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SUMMARY OF MAJOR CHANGES

VERSION 5.1 (EFFECTIVE DATE- FEBRUARY 23, 2012)

DECEMBER 1, 2013 CHANGES (VERSION 6.0):

THIS SUMMARY PAGE HIGHLIGHTS THE MAJOR ITEMS CHANGED IN CM/ECF VERSION 6.0. IF YOU HAVE QUESTIONS OR ENCOUNTER
A PROBLEM, PLEASE CALL THE HELPDESK AT 303-335-2050 OR (COLORADO TOLL FREE AT 866-365-6381

ENTIRE DOCUMENT
CONVERTED RED TEXT FROM PREVIOUS REVISIONS TO BLACK TEXT.
CHAPTER 5 — CIvIL CASE DOCKETING

RESTRICTED DOCUMENT SUBMISSION, RESTRICT CASE DOCUMENT FILING, AND RESTRICTED DOCUMENT FILING IN A
PuBLIC CASE.

MODIFIED LANGUAGE TO REFLECT CURRENT PRACTICES AND PROCEDURES.
COMBINING DOCUMENTS
MODIFIED TEXT TO REFERENCE CORRECT LOCAL RULE.
CHAPTER 9 — CRIMINAL CASE DOCKETING

RESTRICTED DOCUMENT SUBMISSION, RESTRICT CASE DOCUMENT FILING, AND RESTRICTED DOCUMENT FILING IN A
PuBLic CASE.

MODIFIED LANGUAGE TO REFLECT CURRENT PRACTICES AND PROCEDURES.

PRIVACY PRACTICE, MOTION PRACTICE

MODIFIED LANGUAGE TO REFLECT CURRENT PRACTICES, PROCEDURES, OR TEXT TO REFERENCE CORRECT
LOCAL RULE.

APPENDIX 1 ECF QUICK REFERENCE SHEET (CONTINUED)
SUBMITTING AN INITIATING DOCUMENT.
MODIFIED LANGUAGE TO REFLECT CURRENT PRACTICES AND PROCEDURES.
APPENDIX 2 TEN MOST COMMON DOCKETING ERRORS
ATTACHMENT S AND EXHIBITS

MODIFIED LANGUAGE TO REFLECT CURRENT PRACTICES AND PROCEDURES.
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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,

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

Assistance with technical ECF problems is available Monday through Friday between the hours of 8:00 am and 5:00
pm MST via email at cod_cmecf@cdod.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, a higher dpi (dots per inch) resolution will result in a larger file size.
Users may need to test the dpi setting to compare the image quality of the document to the file size. There is no
right or wrong setting. 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://www.pacer.uscourts.gov/.

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

e 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 https://www.cod.uscourts.gov/CMECF/Reqister/Login.aspx to create or access their Attorney Services Portal
(ASP) Account to submit 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 by e-mail to
indicate they should access their ASP account to see their ECF Login.

Users who have a Training Database login from class can routinely access our training version of the ECF system
on the Internet at https://ecf-train.cod.uscourts.gov to practice ECF filing. The court strongly recommends that
users with a Training Database login 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 WILL NOT
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.
e 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 If the displayed document is larger than the screen or contains more than one page, use the scroll bars and
buttons to move about within the document.

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

Creating PDF Documents

You must create a PDF formatted document from the native application (i.e. WORD, WordPerfect) before submitting them
to the court through the 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(s) 9 and

higher and MS WORD Version 10 and higher have built in PDF conversion capability. 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) than using Adobe Acrobat.

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.

-6-
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Your document is now saved as a PDF file. The original file remains in WordPerfect format under its original file
name and .wpd extension.

Converting Documents from MS Word Version 10 (WORD 2010) or higher

Open a Word document (with file extension .docx).

From the menu bar, click on “File > Save As.”

Under the “Save As Type” box, “Click” on the drop down arrow and select “*.pdf’

Enter the name of your PDF Document in the “File Name” box and “Click” the “Save” button.

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

Note: If you have Adobe Acrobat, you may also use “File” > “Print” and select Adobe Acrobat as the printer to
create the PDF.

For All other versions (8 or earlier) of Word Perfect, versions of Microsoft Word and Excel (2007 or earlier), and
any other PC/MAC based application that allows you to print:

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

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.

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

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 are 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

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

¢ 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, call
the clerk's office and select the Case Administration Specialist division to inform of the problem and 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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With the court's transition to NextGen, login and password information is now managed via your PACER account. If
someone is using your login and password without your permission, immediately call PACER at 800-676-6856 or change
your PACER credentials. 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.

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 www.cod.uscourts.gov in your browser’s address/location field, and when the Court’s web page opens, click on the

E-Filing (ECF) link in the Quick Links box.

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 www.cod.uscourts.gov, clicking on the E-Filing

(ECF) link in the Quick Links box on the opening page, and then clicking on the File Documents Electronically

link on the ECF page.

Frame 4-0

J Address I@I] https: ffecf.cod.circ 10, denfegi-bing ShowIndes: . pl

EERIEE

|Links € CM-ECF - U5, District Courteod - login - & CM-ECF TEST Kanas &] Custormize Links €] DC CM_ECF Page & DC Intranet Home:

“Weleotme to the TS District Court for the District of Colorade

The United States District Court, District of Colorado, welcomes you to CM/ECF, Version 3.0.5.
The Court went live as of Novemher 1, 2004.

ECF Home Page

Alternatively, registered users may
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
Colorado — Document Filing

L — " .
/ System link will take you to the
Dustrict of Colorade - Document Filing Svstem ECF/PACER Login screen.

e Clicking on the

25 April2006 > Court Information )
‘ / link will take
Court Information you to a page with information
about the court, maximum PDF
file size, etc.
Frame 4-1

J Address Iﬁé‘] hktps:jfecf. cod, circl0.donfcgi-binfCourtInfo, pl

| Links & cM-ECF - 1.5, Districk Courtcod - login - 48] CM-ECF TEST Kanas & Customize Links & ] DC CM_ECF P

Court Information

Court Details

Court's Mame District of Colorado
Software Wersion CMAECF-DC W3.0.5

ECE SRk | 004
< Maxirnurm PDF File Size 5.0 MB B

Court Locations

Court's Mame

Court's Address
Court's Phane Murmber
Court's Email Address
Court's Hours

District of Colorado

a0l 19th Street, Denver, T0O S0294

303-335-2050 or 1-866-365-6381 (Outside of Denver Metro areal
cod_cmecf@cod. uscourts.gow

§:00 AM - 5:00 PM, Monday - Friday, excluding Federal Holidays

Pacer Details

Pacer's Address PACER Serwvice Center, PO, Box 780549, San Antonio, T= 78275-0549
Pacer's Phone Murmber (S00) 676-6856 ar {210} 301-6440 if residing in the San Antonio area
Pacer's Email Address pacer@psc.uscourts.gow

Flag Definitions

Code Translation

2255 2255
ADMAPP Aadrninistrative Appeal
ALLMTH All Motions

Court Information
Page

When you click on the
Court Information

link, the court
information page is displayed.

Information as to the court’s
address, hours, etc. is available.

Also, this page displays the
maximum file size for PDF files
being submitted to ECF.

Note: The maximum file size has
been increased to 10 MB 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.

-10 -
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Frame 4-2 ECF/PACER Login Page
@CF Filer or PACER '—°9D * The ECF/PACER Login
Notice

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

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

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

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

If you have trouble viewing a document:

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

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

IMPORTANT NOTICE OF REDAC TION
RESPONSIBILITY: All filers must redact: Social Security
or taxpayer-identification numbers; dates of birth; names
of minor children; financial account numbers; and, in
criminal cases, home addresses, in compliance with Eed.
R Civ P 52orFed R Crim. P_49 1. This requirement
client I applies to all documents, including attachments.

code:

Authentication

Login:
Password:

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

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

Reset |

Notice

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

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

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

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

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

Frame 4-3

CM/ECEF Filer or PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entryis prohibited and subjectto prosecution under Title 18 ofthe
U.8. Code. Allactivities and access attempts are logged.

Instructions for filing:
Enter your CWECF filer login and password ifyou 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 CW/ECF filer login and password. The systern prompts customners for a CMECF login and password when atternpting to view
certain types of documents,

If you have trouble viewing a document

After successful entry ofyour CMECF login, you should be able toview the document Ifyoureceive 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, afteryou 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 notneedfiling capabilities, enter your PACER login and password. Ifyou do not have a PACER login, you may register online at
hitpriipacer pscuscourts gov.

Authenticaffen IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social
Login: Security or taxpayer-identification numbers; dates ofbirth; names of minor children; financial
—— accountnumbers; and, in criminal cases, home addresses, in compliance with Fed R Civ. P.

Password: 5.2 or Fed. R. Crim. P. 49.1. This requirement applies to all documents, including attachments.

client T

code:
-

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, click hers or ract the PACER Service Center at (300) 676-6836.

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

CMVECF has been tested and wiirks correcily 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.”

e 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.
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Frame 4-4 Menu Features

Civil ~

Criminal Query Reports -  Utilities - Search Logout

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

This message is contained in the file Operationkotice htm.
YoU may use this file to alert users to current CM/ECF operational issues.

This facility is for Official Gowt Business only. Activity to and from this site s logged. Document filings on this system are
subfect to Federal Rule of Civil Procedure 11, Bvidence of unautharized or criminal activity will be farwarded to the
approgriate law enfarcement officials.

Welcome to the U. 5. District Court [TEST] for the District of Colorado [TEST] Electronic Document Filing System. 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 ohtained by selecting the Nefscape/POF Seitings option listed below.

MNetscape/PDF Settings

Nwlgst login: 03-29-2007 12:47

29March2007 4

NOTICE: an acchss fee of $.08 per page, as approved by the Judicial Conference of the United States, will be assessed for access to this service. Far
miore information aboul CWIECF click here or contact the PACER Service Center at (S00) 676-6856.

CM/ECF has bedn tested and works correstly with Netseape 7.x, Infernet Explarer 6.0 and Firefax 1.5.

\ 4
Note: The date and time you last logged into the system appears at the bottom left  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, call PACER or change your PACER credentials as soon as possible.

ECF Menu Features and
other information

e The Blue Menu bar is
displayed at the top.

o Select Civil to electronically
file all civil documents.

¢ 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.

¢ Select Logout to log out of
the ECF application.
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Basic Manipulations

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

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

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

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

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 affect 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.
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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.

Opening a new case

As of February 23, 2012, the Court requires attorneys to open civil cases and utilize Pay.gov to pay the appropriate fees
for new complaints, petitions, notices of removal, and notices of appeal. For Miscellaneous and Judgment cases, ECF
Users should follow the practices listed in the User Guide - Attorney Civil Case Opening. Using the Attorney Case
Opening option allows the attorney to open a civil case and then also docket the initiating document. The detailed User
Guide - Attorney Civil Case Opening can be found on our ECF page.

Filing a Civil Case Initiating Document (New complaint. Petition, Notice of Removal)

After entering all of the case statistical information, parties, and creating the case, the ECF User may docket the lead
event (initiating document - complaint, petition, or notice of removal.) Filing the initiating document will generally invoke
the Pay.gov payment screen allowing the ECF User to pay the filing fee by check or credit card. Pleasereferto-the

Submitting Initiating Document(s): (NOTE: Sealed matters and miscellaneous matters cannot be opened by attorney
filers. Such matters will be opened by the Court and must be emailed to the court for opening)

e Create PDF versions of the Civil Complaint, Petition, Notice of Removal, Civil Cover Sheet (JS-44), and
Summons forms (if appropriate).

e Enter all necessary information on CM/ECF Screens utilizing the Attorney Case Opening functionality.

e Once the statistical information is entered along with all of the parties and the case is created and a case number
is assigned, you should file the initiating document. When filing the initiating document, the system will invoke
pay.gov functionality to pay the filing fee. Once the filing fee has been paid, a prompt will display to complete the
process of filing the initiating document.

o If the initiating party is requesting the issuance of a summons, the summons shall be attached as a separate PDF
document to the initiating document. Once received by the Court, the summons will be processed, docketed and
returned to the requesting party electronically.

e Once the transaction is complete, a NEF (Notice of Electronic Filing) will be generated and sent to
parties/attorneys receiving electronic notice.

NOTE: If a request for summons is not attached to the initiating document, an event is available for docketing titled
“Summons Request” which can be found under the “Other Documents category.

Once the case opening process is complete, the Court will review the case and judge assignment notification will be
provided to the parties/attorneys electronically. The parties may proceed to file all subsequent filings upon receipt of the
judge assignment.

Filing a Notice of Appeal

Filing a Notice of Appeal will generally invoke the Pay.gov payment screen allowing the ECF User to pay the appeal fee
by check or credit card. Please refer the detailed User Guide - Filing a Notice of Appeal and Pay.gov found on our ECF

page.
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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.

Frame 5-1 Selecting the type of document to file

’; CM/ECF TRAIN - LL.5. District Court:cod - Microsoft Internet Explorer

File Edit Wiew Favortes Tools Help

Back + = - @ 2] & | @oearch [GFavorites @veda ¢4 | BY- S @ - H Q&

m'.\! vl jl /"Search + # Highlight | .‘_EODtions | (3(|Pop-ups Blacked (203) + - Hotmail aMessenqer _aMyMSN

| ddress [{&] https: fecf-train cod.uscourts.gov/cgi binflogin. plz370864834526336-L_238_0-1

Links @]DC Intranst Home  @&]DC CM_ECF Page @ |Google @] J-Met @] Test (LIVE) DB-Internal &]DC Test DB -Internal  &]5DSD DCPage & USDC External WebPage

Criminal Query Reports Uitilities . Logout
Civil Events
Initial Pleadings and Service Other Filings
ADE Documents
Service of Process Discowery Documents
Anzwers to Complaints IMetices
Other Answers Trial Documents
Appeal Decuments
Motions and Related Filings Other Documents

Motions
Eesponses and Replies

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.

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

o 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 yvour 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 ~ Litilities

Answers to Complaints

Civil Case Humber

I 99-12345, 1:99-cv-12345, 1-99-cv-12345, 98cyv1 2345, ar 1:99cw1 2345

4 Clear I

OR (Alternate Case Number entry screen display)

Answers to Complaints

=
Civil Case Humber

Mext | Clear |

\ 4

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.

Note: et I Clear I

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

UE F Chvil Criminal - Query Reports - Litilities

|
Answers to Complaints

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

button is displayed. After
entering the entire case click

d Find Thig Case |
Civil Case Humber on the button.
|5 Find This Case
M et I Clear
Frame 5-2c

Reports ~  Lhilities ~

(] Criminal - Que
ZECF o« omo- om

S|
Answers to Complaints

Civil Case Humber

IS_3 oo Cannct find case 5-300

Mest I Clzar I

e If the case number is not
valid, a message is
displayed next to the entry

Ly
box. The Next button
continues to be grayed out.

Frame 5-2d

UE F Chil ~ minal Query Reports -  Utilities ~ Search Logout

|
Answers to Complaints

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

Civil Case Humber button
[sevanon Find This Case_|
Mext | Clear |

Frame 5-2e

Criminal -~ Query Reports

lJlﬂlulnsml'-.rers to Complaints

Civil Case Humber

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

I et I Clear I

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

Criminal ~ Query Reports ~  LUtilities ~ ¢ The case number is valid

- M ext :
Answers to Complaints and the button is

Ly darken, so you can click on it
to continue.

Civil Case Humber

1:05-cw-3000

Crimninal Reports ¢ Beginning with Version 3.1 of
CMIECF, only civil type
cases (i.e. cv, mc, bj, etc.)
will be searched when users

. Chvil - .
are in the k= option.
Hide Case List | If there is a criminal case
Select 4 case: with the same number, it will
I 1:05)cwv-03000-LTE-REE Saood Suys, Inc. w. Bad Suys not be shown or listed in the
mc-0z2000 Fudd pick list.

Clear I

Frame 5-2h

Crimminal -

However, if there are case

Answers to Complaints numbers that are the same,
they will be listed in a pick list
| Crun Case Humber and the user must click the
appropriate check box before
"""" Aliez Sewrs s the _Me=t_| putton is darken
elect a case:

and can be clicked.
< 1.05-cw-03000-LTE-REB Sood Suys, Inc. v, Bad Suys
™ 1:09-mc-03000 Fudd

I et I Clear |

Frame 5-3

EE F Chil ~ Criminal - Query Reports ~  LHilities -

Answers to Complaints

o After clicking on the

Nest | hutton, a review
1:05-cv-03000-LTE-REE Good Guys, Inc. v. Bad Guys screen is displayed.

« Click on the M2 | putton

MHext | Clear I to continue
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Frame 5-4 Designating the filing party

Answers to Complaints

1:09-¢v-01000-LTB-MEH Jones v. Smith Selectthe
Participant filing pary
tree pane pane

i
and Al Sﬂ'lﬂ'ﬂi&é Party:

Jones, Ed [pla]
Martin, Leslie [dft)
Semith, Bt [dft]

ral

llapse 211 b
Jones pla

siie Martin ot

Smith o

E,

[ Heaxt] [ Cilear | | Hew Files |

= The“plus” signsymbaolindicates you canclick onthe “plus”

to expandthe information relatedto that specificparty.
| The*minus” signsymbolindicates youcan click onthe*minus™ to
! compress{closejthe information related to that s pecific party.

Designating the filing party.

¢ 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.

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

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

Frame 5-4a Participant tree (Left Pane)

Pick Filer

Collapse All
+Ed Jones pla

-Leslie Martin dft
= Emmitt Smith dft

Pick Filer

Collapse All

-IEd Jones pla
Eltorporate Parent o

Expand All

~Pepsi Bottling Co

I‘él-httomey

“.Jack Yee-5678 (T)

é-Leslie Martin dft

—lAttorney

| Firstyee-aty-1234

é---ﬁ.lexandra L. Davis

: 5---Elaine Mares (T)

I‘il-Emmitt Smith df
lAttorney

~Leslie Martin-1

Gail Shaw (T)

The participant tree pane (left
side of screen) 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.

The “Expand All” link will expand
the entire party list to show all
of the information on each

party.

The “+” sign icon next to each
name allows you to expand the
list for a specific party.

Once the entire list is
expanded or a specific party
has been expanded, a “-“ sign
icon is shown next to each
group (party, attorney,
corporate parent, alias, etc. to
allow you to collapse the

group.

You can also click on the
“Collapse All” link to collapse
the entire list.

-18 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 6.1
EFFECTIVE JuLy 01, 2018

Frame 5-5 Selecting the Filer

Answers to Complaints
1:09-cv-01000-L TB-MEH Jones v. Smith

Pick Filer
Collapse All Expand All Select the Party:

-Ed Jones pla
#Leslie Martin dft

Martin, Leslie [dft]

-Emmitl Smith dft Smith, Emmitt [dft]

[Next] [Clear][ New Filer ]

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

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

Frame 5-6 Attorney/Party Association (Linkage)

OPTIONAL SCREEN - Will be displayed if the attorney filing is not linked to the
party.

ZECF

Civil ~ Criminal ~ Query Reports ~  Utilities -

Answers to Complaints
4 1:08-cv-03000-LTBE-REE 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 reprasent.

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

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

Clear |

et

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.

¢ Click the [Next] button.

Frame 5-7 Linking

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

|| Fie Edt wew Favontes Took el
dmpack - = - (@ [H] & | Dsearch Garavorites @media (4 | By S L E | &

Address [&] https: ffec-train.cod uscaurts govicgi-binflogin. 6-L_238_0-1 =] Pa
msn*® - | || Sossarch - #Highlight | ) options | IPop-ups Blocked (203) - Hotmail 3% r L2 My M5N

[ Links &|DC Intranet Home & ]DC CM_ECF Page  @]Googls &) et &]Test (LIVE) DE- Internal & DC Test bl @&]5D50 DC Pags & USDE External WebPage ”“ o -

Criminal utilities

Query

Reports Logout

Answers to Complaints
1:05-cv-00124- EVWN Diucke v, Porley's BEQ

Include Date # Docket Text
= 02/01/2005 1 COMPLATNT against Porky's BEQ (Filing fee § 250.) , filed by Daffy Duck

Gy, ) (Entered: 02/07/2003)
MNext|  Clear

1 pone [T & (8 mtemer

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.
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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 attachment:
Main Document

Attachments Category Description
L] _Biowse._ || el

Specify the PDF document to file.

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

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

Frame 5-9 Viewing the PDF document

B mrae= o= TRAIN - U.S. District Court:cod - Microsoft Interne
Chnnse file

Lookin: [ external pdfs for tmg

=]l +« ®cr E-

complaint. peks
rrest warrant-1.pd
arrest warrant-2. pd
@arrestreturn 1. pdf
@arrestreturn 2. pdf
attachment_1.pdf N
ave-wp 1. pdf
'@ aw-wp 2, pdf

Metyware Copy.

