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SUMMARY OF MAJOR CHANGES

VERSION 4.1 .1 (EFFECTIVE DATE- DECEMBER 1, 2010)
DECEMEBR 1, 2010 CHANGES:

THERE ARE MINOR CHANGES TO THE DECEMBER 1, 2010 VERSION OF THE ECF USER MANUAL — APPENDIX 1 ECF QuiCcK
REFERENCE SHEET DELETED SOME TEXT AND CHANGED REFERENCE TO THE ECF PROCEDURES.

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

MARCH 22, 2010 CHANGES:

THERE ARE A MULTITUDE OF CHANGES IN VERSION 4.1.1 oF CM/ECF. THIS SUMMARY PAGE HIGHLIGHTS THE MAJOR ITEMS. IF
YOU HAVE QUESTIONS OR ENCOUNTER A PROBLEM, PLEASE CALL THE HELPDESK AT 303-335-2050 OR (COLORADO TOLL FREE AT
866-365-6381

PARTICIPANT TREE CHAPTER 5
CHAPTER 9

WHEN DOCKETING, THE SELECT THE FILER SCREEN HAS BEEN SPLIT SO THERE

ARE TWO PANES, THE PARTICIPANT TREE PANE AND THE SELECT THE FILER

PANE. THE PARTICIPANT TREE ACTS AS A VISUAL AID FOR FILERS TO SEE PARTIES, ALIASES,
CORPORATE PARENTS AND WHICH ATTORNEYS REPRSENT THEM.

RADIO BUTTONS CHAPTER 5

CUSTOMERS WILL BEGIN SEEING RADIO BUTTON PROMPTS AND, IN MOST CASES, A SELECTION
MUST BE MADE BEFORE THE CUSTOMER CAN CONTINUE THE DOCKETING PROCESS.

MAINTAIN YOUR E-MAIL CHAPTER 8

THE GUI HAS CHANGED DRAMATICALLY AND NEW RADIO BUTTONS ARE ADDED FOR VARIOUS
NOTICING OPTIONS.

THE LEFT PANE DISPLAYS THE E-MAILL ADDRESSES AND THE RIGHT PANE DISPLAYS
CONFIGURATION OPTIONS

THERE IS A NEW RADIO BUTTON TO OPT IN/OUT FOR RECEVING GENERAL COURT ANNOUNCEMENTS.
THERE IS MORE FLEXIBILITY FOR NOTICING FOR ALL SECONDARY E-MAIL ADDRESSES

QUERY OPTIONS ALLOW MORE FLEXIBILTY CHAPTER 7

WHEN RUNNING A QUERY, CUSTOMERS CAN REFINE QUERIES BY NATURE OF SUIT,
CAUSE OF ACTION, AND BY PARTY/ATTORNEY NAME.
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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 200 to 240 dpi. Scanning at resolutions
greater than 240 dpi tends to clutter the electronic transfer with unwanted markings and print. Also, higher
resolutions result in larger file sizes that may impede document submittal. Larger files use more storage space,
and take up more memory. In general, “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

e 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.

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

In 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
25 prl2006 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 Cgm‘t Infomlanon .
. 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
R LoreTonE 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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Logging in to the ECF System

VERSION 4.1 .1
EFFECTIVE MARCH 22, 2010

Frame 4-2
CM/ECF Filer or PACER Login
Noti

Thisis 3 Restricted Web Site for Official Court Business only. Unauthorized entryis prohibited and subjectto prosecution under Title 18 ofthe
U.S. Code. All activities and access attempts are logged

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronicallyfiling 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 CW/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 toview the document Ifyou receive the message "You do not have permission
to view this document,"viewing the documentis restricted to attorneys ofrecord in the case and the system does notrecognize you as such. If
the login prompt appears again, afteryou have entered your CM/ECF login and password, itmeans thatthe “free look™ link has expired. You will
need to enteryour PACER login and password to view the document

Instructions for viewing filed documents and case information:

Ifyou do notneedfiling capabilities, enter your PACER login and password Ifyou do nothave a PACER login, you may register online at
http:lipacer.pscuscourts.gov.

