtnend.-"E?Dnectt.f'MDdify :I MOtlor'] EventS are
Appeal In Forma Pauperis now d|Sp|ayed.
Appear

Appoint Counsel

Appoint Custodian

Appoint Expert

Appoint Guardian ad Likern ;I

M ext I Clear I
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Frame A3-4 Summary

Prior to Version 3.1, the user’s only option was to click on the various links to navigate through several screens to
get to the screen they wanted to use.

Frame A3-5 Version 3.1 Navigation

With the release of Version 3.1, context sensitive cascading menus have been provided to allow the user to quickly
navigate to a specific screen without having to go through several screens. Depending on where the user is trying
to navigate to, the use of these cascading menu lists will reduce the number of screens a user must navigate

through.

Let’'s compare!!

Frame A3-6 Main start screen
1

Civil

Ver. 3.1 — Main Start
Screen

Criminal - Reports -

Liilities -

e Version 3.1 provides a

. drop down arrow next
to the menu category
(i.e. Civil) that will
display cascading
menu(s) to allow the
user to select the
specific option they
wish to navigate to.

U. 5. District Court [TEST]
District of Colorado [TEST]
Official Court Electronic Document Filing Sy st

The United States District Court, District of Colorado, welcomes you to
The Court went live on Civil Electronic Case Filing (ECF) on June 20, 2005 and on C

Initial F

Civil

| Mations and Related Filngs ¥

Motions

Frame A3-7 Main start screen showing the cascading

Motions and Related Filings
Other Filings

Making the selection

Crimin'al - QUEW EE[]DHS - HtilltlES - gearcl e The user should hover

N the mouse over the
e

- drop down arrow next
Motions h
Supporting Documents, Responses and Replies to .

e When the mouse is
over the arrow, the first
menu is displayed.

ddings and Service

¢ Next, you can hover the
mouse over the
| Wations and Related Filings
which will then display
the categories under
the
| Wations and Related Filngs

option which are

U. §. District Court [TEST]

Mationg
Supporting Docurments, Responses and Repligs

Malions
SUnporting Docurnents, Respanses and Reples

Mawrmilabhle Evernts (cliclks to s=slect esrsxat=s"

SomerndSCorreciShA odifye
Appeal ln Forma Pauperis

Start tarping to finnod s esrernt.
el

— — o Now click on

Maotions
e The Motions event
screen is now
displayed.
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Frame A3-8 The Motions Event list screen is now displayed The Motions Event List
Criminal - Reports -  Liilities - ¢ You can now enter the
Mot search for the motion you
otions want or scroll up/down
I St e (e Fad o cveat. the list of events.
Avrailable Eventis (click to select events) Selected Fvents (click to remr e By using the cascading
_ =| | menus in this example,
ArnendACorrect/ b odify
Appeal In Forma Pauperis we bypassed one screen.
e Counsel e It doesn't appear to be
appoint Custodian much, but over the
Appoint Expert .
Appoint Guardian ad Litern process of performing
EEEEEEE E‘;g;';ﬁ:,.aste, several docketing entries
Appointrment and or other navigation,
Attornmey Fees
Bifurcate the number of screens
Bond bypasses can be
Certificate of Appealability LI yp 2
M st I Clear I Slgnlflcant.

Frame A3-9 Another example

EECF Civil ~ Criminal ~ Query Reports ~

Motions

Litilities - Search Logout

Your Account 3
Miscellaneous >| Internet Payment History

| Start typing to find an cvent Jriramoeracase Juahas
Available Events (click to select events) Selected .,..,Elv.l.ngujuef LA L

P CourtInformation

Armend/Cormect b odify
Appeal In Farma Pauperis
Appear

Appoint Coungel

Appoint Custodian
Appaoint Expert

Appoint Guardian ad Litemn

While in the Motions- Events List screen, we wanted to go to Utilities to check Mailing info. From the Motions- Events List

screen, we go to the
1. I Litilities - option on the blue menu bar, hover over the drop down arrow, T  to see the Utilities options

Your Account 1]

Mizcellaneous . .
’|opt|on, the following

Miscellaneous Ml Again, when you hover the mouse over the
Internet Payment History
Mailings b

YWeatrify a Document

is displayed “ourt Infarmation i over the mouse over | Mailings
ailing Info for a Case

and see Mailing Lanels by Case . When you select/click on I Mailing Info fora Case

the Mailing Info for a Case is displayed and is ready for the case number to be entered.

: ] Criminal - Que Reports
jZECF o+~ coma- o

Mailing Information for a Case

Enter the case number to wiew the recipient list.
Case Number: |

Subrnit I Clear I

We bypassed Three screens to navigate to this screen.
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Frame A3-10 The Search Feature
A new feature in Version 3.1 is the ability to search for a menu or an event.

Frame A3-11 — Search example

Chil ~

Criminal ~ Query Reports ~  Ltilities ~ Search

Frame A3-12 The Search dialog

Search

e Click on the m

option on the blue
menu bar.

e A search dialog box is

Reports - Litilities - Search Liogout . .
- - = displayed, allowing for
the entry for the
Search Menus and Fvents H search.
I Search |
Frame A3-13 Entering search word(s) Searching

i Search Menus and Frents <]
Search |

IEII"ISWE[
]

hs =

e For example, we want
to search on
“answer”.

e A search dialog box is
displayed, allowing for
the entry for the
search.

Frame A3-14 Search Results Screen

ISECF

Criminal - Query Reports ~  Utilities « Search Logout

, \ Search Menus and Events |
Search results for 'answer
3 menu #tews and G events found |answer| Search |
Menu Items

Civil Events — Initial Pleadings and Service — Answers to Complaints, Counterclaitns and Crossclaims
Civil Events — Initial Pleadings and Service — Other Answers
Reports — Ciwvil Reports — Service and Answer

Civil Events — Motions
Extension of Time to File Answer
Civil Events — Other Answers

Angwer to Writ of Garnishment
Amended Answer to Complaint

Civil Events — Other Documents
Ohjections to Answer to Writ
Civil Events — Other Orders/Judgmenis
| Order to Answer
Criminal Frents — Other Orders/Judgments

Oirder to Answer

Search Results

¢ Whatever menus and
events are found that
contain the letter(s) or
words of your search
are displayed.

e The display is
categorized by Menus
and event categories.
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