Scan for wiruses

T brief_support. pdf DOpen YWith 3
[Blbrief_support-crpd| Quick View Plus
?xh'b'lfa pdf Cuick Print
|r|d|r.‘trnent.pdf Add to 7
mc\t\c\n_prmecﬁve_n e
Send To &
Cut
File name IE Copy j Open I
Files of type: [~ creste shoreut =l Cancsl |
Delete Z
Fename
FProperties

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

Frame 5-11 Review the PDF document

B Adobe Acrobat Professional - [answer _complaint_pdi [=[= 1]
) Eile Edit ew Document Tools  Advanced  Window Help =]

=

5

g -
§ In the United States District Court
(o for the District of Colorado
g
=
§ Case No 05-¢v-00000
& Doright, Plaintitf

‘omments

Sinister, Defendant

s/Aty Stiles

Aty Stiles

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

Review the PDF document

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:

Court case number and style.
Parties are correct.

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

United States District Court
District of Colorado

£
5
£
£
2
S
2
»
&)

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

Comments

NONE

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

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

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

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

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

Frame 5-12 Review the PDF document (continued)

ofession nswer_complaint. pdf]

In the United States District Court
for the District of Colorado

Review the PDF document

After viewing the PDF document,
close the Adobe application.

Choose file

Lockin: | ‘=3 extemal pdits for tng = - =k I~

2 E3

= rcomplaint. pof
[Tl arrest warrant-1.pdf
[T arrest warrant-2.pdf
[Tlarrestreturn 1. pdf
[Tlarrestreturn 2 pdf
Tlattachment_ 1. pdf
owwep 1. pof
[T ave—wvrp 2. podf
lbrief_support.pdf
lbrief_support-cr. pdf
Tl exhibit_a . pdf
lindictment. pdf
motion_protective__order. pdf

T motion_supress-cr. pdi

Tl motion_supress-cr-new.pdf
Tlproposed_order pdf
Tlproposed_order_cr pdf

File name [enswer_complaintpdt

Ll L

Files of type [2n Files ¢~

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 entered—rou may utilize both fields, but one must be entered.

o b "

Select the pdf d t and any

Main Document

C-\Documents and Seltmgs\UseriDeskt‘n; Browse

Attaching the PDF document

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

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

Attachments /C”’E‘T/ Description
X —
Next Bar

Click the [NEXT] button.

Frame 5-14 additional ECF information

/3 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer =l8lx]
J Fle Edt Yiew Favortes Tooks  Help ﬁ
| wtak - o - D[ A | Queach GaFavrtes Fueda 3| By G @ - [a

Jﬂ\ddvess |4ﬂ https:{fecf-train, cod uscourts, govfegh-binflogin, pit L 14549581861 1841-L_238_0-1 j @ G0

Civil  » Criminal . Utilities: .

Query .

Reports Logout

I
nswers to Complaints

1:05-cv-00124-EWM Duck v. Parky's BBU

I™ Does this filing include a counterelaim ? (T yes, click on the box)
I™ Does this filing include a cross-claim 7 ([Fyes, click on the box)

I™ Does this filing include a third-party complaint? (I ves, click on the box)

Additional ECF information

In the filing of an Answer to
Complaint, ECF will display check
boxes to further determine
processing requirements.

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 LP et al
NDISPO

Does this Answer include a jury demand?

" Yes
" No

MNext | Clear |

More ECF Information

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

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

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

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

4 CM/ECF TRAIN - U.S. District Court:cod - Micrasoft Internet Explorer
File Edit View Favorites Tools Help HAddress €] https://acHrain. cod.uscours cawogbindogin o 7118353818192047-L_23¢

Civil + Criminal + Query + Reports « Utilities + L

SECF

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

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

Criminal - Query Reports -  LHilities « Search

Answers to Complaints
1:08-cv-03000-1L TE-REE Good Guys, Inc. v. Bad Guys

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

Attention!! Pressing the NEXT butten on this screen commits this transaction. You will
have ne further opportunity to medify this transaction if you centinue.

Source Document Path (for confirmation oniy):

ChDocuments and SettingstusenDeskiopiPDFsishell 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
Ahe 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. Ifit's not the correct
New | | Clear | document, you should abort this
transaction and start it over again.
Click on the [Next] button to
commit the transaction.
Frame 5-18

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

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

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 5-19 Notice of Electronic Filing (NEF)

Criminal « Query Reports -~  Utilities ~ Search Logout

SECF

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

1

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

” Notice of Electronic Filing

The following transaction was entered by Yee, Attorney on 3/31/2007 at 10:14 AM MDT and filed on 5/31/2007

Case Name: Good Guys, Inc. v, Bad Guys
Case Number: 1.05-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:
Anaother Goody  cod_ewn@yahoo.com
Justa Goody  cod_aty@yahoo.com
Dean Martin ~ Leslie_A_Martin@cod.uscaurts.gov
Leslie Martin ~ |eslie_a_martini@cod.uscourts.goy, gail_shaw@cod . uscourts.gov

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

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

Yagner and Yee

1234 M. 20th Street

Denver, CO 80294

hefollowing documentist are associated with this fransaction:

Document description:iain Document

Original filename:n/a

Electronic document Stamp:

[STAMP deecfStamp_|D=107 1005659 [Date=5/31/2007] [FileNumber=71415-0]
[Baa0609f7692f6813a312f71d8775h0d618201cf92h0dch39a40baceca7ca92cataee
1f05edb 15782432 7ac0270a7 15397 9hedi534a6dbe0c029d3d54a262355h]]

™~

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:

The docketing information section
|irctlides when the entry was made,

| the document number, and the

docket text.

The glectronic notification section
/disﬁgtes the names and e-mail
addresses of attorneys/parties that
have been electronically noticed.

The manual notification section
displays any names and addresses
of recjpients that must be served by
/nwéﬁctronic means. If there are
name(s) and addresses displayed
below the “Notice has been mailed
by the filer to:” you must print a
copy of the NEF and mail along with
the document(s) you filed to the
parties displayed. You will
generally see names and
addresses for pro se parties and

attorneys that may not be registered
to be an e-filer.

The fourth section lists electronic
%ment stamp(s) for each PDF
docment 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 has consented to receive notice
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As an additional illustration, this section of the User Manual describes the basic steps you will need to take to file a
motion with the court. The process for filing other types of documents using other civil events is similar.

Frame 5-21 Selecting Motion category

EECF Chvil ~ Criminal ~ Query Reports ~

Civil Events

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

Other Filings
Motices

Liilities -

Trial Documents
Appeal Documents

Other ANSwWers

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.

hWiotions

e Click onthe link.

Frame 5-22 Selecting Motion Events

ZECF

Civil ~ Criminal ~ Query Reports ~  Uilities ~ Search

Motions

L Start tyning tn find an event Ly

£ EvENts)

Logout

IAvailable Events (click to select events Selected
Amend/Comect/Modify
Appeal In Forma Pauperis

P
Appear

Appaoint Caungel

Appoint Custodian
Appoint Expert

Appoint Guardian ad Litem
Appoint Receiver
Appoint Special Magter
Appaintrent

Attorney Fees

Bifurcate

Bond

Certificate of Appealabiity

et | Clear |

Selecting Motion Events

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

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

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 ~  Utilities - Search

Motions

Lo
o

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

et | Clear |

Searching for motions from the motions list

e For example, if we want to find
L~¥ “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

Civil ~ Reports ~  Uilities ~ Search Logout

Criminal ~

Query

Searching for motions from the motions list

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

& fer-pOOr SEIECUON, OF LUSE arrows to highlight it and press Enter.
able Events (click to select events Selected Events (click to remove events)
i of P =

) X
Forfeiture of Property

Miscellaneous Private

Preliminary [njunction

Proceed In Forma Pauperiz

Produce

Pratective Order

Retum of Property

‘Wit of Habeas Corpus ad prozequendum

et | Clear |

¢ [|f 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 Reports ~  Utilities - Search Logout

Motions

Searching for motions from the motions list

Start typing to find another gvent.
Available Events (click to select events) elected Events (click to remove events)

e You can continue to enter more letters,

Leave to Appeal ;I IProtective Order

5 orif the event is listed, you can click on

Letters Rogatory

Lift Stay

Miscellaneous Private
Miscellaneous Relief

More Definite Statement
Mew Trial

Order

Order of Sale

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

Mext | Clear |

ly the event to select.

Frame 5-22d

Reports ~  Utilities ~ Search Logout

Criminal -

Query

Motions

Start typing to find anather event.

|1Available Events (click to select events) Selected Events (click to remove events)

Leave to Appeal ;I Protective Order

Letters Rogatory Permanent Injunction

Lift Stay

Miscellaneous Private

Miscellaneous Relief

More Definite Statement

Mew Trial

Order

Order of Sale

Partial 5ummary Jud
ent Inj

Proceed In Forma Pauperis
Produce
Protective Order

Mext | Clear |

Selecting the specific motion and

selecting multiple motions

¢ Once you click on the event, it's
displayed in the Selected Events
display box.

e You can select multiple events by
clicking on other events from the
Available Events list.

e For example, if “Permanent Injunction”
is clicked from the Available Events”
list, it's added to the Selected events”

list.
e Whatever is in the “Selected Events”
list when the —™E%_| hutton is clicked,

will be the motion event(s) filed.

Frame 5-22e

Utilities ~ Search Logout

Criminal ~

Query Reports -

Motions

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

Removing a selected motion from the
selected list

¢ If you want to remove any of the
events from the “Selected Events”

Judgment on Partial Findings - Protective Order
Judgment on the Fleadings : Permanent [nunchion
Judgment under Rule 54[b]
Leave

Leave to Appeal

Letters Rogatoy

Lift Stay

Miscellaneous Private
Miscellaneous Relief

More Definite Statement
Mew Trial

Order

Order of Sale

Partial Surnmary Jud

Mext | . Iearl

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
Motions

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

Extension of Time re Transcript A | Intervene
Extension of Time to File Answer or Otherwise Respond

Extension of Time to File Respanse/Reply

File Amicus Brief

File Excess Pages

Forfeiture of Property

Hearing/Conference

In Camera Inspection

In Limine

Intervene

Invest Funds

Issuance

Joinder

Judgment

Judgment Debtor Exam hd

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.

¢ In this example, we’'ll select and use
the “Intervene” motion event to
demonstrate the ability to add new
filers in a case.

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 entry

Crimminal - Query Reports -

Motions

Civil Case Humber

! |sevaooo)

Find Thiz Caze |
M et | Clear I

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.

Note: et I Clear I The Next
button is grayed out which indicates the
button is not functional until a valid case is
entered.

e Once you begin to enter a case number,
the MI button is displayed. After

entering the entire case click on the

Find This Caze |
button.

Frame 23b

Chil - Criminal - Query

Reports

Motions

Civil Case Humber

1:05-cw=-3000

Mext | 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

Reports -

Criminal -

Motions

1:05-c»-03000-LTE-FREB Good Suys, Inc. v. Bad Guys
1

I ext I Clear I

Review Screen

o After clicking on the __M&#
review screen is displayed.

button, a

Mext

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

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

NDISPO
Pick Filer
Collapse All Expand All

Select the Party:

-Anadarko E & P Company LP dft
-Anadarko Land Company dft
-Petroleum Development Corporation dft
é"'TD" Company clm

#Unioil, Inc. dft

Uniail, Inc. [dift]

+Zeiler Farms, Inc. pla

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

(Giear {(_ewrier ] >

Selecting the filer

o After selecting the motion event to file
and identifying the case number, a
screen is displayed to allow you to
select the part(ies) filing the document.

If the party is listed in the “Select the
Party” box, you can click on the name to
highlight the party. 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.

If done correctly, each party selected will
remain highlighted.

If the name of the filing party is NOT in
the “Select the Party” box, you can
[Click] on the “New Filer” button to
search for the party and add the new
filer to the case.

Frame 5-25a Searching for and Adding a new filer

Motions
1.07-cv-01985-WYD-MJW Zeiler
Farms, Inc. v. Anadarko E & P
Company LP etal

Searching for the filing party

o ECF will always start with the “Search
for a party” search screen. You can
enter Last Name, First, Name, Middle
Name. The more search criteria you

NDISPO enter, the more “specific” the search.
The less you put in, the search will
return more party possibilities.

ora pary e For our example, the party filing is"BP

Collapse Al Expand Al NG/ Business Name 5P thame Widdle Name America.” We'll just putin “BP” in the

#Anadarko E & P Company LP df Last Name field and see what results

#Anadarko Land Company dft are returned.

& Petioleum Development Corporation )

§-Tu|| Company dm e [Click] on the “Search” button.

SUniol, nc. ot

-ZeilerFarms, Inc. pla

Frame 5-25a Searching for and Adding a new filer Search results review

Motions e Since we only entered “BP”, ECF will

% return any results found for parties that

g start with “BP.” There are several BP
America parties. There’s a “BP

NDISPO America Inc.” and a “BP America,
Inc.” If that is the party name you want,
which one should you select? You

Search for a party should select the one that matches

Collapse Al Expeng Al Last/Business Name 5P First Name Niddle Name what is entered on your pleading.

F#Anadarko E & P Company LP dit

#Anadarko Land Company dft

[ Petroleum Develop Corporation dft
~Toll C I
AL T Search Results Search
#lUnioil, Inc. dt 5P America = SElll
F BP Amoco Corporation ”

#Zeiler Farms, Inc. pla BP America Inc BP Amoco p.l.c
BP America Production Company BP Amoco plc
BP America, Inc BP Company North America Inc
BP American Production Company BP Company North America, Inc
BP Amaca Corporation ¥ BP Corporation North America Inc. |

[ Select Party ][ Create New Party ]

[ selectParty | [ CreateNewParty |

What if your pleading has the name of
“BP America Incorporated”? Since
“BP America Incorporated” is not in
the party list of found parties, you can
[Click] on the “Create New Party”
Button.

For our example, the party filing is"BP
America.” We'll just putin “BP” in the
Last Name field and see what results
are returned.

[Click] on the “Search” button.
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Frame 5-25b Creating the new filer

Creating the new filing party

e Enter the Name information. For

businesses, you will ONLY use the Last
Name field. In our example, we can

Pary gz
Collapse Al Exeand All stname BP America Incorporated
+ Anadarko E & P Company LP dft Middle .

+ Anadarko Land Company dft

+ Pet lop! it Corporati dft

Toll Company clm

# Unioil, Inc. dft

i+ Zeiler Farms, Inc. pla

<] 3

» enter BP America Incorporated.

[Click] on the drop down arrow in the
“Role” field to select the proper party
role type. For this example, the party
role is “intervenor.” Even though the
party is a corporation, the
“Corporation” indicator should still be
set as “No.” The “Notice” field

Ly indicator is defaulted to “Yes” and

should not be changed. Finally, Name,
address, phone number, e-mail
address, etc. information SHOULD
NEVER BE FILLED IN IF THE PARTY
IS REPRESENTED BY COUNSEL.
The information is used to capture that
information if the party is a pro se filer.

o After entry and review, [Click] on the

“Add Party” button.

Frame 5-25c¢ Selecting the new party as the filer

Collapse All
+Anadarko E & P Company LP aft

+ Anadarko Land Company dft

Expand Al Select the Party:

Anadarko £ & P Company LP [dff]
Anadarko Land Company [dff]
Petroleum Development Corporation [dff]
Toll Company [clm]

Uniodl, Inc. [dft]

[ — . .
< BP America Incorporated [intv] )

+ Petroleum Development Corporation dft
Toll Company clm

+ Unigil, Ing.  aft

3P America Inmrporat / 8'
Alias ¥

[Next] [Clear][ HNew Filer ]

Corporate Parent or other affiliate ".':

Selecting the filing party.

e In the “Left pane”, “BP America

Incorporated” is displayed.

e The “Select the Party” box displays

ECF with “BP America Incorporated”
already highlighted. If we need to
select other filers as well, hold down the
“CTRL” key and then click on any other
filers for this pleading.

¢ In this example, only “BP America

Incorporated” is the filing party.

e [Click] on the “Next” button.
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Frame 5-25d Link the new filing party to the attorney

Motions

1:07-cv-01985-WYD-MJW Zeiler
Famms. Inc. v. Anadarko E & P

Company LP ef al
NDISPO

The following attorney/party associations do not exist for the above case

(s)-
Check the box(es) to the left of the parties listed that yvou represent.

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

BP America Incorporated (pty:intv) represented by First vee-atv-1234 (aty)

o) [cear]

P

Linking the party to the attorney.

o Since the filer was added, a screen is
displayed to allow the attorney to link
themselves to the party.

e If there is an association between the
filer and the attorney, the checkbox
must be checked to create the
association and allow the attorney to be
noticed.

e NOTE: if the box is not checked, the
filing will be completed, but the
attorney will NOT be noticed.

e [Click] on the “Next” button.

Frame 5-26 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.

< Browse... >

Attachments Category Description

1. | Browse | j |
Next | Clear

Main Document

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

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.

Frame 5-27 The choose file dialog box

‘A CM/ECF TRAIN - U_S. District Court:cod - Microsoft Interne

Choose file 2 [x]rz
Look in: I@eﬂemal pdfs fortrng j - £5 v
ﬁanswer_complalnt pf ﬁmmtmn_supress-cr’ pf
ﬁﬁrrest warrant-1.pof ﬁmmt\on_supressfcrfnew pdf
) arrest warrant-2 pdf '@pmpnsed_mrder pdf
arrestreturn 1.pdf '@proposed_order_cr.pdf

arrestreturn 2. pdf
attachment_1.pdf
aw—wplpdf
ﬁaw—pr.pdf

o] brief_support. pif

ﬁ brief_support-cr.pdf
) exhibit_a .pdf

E indictrment. pdf

Select

Open with Acrobat 6.0

File name: Print cf j Cpen |

Files of type: N Neti/are Copy... j Cancel
P

Scan for Yiruses...

Open YWith +
Cluick YView Plus

Cluick Print

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.

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 are allowed.
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In the United States District Court
for the District of Colorado

Case No 05-cv-00000

Doright. Plaintitt

Sinister, Defendant

I Comments

Motion for Protective Order

s/Aty Stles

Aty Stiles

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

Frame 5-28 Review the PDF document

E& Adobe Acrobat Professional - [brief_support-cr.pdf]
T File Edit “iew 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\gnatuvss\l Bookmarks

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner
chris_vagner@cod.uscourts.gov. cad_aty@yahoo.com

Jack Yee
jack_yee@cob.uscourts.gov

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

Cornments

NONE

I hereby certify that on 00/00/05, I 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

When viewing the PDF document, check
the document for items such as:

court

case number and style

parties

correct

document

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

\Riview the PDF document

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

Frame 5-29 Adding the PDF filename

Choose file

Look in Iaextemal pdis fartmg j - @k Ev

7 ]x]

ﬁmation_supress-cr. pf
@mutiun_supress—cr—new pdf
@prupused_urder.pdf
@proposed_order_cr. pdf

%answer_complaint.pdf
i arrest warrant-1 pdf
Harrest warrant-2. pdf
1 arrestreturn 1.pelf
ﬁarrestreturn 2 pdf
attachmemj.pdf
@awwplpdf
@aw—WpZ.pdf
@hrief_suppud pdf
ﬁbrief_suppud-cr.pdf
1 exhibit_a _pdf
ﬁind\ctment pdf
:motion prote

File narne: Imntinn_pmtedive_urder pdf j

[ Files ¢+ =l

Files of type:

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

-31-




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 6.1
EFFECTIVE JuLy 01, 2018

Frame 5-30 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 t and any attach it

Main Document

C-\Documents and Settings\User\Desktop  Browse I

Attachments Category Descripti
1_| < Browse h j I
Next Clear |

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

If there are attachments to the main

____y{ document, click the [Browse] button.

Frame 5-31 The choose file dialog box

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

Choose file

2| x|

Lookin: I@emernal pdfe for g j - £ EEv

ﬁmmianisupress—cr.pdf

ﬁmmimn_supress-cr—new pdf
prop d -

'@proposediorderic

Eanswerﬁcomplaint.pdf
[ arrest warrant-1 plf
'@arrest warrant-2. pof
'@arrestreturn 1.pelf

i arrestreturn 2 pdf

attachment_1.pdf
@aw—wp‘l.pdf
aw-wpz. pdf N NetWare Copy...
brief_suppor‘t.pdf
@brief_suppuri—cr pdf Scan for Yiruses...
ﬁexhlblt_a pf Open With 4
'@indimment.pdf Cluick View Plus
@mutiun_prutedive_urder.pdf Quick Print
Add to Zip
Send To L4
File name: Iproposed_order.pdf Dpen I
_ - Cut
Files of type: IAII Files (**) Copy ancel /l
7%

The choose file dialog box

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.

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

Frame 5-32

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 5-33 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 entereg

7

Main Document

C:\Documents and Settings\User\Desktor  Browse.

Attachments

Category Description

Remove

1. |C:\Dncuments and Settings\User\Desktoy  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

]

M Clear

Browse

Adding attachments

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

There is an informational message

'#ndicating ALL secondary attachments
must select a category or add a
attachment description

Click on the drop down arrow to see the
™Mst of attachment types. If the type does
not fit the attachment, select the blank

entry.