Authentication IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social

Login: Security or taxpayer-identification numbers; dates of birth; names of minor children; financial
accountnumbers; and, in criminal cases, home addresses, incompliance with Fed R Civ P,
TR 5.2 or Fed. R. Crim. P. 49.1. This requirement applies to all documents, including attachments.

client
code I™ 1 understandthat, if | file, | must comply with the redaction rules. | have read this notice
=

Notice
Anaccess fez 0f $0.08 per page, as approved by the Judicial Conference of the United States, will be assessed foraccess to this service For mors information
about CMUECF, click here or contact the PACER Service Center at (300} 676-6336.

CM/ECF has been iesied and works correcily with Firefox 3.5, and Internei Explorer 7 and 8.

ECF/PACER Login Page

The ECF/PACER Login
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
L.8. 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 Netice of Electronic Filing email:
Enter your CKW/ECF filer login and password. The system prompts custormers for a CW/ECF login and password when attempting to view
certain types of documents.

If you have trouble viewing a document

After successful entry ofyour CM/ECF login, you should be able toview the document Ifyou receive the message ™You do nothave permission
to view this document,”viewing the documentis restricted to attorneys of record in the case and the system does notrecognize you as such If
the login prompt appears again, after you have entered your CW/ECF login and password, itmeans 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 not needfiling capabilities, enter your PACER login and password. Ifyou do nothave a PACER login, you may register online at
hitp-iipacer pscuscourts gov.

Authenticatlon IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social
Login: Security or 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,
Password: 5.2 orFed. R. Crim. P. 49.1. This requirement applies to all documents, including attachments.
dlient
code [ I lundWstandthat, ifl file, | must comply with the redaction rules. | have read this notice.
et |
Notice

Anaccess fee of 50.08 per page s approved by the Judicial Conference of the United States, will be assessed for access to this service. For more information
about CM/ECF, clickhers or ract the PACER Service Centerat (300) 676-6836.

CMVECF has been tested and wiirks 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

Chil ~

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.

2.

7.

8.

Select the Type of Document to File (i.e. motion, notice, Answer, etc.)
Identify the Case number for Which the Document is Being Filed
Designate the Party for Whom the Document is Being Filed

Specify the PDF Document to File

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

As necessary, add Modification text in the text boxes to effect how the final Docket Text will display.
Submit the Document to ECF

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.
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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 &

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

msn" - |

| 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
Motions
Eeepenses and REeplies

Other Documents

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.

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

¢ 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

SECF

Criminal - Query Reports ~  LUtilities -

Answers to Complaints

Civil Case Humber

I 9912345, 1:899-cv-1 2345, 1-99-cv-12345, 99012345 ar 1:99cw1 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

SECF

|
Answers to Complaints

Criminal - Query Reports -~ Litilities

Civil Case Humber

Find This Caze

|5

M et I Clear I

e Once you begin to enter a
Find This C
case number, the MI

button is displayed. After
entering the entire case click

Find This Caze |

Ly
on the button.

Frame 5-2c

SECF

=
Answers to Complaints

Criminal - Query Reports ~  LHilities ~

Civil Caze Humber

|5—3cu:||

Cannct find case 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

SECF

Chil - Criminal « Query Reports ~  Utilities - Search Logout

|
Answers to Complaints

Civil Case Humber

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

button.
|5cv3000 Find This Case |
Mest | Clear |
Frame 5-2e

Critninal - Query

Reports

lJﬂlulnsn.ﬁurf:rs to Complaints

Civil Case Humber

1:05—ow—-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

IJlf-‘msvt.-'\urers 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
ly darken, so you can click on it
to continue.

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

Nest button, a review
screen is displayed.

Ne#t | 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]
Petroleum Development Corporation [dft]
Toll Company [cIm]

Unioil, Inc. [dft]

Zeiler Farms, Inc. [pla]

Nextl Cle-arl 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

*+Conditional S?@av*****\

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 »*xConditional 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 ~ Critninal ~ Query Reports ~  Lhilities ~

cECF

Answers to Complaints

1:05-cw-03000-LTE-FEB Good Guys, Inc. v, Bad Suys

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

/2 CM/ECF TRAIN - ULS. District Court:cad - Microsoft Internet Explorer

(5]
=

Flle Edt View Favorbes Tools  Help

SBack - & - (D & | Qsearch [Favorites iMedia o | Bh- &b - = [&

Address [&] hitps:Jlect-train.cod. uscourts govicgh binilogin 737 0864554626336-L_235_0-1 = @e
msn¥ - | ~I| JOSearch -~ #Highlight | 4]Cptions | [5XPop-ups Blocked (203) - . Hotmail g Messenger | 3 My MSH
Links @&]DC Intranet Home @&]DC CM_ECFPage  @&|Google &J-Met @& Test (LIVE) DB- Internal &|DC Test DB -Internal  &]SDSD DCPage  &]USDC External WebPage »H - -

