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Introduction 

This document provides information on creating an appendix record for a case in U. S. District Court for the District of Colorado that 
can be filed in the court of appeals case.  Creating the Appendix allows the attorney to select the documents and related entries to 
be part of the Appendix.  The attorney may create one or more volumes to be filed in the appeals case.  If there are restricted 
documents, they will need to be created as a restricted volume. 
 
II. Logins Required and PACER Charges 
 
In order to access authorized restricted documents, the attorney will need to log in with their ECF login.  To create the appendix, the 
attorney will need to access the docket sheet from Query or the Docket Report from Reports and the attorney will need a PACER  
login for that functionality.  Currently, the ECF login and the PACER Login are unique.  Users are charged the standard PACER rate for 
each file included in the Appendix.  Users will be charged for the docket sheet from which the documents are selected, but not for 
the docket sheet that is included in the aggregated file.  
 
III. The Docket Report from Query 
 
Frame 1 Selecting Query or Reports 
 
After logging into ECF with the attorney’s ECF login, click on  
 
1.  Query or 
 
2.  Reports on the blue menu bar.  

 

 
Frame 2 The Query Option 
 
Generally, you will get a PACER login screen so you can enter 
your PACER login and PACE password.  
 
If you’ve linked your PACER account to your ECF account you will 
not get the PACER Login Screen. (See Frame 3) 
 
 

 
Frame 3 The Query Option - continued 
 
After logging into PACER (if you have to), the query screen is 
displayed.  
 
Enter the case number you want to create the Appendix for. 
 
After entering the case number, click on “Find this Case.” 
 
If the case is valid, the “Run Query” button will be active. 
 
Click on the “Run Query” button to continue. 
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Frame 4 Running the Docket Report Option (Query) 
 
A list of query options is displayed. 
 
Click on the “Docket Report” link. 

 

 
 
 

Frame 5 Docket Report Options (Query) 
 
The Docket Sheet (Report) page is displayed with options in each 
category (Include, Document options, and Format.)  Some 
options are pre checked based upon user defaults. 
 
Check or uncheck any options.   
 
To initiate the creation of the Appendix, click on the “Create 
Appendix” checkbox. 
 
 

 

 
 
 

Frame 6 Create Appendix  
 
Once the “Create Appendix” check box is checked, the “Format” 
category is un-displayed.  The “Include headers when displaying 
PDF documents” and “View multiple documents” check boxes 
are inactivated (grayed out). 
 
Click on the “Run Report” button. 
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Frame 7a Document Select Views (Without Document Size Info) 
 
The document selection screen will display all of the documents you can select 
for the Appendix.  There are two variations of the display.   
 
Variation 1 (Without Document Size Info) will list each entry for you to check 
the document you wish to include in the Appendix.  The figure to the right is 
one that does not show file sizes.  The file sizes do not show because selecting 
all of the documents does not exceed the file size limit for the aggregate file 
created.   
 
There will be a “+” sign next to the document number if there are attachments 
to the main document. 
Clicking on the “+” sign, expands the list to show a check box for the main 
document and each exhibit.  (See Document 1)   This allows the user to select 
specific documents (i.e. The main document and none of the attachments, etc.)  
 
At the bottom of the selection list, there are Appendix options. 
1.  Footer format:  
Default is <pagenum>: inserts a page number at the bottom right of each page. 
Other options: 
 a.  Numbers (i.e. Case number “14-12345”) 
 b.  Letters (i.e. “COD Case 14-cv-12345”)  
 c.  Spaces (see examples above) 
 d.  Any combinations of the above: 
       (i.e. “COD Case 14-cv-12345, Page  <pagenum>”) will display 
       “COD Case 14-cv-12345, Page 1” on the bottom right of the first page, etc. 
2.  Radio Buttons:  
Defaults: 
a.  To include the full docket sheet (which would show entries where the 
document has not been selected for the Appendix) 
b.  To include the PDF documents as part of the Appendix 
Other options: 
a.  Include abridged docket sheet (docket sheet would only list the 
entries/document selected) for the Appendix 
b. Include document hyperlinks in the Appendix instead of the actual 
documents.  
3. View or Download 
Once you select document(s), the “View Selected” or “Download Selected” 
buttons will activate.   If you choose view, the docket sheet and 
documents/links will show.  After viewing you will need to save so you can file in 
the appeal case.  
If you choose, download, the document will download with options to 
save/open. 