You can then enter a description to in the
description field.
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Frame 5-34 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.

Select the pdf d it and any attach 1
Main Document
|C:\Dncumems and Settings\User\Desktop  Browse
Attachments Category Description
1. IC:\DUcumems and Settings\User\Desktop  Browse... IPrupused Order (PDF Only) j I Remove
2.| Browse... | =l |

Frame 5-35 Additional sample attachments

Main Document

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

Attachments

In this example, we’ve selected the
“Proposed Order (PDF Only)” from the
Category list. We can leave the
description field blank as we have
selected a category description.

We do not need to enter any more
descriptive text.

In this example, we’ve selected the
“Exhibit” designation from the “Category”
drop down list, and then in the

1. IC:\Documems and Settings\User\Desktop  Browse... jV Remove | “Description” f|e|d’ we've entered the “A”.
The docket text and attachment will be
2l _Brovse.. | =l identified as “Exhibit A”, as CM/ECF will
| concatenate the category filed with the
MNext Clear
description field.
Frame 5-36 Additional sample
Main Document
c\D d Settings\User\Dask B . .
Ceuments 16 Stings UseDesor_Biowse.| In this example, if you have to break up an
Attachments Category Description exhibit, you can enter the page numbers

Remove
Remaove

1. ktop\Folders\PDF sishell pefs\exhibit-a.pdf _ Browse ||Exhibit =l |A Pages 1-30

2. Iop\FoIdera\F’DFs\shell pdfs\exhibit-a2_pdf  Browse... | IExhibit

3_| Browse | | j I

=1 [A Pages 31- 50

Ne_)dl Clear

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

Frame 5-37 Docket text modification screen

Criminal

Reports

Motions
1:05-cv-01001-EVWMN Daright v. Sinister

Docket Text: Modify as Appropriate.

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

Mext Clear

Docket Text: Modify as Appropriate.

7| MOTION for Protective Order
Eighth =~ | Proposed Order (PDF Only)) (Yee, Jack)
Ninth
Tenth
Consent
Counter
Cross
Emergency
Endorsed
Ex Parte
Final -

by Defendant Sam Sinister.

Docket text modification screen

The Docket Text modification screen is
displayed.

This screen allows you to enter optional
docket modification text.

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

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.

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

Reports -

viotions
1.05-cv-01000-EWi Doright «_ Sinister

Docket Text: Modify as Appropriate.

Amended T | MOTION for Protective Order Ifrl:lm interrogatories

(At : # (1) Pr Order (PDF Only)) (Yee, Jack)

by Defendant Sam Sinister.

Next Clear

VERSION 6.1
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Frame 5-38 Final screen

SECF

Civil ~ Criminal - Query Reports ~  Utilities - Search

Motions
1:058-cv-03000-LTE-RERB Good Guys, Inc.vw. Bad Guys

Docket Text: Final Text

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

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

Source Document Path (for confirmation only):
ChDocuments and Settings\wsenDeskiopPOF shshell pdfsweciept.pdf
ChDocuments and SettingsiusenDeskiop\POFsishell pdfsicomplaint. pof

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 5-39

queued 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 5-40 The Notice of Electronic Filing (NEF)

SECF

cmil - Criminal ~ Query Reports ~  Utilities ~ Search Logout

Motions
1:05-c4-03000-LTE-REB Good Guys, Inc. «v. Bad Guys

U. S. District Court [TEST]

District of Color

—
Notice of Electronic Filing

Notice of Electronic Filing (NEF)

The Notice of Electronic Filing (NEF) is
displayed.

) his is your “receipt” of the filing.
The NEF has four informational sections:

The docketing information section

The following transaction was entered by Yee, Attormey on 6/4/2007 at 9:26 AW MDT and filed on 6/4/2007

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

Document Number: 11

—m¥ludes when the entry was made, the
document number, and the docket text.
The electronic notification section displays
the names and e-mail addresses of
attorneys/parties that have been

Docket Text: . .
mended MOTIOH for Protective Order fronr Rrterrogatories by Defendant Bad Guys. (Attachments: # (1) Proposed Order (PDF Oniy)(Yed electronically no_t!ceq- ) )
—FPe manual notification section displays
= any names and addresses of recipients
1:05-cv-3000 Notice has been electronically mailed to: that must be served by non-electronic
Another Goody  cod_ewn@yahoo.com means. If there are name(s) and
o G ’ . addresses displayed below the “Notice
usta (o0 cod_= anoo.com . .
v LA has been mailed by the filer to:” you
Dean Martin - Leslie_A_Marting@cod uscourts. gov must print a copy of the NEF and mail
Leslie Martin  |eslie_a_marting@cod.uscourts.gov, gail_shaw@cod. uscourts.goy /M Wlt_h the document(_s) you filed to the
parties displayed. You will generally see
Attorney Yee  jack yee@@cod.uscourts.gov, jack yeeE@cob.uscourts.goy names and addresses for pro se parties
1:05-¢v-3000 Notice has baen mailed by the filer to: and attorneys that may not be registered
s Vagner to be an e-filer.
agner and Yee The fourth section lists electronic
Eﬁi;‘r %%“B%ggit document stamp(s) for each PDF
' document submitted and serves as a
E TONOWING COCUIMENTS) are asS0CTatec Wl 15 Transaction: Security feature_ The document stamp(s)
Document description:hain Document are kept separately and are compared
Iglgg't'r’::‘f:z’z’z':;m S routinely against the document stamp that
[STAMP deecfStamp_ID=107 1006659 [Date=6/4/2007] [FileNumber=71575-0] [ is embedded in the PDF document.
57016 1109607 2892674398 74fe0chfeacaDe9A 1 0chad 1tha027hargfceben 1067 de
5t adah 1 ceBefha0fd2idhal 542816554 had8594821 7548928029 1 7ef]]
Document description:Proposed Order (PDF Only)
Original filename:n/a \\A
[Electronic document Stamp:
STAMP deecfStamp_|D=1071006659 [Date=6/4/2007] [FileNumber=71575-1] [
Fihac20f9d7d643c05426f8e 720706 1ee78he95855e0c7 10f680c88a5300227h3a95cd
[150216554af07h1006102509c3 1 10f945cd0d76522003f5580 715233 1]]
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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 5-41 Selecting Supporting Documents

Criminal
Zivil Events
Initial Pleadings and Service Other Filings Only con
Complamnts and Other Imbating Drocuments Motices F from &

Trial Documents
Appeal Documents

Serwice of Process
Answers to Complamts, Counterclaims and

Crossclaimns Aodministrative
Cither Answers ALppeals

Other Documents
Motions and Related Filings
Iiotions
Supporting Documents, Responses and Replies

Selecting supporting documents

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

Frame 5-42 Selecting the type of supporting document

Utilities ~

Search

Criminal - Logout

Responses and Replies
i ot i
Available Events (click to select an event Selected EVE

Query Reports ~

Erief in Opposition to Motion
Brief in Support of Motion

Fieply to Rezponse to Mation

Fesponze to Motion

Fesponze to Objection to Appeal of Magistrate Judge Decision
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 5-43 Case number entry

Criminal -

Query Reports ~

Responses and Replies

Civil Caze Humber

Case number entry

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

e 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.

|sev3o00 Find This Case |
¢ Click [OK] to acknowledge and close
the error message. Click the [Clear]
Mext 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 5-44

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 5-45 Case Number Valid

Criminal -

Query Reports -

Responses and Replies

Civil Case Humber

1:05—-cw-3000

Mext | Clear |

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

5-45a Review Screen

F Chvil ~

Criminal ~ Query Reports -  Liilities ~

Responses and Replies

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

Mext | Clear |

Review Screen

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

button, a

Click on the &% | hutton to continue
Designating the party filing

Frame 5-45b Designating the party filing

Responses and Replies

1:07-cv-01985-WYD-MJW Zeiler
Farms. Inc. v. Anadarko E & P

Company LP et al

MDISPO
Collapse All Expand All Se he Party:

+ Anadarko E & P Company LP dft

wepadarko E & P Company LP_[d
Ana
BP America Incorporated [intv]
Petroleum Development Corporation [dft]
Toll Company [clrn]

Unioil, Inc. [dft]

+ Anadarko Land Company dft

+ BP America Incorporated  intv

+ Petroleum Development Corporation dft
Toll Company clm

+ Unioil, Inc. dft

+ Zeiler Farms, Inc. gla

Hext Clear Hew Filer

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
on each party you represent.

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

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

Frame 5-46

Note: If the list depicted does not display the party or parties a user represents, contact the Case Administration Specialist
division at 303-335-2026 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 5-487Attaching the main PDF document

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

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

tach "

< Browse. ,

N

Select the pdf d t and any

Main Document

Attachments Category

1_| Browse | j |
MNext Clear

Description

Frame 5-48 The choose file dialog box

‘G CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explore

Choose file

2 E]

Lookin: |G| external pdfs fortrng j - & Er

ﬁmmmnisupressfcr pdf
@th\Dnisupressfcrfnew.pdf
'@propased_order.pdf
'@prupused_urder_cr.pdf

ﬁanswerﬁcomplﬁint pdf
@ arrest warrant-1.pdf
'@ arrest warrant-2. pdf
'@arreslreturn 1.pdf
arrestreturn 2. pdf
@attachment71 it

1] aw-wp 1. pdf

I aw-wp 2. pdf

@briefﬁsuppm‘tf
@exh\bit_a ool

'@lndlc{men »
ﬁmutlun_prutec

N Metvare Copy...

Scan for Viruses

File narme: Open With > [ &I
Fillos @iffee: Ciuick Wiew Plus 'I Cancel
Cluick Print ]
A to Zip
Send Ta L

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

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 the
Court Information

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.

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

Click on the [OPEN] button to populate
the entry box for the filename.
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Frame 5-49 Review the PDF document

E Adobe
T File  Eclit

Acrobat Professional

Ibrief_support.pdi]

Simw  Document  Tools  Advanced  Sindow  Help

In the United States District Court
for the District of Colorado

Case No 05-cv-00000

Doright, Plaintifft

Vs

Simister, Defendant

Brief in Support

s/Aty Stiles

Aty Stiles

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

T File

B Adobe Acrobat Professional - [brief_support-cr_pdf]
Edit “iew Document Tools  Advanced “Window Help

S\gnatuves\l Bookmarks

Comments

United States District Court
District of Colorado

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

Jack Yee
jack_yee@cob.uscourts.gov

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

NONE

Frame 5-50 Adding the PDF filename

Choose file EE

Look in: Iaexternal pfs for trmg

o + BerEr

'@mnlinn supress-cr pdf
_sup 3
l@r'n|:|t||:|r175upress—t:r—nev\f.pt:!f
T proposed_order pdf
ﬁpmpasediorder;:r.pdf

ﬁﬁnswer_cmmplﬁinl pdf
ﬁarrest warrant-1. polf
ﬁﬁrresl warrant-2. pdf
Earrestreturn 1. pf
ﬁﬁrreslrelum 2. pdf
ﬁatta:hmem71.pdf
ﬁawkwp‘l [=I=13
Ea\/\ﬁwpzpdf

=] i
@hriefﬁsuppnnfcr ot
ﬁexhlbnia N=l=1

ﬁimdic{menl pdf
ﬁmotlanipmtecﬂveiorder.pdf

File name: Ibrief_supporl.pdf j

[l Files (=)

Files of tvpe:

@
\ZL

Review the PDF document

When viewing the PDF document,
check the document for items such as:
Court case number and style. The
Parties are correct.

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

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

Click on the [OPEN] button to populate
the entry box for the filename.
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Frame 5-51 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.

Select the pdf d t and any attach it
Main Document _
C:\Documents and Settings\User\Desktop B
Attachments Category Description
1 I Browse - I

Attaching the main PDF document
(continued)

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

If there are attachments to the
main document, click on the [Browse]
button in the “Attachments” section.

Frame 5-52 The choose file dialog box

‘2l CM/ECF TRAIN - U.S. Distric
Choose file [2]
= <= ®@&erEr

Look in: I@ extermnal pdfs fortmg

The choose file dialog box

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

@motionisupressfcr.pdf
rotion_supress-cr-new. pof

@pmposed_order pif
proposed_order_cr.pdf

ﬁanswerﬁcomplaint.pdf
[T arrest warrant-1 pif
[T arrest warrant-2 pif
ﬁarrestretum 1. pdf
ﬁarrestretum 2. pdf
@attachment_1.pdf
@avwwp'l Nel=i
ﬁawwpzpdf
@br\efﬁsuppor‘t pdf
ﬁbr\ef_suppor‘t—cr pif

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.

Select
ﬁindidment.| hiis
@mutlun_pru
Print
N MNetware Copy...
File name: j Open
Scan for VWiruses
Files of type: Open 'With » j Cancel
Addto List | Cluick View Plus
Cluick Print
Add to Zip
Remove from List Send To R
Mext Cut
Copy
Frame 5-53

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

the ECF application.

Note: Again, as areview,

View the PDF document.

Close out the Adobe application.
Populate the ECF filename box.

Enter more descriptive information, as needed.

@ @ > @[ [=

Select the predetermined category for the attachment (or select the “blank” category.)

Repeat the attachment process for all of the attachments you wish to add.

Frame 5-54

there are two attachments.

Note: Repeat Frames 5-35 through Frame 5-37 for the second and succeeding attachments. Frame 5-57 reflects
the position of having attached the main document and all attachments to be submitted. In this illustration,
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Frame 5-565Adding attachments
[For ALLsecondary attachments, a Category selection or a Description must be entered. You may utilize both fields, but one must be entered.

Select the pdf document and any attachments.
[Main Document

C:\Documents and Settings\User\Deskt

Attachments Category M

1,|C:\Documents and Settings\UserDesktop  Browse.. |Exh\bit j |_1 R
R
Remove

2,|C:‘\Ducuments and Settings\User\Desktop Browse.. | j IAttachment 1
3,| Browse... | j |

==
< del >f‘.|n::r|

Adding attachments

This screen display depicts the adding
of:

Maig document
/Ii/xhpit A
}gﬁment 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.

[Click] the [NEXT] button.

Frame 5-576Linking

EEC F Civil Criminal Reports

Responses and Replies
1:08-cv-01000-EWWM Doright v. Sinister

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

7 08/13/2005 3 Amended MOTION for Protective Order from interrogatories by Defendant Sam
Sitister. (Attachments: # (1) Proposed Order (PDF Crly)i(Yee, Jack)

M Clear |

Linking

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

Using the mouse, select by clicking in
the check box(es) provided, which
documents you wish to link the brief to.
Click on [Next]
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Frame 5-57 Docket text modification screen

Utilities

Criminal . Query

Reports .

Responses and Replies
1:05-cv-01000-EVWN Daright . Sinister

Docket Text: Modify as Appropriate.

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

Next 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 5-58 Final screen

Criminal ~ Query Reports ~  Utilities ~ Search

SECF o -

Responses and Replies
1:05-cv-03000-LTE-REB 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 screen commits this transaction. You will
have ne further opportunity to medify this transaction if you continue.

Source Docuiment Path (for confirmation only):

ChDocuments and Settingsiuser\DeskioptPDF s\shell pdfsweciept.pdf pages: 1
ChDocuments and SettingsiuseniDeskioptPOFs\shell pdfshsum_cyv_act.pdf  pages: 2
ChDocuments and Setfingsiuser\DeskioptPDF s\wshell pdfsweciept.pdf pages: 1

Mext | Clear |

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 5-59

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 5-60 The Notice of Electronic Filing (NEF)

Search

Query Reports - Wilities -

Bristrict of Colorado [TEST]

g;'ce of Electronic Filing g

The following transaction was entered by Yes, Attorney on 6472007 at 2:41 PM 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] MOTION for Protective Order filed by Defendant Bad Guys. [Attachments: # (1) Exhibit A# (2] Attachrent 1] Yee, Attorney)

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

Another Goody  cod_ewn@yahoo.com

N

leslie_a_martini@cod.uscourts. gav, gail_shaw@cod.uscourts. gov

Justa Goody  cod_aty@yahoo.com

Dean Martin -~ Leslie_A_Martin@cod. uscourts. goy
Leslie Martin

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

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:

The docketing information section
includes when the entry was made, the

L —e@cument number, and the docket text.

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

| —>

The manual notification section displays
any names and addresses of recipients
that must be served by non-electronic
means. If there are name(s) and
addresses displayed below the “Notice
has been mailed by the filer to:” you
must print a copy of the NEF and mail

1:09-cv-3000 Notice has been mailed by the filer to:

Chris Wagner

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

The following documemi(s] are associated with this transaction:

| |_alet®y 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.

Document description:Main Document

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_|D=107 1006659 [Date=6/4/2007] [FileMumber=71554-0] |
7239351 ae9e2bb4a53cfB8b38b7 0b8562d92021037 321905524 aaa27 2659 149af8c
60905 edas8abba7 6fe 17 db32f35dYe2eB6b86e8d3cd7 401 daa2caB7 065 1]]
Document description:Exhibit A

Original filename:n/a

Electronic document Stamp:

[STAMP dececfStamp_|ID=1071006659 [Date=6/4/2007] [FileMumber=71584-1] |
893bed31a35df52158d3015923585cb9021 1f3abthee28bd097 7357 cobeablfd3ab115
bb58ac13f325d7 17 16b46e995d38a67 3chcBbb04d 1 coe277252b4ebd33]]
Document description: Attachment 1

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1071006659 [Date=6/4/2007] [FileMumber=71584-2] [
70aa5363aad663e563a3556113e88e8 16126207 db5b906fd2faffe1 dae514aae21914a
4da15b38b7 a15f0b7 acchB5Geb13d8a29eabbddb4fa8d897 ccBda7 eBe]]

"\

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.

—

Restricted Document Submission

Section V of the ECF Procedures for the District of Colorado governs the filing of restricted documents. Restricted

document submission falls into two categories, documents in restricted cases and restricted documents in public cases.

Restricted Case Document Filing

A document filed in a restricted case must follow this procedure:

instructions from the court.

PACER system when the correct login process is used.
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Restricted Document Filing in Public Cases

A restricted document filed in a public case must follow this procedure:

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

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

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

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

All questions on restricted documents should be forwarded immediately to the Case Administration Specialist division.
Privacy Policy

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

Motion Practice

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

Combining Documents

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

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.

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

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

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

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

Case Number ||

OR
Case Status: CQOpen  Closed Al \ /ZvVarious parameter selections to
Filed Date | to 1 Qeflne your query. Parameters
include the selection of:
LesErglies | to] e Open, Closed, or both
f’ ¢ Filed date range
Nature of Sui ?fﬁ[ﬁ;umm} « Last entry date range
120 (Contract: Marine) = e Nature of Suit code
f’ e Cause of Action code
- 0 (No cause code entered) e Person/business name for
ComEClAE T 00:0000 {00:0000 Cause Cade Unknawn) .
02:0431 (02:431 Fed. Election Commission: Failure Enforce C) =l e Parties
. 8 e 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.
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Frame 6-1a Case Number Search

Query

or search by

Search Clues

Case Number

Case Status: COpen C Closed Al

Filed Date | to

Last Entry Date I to |

Nature of Suit 0 (zero) 3
110 {Insurance)

120 (Contract: Marine) =

0 (Mo cause code entered)

Canscloficion 00:0000 {00:0000 Cause C

Unknown)

Case Number Search

If you use the case number query, the

MI s grayed out.

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

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

displayed. After entering the entire

. Find This C. |
case click on the ———==22

02:0431 (02:431 Fed. BhCtion Commission: Failure Enfarce C) hd| button.
LastBusiness Name (Examples: Desoto, Des*t)
First Name Middle Name I
Tvpe
Clear |
Frame 6-1b Duplicate Case Numbers Duplicate Case Numbers
Query
Search Clues \ o After clicking on the Find Thiz Caze |
Case Number 212 goking up case number 2-12...__s »  button, a “Looking up case number
or search by 2-1...." Message is displayed as
Case Status: € Open  Closed © Al CM/ECF is verifying the case
. number in the database.
Filed Date | tol
Last Entry Date | to |

0 (zero) i’

110 {Insurance)
120 (Contract: Maringe) =l

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 | MiddeName[
Type =
Run Query | Clear |
Frame 6-1c
Query

Search Clues
Case Mumber |12

Hide Caze List |
Select a case:

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
defendarEs in the criminal case and

[T 1:02-cr-00012-LTE USA v. James et E®<
™ 1:02-cv-00012 Smith v, Srmith
1 ™ 1:02-mj-00012-BMB USA v, James et al &

or search by

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

Query
Search Clues
Case Number 54003 Hide Case List__|
Salact g cgza-
I 105-cr-04003-EWNUSA v. Quacketal
I 1:05-cr-04003-EWN-1 Joe Quac
[ 1:05-cr-04003-EWN-2 Lucy Quack
[ 1:05-cv-04003-EWN Donght v. Smster
or search by
Case Status: ' Open @sed Al O
Filed Date | to|
LastEntry Date | to|
Nature of Suit 0 (zero) 5
- ’ 110 (nsurance)
120 (Contract: Marine} |
Cause of Action 0 (Mo cause code entered) :l
sEE 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commizsien: Failure Enforce C) ;I
LastBusiness Name | (Examples:Desoto, Des™t)
FirstName Middle Name I
Type -]
RunQuery | Clear |

> 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.