Criminal

Query

Reports utilities Logout

Answers to Complaints

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

Include
~

Date # Docket Text
02/01/2005 1 COMPLATNT against Porky's BBQ (Filing fee § 250.) | filed by Daffy Duck.
(wejy, ) (Bntered: 02/07/2005)

Next Clear
& Done [ [ [ neernet

Linking the Answer to the Complaint

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

Click on the [Next] button.

e |f a box is 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.

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

[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

Main Document

Attachments Category Description
L _Browse.. | | =
Mext 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.

¢ Click the [Browse] button next to

the “Main Document” box.

Frame 5-9 Viewing the PDF document

B~ oE TRAIN - U.S. District Court:cod - Micros
Chuuse file

Lock in Iaexlemal pdis fortrng

L]
'@arrest warrant-2. pd

arrestreturn 1. pdf Print cr.poif
[T arrestreturn 2. pdf i
attachmant_1. pdf N NetvWare Copy:

'@awwp1 pdf
'@a\p\ﬁwpzpdf

Scan for viruses

T brief_support. pdf DOpen YWith 3
[Blbriel_support-crpd| Quick View Plus
EXh_'b'lfa pdf Cuick Print
|nd|r.‘tment.pdf Add to 2
mc\tic\n_prc\tecﬁve_\ o <lp
Send To &
Cut
File name: Ig Copy j COpen I
Files oftype IZ Creaie Shortout LI Cancel
Delete Z
Fename
Froperties

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 5-10

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
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Frame 5-11 Review the PDF document

B2 Adnbe Acrohat Professinnal - [answer_rcomplaint pf]
File Edit View Document Tools Advanced indow Help
=

In the United States District Court
for the District of Colorado

Layers I E\gna(uvea‘ Bookmaris \ ||

Case No 05-cv-00000

Doright, Plainti(T

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 Wiew Document Tools Advanced ‘Window Help

g Adobe Acrobat Professional - [brief_support-cr.pdf] =

=1

United States District Court
District of Colorado

Signatures “§ Bookmarks

CERTIFICATE OF SERVICE

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@cob.uscourts.gov

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

Gomments

NONE

1 hereby certify that on 00/00/05. 1 electronically filed the foregoing with the Clerk of Court using the CM/ECF

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

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 number and style
e parties
e correct
document

e 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.

e 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)

B Adobe Acrobat Professional - [answer_complaint. pdf]

T File Edit Yiew Document Toaols Advanced Window Help
=

In the United States District Court
for the District of Colorado

Choose file

Lookin: |‘=H external pdfs fortrng - +« =2 cx E-

= 1<

T Comploint. pof] Tl motion_supress-cr.pdf
Tl arrest warrant- 1. pdf TFlmotion_supress-cr-new. pdf
Tl arrest warrant-2. pdf Flproposed_order. pdf

Tl arrestreturn 1. pof Flproposed_order_cr. paf

ol arrestreturn 2. pof

ol sttachrment_ 1. paf

) arewrp 1 pdf

) arwrp 2. pdf

ol brief_support. pdf

Pl brief_support-cr. pdf

T exhibit_a .pdf

Flindictrment. pdf

Pl motion_protective_aorder. pdf

File name [answer_complaintpat

L L

Files of tvpe [anrFiles 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.

o 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

NDISPO

Does this Answer include a jury demand?

~ Yes
" No

Ne_xtl Clear |

e Another ECF screen is displayed
to ask if this Answer includes a
jury demand.

e 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

Civil ~ Criminal « Query Reports ~  Uiilities ~ Search

Answers to Complaints
1:08-cv-03000-L TE-REE 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 ne further opportunity to medify this transaction if you continue.