 

 
 

 
NOTE: The Sort Order column provides a text field for each document. The user can enter integers 
to dictate the sort order for the documents to be included in the aggregated PDF file.  Any 
documents with a sort order specified this way will be included in order by their sort order number, 
before documents that don’t have a specified sort order. 
The table of contents (bookmarks) for the aggregated PDF file will be in the same order as the 
included documents. The entries on the included docket sheet will not be changed to reflect the 
order of the included documents. 
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Frame 7b Document Select Views (With Document Size Info) 
 
The document selection screen will display all of the documents you can select 
for the Appendix.  There are two variations of the display.   
 
Variation 2 (With Document Size Info) will list each entry for you to check the 
document you wish to include in the Appendix.  The figure to the right is one 
that does show file sizes.  The file sizes show because selecting all of the 
documents would exceed the file size limit for the aggregate file created.   
 
If any document have attachments, there will be a “+” sign next to the 
document number.   
Clicking on the “+” sign, expands the list to show a check box for the main 
document and each exhibit.  (See Document 1)   This allows the user to select 
specific documents (i.e. The main document and none of the attachments, etc.)  
 
At the bottom of the selection list, there are Appendix options. 
1.  Footer format:  
Default is <pagenum> : inserts a page number at the bottom right of each page. 
Other options: 
 a.  Numbers (i.e. Case number “14-12345”) 
 b.  Letters (i.e. “COD Case 14-cv-12345”)  
 c.  Spaces (see examples above) 
 d.  Any combinations of the above: 
       (i.e. “COD Case 14-cv-12345, Page  <pagenum>”) will display 
       “COD Case 14-cv-12345, Page 1” on the bottom right of the first page, etc. 
2.  Radio Buttons:  
Defaults: 
a.  To include the full docket sheet (which would show entries where the 
document has not been selected for the Appendix) 
b.  To include the PDF documents as part of the Appendix 
Other options: 
a.  Include abridged docket sheet (docket sheet would only list the 
entries/document selected) for the Appendix 
b. Include document hyperlinks in the Appendix instead of the actual 
documents.  
3. View or Download 
Once you select document(s), the “View Selected” or “Download Selected” 
buttons will activate.   If you choose view, the docket sheet and 
documents/links will show.  After viewing you will need to save so you can file in 
the appeal case.  
If you choose, download, the document will download with options to 
save/open. 

 
 

 
 
As you select each document for your Appendix, the cumulative size is shown in the box 
above.  The display also shows the maximum file size allowed for the document.  You will 
need to create multile volumes of the Appendix. 
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Frame 8 – Completing the Appendix Volume 
 
After selecting documents for the Appendix and there is an 
aggregate size limit and the documents selected create a 
file size larger than allowed; an error message is displayed. 
 
“You must select fewer documents because the combined 
PDF would be over the “X” MB size limit.”  “X” is a 
numeric value set by each court. The 2 MB is for 
illustrative purpose only. 
 
After de-selecting a number of documents, the aggregate 
size is less than the maximum allowed and the error 
message is no longer displayed.  
 
Now you can select the “View Selected” button to view the 
Appendix for the selected documents.  If you select this 
option, you will want to make sure you also save the PDF 
after viewing. 
 
Alternatively, you can click on the “Download Selected” 
button to save the Appendix as a PDF and also view. 
 
When you name your PDF, it should be noted with 
“Volume x” in the name so you can easily identify, retrieve, 
and attach the PDF in the correct order in the Appellate 
case. 

 

 

 

NOTE: If there are no document sizes shown on the docket sheet, it 
means that selecting any/all of the documents will not exceed the 
aggregate size and will not be shown. 

 

Frame 9 – Creating an Additional Appendix Volume. 
 