Frame 6-1e Case Number Query

Query

Search Clues
Case Mumber

1:02—-cr-12

I~ J1:02-cv-00012 Smith v, Smith

Hide Caze List |

12-LTE USA v, James et al =
02-cr-00012-LTB-1 Rohert E. James
1:02-cr-00012-LTE-2 Catherine E. Bell

™ [1:02-mj-00012-BME USA . James et al =

¢ When you click on the “entire case’

checkbox, the others in the list are
Ly 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

Tvpe

Run Query

Search Clues
Case Number 1:05-cr-4003-1 Hide Caze List
Selectacase:
FU03-EWNUSA v. Quacketal
7 105-cr-04003-EWN-1 Joe Quack
7 105-cr-04003-EWN-2 Lucy Quack
W 1 03 -FWN Doright v. Sinister
or search by
Case Status: C Open (Csed Al O
Filed Date | to]
LastEntry Date | to |
= c 0 (zero) :I
Nature of Suit 110 (n=urance)
120 (Contract: Maring) =
Cause of Action 0 (No cause code entered) :l
e 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commizgsion: Failure Enforce C) ;I
LastBusiness Name | (Examples:Desoto, Des™t)
FirstName Middle Name

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

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

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

button to perform the case number
query.

Frame 6-4 Name Search

or search by
Case Status: \ Copen  © Closed Al
Filed Date | to |
Last Entry Date | ta |
0 [zem]

Mature of Suit 110 [Insurance)

12E| [_!:_qntle!ct:_Maline]

2
-

Cause of Action

=
Last/Business Name
First Name
Type J
Run Cluery I Clear I

Name Search

e 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.

o 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.

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

Note: Beginning with
Version 4.0, searches can be

on any or all of the eight
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JFiIe Edit ‘“iew Faworites Tools Help |JAddressI@https:ﬁecfftram_cod.uscour‘ts.gov!cglfblnﬂogln.p\'?ﬁT17954803

Utilities

Reports

Criminal

Select A Case

This person is a party in 2 cases.

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

1:05-cvw-00124-EWN  Duck v. Potlge's BBQ filed 02/01/05

| search parameters.

Frame 6-5 Additional query sample 1

Search Clues

Case Number ||—
or search by
Case Status:
Filed Date [irrz007 o 1231
Last Entry Date I to I
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)

Cause of Action

Kl

Last/Business Name | (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

Frame 6-5 Additional query sample 1 (continued)

- -cv-02535-, - -
= DEECALIER g s v 1S, e Caere e fled 12/05/07 closed 04/15/08 ggig"“"m
1:07-cv-02548-WDM- S 107 190(Contract:

BNB IAX Corporation v. Texas Instruments Inc. filed 12/07/07 Other)
-07-cv-02552-1 - .
LA DR | b e e UG . e T G, 5. filed 12/07/07 élgtggg"““m'
Remeneskiv. Aspenwood Condominium Association, Inc. et al filed 12/10/07  closed 01/16/08 gﬂ?‘f"mm

Additional query sample 1

e This sample query has the
following three parameters
entered/selected:
 All cases, closed or pending
e Cases filed from 1/1/2007

through 12/31/2007
o Nature of suit code of 190

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

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

- 49 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 6.1
EFFECTIVE JuLy 01, 2018

Frame 6-5 Additional query sample 2

Query

Search Clues

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

Filed Date Ul to U0

Last Entry Date

Nature of Suit

Cause of Action

LastBusiness Name l— (Examples: Desoto, Des*t)
First Name | MiddeName|
Type [ =

Run Query | M

Select A Case

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

Corporation v. Texas Instruments Inc. filed 12/07/07 190(Contract Other) 09:0001(09:1 U.S. Arbitration Act)

Additional query sample 2

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

e Open cases

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

o Nature of suit code of 190

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

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

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

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

Frame 7-1 The Report options

Criminal

Query

Reports

Docket Sheet  Criminal Reports

Criminal Cases

Other Reports
Civil Events List (atty)

Civil Reports Criminal Events List (atty)
Civil Cases

Judgment Index

Civil and Criminal Reports
Calendar Events

Docket Activity
Hritten 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 cajs number is;ntered.

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

Case nnmbk

* Filed
" Entered

to| /

Document options:

I Include headers when displaying PDF documents
I View multiple documents

[ Create Appendix

Documents | to |

Include:

v Parties and counsel
¥ Terminated parties
[ List of member case,
I Links to Notices #f Electronic Filing
Format:

¢ HTML (unpaginated)
" PDF (paginated)

5 sl dest date first |

1 Clear

The Docket sheet

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

Docket Sheet

Case numberlz_12

Find This Case I

* Filad
to
 Entered ! !
Documents | to |
Include:

¥ Inc
[ ivie

¥ Parties and counsel

¥ Terminated parties

I” List of member cases

I™ Links to Motices of Electronic Filing

Sort by I Oldest date first - l

Fun Report I Clear I\

—

Document options:

lude headers when displaying PDF documents
W multiple docurments

Format:
& HTML {unpaginated)

" PDF (paginatecd

Include Checkbox items: e

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.

BeTtument 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.
o Most Recent Date first — will list the
docket entries by the most recent date
first to the oldest date.

Format:

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

e PDF (Portable Document Format) —
will create a PDF document of the
Docket Report and display it paginated.

Ve

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:nerlz_12
“ Filed
to
 Entered I I
Documents | to |
Include:

V¥ Incl
[ ivie

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

Find Thiz Case I

Document options:

ude headers when displaying PDF documents
W multiple documents

Format:
& HTMWL {unpaginated)

' PDF (paginated)

Sort by I Oldest date first - l
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

Fun Repart | ) ton is darkened

and you can click on it to run the
docket report.
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Frame 7-3b
Locket Sheet

Case number |1: 02 -5¥-12

Select a case:;

™ 1:02-cr-00012-LTB USA v, James et al =
W 1:02-cv-00012 Smith v, Smith

I 1:02-mj-00012-BMNE USA v, James et al &

Hide Caze List

* Filed

to
" Entered |
Documents to
Include: Document options:

v Parties and counsel ¥ Include headers when displaying PDF documents
IV Terminated paries I wiew multiple documents
[ List of member cases Format:
¥ Links to Motices of Electronic Filing & HTML (unpaginated)
" PDF (paginated)
Sort by | Mast recent date first = |
Fun Repart Clear

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

Run Repart button.

o Enter filed/entered date range
(optional)

e Enter document range (optional)

¢ 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 fun because this case has many docket entries. You can go back and modify the selection criteria or select one of the following
options.

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

Smith v. Smith Date Filed: 06/05/2007

Assigned to Jury Demand: Defendant

Cause: 05:704 Labar Litigation Nature of Suit 445 Civil Rights: Americans
1 with Disahilities - Employment
Jurisdiction: Diversity

Plaintiff

Jane Smith represented by Jackbert Yeebert
1 Alley Way
Denver, CO 80224
Email: jack_yee@cob uscourts.gov
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Y
Defendant

Oliver Smith represented by Chris Yagner
“agner and Yee
1234 N. 20th Street
Denver, CO 80294
303-335-2008
Fax 303-335-2040
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Attorney Yee

1901 15th St

Denver, CO 80294

Email: jack_wee@cod uscourts gov
ATTORNEY TO BE NOTICED

Date Filed # Docket Text

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

06/08/2007 Q2 | ANSWER to Complaint by Oliver Smith (¥ee, Attarney) (Entered: 06/08/2007)

06/08/2007 v Amended MOTION for Protective Order from interrogatories by Defendant Oliver Srmith.

(Attachments: # 1 Proposed Order (PDF Only)i(Yee, Attorney) (Entered: 06/08/2007)

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

Sample Docket Sheet
(HTML = (Unpaginated) format)

e Caption information

o Party and attorney information

o 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
T Entered ! !
Documents| to|
Include: Document options:

M Include headers when displaying POF documents
M Terminated parties ™ “iew multiple documents
I™ List of member cases Format:

I¥:Links to Motices of Electranic Filing ¢ inated)
C # PODF (paginated) )

Sort by| Oldest date first "I
Run Report I Clear |

] ¥ Parties and counsel

(PDF - (Paginated) format)

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

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

Frame 7-3f Sample Dock
- 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

Diate Filed: 06/05/2007

Jury Demand: Defendant

Nafure 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 ‘.Leebﬂ t
1 Alley Way
Denver, CO 20204
Email: jack yeed cobuscourts gov
IEAD ATTORNE
ATTORNEY TO BE NOTICED

V.

Defendant

Oliver Smith represented by Chris Vagner
Vagner and Yee
1234 N 2th Street
Deu\.‘er. CO 80204
303-335-2009
Fax: 303-335-20.
LEAD ATTORNEY
ATTORNEY T BE NOTICED

Attorney Yee
1901 15th 5t
Denver, CO 80294
il: jack_veew cod.uscourts. gov
ATTORNETTO BE NOTICED

Date Filed # Docket Text

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

06/08/2007 @1 | ANSWER. to Complaint by Oliver Smith (Yee, Attorney) (Entered: 06/022007)

-
06/08/2007 @3 | Amended MOTION for Protective Order from interrogatories by Defendant
Oliver Smth. (Attachments: # 1 Proposed Order (PDF Only))(Vee, Attomey)

(Entered: 06/08/2007)

06/08/2007 @4 |BRIEF in Support re 3 Amended MOTION for Protective Order from
intervogatories filed by Defendant Oliver Smith. (Attachments: # 1 Exhibit .

T

Attachment 1)(Yee, 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

¢ Docket entries and links to PDF
documents
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Frame 7-4 Civil cases report

Criminal ~ Query Reports ~  Ltilities ~ 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

— Case B k . Nature .
olorado pnngs e an Tuptey ju gmenls of suit | 0 [zem0
Dervver tvp 110 [Insurance]

Cause
0 [Mo cause code entered)
EI2 0431 (02:431 Fed. Electlon l v
Jurlsdlctlonﬁ Case - - W
iversity flags Open
Federl Quest BDMAPR = P
edetal Question s = Terminal digit(s)| 2, cases
4.7 r
Close«d
cases
Filed |5/29,2007 to |82’52’2DU?
Sort by| Case Mumber _~ | | 3| | =
Output Format * Formatted Display
" Dpata Only
Run Repart I Clear I
Frame 7-5

UECF 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 number of pages. If you want to run a report for a single case, you can use the
Query Menu or the Docket Report.

Office SN . Case E k " Nature D[ ] -
oloradn Springs an rptcy ju gments )
E)EFIVEI j wpe RIERE 1_@ [_I_nsurance_]_ o ;I

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:

o Filing date range
e Cause code
o Nature of suit
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.

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

C .
ause 0 [Mo cause code entered) n ECF
UE EI431 [EI2 43‘\ Fed Electlon ] v
Jurisdiction Case .
|E|§ers"‘ru g fIags|ADMAPP g c',?pen ¢ In this example, we enter a date
i .
ederel Huestion Terminal digitis) | | 2, cases range for cases filed from 6/1/07
7 L through 6/8/07 and click on the [Run
Closed
P Report] button.
Filed IBH S2007 to IBESEZDD?
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: 6/1/2007 - 6/8/2007

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

with Disahbilities - Employment
Office; Denver

JSuwisdiction. Diversity
Presider: Unassigned

Sy demand. Defendant

Total number of cases reported: 1|

Selection Criteria for Report

Office Al
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 [MNoO

Sort by Case number

e The report is returned with the cases
found.

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

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

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

cECF

Chil ~ Criminal ~ Query Reports -~ Utilities ~ Search

Calendar Events Report

Case
number

Office «| Nature I
Durango (] of suit | 0 [zer0] 7
Grand Junction [3) ;I 10 Insurance] 5
Calendar ~|  set[ese7 te Calendar
aveants | Alocution Hearing I I —I
Arbitration Hearing ;I

C Both ©AM © PM
Sort bVITime vl

Time | Coam T PM
Clear I

¥ Include docket text

Fiun Repart |

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

SECF

Civil ~ Criminal -~ Query Reports ~ Utilities ~ Search Logout

U. 5. District Court [TEST]
District of Colorade [TEST]
Calendar Events Set For 1/1/2006-2/2/2007

01/17/2006
10:30 A
1:05-cw-00003-L TE-MJIVY Pike et al v. Explorer's Ouffitters | et al
(Mature of Suit 190 - Contract: Other)
Settlement Conference Courtroom A 502
a PRO 5E Kit Carson (Defendant)
John Wesley Powell representing Zebulon Mantgomery Pike (Plaintiff), St. Louis Trading Company |
(Plaintifr)
James Taylor representing Explorer's Outfitters | (Defendant)
F pinute Entry for proceedings held before Magistrate Judge Michael ). Watanabe | Scheduling
Conference held on 10/ 2/2005. Discovery due by £/ 7/2006. Dispositive Motions due by 4/17/2006.
Settlement Conference set for 1/17/2006 10:30 Al 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 Al in Courtroom A 302 before Magistrate Judge Michael J Watanabe. (Court
Reporter FTR-Ben van Dyke.)

01/20/2006
10:30 A

1:05-cv-00048-ZLW-BME Pike w. Explorer's Outfitters |
[Mature of Suit 190 - Contract: Other)
Settlement Conference Courtroom A 502
representing {Defendant)
John Wesley Powell representing Zebulon Mantgomery Pike (Plaintiff)
<* wlinute Entry for proceedings held before Judge Michael J. watanabe | Scheduling Conference held
on 10/6/2005. Discovery due by 4/28/2006. Dispositive hMotions due by 5/30/2006. Settlement
— Conference et for 1/20/2006 at 10:30 Ak in Courtroom A 502 before Magistrate Judge Michael J.
= Watanabe. Proposed Final Pretrizl Order due by 9/25/2006. Final Pretrial Conference set for
9/29/2006 at 08:30 AM in Courtroom A 502 before Magistrate Judge Michael J. Watanabe. Mr. Frankl
shall forthwith enter his appearance (Court Reporter FTR Shelley Moore )

Calendar events report

This report displays scheduled
events.

Selection criteria are:

by a specific case humber
by specified date range
by type of calendar event
by time of day

print docket text with the
Calendar Events Report

Examples:

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.

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.

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

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

SECF

Civil ~ Crimimal - ey Reports = WNililies - Search Logos

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

AT/ 2006
10030 AM
1-05-cv-D0003-1 TH-MIMY Pike £t 8l v Explorer's Ouifitters | et al
(Mature of Sult 190 - Contract Cther)
Setiement Conference Courtroom A 502
PRO SE kit Carson [Defendant)
John Wesley Powell representing Zebilon Montgomery Pike (Plaintif), St. Louis Trading Company |
(Plaintif)
flames Taylor representing Explorer's Outfitters | (Defendant)
01/20/2006
10030 AM

1:05-cv-0004 8- ZLVW-BNE Pike v, Explorer's Qutfters |

(Mature of Suit 190 - Contract Cther)

Setlement Conférence Courtraam A 502

representing (Defendant)

John Wesley Powel representing Zebulon Morntgomery Pike (Plainti

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

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

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

Nonnste

)
Utilities Logout 9_

Warning: This report is not subject to the 30 page billing cap.
gy 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 o1 the L3

Docket Activity Report PUBLIC ACCESS

Casel—

number

Office | Case type
CD\madnSprmqs
Denvev MI

Event Case flags
EXTEND

categor;

& y MDL

answer T

& Symmary text
 Fpll docket text

Open cases
Closed cases

Filed helween E/ 32006 and 81472006

Sort by | Case Number ] | ]

Run Report Clear

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

:ECF

Reports Utilities Logout

Wargling: This report is not subject to the 30 page billing cap.
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.
Daocket Activity Report PUBLI{ ACCESS
=
Case I Open cases
number " Closed cases
Office | Case type -
Colorado Springs Bankruptcy judgments
Denver j Chl j
Event - Case flags -
category | EXTEND CLOSED
admapp MDL j
answer T
“ Summary text
Filed bet /132006 d |87 4/2006
tled between 61 and o4 © Full docket text
Sort by [ Case Number »| [ =l
Run Report Clear

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

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

e Summary or full Docket text

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

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

Iv Only cases to which I am linked \yith 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 [ 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

Gt 0 @my o GEmEs o . The Docket Activity Report is displayed
based upon the date and selection criteria
Docket Activity Report you entered/selected.

U. 8. Disirict Court [TEST] -- District of Colorado [TEST] i .
e The Case numberttitle is listed as a

Report Filed Period: 1/1/2006 - 8/14/2006 link to the docket sheet

Case Number/Title Dates Caéevgunrtyl Docketed by Notes = . . i L
L:06-cr-00001-PSF Entered04/28/2008 Categugpcharge-cr Kt Ctfire:Denver e Thedateis dISpIayed as it fell within
US4 v. Jones 15:22:22 Evepemdictment Tipeeert ErergerPhillip 5. Figa the date range

e 04/28/2006 !
Lcumentl
INDICTMENT a5 to Felicity Jones (1) count(s) 1. (klt, ) e The Ca’[ego ry/Event is d|sp|ayed
1:06-cr-00A01-REB Ehtered:05/03/2006 Criggoryicharge-cr kIt Citiice Denver
US4 v. Schmucker 10:53:24 Eyepshdictiment Trpeccrt FresigerRobent E, Blackbum
R VR o e The Docketed by column shows who
ectment 1
INDICTMENT as to Eric Schraucker (1) count(s) 1. (klt, ) dOCketed the event
1:06-cr-00602-% T Fntered-05/03/2006 Caregaryrcharge-cr klt Citbize: Denver
USA v, Schmucker 11:13:15 Erentndictment Trmeccrt FresderWiley Y. Daniel . . .
Al 05/03/2006 e Finally, a Notes column is displayed
ol showing miscellaneous information
such as office, presiding judge, flags,
Criminal . Query . Reports . Utilities . Logout
etc.
Selection Criteria for Report L.
Case sumber |al At the end of the Docket Activity Report,
Filed Date 1/1/2006 - B/14/2006 a summary of the selection criteria is
Entered Date |41l displayed to indicate what parameters
Office Al were used to select the report data.
Nature of Suit |All
Cause All
Case type [0

Case flags All
Open Cases MNo
Closed Cases  |Mo

Event Category |charge-ct
Docket Text full

Sort by case numhber

Total Number of Docket Entries: 5
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Frame 7-12 Criminal cases report
Criminal Cases Report

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

Office Case fypes
Colorado Springs
Denver M

Citaﬁonl
Count Status v Pending [~ Disposed
Filed (201010 g 41572010

Terminal digit(s) 3 47 W Pending defendants
I” Terminated defendants

K| |

Case
Criminal flags

2255
Magistrate Judge ADWAPP 7|

SnﬂbyICase Numberjl

¥ Formatted Display
Output Format :
utpuf Forma  Data Only

Run Report M

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.

e 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.

Criminal cases report

e The Criminal 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:

Office

Case type

Case flag(s)

Citation code

Count status (pending or terminated)
Filing date range

Terminal digits

¢ Defendant status

\- or any combination thereof

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

Frame 7-13 Sample Criminal cases report

SECF

—
Civil » Criminal 2.

Query Reports . Utilities . Logout

U.S. District Court [TRATIN] - - District of Colorado [TRAIN]

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

Date Filed/

e el e b s
Added 4
1.05-y-03000-EWHT \Filed: OB/05/2005 40 Office: Denver

Sinister v. USA

1usa [Addied:08/05/2005 Presider Edward W Nottingham

Total Number of Cases Reported: 1

Criminal Cases Report Selection Criteria
Judges

Offices A1
Case types an
Case flags [an

Filed Between : 8/1/2005 - 8/10/2005

Pending
Mon-Fugitives

Include Defendants that are:

Sort by: Case number

Sample Criminal cases report

The report is returned with the cases
found.

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

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

Remember, you are billed PACER
charges for running this report. However,
this may serve as a valuable research
tool.
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Frame 7-14 Judgment index report

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

e Edt Wew Favortes Tools Help

address [&] prps: d : binyl

12-_238_0-1

A
Back - = - @ 2 | @search GFavortes @ivedia (8 | BY- Sh @] - =]

Links @ |Barkruptcy CM-ECF Product Page (@] CM-ECF Live Database - login  [G|Google

Criminal . query

Mudgment Index Report

Reports

Logout ?

[

Case number|
Lastname| TFirst name Middle name |
Judgment date vange [173/2005  to |22 #2005
Sort hy: [Case number =]
Run Repart Clear
[&] Capitalization cants, The asterisk wildzard may be used to broaden the riteria entered, [ 8 @ meemet

Judgment index report

This report displays information about
selected judgments.