Source Document Path (for confirmation oniy):

ChDocuments and SettingstusenDeskiophPDFs\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

Mext | 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

: Cil - Criminal - Quel
SECF  ov- comna-  owy

Civil Events

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

Reports -~

Other Filings
Motices
Trial Documents
Appeal Documents

Ltilities -

Other ANSWers

Administrative Appeals

Motiohs and Related Filings
hotions
Supporting Documents, Responses 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

Appaoint Caunsel

Appoint Custodian
Appoint Expert

Appoint Guardian ad Litem
Appoint Recaiver

Appoint Special Master
Appointment

Aftomey Feez

Bifurcate

Bond

Cenificate of Appealability j

et | Clear |

Cril - Criminal - Query Reports ~  Utilities ~ Search Logout
Motions
L Start fenin 0 find an pyent |
IAvailable Events (click to select events Selected EV £ EvENtS)
Amend/Comect/Modify
Appeal In Forma Pauperis
Appear

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.

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 Farma Pauperis |+ Po(
Dizmizz Party

Dismizs/Lack of Prosecution
File Excess Pages

Farfeiture of Property
Judgment on Partial Findings
Judgment on the Pleadings
Miscellaneous Private
Partial Summary Judgment
Permanent Injunction
Preliminary [njunction
Proceed In Forma Pauperis
Produce
Pratective Order
Fieturn of Property LI

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

) k.
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 |njunction
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 . .
Lift Stay _ Available Events list.
Miscellanzous Eivale e For example, if “Permanent Injunction”
Mare Defiite Staterent is clicked from the Available Events”
Order list, it's added to the Selected events”
Order of Sale J list
PartiaISummr Judgment - L
il e Whatever is in the “ Selected Events”
Froceed In Forma Pauperis ) Mext ) .
Produce list when the button is clicked,
Protective Order LI . . .
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

Mizcellaneous Felief

More Definite Statement

Mew Trial

Order

Order of Sale J
Partial Summary Judgment

Permanent Injunction

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-c»-03000-LTE-FEB Good Guys, Inc. v, Bad Guys
1

Mext I Clear I

Review Screen

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

button, a

M et

e Click on the button to continue.
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Frame 5-25 Selecting the filer

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

—/Anadarko E & P Company LP dft
Alias
Corporate Parent or other affiliate

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

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

Oshorne J. Dykes, Il
Anadarko Land Company 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.

#Petroleum Development Corporation dft
Toll Company clm
wUnioil, Inc. dft

wZeiler Farms, Inc. pla

Selecting the filer

o Please refer to Frames 5-4 through 5-
49 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

File name:

Qpen I
Cancel |
v

Print of |
]

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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In the United States District Court
for the Nistrict of Colorado

l Bookmarks

Casc No 05-¢cv-00000

Doright, Plaintiff

I Pages Ly

Vs

Sinister, DNDefendant

Motion for Protective Order

b

s/Aty Stiles

Aty Stiles

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

Frame 5-29 Review the PDF document

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

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

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

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

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

Cormments

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

NONE

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

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

¢ 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

Look in: I@eﬂernal pdfs fartmg j - B Ev

@motion_supressfcr.pdf
motion_supress-cr-new. pof

@prupused_nrder pdf

ﬁproposed_order_cr.pdf

@answer_complaint.pdf
@ arrest warrant-1.pdf
arrest warrant-2. pdf
i arrestraturn 1.pdf
) arrestraturn 2.pdf
@attachmentj pof
aw—wplpdf
@awwpzpdf
@br\ef_support.pdf
ﬁhr\ef_suppnd-cr pdf
1) exhibit_a pof
'@indimment.pdf

File harme: Imutiun_pmtedive_nrder pdf j

I =l

Files of tvpe

(2] x]

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.
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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.

Y "

Select the pdf d it and any

Main Document

|C ‘\Documents and Settings\User\Desktop  Browse

Attachments Category Description

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

1. |C Documents and Settings\User\Desktop  Browse I IF’mpnsed Order (PDF Only) j | Remove descriptive text.
2_| Browse.. Il j |
Next Clear |
Frame 5-36 Additional sample
attachments
Main Document In thi | , lected th
C-\Documents and Settings\User\Desktop  Browse n I,S .examp.e, We ve selecte e
“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\UseriDesktop  Browse... |Exh|h\t | |A Remove The docket text and attachment will be
identified as “Exhibit A", as CM/ECF will
2| _Browse.._| | = concatenate the category filed with the
Next | Clear description field.
Frame 5-37 Additional sample
Main Document . .
CADocuments and Settings\User\Desktop  Browse | ln 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.