Since we were not able to have all of the documents fit 
into one volume, a second volume must be created. 
 
You will need to run the Docket Sheet/Report again and 
only select the new documents for the additional volume. 
 
When you name your PDF, it should be noted with 
“Volume x” in the name so you can easily identify, 
retrieve, and attach the PDF in the correct order in the 
Appellate case. 

 

 

 

IV. Restricted Documents 
 
Frame 10 – Restricted Documents Volume. 
 
If there are “Restricted Documents from the docket that 
you wish to include, you will need to create restricted 
volume(s). 
 
You will need to run the Docket Sheet/Report again so 
you can select only the “Restricted Documents for the 
“restricted” volume. 
 
When you name your PDF, the name should include 
“Volume x” and “Restricted” to help identify the volume 
number and that it has restricted documents.  For 
example, the file name can be named “13cv1852-
Restricted Volume 1” to easily identify, retrieve, and 
attach the PDF in the correct order in the appellate case. 

 

NOTE: Depending on who filed and who has access, the Restricted Volume may 
be different based upon the ECF login used to create the Restricted Appendix. 
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V.  Viewing the PDF Appendix 

Frame 11 – Viewing the PDF Document. 
 
Either viewing the Appendix created then saving it or saving the Appendix and then 
viewing it, the PDF will be the same. 
 
When ECF creates the Appendix, the application will also create bookmarks to allow 
the viewer to click on a bookmark to go to that specific page of the Appendix. 
 
The defaulted naming convention For bookmarks: 
 
1. The docket sheet created is named “Docket Sheet” 
 If you click on the “+” to expand the listing, each page, the naming 
 convention is Page number in and the PDF document number, NOT the 
 case docket number (document number). 
2.  After the Docket Sheet, the bookmarks show the following: 

  
 
 1.  “1”  indicating  the Docket Sheet number(aka - Case Document Number) 
 2.  The event type “cmp” for complaint 
 3.  “Filing Date.” 07/12/2013”  
 4.  Page number of the Appendix PDF, “p.5”  
 
 After expanding the bookmark,  the book mark looks like 

  
 
 1.  The Page number for the first page of the second document of the 
 Appendix PDF, not the second document number of the case docket. 
 
The naming convention for the Appendix PDF is consistent but not necessarily 
meaningful or descriptive. 
 
 
 
 
 
 

 

 

 

 

NOTE:  If you have Adobe Acrobat Professional or Adobe Acrobat, you can 
rename any of the bookmarks.  If you have Adobe Reader, you CANNOT 
rename bookmarks.  Please refer to the “Help” option on the menu bar to 
get additional information on renaming bookmarks. 
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VI. The Docket Sheet from Reports 
 
Frame 12 The Docket Sheet From the Reports 
Option.  
 
As alluded to in Frame1, there are two ways to 
access a Docket Report/Sheet to create the 
Appendix.  Frames 2 through 7 show the Docket 
Report via a Query.  The other method used to 
access the Docket Sheet is from Reports. 

Click on “Docket Sheet” 

 

 

Frame 13 The Reports Option 
 
Generally, you will get a PACER login screen so 
you can enter your PACER login and PACE 
password.  
 
If you’ve linked your PACER account to your ECF 
account you will not get the PACER Login Screen. 
(See Frame 10) 
 
 

 

Frame 14 The Reports Option 
 
The Docket Sheet (Report) page is displayed with 
options in each category (Include, Document 
options, and Format.)  Some options are pre 
checked based upon user defaults. 
 
Check or uncheck any options.   
 
To initiate the creation of the Appendix, click on 
the “Create Appendix” checkbox. 
 

 

 

Frame 15 Create Appendix  
 
Once the “Create Appendix” check box is 
checked, the “Format” category is un-displayed.  
The “Include headers when displaying PDF 
documents” check box is inactivated (grayed 
out). 
 
Click on the “Run Report” button. 
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Frame 16 Create Appendix  
 

The list of documents you can select are identical 
to what is displayed in Frame 7a or 7b. 

 

Please refer to those frames for more 
information. 
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