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

Case number

Party name

Date range

or any combination thereof

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

Frame 7-15 Sample Judgment index report

Criminal

1:01-cv-00001-EWN-OES Colorade,
State of v. Sunoco, Inc., ctal

15 faver of: £.0. Smith Corporation
|Against: Colorado, State of

Reports .

Logout ?

Utilities

Mo Payment
05/24/2005

| Asmormt: § 0.00 Dft AC Smith Corporation's Motion for Sum Jgm on the Merits is
Granted. The civil action and complaint are dismissed with prejudice. DE AC Smith
Corporation shall have its costs upon the proper filing of a Bill of Costs within 10 days

\Date: 05/24/2005
\Document: 223
\nterast: 0.00%
Court Cost: §0.00

\n favor of: Walter Prat
|Against: Peter Tedesco

| Asmount: § 31500000

\Date: 03/0%/2005

\Document: 245

\nterast: 0.00%

Court Cost: §0.00

12 favor of: BHP Petroleum (UK) Corporation
| Against: Tohn Bonneville

1.01-cv-00694-REE-BNE Pratt v.
Tedesco

1.01-cw-00777-REE-CBS Ci
et al v. BHP Pet UK Corp

Fully Satisfied
03/09/2005

Mo Payment
07/11/2005

\Asmorint: § 0.00 Amended Supplemental Tudgment in favor of Defendants and against

Plaintiffs

\Date: 07/11/2005
Document: 55
\nterest: 0.00%
Court Cost: §0.00

Sample Judgment index report

The report is returned with the judgments
found.

There’s a link to the docket sheet from this
report

Remember, you are billed PACER
charges for running this report. However,
this may serve as a valuable research
tool.

Frame 7-16 Written opinions report

SECF

Civil « Criminal

Written Opinions Report
Case Number |
Last Name

Office

Nature of
Suit

Derwer
Durango =l

0izero)
110 (Insurance) =

Query

First Name I

Reports

Middle Name

Case Type - Cause
Bankruptcy judgments *41*()
Civil =l 0 {Mao cause code entered) =l
Case Flags B
2254
ADMAPP =l
Filed hetween [3/152005  and [%142005  C Summary text
& Full docket text

Sort hyl Case Mumber 'l
Run Fepor | Clear

Written opinions report

This report displays written opinions
issued by judges.

The Written Opinions Report provides
you with the flexibility to query the ECF
database to obtain written opinion
information by:

Case number

Party name

Office

Nature of Suit code

Case Type

Cause codes

Case Flags

Date range

or any combination thereof

After entering the selection criteria you
wish to search, click on the [Run Report]
button
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Frame 7-17 Sample Written opinions report

Cr

iminal . Reports . Utilities .

Query

‘Written Opinions Report

U.S. District Court -- District of Colorado
Filed Report Period: 8/15/2005 - 9/14/2005

Logout

Case Number & Name: }Pﬂf;: D;“' Deseription: Notes:

1:88-cw-00732-JLE-CBE Sand |08/1%/2005| 145 |ORDER granting 144 MOTION to Withdraw Lisa E. Frankel and to Qffice: Denver

Creek Partners v Premier Substitute Appearance of R. Willizm Rowe as counsel for Interested Party | Case Flags: Case Termed,

Financial, et al Cadle Company, The. Signed by Tudge JTohn L. Kane on 8/1%/05. (dlb, ) Suppress case from Service
and Answer Report
WOS: Contract: Other
Cause: 28:1331 Fed.
Question: Breach of Contract

1:90-cw-00181-JLE Cock, et al |08/17/2005 [ 1422 | ORDER regarding Telephonic Status Conference set for 8/22/2005 09:00 Gffica: Denver

v. Rockwell Intl Corp AM before Judge John L. Kane by Judge John L. Kane on 8/17/05. (dlb, ) Case Fiage: Class Action,
Suppress case from Service
and Answer Report
NOS: Ecenomic Stabilization
Act
Cause: 33:1363
Environmental Matters

1:32-cv-00870-EWN-0OES 08/18/2005| 1032 | ORDER granting 392 EIGHTH APPLICATION for Payment of Fees and Office: Denver

IMontez, et al v. Romer, et al Costs by Special Masters Richard M. Borchers and Bruce I Pringle. Signed | Clase Mlags: Case Termed,

by Judge JTohn L. Kane on 8/18/05. (pap, ) Class Action, Lead Case, hag

Rec Pending, Non Dispositive
Tfatinn: Surnr: frarn

Sample Written opinions report

The report is returned with the written
opinions found.

There’s a link to the docket sheet and the
document from this report

This report is provided at no charge to the
customer.

Frame 7-18 Sample Civil and/or Criminal events report

Sample Civil events report for attorneys

Criminal . Query Reports . Utilities .
CM/ECF CIVIL EVENT LIST
FOR ATTORNEYS

INITIAL PLEADINGS AND SERVICE

|Answer to Complaint

\Answer to Crossclaim

Answers to Complaints, Counterclaims and Crossclaims
\Answer to Amended Complaint

\Answer to Counterclaim

\Answer to Intervenor Complaint

Complaints and Other Initiating D Service of Process
\Amended Complaint AffidavitReturn of Service
Counterclaim Certificate of Service
Crossclaim Service by Publication
Intervenor Complaint Sumamons Returned Executed
Third Party Cermplaint Sutarnons Returned Executed as to USA

Summens Remimed Unexecuted

Waiver of Service Executed

"Writ of Habeas Corpus ad Prosequendum Executed

"Writ of Habeas Corpus ad Prosequendum Unexzecuted

Writ of Habeas Corpus ad Testificandum Egecuted

Writ of Habeas Corpus ad Testificandum Unexecuted
Other Answers

‘Amended Answer to Complaint

Answer to Wit of Garnishment

Claim

Objection to Appeal of Magistrate Tudge Decision

Objection to Report and Fecommendations

Logout

9

Sample Criminal events report for attorneys

Criminal . Reports
CM/ECF CRIMINAL EVENT LIST
FOR ATTORNEYS
MOTIONS AND RELATED FILINGS
Motions
404 (b) Evidence Diseualify Turor Proceed In Forma Pauperis
5K 1.1 Departure [Early Termination of Probation Produce
\Acouittal Exclude Protective Crder
Adter Tndgment Excuse Psychiatric Exam
JAmend/Correct Expedite Psychiatric Treatment
\Appeal In Forma Pauperis [Expert Quash
\Appear [Extension of Time to File Document Quash IndictmentInformation
‘Appomnt CTA Counsel Extension of Time to File Response/Reply Reassign Case
Appoint Coungel Extension of Time to Indict Reconsideration
\Appeint Expert File Amicus Brief Recusal
\Appoint FFPD File Excess Pages Eeduce Sentence
\Attorney Fees Forfeiture of Property Release Bond Obligation
Bifurcate Franks Hearing Release from Custody
Bill of Particulars Handweriting Ezemplars Release of Funds
Bond Hearing ERemand
[Bond Forfeiture In Limmne Remand to State Court
Brady Iaterials Inspect Remission
Case Terminated Interim Payment Return of Property/PostTrial

Sample Civil and/or Criminal events report

Sample Civil events report for
attorneys

The report is returned with the events
available to attorneys filing in civil cases.

This report feature will provide the
most current and accurate list of
events for attorneys.

You can use the [Crtl-F] or Find option to
search for word(s) to locate the event you
wish to use.

This report is provided at no charge to the
customer.

Sample Criminal events report for
attorneys

The report is returned with the events
available to attorneys filing in criminal
cases.

This report feature will provide the
most current and accurate list of
events for attorneys.

You can use the [Crtl-F] or Find option to
search for word(s) to locate the event you
wish to use.

This report is provided at no charge to the
customer.
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Chapter 8
Utilities

The Utilities option provides a number of ECF and PACER related features. The PACER related items are available
The focus of this chapter is to illustrate the following ECF

but will not be described or illustrated in this manual.

related features:

Maintain Your E-Mail (Add/Delete/Modify email addresses)

View your Transaction Log

Maintain Your Login/Password
Mailings

Frame 8-2 Maintain Your E-Mail Account

Email Information for jy-atty-test

Registered e-mail addresses

Configuration options

Secondary e-mail addresses:
cod aty(@vahoo.com

jack @ gmail com
add new e-mail address

Submit all changes | Clearl

P}'ﬂm;v Tmail aqdress:
ack vee-ﬁcod_uscomts.gov >\

Select an e-mail address to configure.

Maintain Your E-mail
When you click on the

haintain Your E-mail link, the

e-mail information screen is displayed.

The e-mail display has two panes, the

Registered e-mail address pane (on the

left), and the Configuration options pane (on

the right.)

From this screen, you can delete, modify, and

add e-mail addresses.

There are numerous options and possibilities

that can be set for each specific e-mail

address.

To access the configuration options for existing e-

\m{ieleaddresses (listed on the left side of the
scr@®en), the user should click on the e-mail

address on the left.

Frame 8-3 Maintain Your E-Mail Account

Email Information for jy-atty-test

[Registered e-mail addresses Configuration options

|Primary e-mail address: | PR ————
jack veoZy :

<S’eca ndary e-mail addresses:

ac

add new e-mail address = No

uld this e-mail address receive notices? Yos No ©

il S A ETT Hgg#should notices be sent to this e-mail address? Pw: Filing Sumsrary Report

(=] =) In what format should notices be sent to this e-mail address? H®ML Textr

Show sl ceses for this e-mail sddress | (Copy case lists from here)

Should this e-+mail address receive 2 "no activity” notice when no summary noticing occurs? Yes

Should this e-+mail address receive general announcement notices from this court? Ye* No

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (defauk method)

10705018850 D-MIW Zeiler Farms Inc v Anadams E & F Company LF =t sl - Reprasenting Anadswo £ & F Company LP
108-0+01000L TE-MEH Jones v. Smith - Representing Ed Jones
1:10-5+00101-DMEGES Mid State Co v. New Line Go - Reprasenting New Line Co.

These cases will send notice as a summary report. (alernate method)

After entering a new e-mail address or clicking on
an existing e-mail address, a number of
configuration prompts and displays are shown in
the right pane.

Options are now presented to the user for each e-
mail address. Cutting and pasting multiple case
numbers from one delivery method to another is
now allowed.

Each e-mail address under the attorney’s account
is configured independently and does not need to
mimic the primary e-mail address configuration.
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Frame 8-4 Maintain Your E-Mail Account — Configuration
Options

|jack_yee@cod.uscuuns.gov

Should this ¢-mal address recerve notices? # Yes © No .

How should notices be sent to this e-mal address? * Per Fiing © Summary Report \
Shonuld this e-mail address recenve a "no activity" notice when no summary noficing accurs?  Yes # No
In what format should notices be sent to this e-madl address” * HTML  Text

Shonld this e-mail address recenve general announcement notices from this court? # Yes I No

E-mail configuration options

1. Text entry box for the e-mail address.
The e-mail address box can be typed
over with a different e-mail address or
cleared to actually remove the e-mail
address.

NOTE: If the e-mail address is the
“primary”, you MUST have an valid e-mail
address in order for noticing to work

properly.

2. Prompt is asking if the e-mail address should receive
notices. DO NOT SELECT ‘NO’ FOR THE
PRIMARY E-MAIL ADDRESS AS IT WILL TURN
OFFE NOTICING FOR ALL CASES AND ALL
SECONDARY E-MAIL ADDRESSES!!!

3. The third prompt is to ask if the e-mail address
should be receiving individual NEFs (Per Filing) or a
Summary Report (one e-mail at the end of the day
(midnight).

4. The fourth prompt is for the format of the NEF e-mail.
It should always be HTML, unless your e-mail is text
based.

5. The fifth prompt is to ask if the e-mail address should
receive general e-mail announcements sent by the
court.

a. Based upon the Case Specific options, this prompt
may be displayed in the prompt list.

Frame 8-5 Maintain Your E-Mail Account — Configuration
Options - continued

Show all cases for this e-mail address (Copy case lists from here)

f",'.‘ https:/ /eci-test.cod.uscourts.gov/ - Case list for jy-atby-test email

=10l
- |

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

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

After all of the radio button prompts, there is a
rectangular button with the display of, “Show all
cases for this e-mail address”.

Clicking on the button will bring a pop-up display
box of all of the cases for which the user is
linked to and will receive NEFs. The pop-up
display will list all the cases configured.

The list can be used to verify cases and you can
copy the information from the pop-up for other
purposes.
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Fame 8-6 Maintain Your E-Mail Account — Configuration
Options — Case-specific options

Add additional cases for noticing

Add additional cases for noticing

|ZL:'11"-’—'=3V-5"3IE (closed 10/19/2007)

Add case(s) |

Add additional cases for noticing

T-904, T-205 Find This Case
Add additional cases for noticing

Il :07-cv-904 (closed 04/25/2008)
|1:O”-’—CV-9'55 (closed 01/08/2008)

Add case(s) |

These cases will send notice per filing. (defauit mathod)

1:07-c-01985-WYD-MIW Zailer Farms, Inc. v. Anadarko E & P Company LP et &l - Representing Anadarko £ & P Company LP
1:09-01000-LTB-MEH Jones v. Smith - Reprasenting Ed Jones

L0010 DM Line Co - Representing NgyLina Co
1:07-co-00905-JLK-MEH OFlaherty at al v. Rajirez (closed 01/08/200 ﬂ@
1:07-c-00904-JLK EchoStar Satellite, LL.C. § JVC Entertainment, Inc. etaciosed 04112512

Remove selectad cases |

Chienge selected cases to notice &5 a summery repor |

The Case specific options are on the bottom half
of the right pane. These are option settings which
allow you configure the following:

Add additional cases for noticing that the attorney
is not a party to,

Move cases from the default notification method to
the alternate method,

Move cases back from the alternate noticing
method back to the default method.

Add cases the attorney is not a party of record to
for noticing.

REMINDER!!! Any “additional cases” set up for NEF
notification will not have a “Free look.” ALL of the
documents from these additional NEFs will be charged
the current PACER fees when viewed. When the case is
added to the list, there’s a notation “(interest)” displayed
next to the case so PACER charges can be billed.

In the “Add additional cases for noticing” text box,
enter the case number(s) you want to be noticed
on. You can add multiple case numbers by
separating them by commas.

When the case number is entered, the “Find this
Case” button is displayed. Clicking on Find this
Case” button will verify the case(s) are valid. If the
case number(s) entered is valid, another button
“Add case(s)” is displayed.

After clicking the “Add cases(s) button, the case is
added to the “default method” case list box with
the "(interest)” notation at the end. The “(interest)”
notation is added to inform PACER these are
chargeable items and to let you know you are not
actually a party in the case.
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Fame 8-7 Maintain Your E-Mail Account — Configuration

Options — Case-specific options - continued

»
»

IJack_yee@cod.uscourts.guv

Should this e-mail address recefve notices? * Yes ¢ No

How should notices be sent to this e-mail addre’

Should this e-mail address receive a "no activity" notice fhen no summayly noticing ogeurs? ¢ Yes & No

In what format should notices be sent to this e-mail ess? & © Text

Should this e-mail address receive general annougfement notices froph this court? Yes  No

Show all cases for this e-mail address (Copy case fJists from here)

Case-specific options

Add additional cases for nohcmg

These cases will

The two boxes below the “Add additional cases for
noticing” will be populated based upon the
selection made for noticing in the top “configuration
options” section.

The “initial” state of the top section display is to
have all cases linked to the attorney using the
“default” notification method.

All cases where the attorney is a party to or any
cases added for noticing will always populate the
first box as it contains cases for the default
noticing method; per filing or summary.

The “initial” state of the “alternate” delivery method
should not have any cases displayed. If any cases
are moved to the alternate noticing meth

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E § P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTE-MEH Jones v. Smith - Representing Ed flones

1:10-cv-00101-DME-CBS Mid State Co v. Mew Line Co - Rfpresenting New Line Co

1:07-cv-00905-JLK-MEH O'Flaherty et al v. Ramirez (closgd 01/08/2008) (interest)

1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entgrtainment, Inc. et al (closed 04/25/2008) (interest)

Remove selected cases | Changle selected cases to notice as a summary report |

[2

These cases will send notffe as a summary report. (alternate method) ||

Remove selected cases | Change selected cases to notice per filing

Frame 8-8 Case specific options
Case-specific options

Add additional cases for noticing

These cases will send notice per filing. idefault method)

1:07-cv-00904-JLK EchoStar Satellte, L.L.C. v. JVC

Entertainment, Inc. et al (closed 0.

Remove selected cases

Frame 8-8a
Case-specific options

Add additional cases for noticing

These cases will send notice par filing. (default method)

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:07-cv-00905-JLK-MEH OFlaherty et al v. Ramirez (closed 01/08/2008) (interest)

Remove selected cases Change selected cases to notice as 2 summary report

These cases will send notice as a summary repart. (alternate method)
1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarke E & P Company LP
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertainment, Inc. et al (closed 04/25/2008) (interest)

Remoye selected cases Change selected cases to notice per filing |

Per Filing CM/ECF will send an NEF each time a
filing is docketed in the case. Itis real time and is
sent as soon as the filing is completed -

Summary Report CM/ECF will tag the NEF to be
sent as a daily summary. At the end of the day,
(Midnight), a single e-mail is sent for each
docketed entry in cases the attorney is a party to.
In the Summary e-mail, the recipient will have a
“free look” for entries the attorney is a party to.
the NEF is for a case added to receive NEFs,
PACER charges will apply and will require the
customer to login with their PACER account.

Moving cases from one method of delivery to
the other.

When case(s) are selected, they are highlighted
and the [Remove selected cases] and the
[Change selected cases to notice as a summary
report] (Note: the button will change to reflect the
opposite of which is selected in the “How should
notices be sent to this e-mail address?” prompt.
The opposite would say [Change selected cases
to notice per filing].

When case(s) are selected and the change button
clicked, those cases will be removed from the box
they were (default method box) into the box below
(alternate method box.)

If you changed a case notification by mistake, you
just select it from the box it's in and click on the
{Change ...... ] button.
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Frame 8-9 Case specific options

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method)

1-:09-cv-01000-L TB-MEH Jones v Smith - Representing Ed Jones
1:07-cv-00905-JLK-MEH O'Flaherty et al v. Ramirez (closed 01/08/2008) {interest)
1:07-cv-00904-JLK EchoStar Satellite, L.L.C. v. JVC Entertainment, Inc. et al (closed 04/25/2008) (interest)

Change selected cases to notice as a summam |
e

S ——

<’ Remove selectad caﬁ |
—_—

These cases will send notice as a summary report. (alternats method)

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases | Change selected cases to notice per filing |

Windows Internet Explorer |

N

Cannot delete case 1:09-cv-01000-LTE-MEH Jones v. Smith - Representing Ed
Jones because jy-atby-test is a participant in that case.

Frame 8-9a Case specific options

Email Information for jy-atty-test

[Registered e-mail addresses
(Primery e-mail address.
jack_yee@icod.uscourts.gov

(Secondary e-mail addresses:
cod_aty@yahoo.com
ack@email com

2dd new e-mail address

Configuration options
Ijackﬁyee@cnd,uscnurts,gnv

Should this e-mail address receive notices? ©* Yes  No

How should notices be sent to this e-mail address? & Per Filing e Summary Report

Should this e-mail address recaive a "o activity” notics when 10 summary noticiag cecurs? © Yes & No
chat format should notices b sent to this e-mail address? & HIML ¢ Text

@general announcement notices from this court? & Yes 1 No

Show all es for this e-mail address

Case-specific options

A4d additional cases for noticing

These cases will send notice per fifing. (default methsd)

1:09-cv-01000-LTB-MEH Jones v. Smith - Representin
1:07-cv-00905-JLK-MEH O'Flaherty et al v. Ramirez (close
1:07-cv-00904-LK EchoStar Satellite, L.L.C. v. JVC Entertain

1/08/2008) (interast)
t, Inc. et al (closed 04/25/2008) (inte

Remove selected cases Change selected cases to noMwg as a summarglept

These cases will send notice as a summary report. (altemate method)
1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Repr:
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases | Change selected cases to notice,

Windows Internet Explorer x|

se of this Clear button will reset all changes made to all e-mail addresses during
this session. Do you wish ko continue?

Cases for the primary e-mail address CANNOT

be removed from noticing. If you select a case or
several cases, both the “Remove” and “Change

selected cases to notice as a summary report”
are active.

If you click on the “Remove selected cases”
button, an error dialog box is displayed, indicating
you cannot remove this case as this is the
attorney’s e-mail address and he/she is a
participant in the case. Click the [OK] button.
The case will not be removed from noticing.

NOTE: IF the attorney does not want to
receive notice, they must follow the ECF
procedures on noticing

Back on the Registered e-mail address pane (on
the left), there are two buttons, “Clear” and
“Submit all changes.”