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

Remove |
Remove |

2. fop\Folders\PDFs\shell pdfsiexhibit-a2 pdf _Browse... | [Exhibit

3_| Browse.. I j I

=] |A Pages 31- 50

Ne_xll Clear

In the “Description” field you can enter
Pages 1 — 30 of Exhibit A.

Frame 5-38 Docket text modification screen

Criminal Utilities

Reports

Motions
1:05-cv-01001-EWVWM Doright v, Sinister

Docket Text: Modify as Appropriate.

| MOTION for Protective Order by Defendant Sam Sinister. (Attachments: #
(1) Proposed Order (PDF Only)) (Stiles, Aty)

Mext Clear

Docket Text: Modify as Appropriate.

'I MOTION for Protective Orderl

Eighth ~| Proposed Order (PDF Only)) (Yee, Jack)
Minth

Tenth

Consent
Counter

Cross
Emergency
Endorsed

Ex Parte

Final -

by Defendant Sam Sinister.

Docket text modification screen

The Docket Text modification screen is
displayed.

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

e The “drop down” list allows you to
select predetermined modifiers. You
cannot enter text in this box. Thisis
optional.

e In our example, we'll select “Amended”
as a modifier.

¢ In the text entry box, we'll enter “from
interrogatories” to further describe the
motion we are filing. Again, this is
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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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 4.1 .1
EFFECTIVE MARCH 22, 2010

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)

= Civil - Criminal ~ Query Reports ~  Liilities - Search Logout |

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

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

U. 5. District Court [TEST]

District of Color e The NEF has four informational

— sections:
Notice of Electronic Filing
The following transaction was entered by Yee, Attormey on 64/2007 at 3 26 AM MDT and filed on £4/2007 //'. 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.
Docket Text: e The electronic notification section
mended MOTIOH for Protective Order from Muterrogatories by Defendant Bad Guys. (Attachments: #(1) Proposed Order (PDF Only})(Yed displays the names and e-mail

- — addresses of attorneys/patrties that
|1 :05-cv-3000 Notice has been electronically mailed to: have been elect_r_onlc_ally nOtI_Ced'
e The manual notification section

displays any names and

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

Another Goody  cod_ewn@yahoo .com

usta Goody  cod_atyi@yahoo.cam addresses of recipients that must
Dean Martin -~ Leslie_A_Martin@cod.uscourts.gov be served by non-electronic

- = . means. If there are name(s) and
Leslie Martin -~ leslie_a_martin@cod .uscourts.gov, gail_shaw@cod uscourts goyv L —

addresses displayed below the
IAttormey Yee  Jack WEeE@COO.USCOUS.gov, Jack yeeEcob Uscourts.goy "_NOtlce has been ma_'lled by the
filer to:” you must print a copy of
the NEF and mail along with the

J1:05-cv-3000 Notice has been mailed by the filer to:

Chris Vagner document(s) you filed to the
agner and Yee i i i
e A -, parties displayed. You will
Denver, CO 80294 generally see names and
addresses for pro se parties and
[TTIE TONOWING COCUTENT 5] are asS0CIaten Wit TS ransacton

attorneys that may not be
Document description:iMain Document

Original filename:n/a registered to be an e-filer.
[Electronic document Stamp: e The fourth section lists electronic
[STAMP dcecrStamp_|D=1071006653 [Date=5/4/2007] [FileNumber=71575-0] |
67018 1100960728976f7430674fe0céfcacaleda Dcbad 1f3027hargfeehe | 067 de document Stamp(s) for each PDF
511 adsh 1 cefcia0fidddhad54201 6554hc059462 1754898600291 7o) document submitted and serves
Do_cqmen_t description:Proposed Order (FDF Only) as a security feature. The

Orlglnal filename:n/a \\

[Erectronie document Stamp: document stamp(s) are kept
STAMP deecfStamp_ID=1071006659 [Date=6/4/2007] [FileNummber=71575-1] [ separately and are compared
Fhac2df3n7d64 30064268720 706 1 ee7B0e05a55 007 1 FGA0CEAA5300227h 32980 inel . he d
[150a16554a107h1 0b6102509c311bf945cd0076522h 056580 Ti5a331]] _ routinely against the document

stamp that is embedded in the
PDF document.
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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

Criminal
Zivil Events
Initial Pleadings and Service Cither Filings Only con
Complaints and Other Initating Documents Motices F from §

Trial Documents
Appeal Documents

Serwvice of Process
Answers to Complamts, Counterclaims and

Crossclaims Administrative
Cither Answers Appeals

Other Docutments
Motions and Related Filings
Liotons
Supporting Docurments, Responses and Reples

Selecting supporting documents

e The user should click on Supporting
Documents, Responses and
Replies under Motions and Related
Filings.