. Clear
If you click on the button, a warning

dialog box is displayed indicating the use of the
Clear button will reset ALL changes made to ALL
e-mail addresses during this session. A question is
displayed to ask if you wish to continue with the
Clear process. Clicking the [OK] button proceeds
with the clear. Clicking on the [Cancel] button

will not clear changes made.

To effect any changes made to the e-mail address
and noticing selections, they must be submitted.

To submit ALL changes made to the primary and
secondary e-mail addresses, [click] on the
“Submit all changes.” Button.
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Frame 8-10 E-mail update confirmation

[Updating person record...
[Update Person Prid: 863662

[The update was successful ... prid 868662 - jy-atty-test
IThe update was successful....

[E-mail configuration:

Primary e-mail address: jack_vee@cod.uscourts.gov
This a-mail address will receive notices.
Motice will bz sent to this address on a per filing basis.
Motice sent to this address will be formatted as HTML.
This e-mail address will receive general annovneement notices from this court.
This e-mail address will receive notices for all cases in which Jy-atty-test 1s a participant.
ViewHide case hist

Secondary e-mail address: cod_aty@yahoo.com
This e-mail address will receive notices.
Noties will be sent to this address on a per filing basis.
Notics sent to this address will be formatted as HTML .
This e-mail address will not receive general annovncement notices from this court.
This e-mail address will receive notices for all cases in which Jv-atty-test is a participant.
View Hide case list

Secondary e-mail address: jack@gmail.com
This e-mail address will receive notices.
Motice will be sent to this address on a per filineg basis.
Motice sent to this address will be formatted as HTML.
This e-mail address will receive general annovneement notices from this couvrt.
This e-mail address will receive notices for all cases in which jy-atty-test is a participant.
View Hide case list

Frame 8-10 E-mail update confirmation with view expanded

Updating person record. ..
Update Person Prid: 363662

The update was successful.... prid 363662 - jy-atty-test
The update was successful. ..

E-mail confignration:
Primary e-mail address: jack vee@cod.uscourts.gov
This e-mail address will receive notices.
Motice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HTML.
This =-mail addrass will raceive zzneral annovncement notices from this court.
. . S

T RIET) 1 i el O T S i

ViewHids case list /
Thes= cases will s2nd notice to this address on a per filin= basis.

1:07-cv-00504-TLE EchoStar Satellite. L.L.C. v. IVC Entertainment. Inc. st al {Closed on 04/25/2008

1:07-ev-00005-JLE-MEH OFlaherty et al v. Ramirez (Closed on 01/08/2008)
1:08-cv-01000-L TE-MEH Jones v. Smith

Thes= cases will s2nd notice to this address as a summary report.
1:07-cv-01985-WYD-MTW Zeiler Farms, Inc. v. Anadarko E & P Companv LP et al
1:10-cv-00101-DAE-CBHS Mid State Co v. Mew Line Co

This =-mail address will receive noticss.
Notice will bz s=nt to this address on a per filin= basis.
Motice sent to this address will be formatted as HTML.
This e-mail address will not raceive general annovncement notices from this court.
This e-mail address will receive notices for all cases in which jy-atty-test is a participant.
View/Hide case list
Secondary e-mail address: jack@gmail.com
This =-mail addrass will receive noticss.
Motice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HTML.
This z-mail address will raceive genzral annovncement noticss from this court.
This =-mail address will raceive notices for all casss in which Jy-atty-test 1s a participant.
Wiew/Hide case list

CM/ECF performs the update and displays a
confirmation screen. When making several e-mail
changes, it would be beneficial to review the
summary provided.

For each e-mail address, CM/ECF displays the
final results of the changes you applied.

It displays:

1. Whether the e-mail will/will not receive NEFs.

2. Whether the e-mail will receive individual NEFs
or a summary NEF.

3. What the format of the NEF e-mail will be.

4. Whether the e-mail will accept general
announcement e-mails from the court.

5. If the e-mail will receive notices for all of the
cases the attorney is set to receive NEFs.

A link to view/hide the case list of how NEFs are
set up for delivery.

Same confirmation screen with the view/hide case
list in view mode.

Each of the cases is shown for the default delivery
method and the alternate method.

The cases are hyperlinks to the query for that case.

NOTE: PACER login will be required and
PACER charges will apply if you click on a link.
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Frame 8-11 Secondary e-mail addresses

Email Information for jv-atty-test

Configuration options
Select an e-mail address to configure.

tegistered e-mail addresses
Srimary e-mail address:
Jack_wvesficod uscourts. gov

fecondary e-meail addresses:
add new e-mail addrezs

Submit all changes

| Clear |

Email Information for jv-atty-test

Registered e-mail addresses  Ca
Primary e-mail address:

jack_yea@cod uscourts. gov

Secondary e-mail addresses:
2dd new e-mail address

Submit all changes

Clear |

The initial state of the e-mail information screen is
a minimum of one e-mail address, the primary, for
each attorney account.

You may add several secondary e-mail addresses
to the attorney account by clicking on the “add new
e-mail address” link.

In the right pane, a new text entry box is displayed
to enter a new e-mail address.

Each secondary e-mail address can be configured
for different notification options.

Frame 8-11 Secondary e-mail addresses

Email Information for jy-atty-test

[Registered e-mail addresses  Configuration options
\Primary g-mail address. Icud_aly@yahuu.cum
jack_veaiicod uscourts gov
(Secondary e-mail addresses: Should this &-mail address receive notices? © Yes ¢ No

cod_aty@yahoo.com r
2dd new e-mail address How should notices be sent to this e-mail address? * PerFiling ¢ Summary Report

Submit all changes

Clear

I what format should notices be sent to this e-mail address? & HIML ¢ Tex

Should this e-mail address receive general announcement notices from this court? & C Neo

Should this e-mail address receive notice for all cases in which this individual is 2 pameiu* & Yes [ M{
(Copy case lists from A

Show all cases for this e-mail address

Casespecific options

Add additional cases for noticing

These cases will send notice per fifing. (default method) k
1:07-cv-01985-WYD-MIW Zeiler Farms. Inc. v. Anadarko E & P Company LP et al - R§presenting Anz
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases Change selected cases to notice as a sumNary repc

These cases will send notice as a summary report. falemate method)

Remoye selected cases Change selected cases to notice per filing |

How should notices be sent to this e-mail address?  Per Filing

Should this e-mail address recetve a "'no activity" notice when no summary noticing o

Similar to the primary e-mail address and options,
the first four prompts function the same way as
they do for the primary e-mail address.

However, for all secondary e-mail addresses,
there is a prompt asking “Should this e-mail
address receive notice for all cases in which this
individual is a participant?”

The default is “Yes” and will set the secondary e-
mail address to get NEFs for all cases the attorney
is linked to.

If the prompt is set to “No”, it allows the removal of
cases from the case list(s) in the “Case Specific
Options” section so the e-mail address will NOT get
NEFs for the removed cases.

A prompt asking “Should this e-mail receive a
“no activity” notice when no summary noticing
occurs?” will be displayed if the e-mail is
configured to have any summary notification.
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Frame 8-11 Secondary e-mail addresses

Case-specific options

w :

These cases will send notice as a summary éorr. (dafault method) 5

1:07-cv-01985-WYD-MIW Zeiler Farms, Inc. v.
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing Mew Line Co

Remove selected cases | Change selected cases to notice per filing

et al - Representing Anadarko E & P Company LP

m notice per filing. (alternate methad)
N \

Remove selected cases

Change selected cases to notice s a summary report

_LNOTE: For each secondary e-mail account,
additional cases may be added. Any cases
added are for the specific e-mail address
ONLY. If the case should be added for other
e-mail recipients, they must be added
individually to each e-mail on the account.
Please refer to frame xxx for detailed
instructions.

Initially, all cases the attorney is set to get notices
will be displayed in the “default method” box for
the secondary e-mail address. In the initial state,
the “alternate method” box will not have any
cases displayed. After any updates, the display
boxes will retain the last updated configuration.

Frame 8-14 Secondary e-mail addresses

In what format should notices be sent to this e-mail address? © HTML ¢ Text

Should this e-mail address recefve notice for all cases in which this individual is a partig

Show all cases for this e-mail address (Copy case lists from here)

How should notices be sent to this e-mail addres€? ¢ Per Filing # Summary Report

Should this e-mail address receive a "no activity” notice when no summary noficing occurs? ¢ Yes & No

Should this e-mail address receive general announcement notices from this cowrt? * Yes ¢ No

Pant? * Yes " No

Case-specific options

Add additional cases for noticing

These cases will send notice as a summz(ﬁ report. (default method) N

/

1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

I Remove selected cases | I

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc™s ko E & P C et al - Representing
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

Anadarko E & P Company LP

khange selected cases to notice per ﬁIingI
1

These cases will send notie per filing. (alternate method)

Remove selected cases |

Change selected cases to notice as a gummary report

When any cases are selected in the display box,
both buttons [Remove selected cases] and
[Change selected cases to notice as a summary
report] are darkened to become functional.

Since both buttons are active, you can click on
either button.

Frame 8-14a Secondary e-mail addresses

In what format should notices be sent to this e-mail address? & HTML ¢ Text

Should this e-mail address receive notice for all cases in which this individual is

Show all cases for this e LT g s

Should this e-mail address receive a "no activity” notice when no summary noticing ofcurs? ¢ Yes & No

Should this e-mail address receive general announcement notices from this court? ¥ Yes ¢ No

articipant? = Yes ¢ No

x

These cases will send notice as a summary »eport. (default method)

. . [} Cannot delete case 1:10-cv-00101-DME-CES Mid State Co v, Mew Line Co -
Case-specific eptions L3 Representing Mew Line C ty-test is 4 participant in that case.
Add additional cases for noticing

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

Remove selected cases | Change selected cases to notice per filing

These cases will send notice per filing. (alternate method)

Remove selected cases |

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

Change selected cases to notice as a summary report

If the prompt “Should this e-mail address receive
notice for all cases in which this individual is a
participant?” is left to the defaulted “Yes” selection,
when the [Remove selected cases] button is
clicked, a message dialog box is displayed
indicating the cases cannot be deleted from the
notice list as the attorney is a participant. Click on
the [OK] button.
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Frame 8-15 Secondary e-mail addresses
How should notices be sent to this e-mail address? ¢ Per Filing * Summary Report

Should this e-mail address receive a "no activity” notice when no summary noticing occurs? ¢ Yes & No
In what format should notices be sent to this e-mail address? # HIML © Text

Should this e-mail address receive general announcement notices from this court? * Yes © No

Should this e-mail address receive notice for all cases in which this individual 1s a participant?

Show all cases for this e-mail address (Copy case lists from hars)

Case=specific options

Add additional cases for noticing

These cases will send notice as a summary report. (default method)

1:07-cv-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:10-cv-00101-DME-CHS Mid State Co v. New Line Co - Hepresenting New Line Co

These cases will send notice per filing. (alternate method)

| Remove selected cases |1 Change selected cases to notice per filing

Remove selected cases | Change selected cases to notice as a summary report

These cases will send notice as a summary report. (default method)
1:07-cv-01985-WYD-MJIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

Remove selected cases | Change selected cases to notice perfiling

If the prompt “Should this e-mail address receive
notice for all cases in which this individual is a
participant?” is set to the “No” selection, cases can
be removed for noticing purposes. To remove
cases for noticing for any secondary e-mail
address, the cases should be highlighted in the
respective list box. Click the [Remove selected
cases] button.

The selected cases will no longer be displayed in
the list box .

Frame 8-15b Secondary e-mail addresses
How should notices be sent to this e-mail address? ¢ Per Filing * Summary Report

Should this e-mail address receive a "no activity" notice when no summary noticing occurs?  Yes & No
In what format should notices be sent to this e-mail address? & HIML ¢ Text

Should this e-mail address receive general announcement notices from this court? & Yes © No

Should this e-mail address receive notice for all cases in which this individual is a participant? ¢ Yes  No

Show all cases for this e-mail address (Copy case Iists from here)

Case-specific options

Add additional cases for noticing

These cases will send notice as a summary report. (default method)

1:07-cv-01985-WYD-MJIW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarko E & P Company LP
1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representin

g New Line Co

These cases will send notice per filing. (alternate method)

Remove selected cases | Change selected cases to notice as a summary report

These cases will send notice as a summary report. (default method)
1:07-cw-01985-WYD-MJW Zeiler Farms, Inc. v. Anadarko E & P Company LP et al - Representing Anadarke E & P Company LP
1:09-cw-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

»
I »
Remove selected cases Change selected cases to notice per filing
These cases will send notice per filing. (alternatz msthod)
1:10-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co P Jy
<

Remove selected cases Change selected cases to notice as a summary report |

When any cases are selected in the display box,
both buttons [Remove selected cases] and
[Change selected cases to notice per filing] are
darkened to become functional.

Since both buttons are active, you can click on
either button.

If the [Change selected cases to notice per
filing] button is clicked, the selected cases are
moved from the default method box and are
displayed in the “alternate method” box.

When the e-mail changes are submitted, the cases
in the default method box will be delivered as
individual NEFs. The cases in the “Alternate
method” box will be delivered as a summary NEF,
at midnight.
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Frame 8-15c Secondary e-mail addresses

Registered e-mail addresses Configuration options

Primary e-mail address:
ack yee@coduscourts gov

Jend_aty@ yahoo_com

Should this e-mail address receive notices? ¥'s No
Secondary e-mail addresses:

cod atv@yahoo.com
add new e-mail address

Submit all changes J Clear

How should notices be sent to this -

Inwhat format should notices be sent to this e-mail address? HUML Text©

Show all cases for this &-mail address (Copy caselisi from hers)

s e-mail address receive a"no activity"notice when no summary noticing occurs? 7z No

Should this e-mail address receive general announcement notices from this court? ®es No

Should this e-mail address receive notice for all cases in which this individualis a participant? ¥¥'s No

Case-specific options

Add additional cases for noticing

These cases will send nofice as @ summary report. (default msthod)

1:09-cv-01000-LTB-MEH Jones v. Smith - Representing Ed Jones

1:07-c-019853DMIW Zeiler Farms, Inc.v. Anadarke E & P Company LP et al - Representing Anadarko E & P Compar

These cases will send notice per filing. (altsmars mathod)
‘1:1 0-cv-00101-DME-CBS Mid State Co v. New Line Co - Representing New Line Co

When all of the e-mail changes have been made,

you must click the [Submit all changes] button in
the left pane to apply all of the changes you have

made.

Frame 8-16 E-mail update confirmation
Updating personrecord_
Update Person Prid: 868662

Theupdate was successfulprid 868662 - jy-atty-test
Thevpdate was successful

E-mail configuration:

Primary e-mail address jack_yee@cod.uscourts.gov
This 2-mail addrass will receive notices.
Maotice will bz sent to this address on 2 per filine basis.
Notice sent to this address will be formatted as HTML.
This 24mail address will raceive general annovncement noticss from this court.
This 24mail address will racsive notices for all caszss in which jv-atty-test is a participant.
View/Hide case list

Secondary e-mail address:cod_aty@yahoo.com
This =-mail addrasz will receive notices.
Notiee will be sent to this address as a ssmmary report.
Maotice sent to this address will be formatted as HTML .
This 24mail address will raceive general annovncement noticss from this court.
This 2-mail address will receive notices for all cases in which jy-atty-test is a participant.
View/Hide case list

CM/ECF performs the update and displays a
confirmation screen. When making several e-mail
changes, it would be beneficial to review the
summary provided.

For each e-mail address, CM/ECF displays the
final results of the changes you applied.

It displays:

1. Whether the e-mail will/will not receive NEFs.
2. Whether the e-mail will receive individual NEFs
or a summary NEF

What the format of the NEF e-mail.

Whether the e-mail will accept general
announcement e-mails from the court.

If the e-mail will receive notices for all of the
cases the attorney is set to receive NEFs.

6. A link to view/hide the case list of how NEFs are
set up for delivery.

3.
4.

5.

Frame 8-16a E-mail update confirmation with expanded view

Updating person record_
Update Person Prid: 868662

The update was successful_prid 868662 - jv-atty-test
Theupdate was successful

E-mail configuration:
Primary e-mail address:jack yee@coduscourts.gov

This z-mail address will receivs noticss.

MNotice will be s=nt to this address on a per filin= basis.

MNotice sent to this address will be formatted as HTML.

This 2-mail addrass will receive general announesment notices from this court.

‘This 2-mail addrass will receive noticss for all cases in which jv-atty-test is a participant.

View/ Hide case list

Secondary e-mail address:cod_aty@yahoo.com

This e-mail address will receive notices.

Motics will be sent to this address as a summary report.

MNotice s=nt to this address will be formattedas HTML .

This 24mail address will receive general annovneement notices from this court.

This 2-+mail address will receive notices for all cases in which jy-atty-test is a participant.

ViewHide case list

‘Thase cases will send noties to this address as a summary report.
107 ev01585 WD MTW Failer Farms. Inc.v. Anadarlo E &P Companv I Pt al
1:08c+-01000L TBMEH Jones v.8mith
These cases will send notice to this address on a per filine basis.

1:10-2+-00101 DME CBE Mid State Co v Wew Line Co

The confirmation screen shown with the view/hide
case list in view mode.

Each of the cases is shown for the default delivery
method and the alternate method.

The cases are hyperlinks to the query for that case.

NOTE: PACER login will be required and
PACER charges will apply if you click on a link.
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Frame 8-17 Maintain Your Login/Password Maintain Your Login/Password.

E CF Civil  » Criminal . Query  » Reports . Utilities
Jtilities From thellUAlIZ0 menus, [click]

/o'n Mdaintain Your Login/Fassword
link.

Your Account

Laange LAENLLO0e
Change Your PACER Login

Review Billing History
Show PACER Account

‘

More User Information for Attorney Yee

Login |coyeelZ34 st login 0B-01-2006 11:15
Password [==== Current login 03015 . There are ONLY two fields that can

Prid 436 Create date 02/24/2005 [Detehanged. NEVER change the

Registered ¥ Update date 07/20/2005 “Login” information.
Internet Credit Card M
Groups Attormney
Subrmit | Clear |

Criminal Query

Notice that ECF displays a string of asterisks in the “Password” field. To
change your ECF password, place your cursor in the “Password” field and
delete the asterisks. Then, type in your new password. ECF displays the
actual characters of your new password as you type.

You can and should regularly change
Eoinflet Query your password. It's a minimum of 8
characters (one upper case letter,
lower case letter and a digit or special
character). You will see the password

Last login 08-01-2006 11:15

Currenttogin-08-01-2006 1115 you type in, as there is no
Create date 02/24/2005 confirmation entry.
Registered v Update date 07/20/2008
Internet Credit Card N The password is CASE Sensitive

>After changing your password, [Click]

onthe  Submit | putton apply the
password change.

Criminal Query

Updating person record...
Update Person Prid: 436

The update was successful.... prid 436 - Attorney Yee > After submitting, a confirmation
screen will be displayed indicating the
update status.

ating user record
ser update was successful

The update was successful...

User edit complete
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CM/ECF Fller or PACER Loglin

By Restrictad Web Site for

dnder Title 18 of the U.S. Gode.

SSiEl Seut Business ony. Linadthonzed ontry s proninited and
T ar.

” login id and request a new password.

If you have forgotten your password,
click on the link provided, enter your

(NOTE: the new password will be
emailed to the primary email account
listed).

Wiew Transaction Log

Submit | _Claar

Reports

[Enter the Date Selection Criteria for the Transaction Log Report

Start Date; [1/1/1995 End Date; [2/24/2005

View Your Transaction Log

When you click on the View Your
Transaction Log link, the View Your
Transaction date screen is displayed.

Whatever beginning and ending date
range you enter, ECF will display a
report of ALL the transactions
performed between the dates you
entered.

After entering the date range for
beginning and ending dates, click on
the [Submit] button.

@] Capitalization countz, The asterisk widcard may be used to broaden the criteria sntered, 8 [ nkemet
Frame 8-19 Sample Transaction Log Sample Transaction Log
2 CM/ECE TRAIN =lo]xi

Case Number

120291 | 02/23/2005 141837 |1-05-cv-124

120296 | 02/23/2005 1448:53 |1-05-cv-124
120301 | 02/24/2005 08:53.00
120302 | 02/24/2005 08:56:11

120302 | 02/24/2005 08:56:11
[fotal Wumber of Tranwactions: &

utlities

Transaction Log
Report Pariod: 01/01/1996 - 02/24/2005

Text

Amended MOTION for Protective Order <I>for Interrogatories</1> by Defendant Porky's BBQ
(Attachments: # (1) Exhibit Exhubit A, Pages 1 - 20)(sestaty, )

BRIEF in Support re [3] Amended MOTION for Frotective Order <I>for Immcznlmti'll’ fled by
Defendant Porky's BEQ, (Attachments: # (1) Appendix Appendix, Pages 1 -40)(tes

record: Able Testaty Prid 19

record: Able Testaty Prid 19

Updated user record: testaty 19

5 [ interner

The Transaction Log is returned with a
list of activity.

This is helpful in reviewing the following:

Work you have done.

Determining if you docketed in the
wrong case.

Review for unauthorized activity.

This Transaction Log is provided at
no charge to the customer.
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Frame 8-20 Mailings | Mailings

EECF Civil - Criminal . Que

Utlities ]
When you click on the Mailings link,
Mailings sub-menu is displayed.

Your Account Dfiscellaneous
ECF Login Internet Pavment History
Maintain ¥our Account arch ..

Wiewr Your Transaction Log

Change Clent Code

Change ¥Your PACEE Login - Venfy a Document
Eewnew Billing History

Show PACEE Account

Frame 8-21 Mailing information sub-menu

o The Mailing sub-menu has options
Criminal ddisplayed as well. Click on the
“Mailing Info for a Case” link.

Mailings

IMailing Info for a Case
Mailing Lakels by Case

Frame 8-22 Mailing info for a case - Case number entry screen

o Enter the case number you want to get
T E 18]/ mailing information on.

Mailing Information for a Case After entering the case umber, click
on the [submit] button.

Enter the case number to view the recipient list.
Case Number: IEIEcﬂ ooo

Submit | Clear | ECF returns a display of how ECF will
“notice” the parties in the specified
Frame 8-23 Mailing info for a case display case.

In this example, the attorneys have e-
mail address and will be noticed
electronically by e-mail.

Civil +  Criminal + Query « Reports .+  Utilities « Logout

Mailing Information for a Case 1:05-cv-01000-EWN

If there were “manual’” recipients listed,
their names and address would be

ive ¢-mll nofices for fhis case. displayed here. In this example, there
| are nogmanual” recipients.

Electronic Mail Notice List

0se who are currently on the

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

You can highlight the text here and
copy into your Certificate of Service.

Jack Yee

Manual Notice List

The followng s the list of attorneys who are not on the list to receive e-mail notices for ihus case (who therefore require manual noticing). You may wish to use your mouse

i 0Py 115 1 rocessing program in order to create notices ot labels for these recipients
< ¥ (No manual recipients)
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Frame 8-24 ECF Logout

Civil + Criminal + Query + Reporits o+  Utiliies + Logout

GECF

ECF Logout

m After you have completed all of your
transactions for a particular session
in ECF, you should log out of the
~system. Click on the Logout
function from the ECF Blue menu
bar.

ECF/PACER Login

Notice

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

Instructions

Enter wour ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter yvour PACER login and password . If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp fpacer psc.uscourts .gov or call the PACER Service Center at (800)
BYGE-B856 or (210) 301-6440.

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

Authentication

Login: I
Password: I
client code: |

Login | Clear |

ECF will log you out of the system
and return you to the ECF login
screen.

It's important to use the Logout option
as it terminates the cookie that was
created for your ECF session.

Frame 8-25 ECF Login warning screen

If you don’t Logout properly, the next
time you try to log on, you will get a
Warning” display as shown.

Warning;: the account you entered is already logged in.
This 15 probably the result of one of these two circumstances:

+ Tou did not click "LogQOut" on the top bar when you last used CHU/ECF
Click the " Continue login" button below to complete the login process.

OR

+ Tou share this account and someone else 15 using it.
Click the "Cancel" hutton below to return to the login screen.
[if wou click the "Centinue login® button, someone else using this account will have their CN/ECT session terminated. ]

Cancel Continue login |

The “warning” message is to warn you
that ECF thinks you are still logged on
or someone else is logged on as you.

If you click on the [Continue Login]
button, ECF will continue to log you on.

However, if someone else is actually
logged on with this login, you will
terminate their session and any activity
they were doing will be aborted.

To avoid getting the “warning” display,

use the Logout option to actually log
out of ECF.
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Chapter 9
Criminal Case Docketing

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

Filing a Motion

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

Frame 9-1 ECF Menu Bar ECF Menu Bar
|

e After successfully logging into ECF,

UECF Chil » ¢ Criminal + © Query  Reports +  Uftiifies ~  Search Logout . click on Criminal from the blue
menu bar at the top of the ECF
screen.

Frame 9-2 Criminal Docketing Categories Criminal Docketing Categories

UE F Chil ~ Crimminal ~ Query Reports ~ Utilities -

— ¢ Using the cascading menus or
Criminal Events ﬂ
clicking on the option on

the CM/ECF Blue Menu Bar will
display the Civil Events page of

Charging Instruments and Pleas .
categories.

Plea-Eelated Documents

Modti and Related Filings e Click on the hotions link
Motions '
Respong®s and Replies

——

Other Filings
WY 3ivEers
Service of Process
Motices
Trial Documents
Appeal Documents
Dther Documents

Frame 9-3 Identifying the case Identify the case

F Chal - Criminal - Query Beports - Litilities

a. ldentify the Case for Which the
Motions Document is Being Filed.

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

Criminal Case Humber

I 99-12345, 1:99-cv-12345, 1-99-cv-12345, 99012345, or 1:99cw1 2345

| _—>
_Mewt | _Clear | et Clear
Note: I I The Next
button is grayed out which indicates the
OR (Alternate Case Number entry display) button is not functional until a valid case
is entered.
UECF Civil -~ Criminal - Query
Motions
Criminal Case Humber
e
<=
M ext I Clear I —>
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Frame 9-4 Case number entry

cECF

Chvil - Criminal - Queny

Motions c. Once you begin to enter a case
number, the e | button is
displayed.

Criminal Case Humber
q2_1 200 ) Find This Case d. d. After entering the entire case
. Find This Caze |
number, click on the
button.
et I Clear I
Frame 9-4b Case number entry error
EE ‘ F Chial - Criminal - Query
- e. If the case number is not valid, a
Viotions message is displayed next to the
P et
Criminal Case Humber e“trY box. The button
continues to be grayed out.
|2-'| 200 @d criminal case@
[RE=R | Clear I
Frame 9-4c case Number entry — correction
Chvil - Criminal - Query
f. Correct the case number entry and
Motions click on the MI button.
Criminal Case Humber
(214 Find This Case |
et I Clear I
Frame 9-4d Case selection for duplicate case numbers
g. If there are multiple case numbers
- ™ with the same number (different
Motions , case type), a display list will be

Criminal Case Humber

T 7-cr-00012-LTE USA v, James et a
I 1:02-mj-00012-BMNE USA . James et 3

M ext I Clear I

shown to indicate the case number
choices and check boxes to allow
you to check the case you want to
file your motion.

Additionally, if there is a ™ displayed,
it indicates there are multiple
defendants in the case.

h. Clicking on the ™' sign will expand

the entries to show all of the
defendants.

Frame 9-4e Multiple Defendants list

Multiple Defendant list
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Cnial - Crimminal - Query

SECF

Motions

Criminal Case Humber

212
Select a case:

Hide Casze List I

[ao-erpoed LFE USAy James et al =

T 1:02-cr-00012-LTB-1 Robert E. James
™ 1.02-cr-00012-LTE-2 Catherine E. Eell
™ 1:02-mj-00012-BNE USA v, James et al =
™ 1:02-mj-00012-BMNE-1 Robert E. James (merged)
™ 1:02-mj-00012-BMNE-2 Catherine E. Bell (merged)

[ et I Clear I

Criminal Case Humber

[1:02-c12

Sel ase:

M 1:02-cr-0 -LTE USAw. James et al =
[t 02-cr-00012-LTB-1 Raobert E. James

I~ 1:02-cr-00012-LTE-2 Catherine E. Eell

If there are multiple case numbers with

the same number (different case type),

a display list will be shown to indicate
the case number choices and check
boxes to allow you to check the case
you want to file your motion.

i. If the filing is related to all of the
defendants, check the main case
check box.

Note: If you check the main case check
box, all of the individual defendant’s
check boxes are grayed out.

Frame 9-4f Multiple Defendants list

Criminal -

Query Reports

Motions

Criminal Cage Humber

Select 2 case:

O¥-cr-00012-LTE UsA v, James et al =

a0 uinin B4 Dobhert E |ames

1:02-Cr-00012-LTE-2 Catherine E. Bell
(I Jed2-mj-00012-BNB USA v. James et al &

Ne:-:tq\ Clear I

Criminal Ca=se Humb
gu——— .,
Taiziz o H
ghart A case:
N-cr-0001 2=FETISA v, James el ahg

R2-cr-00012-LTB-1 Robert E. James
02-cr-00012-LTB-2 Catherine E. Bell
U2-mj-00012-BME USA v, James et al =

j-  If you want a specific defendant or
several individuals, you can check
the appropriate check boxes for
each defendant.

Note 1: If you check a specific
defendant’s check box, the other check
boxes for that case can still be checked.
This allows you the ability to select
multiple defendants. .

Note 2: When you select a specific

defendant, the case number entry box
is changed to indicate the defendant’s
case you selected.

Note 3: When you select multiple
defendant cases, the case number
entry box is changed to indicate the
defendants you select.

Note 4: You can see that the other
case’s check box is grayed out as ECF
assumes you are filing in the case
where the check box has been
checked.

K. After selecting the case/defendants,

Mext

click on the button.
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Frame 9-5

field to avoid filina vour document in the wrona case.

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

Frame 9-6 docketing the motion

Criminal -

Query Reports -

Motions

102-cr-00012-LTE USA v, James et 3l
2255, APPEAL

M et Clear

I.  Click on the IM to continue

the docketing process.

Frame 9-7 Designating the filing party

Mofions
o D00 A LSRA [ 1
L . L Lacted sl faﬂiwant Selectthe
= ree pan: filer pane
x rbect the fiar rd
— Salecl i Padty:
r Ed |pis
Haall | Cliai M iy
Uik ima® paruieiie] cai sds] raw parems. Contatl e Help Dech o 1556365 834 o 311 115
. v

The "plus" symbal indicates vou can click on the "plus” to expand the information
E related to that specific party.
E| The "minus" symbol INdicates you can click on the "minus" to caollapse the information
related to that specific Warty.

Designating the filing party.

¢ 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.

¢ 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.

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

Frame 9-7a Participant tree =

Pick Filer |
Collapse Al Expand Al
=iAnadarko E & P Company LP  dft =
EiAlias
“-RME Petroleum Company
|‘;|Corporale Parent or other affiliate

i i-Anadarko General Resources LLC

Anadarko Limited Resources, LLC
. “Resources Holding, Inc.
é-Anomey

~Michael John Gallagher

-Gail L. Wurtzler

~Andrea Wang

-jy-atty-test

-0Osborne J. Dykes, lIl
-lAnadarko Land Company dit

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

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

Select the Party:

USA [pla]
Willy, Chilly [ip]
Legend, John [dft]
Banks. Tamara [dft]

Nextl Clear |

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

Menday - 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.

Generally, you will not need to add any
new parties in a criminal case.
However, If there is a need to add a
new party, you must contact the court
to add the new party.

Frame 9-8

message advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Case
Administration Specialist division at 303-335-2026 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

Frame 9-9 Attorney/Party association screen

Motions
1.02-cr-00012-LTE USA v, James et al
22585 APPEAL

EECF Chil ~ Criminal ~ Query Reports ~

Ilf ou DO Wk any box, you will not receive ANY notj

I ert E. James (pty: dft) represented by A

MNext | Clear |

If you DO NO

BB (afy]

any box, you will not receive ANY notice.

Litilities -

Mexst | Clear |

hert E. James (phy: oft) represented by Attarney Yee (aty)

Attorney/Party association screen

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

Check the box if the attorney and
party should be “linked” in ECF. As
you can see from the message, If you
DO NOT CHECK the box, you will
NEVER RECEIVE NOTICE

e Check the box (es) of the parties you
represent.

¢ Click the [Next] button.
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Frame 9-10 Motion selection screen

SECF o -
Motions

1:02-cr-00012-LTE USA v, James et al
2208, APPEAL

Litilities - Search Logout

Criminal ~ Query Reports -

Selecting Motion Events

A list all of the motion events are

¥ displayed alphabetically.

In the search text box, you can enter
» the beginning letters of the motion

>l
ﬁ Start tynin 10 find an event A
Available Events (click to select events Sel o Events (click to remove events)

8k1.1 Departure
Acquittal

event you want to select.

e You may also scroll up/down the
» scroll bar in the “Available events”

Amend/Corect

Appeal In Forma Pauperiz
Appoint Counzel

Appaint Expert

Altorney Fees

Bifurcate

Bill of Particulars

Bond

Bond Farfeiture

Brady Materials
Certificate of Appealability
Change Yenue j

Mext | Clear

list to facilitate your selection of
motion events/

Frame 9-10a Motion selection screen (continued)

SECF o -

Criminal ~ Query Reports ~  Utilities ~ Search Logout

Motions
1:02-cr-00012-LTB USA v, James et al
2255, APPEAL

Jsupd Click your selection, or use arrows to highlight it and press Enter.

Available Events (click to select events Selected Events (click to remove events)
Suppress I

Mext | Clear |

e For example, if we want to find
“suppress”, we can start by entering

supp....

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

Note: After entering ‘supp’,
Supplement and Suppress are
displayed. The search finds any word,
beginning with the letter(s) entered,
regardless of position. Therefore, “wild
card characters will not work.

Frame 9-10b Motion selection screen (continued)

Criminal ~ Query Reports ~  Utilities ~ Search Logout

SECF o -

Motions
1:02-cr-00012-LTE USA v, James et al

2255, AFPEAL

| Start typing to find anothe et
Available Events (click to select events) Selected Events (click to ms)

Seal Docurment - ISuppress A/

Separate Trial on Counts

Sequester

Set Aside Forfeiture
Set Aside Judgrment
Set Aside Sentence
Set Aside Verdict
Sever Defendant
Show Cause
Special Appearance
Speedy Trial

Stay J

Strike

Susﬁlement
Mext | Clear |

Searching for motions from the motions
list

e You can continue to enter more
/yletters, or if the event is listed, you
can click on the event to select.
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Frame 9-10c Motion selection screen (continued)

ISECF

Motions
1:02-cr-00012-LTE UsA v, James et al
2255, APPEAL

Chil ~

Criminal ~ Query Reports -

I Start typing to find another syt

Utilities ~

Search

Logout

Available Events (click to select events)

Selected Events (click to remove events)

Seal Document - Suppress
Separate Trial on Counts Stay
Sequester

Set Azide Forfeiture

Set Aszide Judgment
Set Aside Sentence
Set Aside Verdict
Sever Defendant
Show Cause
Special Appearance
Speedy Trial

Stay
Stiike J
SUEEIement
MNext | Clear |

Selecting the specific supporting
document.

e Once you click on the event, it's
displayed in the Selected Events
display box.

e You can select multiple events by
clicking on other events from the
Available Events list.

e For example, if “Stay” is clicked from
the Available Events” list, it's
added to the Selected events” list.

e Whatever is in the “Selected

Events” list when the M

button is clicked, will be the motion
event(s) filed.

Frame 9-10d Motion selection screen (continued)

Chil ~

Criminal ~ Query Reports -

Motions
1:02-cr-00012-LTE USA v_James et al
2255, APPEAL

Utilities ~

Search

Logout

Pad

Start typing to find anothdf event.
twailable Events (click to select events)

Selected Events (click to remove ewvi

eper

Revoke =
Sanctions
Seal Caze

Suppress

Seal Document
Separate Trial on Counts
Sequester

Set Aside Forfeiture

Set Azide Judgment

Set Aside Sentence

Set Aside Verdict

Sever Defendant

Show Cauze J
Special Appearance

SEEEdi Trial
Mext | Clear |

Removing a selected motion from the
selected list

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

Frame 9-10e Motion selection screen (continued)

[SECF
Motions

1:02-cr-00012-LTE USA v, James et al
2255, AFPEAL

Chil ~

Criminal ~ Query Reports ~

Utilities ~

Search

Logout

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

Selected Events (click to remove events)

Revoke ;I

Sanctions
Seal Case

| Suppress

Seal Document

Separate Trial on Counts

Sequester

Set Aside Forfeiture

Set Aszide Judgment

Set Aside Sentence

Set Aside Verdict

Sever Defendant

Show Cause J
Special Appearance

SEEEdi Trial
Next | Clear |
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Frame 9-11 Specify the PDF Document to File.

Motions
1:09-cr-00500-CMA USA et al v. Legend et al
2255

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

Select the pdf d t and any attach 1
Main Document
Browse
Attachments Category Description
1. | Browse... | j |

M Clear

Specify the PDF document to file.

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

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

Frame 9-12 Viewing the PDF document

Choose file

Dok in: I@extemal pelfs for trng = o« =k ETv

ﬁmot\on_supress—cr clf
imotion_supre

@prupused_urder.pdf

] answer_complaint. pdf
ﬁ arrest warrant-1. pdf
ﬁ arrest warrant-Z. pdf

ﬁarrestreturn 1.pdf
Earrestreturn 2. pdf
3 attachiment_ 1. pdf

proposed_order_cr.pdf

) avewip 1 poif N Metiware Copy...

ﬁaw—w 2 pdf
Pep

ﬁbrief_suppuri.pdf Scan for Yiruses...

ﬁbrief_suppuri—cr.pdf Cipen YWith
%exglblt_a -pcgf Quick View Plus
Jindictment.pef Quick Print
3thlonipmtectlveiarder.pdf
Add to Zip
Send To
File name: Immion_supressfcrfnew pf cut
Files of type: [ArFiles ¢ Cepy

Creata Shartent

(L

Viewing the PDF document

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

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

Frame 9-13

correct documents in the ECF application.

Note: It is highly recommended you view the PDF document and any attachments to ensure you are filing the

Frame 9-14 Review the PDF document

B Adobe Acrobatl Professional - [motion_supress-cr-new. pdf]
(7] File Edit “iew Docurent Tools Advanced WWindow Help

In the United States District Court
for the District of Colorado

Eiylatlles\l Bookmarks

Case No 05-cr-04000-EWN
United States of America.

Plaintiff

Paies § Layars

vs

1. Joe Quack.
2. Lucy Quack.

Defendant(s)

I Camments

Motion to Suppress Evidence

Review the PDF document

There are file size limits for each PDF
document. The maximum file size limit can

be found bi ioing to the
. section and clicking on the

i ourt Information

link. The court
information page is displayed.

¢ When viewing the PDF document, check the
document for items such as:
e court
e case number and style
e parties
e correct
document
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Frame 9-15 Review the PDF document (Continued)

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]
T File Edit ‘“iew Document Tools Advanced Window Help

Review the PDF document (Continued)

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

e |s the “Certificate of Service” part of the main
document?

The “Certificate of Service” does not need to

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

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

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner
chris_vagner@ecod.uscourts.gov, cod_aty(@yahoo.com

Jack Yee
jack yee(@cob.uscourts.gov

and 1 hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail, hand delivery, etc.) indicated by the non participant’s name

Comments

NONE

be a separate attachment. It's considered to
be part of the main document.

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

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

Choose file dialog box

Frame 9-16 Choose file dialog box

(2]

Choose file

Look in |a external pdfs forting =] = = Eo-

ﬁmc\tic\n_supress—cr polf
'@motlonisupressfcﬁmew.pdf
ﬁpmpnsed_arder [=1=1}
prUpUsediardericr pdf

Cfanswer_cormplaint. pdf:
ﬁarrest warrant-1.pdf
ﬁarrest warrant-2 . polf
ﬁarrestretum 1. pdf
ﬁarrestreturn 2 pdf
ﬁa{tachmeht71 .pdf
ﬁaw—wp‘l pdf
ﬁavwpr pdf
ﬁbrlefﬁsuppnr’t pdf
ﬁbrief_suppunfcr.pdf
ﬁexhlbltia pdf
Flindictment. pdf
Emnt\aniprmedlveiorder pdf

File name: ImUliDnisuprESS-Er-nEW pdf

=
=

Files of type: [0l Files (<2

/

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

Frame 9-17 Attaching additional PDF documents to the main document such
as exhibits, proposed orders, etc.

Motions
1.09-cr-00500-CMA USA etalv Legend etal
2255

[For ALLsecondary attachments, a Category selection or 2 Description mugtbe®ntered Youmay utilize both Tbut one must be entered.

Select the pdfdocument and any attachments.

Main Document
C:ADocuments and S ettings\U seriDeskiop  Browss... |

Attachments Description
1. I s Browse... | j I

Attaching the PDF document

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

Ly
e |f there are no attachments to the main

document, leave the “Attachment” box blank.

¢ Click the [NEXT] button.