Frame 5-43 Selecting the type of supporting document

Search Logout

Criminal ~

Query Reports -  Liilities ~

Responses and Replies

- i
0 select an event Selected Eve

| I
Available Events (click t

<

Erief in Opposition to Mation
Brief in Support of Motion
Fieply to Rezponze to Mation
Responze ta Motion
Fesponze to Objection to Appeal of Magiztrate Judge Decizion
Fesponze to Objection to Report and Recommendation

Sureply LI
et | Clear |

Selecting Supporting Documents,
Responses and Reply Events

A list all of the events are displayed
alphabetically.

Ly

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/

number is being entered for the sake of brevity. Review Frames 5-2a throug
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

h 5-2g for more detail as to what

Frame 5-44 Case number entry

Chil ~ Crimninal - Query Reports -

F

Responses and Replies

Civil Caze Humber

Case number entry

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

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.

|sev3noo Find This Case |
e Click [OK] to acknowledge and close
the error message. Click the [Clear]
Nt I Clear button on the Case Number screen
and re-enter the case number in the
correct format.
e Click on the [Next] button.
Frame 5-45

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
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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 __M&xt
review screen is displayed.

button, a

Click on the &% | 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
~Andrea Wang Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050 L4 Aﬂer h|gh||g ht|ng the pal’ties 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

Sindu Holp

In the United States District Court
for the District of Colorado

| Bookmarls

TDoright, Plaintiff

| Lagers i Signalues
8]
y
in
0
0
;:;]‘
|
¢]
4
|
2
2
8

Pages

Sinister, DDelendant

Bricl in Support

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_support-cr.pdf]

) File Edit View Document Tools Advenced “Window Help

United States District Court
District of Colorado

S\gnatuves\l 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

Jack Yee
jack_yee@cob.uscourts.gov

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. etc.) indicated by the non participant’s name.

Comments

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
Slarrest 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

Files of twpe: IAII Files (**)

File name: Ihriefﬁsupp\jr{pdf j
= |

\Z
g

Review the PDF document

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

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

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

e Click on the [OPEN] button to
populate the entry box for the
filename.
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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.

OROIEERCONOES

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,

-38 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 4.1 .1
EFFECTIVE MARCH 22, 2010

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:

»* 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.

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

Criminal . Reports .

Query

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

Docket Text: Modify as Appropriate.

Utilities

BRIEF in Support re [3] Amended MOTION for Protective Order from interragatories
filed by Defendant Sam Sinister. (Attachments: # (1) Exhibit A# (2) attachment 1) (Yee, Jack)

EI Clear |

Docket text modification screen

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]

Frame 5-59 Final screen

SECF

Civil ~ Criminal Query Reports ~  Utilities ~ Search

Responses and Replies
1:05-c-03000-L TE-REE Good Guys, Inc. v Bad Guys

Docket Text: Final Text

BRIEF in Support re [5] MOTION for Protective Order filed by Defendant Bad Guys.
(Attachments: # (1) Exhibit A# (2) Attachment 1)(Yee, Attorney)

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

Source Document Path (for confirmation only):

ChDocuments and SettingswsenDeskiop\PDFs\shell pdfsireciept.pdf pages: 1
ChDocuments and SettingswsenDeskiopPOFs\shell pdfsisum_cyv_actpdf  pages: 2
ChDocuments and SettingswsenDesktop\PDFs\shell pdfsireciept.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 over again.

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

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

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

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

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]]

'\

Notice of Electronic Filing (NEF)

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 notification
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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Sealed Document Submission

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

Sealed Case Document Filing
A document filed in a sealed case must follow this procedure:

e The first document submitted in a sealed 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 sealed documents electronically by using the PACER system.

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

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

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

¢ At the same time, the party should electronically submit the document under seal using the Sealed
Document event. Parties should only submit sealed documents using the Sealed Document event. Any
document submitted under a different event will not be sealed from public view.

e A Notice of Electronic Filing will be generated for the sealed document, but the document will not be
viewable.

e Attorneys of record in the case may not view sealed documents electronically by using the PACER
system.

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

All questions on sealed 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.

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 ll—

OR
Case Status: C Open ¢ Closed Al \ /ZVVarious parameter selections to
Filed Date | to] L~ define your query. Parameters
include the selection of:
Last Entry Date | to] e Open, Closed, or both
f’ ¢ Filed date range
o ; 0 (zero)
Nature of Suit 110 (naurance) e Last entry date range
120 (Contract: Marine) d| 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) 4| e Parties
, } o Attorneys

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

First Name [ Middle Name | Using any combination of the

Type = / parameters in the query will focus

your query.
Run Query | Clear |
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Frame 6-1a Case Number Search

Query

Search Clues

Case Number

Case Number Search

If you use the case number query, the

MI s grayed out.

or search by

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 ———E===

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 Number

|12

Hide Caze List |
Select a case:

I 1:02-cr-00012-LTE USA v. James et

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

g I™ 1:02-mj-00012-BNE USA v. James et al &
or search b]r'

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.

¢ 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 Favorites Tools Help |JAddreSsI@hnpsﬁed—traincndus:nudsgnw’cg\—hm

SECF

Rgin.pl?6117554803

Civil Criminal . Query o Reports Utilities

Select A Case

This person is a party in 2 cases.

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

1:05-cw-00124-EWN Duck v. Porky's BEQ 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
guery 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:

¢ 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.
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Frame 6-5 Additional query sample 1 (continued)

QED, Inc. v. U.S. Traffic Corporation et &l filed 12/05/07 closed 04/15/08 g]‘l?g’ﬂ“ﬂ

o If you click on the case number

hyperlink, ECF will open the

1:07-cv-02548-WDM- |, . 190(Contract: . .
B_NBi BIAX Corporation v. Texas Instruments Inc. filed 12/07/07 Other) query screen depICted in
e DR, [ o g UG . @imme e fe G, s, filed 12/07/07 ﬂg’““m
Remeneski v. Aspenwood Condominium Association. Inc. et al filed 12/10/07 closed 01/16/08 gg(ﬁc){mkm
Frame 6-5 Additional query sample 2 Additional query sample 2
Query
Search Clues e This sample query has the
Cascaiumber f following four parameters
or search by entered/selected:
Case Status: # Open  Closed @ L] Open cases
Filed Date ALY AR » Cases filed from 1/1/2007
Lot Evtee Dt | | through 12/31/2007
ast onmy Llare .
: © « Nature of suit code of 190
160 (Stockholders Suits ° Cause Of Acton Code Of
Nature of Suit 190 (Contract: Other) . .
T TCTTe e 9:0001(09:1 U.S. Arbitration
196 (Contract: Franchise) ACt)
=
. Uo 2o Uo-Udo .
Cause of Action | prwrreyrrrayes « The query returns a list of
. = cases based upon the
Last/Business Name | (Examples: Desoto, Des*f) parameters selected/entered.
First Name [ Middle Name |
Tvpe I -
Run Query | Clear |

Select A Case

-cv-02370-WDM-MEH T I Incorporated v. BIAX Corporation filed 11/09/07  190(Contract: Other) 09:0001(09:1 U.S. Arbitration Act)

7-cv-02548-WDM-BENB B! Corporation v. Texas Instruments Inc. filed 12/07/07 190(Contract: Other) 09:0001(09:1 U.S. Arbitration Act)

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

Criminal

Reports

Docket Sheet  Criminal Reports

Criminal Cases

Other Reports
Civil Events List (atty)

Criminal Events List (atty)

Civil Reports
Civil Cases

Civil and Criminal Reports
Tudgment Index

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

charge and without logging into PACER.

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

Frame 7-2a

etc.) button is grayed out until a valid case number is entered.

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,

Frame 7-3 The Docket sheet
Docket Sheet

P

Case numbk

+ Filed
" Entered

lul

=
s

Documents | to |

Include:

¥ Parties and counsel
I¥ Terminated parties
[ List of member case:
I Links to Notices pf Electronic Filing

Document options:

v Include headers when displaying PDF documents
™ View multiple documents

[ Create Appendix

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

s == est date first j

{ Clear

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.)

-51 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 4.1 .1
EFFECTIVE MARCH 22, 2010

Frame 7-3 The Docket sheet

Docket Sheet

Case numberlz_12

Firnd This Case I

 Filed |
" Entered

Documents | to |

Include:

¥ Parties and counsel

W Terminated parties

I™ List of member cases

I Links to Maotices of Electronic Filing

Sort by I Oldest date first vI

Fun Feport I Clear I\

to | —

Document options:

I Include headers when displaying PDF documents
[ iview multiple documents

Format:

& HTML {unpaginated)

T 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 numl:ﬁerlz_12

* Filed
to
 Entered I I
Documents | to |
Include:

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

Find Thiz Case I

Document options:

M Include headers when displaying PDF documents
I i%iew multiple documents

Format:

& HTML (unpaginated)

' PDF (paginated)

Sort by I Oldest date first 'i
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.
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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

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

Fun Report button.

¢ 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-cv-12

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

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

™ List of member cases Format:
I¥: Links to Motices of Electronic Filing bilibbaRaEIn At e

f" POF (paginated)
Sort by| Oldest date first 'I
Run Report I Clear I

i W Parties and caunsel

(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-cv-00012

Date Filed: 06/05/2007

TJury Demand: Defendant

Mature of Suit: 445 Civil Rights:
Americans with Disabilities — Employment
Jurisdiction: Diversity

Smith v. Smith
Assigned to:
Canse: 03:704 Labor Litigation

Plaintiff
Jane Smith represented by Jackbert Yeebert
1 Alley Way
Denver, CO 80294
Email: jack vesa mb uscourts. gov
LEAD ATTURNE
ATTORNEY TO BE NOTICED

V.
Defendant
Oliver Smith

represented by Chris Vagner
Wagner and Yee
1234 N. 20th Street
Denver, CO 80294
303-335-2000
Fax: 303-333
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Attorney Vee
1901 19th St.
Denver, CO 80204
il: jack vesi cod.uscourts.gov
ATTORNET TO BE NOTICED

Date Filed # Docket Text

06/05/2007 @] | COMPLAINT agamst Oliver Smith ( Filing fee $ 350, Receipt Number 12345)
Summons Issued, filed by Jane Snuth (Vee, ) (Entered: 06/0 12007)

06/08/2007 2) | ANSWER to Complaint by Oliver Smith (Vee, Attorney) (Entered: 06/08/2007)
06/08/2007 @3 | Amended MOTION for Protective Order from interrogatories by Defendant
Oliver Snuth. (Attachments: # 1 Proposed Order (PDF Only))(Vee, Attomey)
(Enterad: 06/08,2007)

06/08/2007 @4 |BRIEF in Support re 3 Amended MOTION for Pratective Order from
imtervogatories fi fledb Defendant Oliver Smith. (Attachments: # 1 Exhibat A% 2

00T

Attachment 1)(Vee, Attomey) (Enterad: 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
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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

e Cause code

o Nature of suit

e Case flag(s)

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

Case NMumber/ Days
Title Case Dates Pending Notes
1:02-cw-00012 Case fled: 06/05/2007 23 Cause’ 05: 704 Labor Litigation
Smith v. Smith NOST 445 Civil Rights: Americans

with Disabilities - Employment
Office: Denver

Jurisciction: Diversity
Presider. Unassigned

Jury demand: Defendant

Teotal numker of cases repeorted: 1

Selection Criteria for Report

Office All
Case Type Al
Mature of Suit |All
Cause All
Jurisdiction All
Filed Date 6/1/2007 - B/8/2007
case Flags Al

Terminal Digits |All
Open Cases Yes
Closed Cases Mo

Sort by Case numhber

e The report is returned with the cases
found.

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

e At the 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 sefecting 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 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

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)

Date range of activity filed

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 I 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. 8. District Court [TEST] -- District of Colorado [TEST]

Criminal

Query

Reports

Selection Criteria for Report

Utilities Logout

The Case numbertftitle is listed as a

Report Filed Period: 1/1/2006 - $/14/2006 .
link to the docket sheet,
Case Number/Title Dates Ca;;%:{{y/ Docketed by Notes
1.06-0r-00001-PSF Etered04/28/2006 Crteguysecharge-cr It Cifce: Denver The date is displayed as it fell within
USA v, Jones 15:22:22 Zpentndiciment Tpecrt FrederPhillip S, Figa
0412812008 the date rang