Skip to Frame xxx.
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Frame 9-18 Additional Attachments

Motions
1:09-cr-00500-CMA USA etalv. L egend etal
2255

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

ttach £

Select the pdfd tand any

ocument
nts and Settinge\l serDes

e |

Additional Attachments

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

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

Attachments Description
L =l
ﬂl Clearl
Frame 9-19 Select and view the PDF Document Select and view the PDF Document
Choose file [7]x] e The Choose File dialog box will appear
Look jn: I@external pdfs fortmg j = £ EEv and you can navigate to the folder (or

@motion_supress—cr.pdf
'@motion_supress—cr—new pdf
'@proposed_order.pdf

o answer_complaint. pdf

Pl arrest warrant-1.pof

Tl arrest warrant-2. pof

Farrastreturn 1 pof
M arrastreturn 2 pof

) attachment_1.pdf

P aw-wp 1. poif

T aw-wp 2. pf
Flbrief_support. pdf
Plbrief_support-cr.pdf

T exhibit_a . poif

Mindictrment pdf

s mation_protective_order. pf

i _order crpdf

File name Iproposed_order_cr.pdf j

Qpen |
j Cancal |
v

Files of type: JanFiles ¢+

location) where you have the PDF
document.

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

Frame 9-20 Opening up Adobe Reader or other PDF viewing software

‘A CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer

Choose file

2] x]

Look in: Ia external pdfs for tmg j - [ % E

ﬁmation_supressfcr. pf
motion_supress-cr-new. pof

ﬁanswer_complaint.pdf
i) arrest warrant-1. plf

arrest warrant-2. pdf
@arreatretum 1.pdf
Farrestraturn 2.pdf
'@attachment_].pdf
@aw-wm pdf
@aw—wp? pdf
l@brlef_s;uppor‘t.pdf N
l@br’ief_s;uppor‘t—cr.pdf
(Tl axhibit_a _pdf

MetWare Copy. ..

Scan for Yiruses...

Tlindictment pof Open YWith 4
'@motion_protecﬁve_order.pdf Ouick View Flus

Quick Print

Add to Zip

File name: Ipmposed_nrder_crpdf

COpen |
Send To 4
Cancel
Cut
“ A

) Copy

Files of type: [t Files ¢

Opening up Adobe Reader or other PDF
viewing software

e Right Click on the PDF document.

¢ Highlight the “Open with Acrobat X.X"

e Adobe Acrobat or Adobe Reader will open
and the PDF document will be displayed
for your review.

e It’s very important that you review the

PDF document to ensure it is the
correct document you want to file.
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Frame 9-21 Review the PDF Document

ile  Edit View Document Tools  Advanced Window  Help

In the United States District Court
for the District of Colorado

Case No 05-cr-04001-EWN

Sgratures | Bookmans . |

United States of America,

Plaintiff

Vs

1. Joe Quack,
2 Lucy Quack.

Defendant(s)

f Comments

/‘(JD

Choose file

Proposed Order

Lok in I@ extarnal pdfs fortmg

[

« [E ef B

2] x]

Iﬁ answer_complaint. pdf
T arrest warrant-1 .pof
Tl arrest warrant-2. pedf
@ arrestreturn 1.pdf

ﬁmotlon_supress—cr.pdf

@motion_supress—cr—new.pdf

ﬁproposed_order.pdf
proposed_order_cr. pdf

FElarrestreturn 2 pdf

@attachment_].pdf

'@awwM pf

@aw—WpZ pdf

@brief_suppon.pdf

@brlef_suppor‘t—cr.pdf

Tl exhibit_a pof

@indidment.pdf
motion_protective_order. pdf

File name: I nroposed_order pdf

Files of type: IAII Files (**)

Cancel |

Z

Review the PDF Document

When viewing the PDF document, check
the document for items such as:

court

case number and style

parties

correct

document

After viewing the PDF document, close
he Adobe application.

lick on the [OPEN] button to populate
the ECF Filename entry box.

Frame 9-22 Describing the attachment

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

select the ocument and any attachments.

Main Document

C:\Documents and Settings\User\Desktop  Browse.

\

Description

Attachments Category
1_|C:\Ducumems and Settings\User\Desktop  Browse... |
2. I Browse Afﬁdaw:

PP
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

Next Clear

Remove

|

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

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

PClick on the drop down arrow to see the
list of attachment types. If the type does
not fit the attachment, select the blank
entry.

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

Frame 9-23 Describing the attachment - continued

In this example, we’ve selected the
“Proposed Order (PDF Only)” from the
Category list. We can leave the
description field blank as we have
selected a category description.

We do not need to enter any more
descriptive text.
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For ALLsecondary attachments. a Category selection or a Description nmst be entered. You may utilize both fields. but one must be entered.

PPIRES <.

Select the pdfd t and any

Main Document

C:\Documents and Settings\User\Desktop  Browse..

Attachments Category Description
1. IC:\DUcumems and Settings\User\Desktop  Browse... IF'rUpUsed Order (PDF Only) j | Remave
2.| Browse | j |

Frame 9-23a Describing the attachment - continued

Main Document

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

In this example, we’ve selected the
“Exhibit” designation from the “Category”

Remove
Remaove

1. ktop\Folders\PDF sishell pefs\exhibit-a.pdf _ Browse ||Exhibit =l |A Pages 1-30

2. fop\Folders\PDFs\shel pafsiexhibit-a2.pdf  Browse.. ||Exhibit =1 [A Pages 31- 50

Attachments Category Description dI’Op dOWh |iSt, and then in the
“Description” field, we’ve entered the “A”.
1. IC:\Documems and Settings\User\Desktop  Browse... | IExh\bit j |A Remaove | The docket teXt and attachment W|” be
o sovse. | | el identified as “Exhibit A”, as CM/ECF wil
concatenate the category filed with the
Next | Clear | description field.
Frame 9-23b Describing the attachment - continued
E I In this example, if you have to break up
C-\Documents and Settmgs\User\Deskm;M an eXhibit, you can enter the page
Attachments Category Description numbers of the exhibit being submitted.

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

3_| Browse | | j I
Ne_)dl Clear
Frame 9-24

submit a proposed order as a PDF attachment to the document.

Note: If the judicial officer’s procedure calls for the submission of a proposed order, users are required to

Frame 9-25 Modify docket text, as nhecessary

File Edit “iew Favorites Tools Help

Modify docket text, as necessary

“Back * = v @ @ | @Search [ilFavorites @Media 44 | Eyv ob o E =%

* Modifying docket text is optional. Users

Address I@ https: feci-train. cod. uscourts, gow/cgi-hindlogin. pl79302120759610229-L_238_0-1

El

] do not have to modify text in all of the

Links &]DCTEST ATY @&]DCTEST DOM  &]0C TRAIN -ATY &]DC TRAIN - DON  &]DC LIVE ATY &]DC LIVE DCh - &]DC Intranet Home

text boxes provided.

Criminal . Query Reports . Utilities .

Logout

Motions
1.05-cr-04001-EVVN USA v, Quack et al

Docket Text: Modify as Appropriate.

71 MOTION to Suppress

by Lucy Quack. (Stiles, Aty)

It is important when modifying text to
accurately describe the motion,
particularly as there may be similarly
titted motions within the same case. For
example, there may by multiple motions
to extend time.

Click on the down-arrow located to
the left of the blue text-box to open
a modifier pull-down list. You may

select one of the words in the pull-
down list or leave the field blank.

Click on the text-box by the party’s
name, and type a description of the
document. This added text will part
of the docket entry.
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2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit ‘iew Fawvorites Tools Help ‘ L

J EBack v = v ) at ‘ Q8earch [EFavorites @Media 4 | By S B [&
JAddrESS I@ https:/fec-train.cod uscourts. govicgi-bindogin.pl75302 120756 10228-L_238_0-1

sECF

Motions
1.05-cr-04001-EWWN USA v, Quack et al

Civil Criminal « Query -« Reports

Docket Text: Modify as Appropriate.
Amended 7| MOTION to Suppress |Evidence from 123 Back Al py Lucy Quack. (stiles, A

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

Frame 9-26 Submit the Transaction to ECF

SECF

Civil ~ Criminal « Query Reports ~  LUtilities ~ Search

Motions
1:02-cr-00012-LTE USA . James et al
2285, APPEAL

Docket Text: Final Text

Tenth MOTION te Suppress Evidence from 123 Back Alley Dr. by Robert E. Jamgs.
{Attachments: # (1) Proposed Order (PDF Only))(Yee, Attorney)

|Attention!! Pressing the NEXT button on this screen commits this transa?}én. You will

have no further opportunity to medify this transaction if you continue. /

Source Document Path (for confirmation oniy):
T:AExternal Trainingecf class pdfsiori-motion_supress. pdf
T\External Trainingiecf class pdfs\cr2-proposed_order.pdf

pages: 2
pages: 1

Mext | Clear |

Completing the Transaction
e THIS IS THE “LAST” SCREEN FOR
YOU TO REVIEW!!
f you click the NEXT button, the
transaction is posted to the database.

¢ Aninformational 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.

b4
Note: You CANNOT view any of the

actual the document(s), only the path,
filename, and number of pages.

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

Frame 9-27

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue
menu bar, including logging out of the system. Users should avoid using the [Back] button in complicated
transaction, as it is easier to just start over. When using the [Back] button, a user may not use the [Forward]
button on the web browser when the correction has been made. Progression must be made using the ECF

- 88 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 6.1
EFFECTIVE JuLy 01, 2018

Frame 9-28 Receive the Notice of Electronic Filing confirmation

EECF Civil ~ Criminal ~ Query Reports ~  Utilities - Search Logout

U. 5. District Court [TEST]

District of Colorado [TEST]

Notice of Electronic Filing

The following transaction was entered by Yee, Attorney on 7/2/2007 at 12:06 PM MDT and filed on 7/2/2007
Case Name: USA v. James et al

Case Number: 1:02-cr-12

Filer: Dit Mo. 1 - Robert E. James

Document Number:473

Docket Text:
Tenth MOTION to Suppress Evidence from 123 Back Alley Dr. by Robert E. James. (Attachments: # (1)
Proposed Order (PDF Only))(Yee, Attorney)

1:02-cr-12-1 Notice has been electronically mailed to:

JackJones  Leslie_A_Martingcod uscourts gov

Dean Martin -~ Leslie_A_Marting@cod uscourts gov

Aftorney Yee  jack yee@cod uscourts.gov, jack yee@cob uscourts gov

T:02-cr-12-1 Notice has been mailed by the filer to: !

Robert E. James
123 15th 5t
Denver, CO

David Lane

Killmer & Lane, LLP
1543 Champa Street
#400

Denver, CO 80202

The following document(s) are associated with this transaction:

Document description:iviain Document

Original filename:n/a

[Electronic document Stamp:

STAMP dcecfStamp_ID=1071006659 [Date=7/2/2007] [FileNumber=71918-0] [
B34thbcgcc 14325194684 c20eethed68aa7e00ecy07c7427c5e1rd 1065745673 1100
F4a211bf8d61b3754e6f15615a51e7h5b4f47573a 117064243183 70d45a]|
Document description:Proposed Order (PDF Only)

Original filename:n/a

STAMP dcecfStamp_ID=10710066328 [Date=7/2/2007] [FileNumber=71918-1] [
Ffa8a5c356018e3cAbbab 10fhEbedbeifobh 75 7T26f5a7633 1f0ef 1db70098e 10

\\

\

Fectronic document Stamp:

dfic22c2763daadafcc7af102ded 168911660fe5c90e30r882318er552]]

Notice of Electronic Filing (NEF)

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

e This is your “receipt” of the filing.
e The NEF has four informational sections:
e  The docketing information section

document number, and the docket
text.

e  The electronic notification section
displays the names and e-mail
addresses of attorneys/parties that

LV have been electronically noticed.

e  The manual notification section
displays any names and addresses of
recipients that must be served by non-

and addresses displayed below the
“Notice has been mailed by the filer
ad 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

be an e-filer.
. The fourth section lists electronic

document stamp(s) for each PDF
> document submitted and serves as a

security feature. The document

stamp(s) are kept separately and are
compared routinely against the
document stamp that is embedded in
the PDF document.

Filing a Brief in Support of a Motion

As a further illustration, we’ll file a brief in support of a motion. Since this repeats screen samples from the previous
example, the format for this example is presented in a more concise presentation.

Frame 9-29 Criminal filing categories

Criminal - Query Reports ~

iCriminal Events

Charging Instruments and Pleas
Flea-Related Documents

Motions and Related Filings
rotions
Supporting Documents, Fesponses and Feplies

Other Filings
YWaivers
Service of Process
Motices
Trial Documents
Appeal Documents
Other Documents

Selecting Supporting Documents,
Responses and Reply Events

¢ Alist all of the criminal filing
categories are displayed.

e Click on the
Supporting Docurnents, Responses and Feplies

link under Motions and Related
Filings.

Frame 9-30 Selecting Brief in Support of Motion

Selecting Supporting Documents,

Responses and Reply Events

e Alist all of the events are displayed
alphabetically.

¢ In the search text box, you can enter
the beginning letters of the motion
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Search Logout

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

<
<«

select an event

BIEm I U ppoztion 10 1 oton Brrief in Support of Mation

Erief it Support of Motioh

Reply to Response

[
»

motion events.

o After selecting the Brief in Support
of Motion, click on the [Next] button.

Ll

Response in Dpposition
Response in Suppart

3 & to Motion j
< Mt i‘Ar'l |

A 4

Frame 9-31

Note: ECF defaults to the last case from which you queried or docketed in. Ensure the proper case number
is entered in this field to avoid filina your document in the wrong case.

Frame 9-32Enter case number
1
Criminal -

Responses & Replies

Criminal Case Humber
|1:02-cr12 Hide Case List_|
Select a case:
M 1:02-cr-00012-LTB USA v, James et al =
™ 1:02-mj-0001 2-BMNE USA v, James et al =

M ext I Clear I

Cramanal

[1:02-5r-1241
Select a case:

Hide Case Lig

Query

|

1 02-cr-00012-LTE USA v James et al =
M 1:02-cr-00012-LTE-1 Robert E. James
T 1:02-cr-00012-LTB-2 Catherine E. Bell

e e e —rerrrreoreetert

Reports -

Enter case number

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

e Remember, if you click on the main
case number, it indicates you are filing
for all of the defendants in the case.

/ +

e Whenthereis a next to the short
title, it indicates there is more than
one defendant in the case. If you are
filing specifically for one of the
defendants, you MUST click on the

*I' to expand the list to show all of

the defendants’ cases so you can
select the correct defendant.

o After clicking the appropriate case,
click on the [Next] button.

Frame 9-33

Criminal -

Responses & Replies

1:02-cr-00012-LTHE USA . James et al
2255 APPEAL

M et Clear

Query

Reports -

Review Screen

e After clicking on the M button,

from the enter/select case screen, a
review screen is displayed.

et

Click on the button to continue
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Frame 9-34Designating the filing Party

Responses & Replies

1:09-cr-00500-CWA USA etalv. Legend et al
2255

Select the filer.
Collapse All Expand All
USA pla
Chilly Willy ip

=John Legend dft
= Tamara Banks dft

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

Designating the filing party

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

e If done correctly, each party selected
will remain highlighted.

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

Frame 9-35

this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Case Administration
Specialist division at 303-335-2026 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

Frame 9-36Attaching the main PDF document

Responses & Replies

1:09-cr-00500-CMA USA et al v L egend et al
2255

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

PPy "

( Browse )
S ——

Category

Select the pdf d t and any

Main Document

Attachments

1,| Browse | j |
Next | Clear

Description

Specify the PDF document to file.
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 9-37The File Upload/Choose file dialog Box

| -3 CM/ECF TEST - U.S. District Court:cod - Moz

T 21
Laok in: I =) ecf class pdfs LI €] ¥ - >

=_“; cr 1-motion_supress, pdf

2 crZ-proposed_order . pdf
2 cr3-brief _support, pdf

2 cr4-exhibit_a .pdf

2 crS-attachment_2.pdf

2 cr-proposed_orde, pdf

2 cvl-answer _complaint. pdf
Ecv2-m0ti0n_pr0tecti\re_0rder.de
2 cv3-proposed_order, pdf
2 cvd-brief _support.pdf

2 cvS-exhibit_a .pdf

2 cvE-attachment_2, pdf

,
B
=

by Computer

.

by File name: || LI Open I
Files of type: |1 Files =1 Cancel | —
7

v T oo

File Upload/Choose File dialog

The Choose File/File Upload 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.

Each PDF attached is limited to a
maximum file size (see note.)
However, there is not a max on the
entire filing.

NOTE: Please refer to the
Court Information link from
the CM/ECF start page or from the

utilities menu for the file size limits
of a PDF document.
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Frame 9-38Viewing the PDF document

Adoba Acre srif_au -cr_pat =]
[ Fie e nt_Tools _Advan Winciow__Heln e
. . . - ]
i In the United States District Court =
E for the District of Colorado
o
&
k| =
= Case No 05-cr-04001-EWN
o
5| United States of America,
5
Pl Plaintiff
£
1| vs
1. Joe Quack.
2. Lucy Quack
Defendant(s)
H
5
=
Brief in Support of Motion to Suppress Evidence il
s/Aty Stiles
Aty Stiles
th <
901 19 5t., Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)
B Adobe Acrobal Professional - [brief_suppori-cr_pdf] =1
T File Edit View Document Tools Advanced Window Help =

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

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

 Pages | Layers | _Signatures “f Bookmarks

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

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

Viewing the PDF document

When viewing the PDF document,
check the document for items such
as:

court

case number and style

parties

correct

document

The signature (i.e. s/ and the

attorney name

After viewing the PDF document,
close the Adobe application.

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

Frame 9-39ttaching additional PDF document(s)

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

tHach +

Select the pdfd t and any

Main Document
C:\Documents and Settings\User\Deski

Attachments

1_| ‘ Browse...

Category

M Clear

Additional Attachments

Ly he Filename box is now filled with
the name of the main document.

/"ff there are attachments to the main
document, click the [Browse]

button.

Frame 9-40The Choose file dialog box

The Choose file dialog box

The Choose File/File Upload dialog
box will appear and you can
navigate to the folder (or location)
where you have the PDF document.
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2%
Look in: I_}shell pdfs j - EF B2~

| 05-rv-00032-order on - exk time, pdf

| 07-rv-00320-pretrial order, pdf

- 07-cv-00320-scheduling order, pdf

- 07-cv-00320-5cheduling Order-Part2, pdf
= 07-cv-01001-min order pdf

= complaint . pdf

=

- Copy of answer,pdf

= cvr_sheet_new.pdf

= Defendant_s_Rule_316_|
T exhibit-a2. pdf

- 07-cv-01001-order motion hrg. pdf '!
T 07-cv-02001-Order pdf Tingic__ Telect |
| 09-cr-00322-anaya-addendum, pdf T ot Open with Acrabat 9

| 09-cr-00322-anaya-pre-sentence-report, pdf -'; Orde
= 09-cr-00322-anaya-pre-sentence-report-attachment pdf - prop £
= 09-cr-00322-anaya-pre-sentence-report-attachmentz pdf T recie 1 Combine supported files in Acrobat...
- Ativity in Case 1_02-cv-00012 .pdf resp

Print

Scan For Viruses. ..

- arswer.pdf T sum_
| attachment 1. pdf = tran: N Metiare Copy. ..
) =
= brief pdf LIWAT onen With L4
4| | Quick View Plus
Cuick Prink il
File name: Iexh\b\t-a.pdf j
Send To 3
Files of tpe: Al Files 7] hd
I J ut -
L= TDUCTTIETIS am SEMysTUSENDESRI0) _ BIowse— | | Copy

Create Shorkout =

. | Browse.. | I

Delete
Rename |
Ne)d.l Clear | Properties

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

Frame 9-41

the ECF application.

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

Frame 9-42 Selecting the category descriptor and adding description
information

For ALLsecondary attachments. a Category selection or a Description nmst be entered. Y ou may utilize both fields. but one must be entered

PP & "

Select the pdfd

t and any

Main Document

C-\Documents and Settings\User\Desktop  Browse... I

Attachments Description
1. |C:\Ducumems and Settings\User\Desktop  Browse.. |
ffidavit
2_| Browse. ppendix l

ivil Cover Sheet
ontinuation of Main Document
onventionally Submitted

al Information Sheet

Nextl Clear

eposit cerpts

xhibit

xparte Attachment

ages ~

roposed Document
roposed Order (PDF Only)

eceipt
pecial Assignment Form
-

Selecting the category descriptor

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

Under the Category entry box, there
is a drop down arrow to allow you to
select the type of attachment it is.

Click on the drop down arrow to see
the list of attachment types. If the
type does not fit the attachment,
select the blank entry.

You can enter a description to
provide additional information. The
category entry will be concatenated
with any information you typed in
the description field.

A

Note: A new attachment entry

Frame 9-43 Repeating the process for additional attachments

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

tach "

Select the pdf d t and any

Main Document
C:\Documents and Settings\User\Desktop  Browse.

Attachments Category Description
L. |C:\Documems and Settings\User\Desktop  Browse... |Exh|b|t j |A Remave
z_l Browse I j |

M Clear

e |

ePRatFRIHRE Frotes3edr additionf

duatAnhSRar

After the first attachment has been
added and described, the second
attachment can be added.

The steps are the same:

Browse

Select the attachment PDF

Right click on the file and open to
review

Add to attachment entry box
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Select category, add description, or
both

Frame 9-44

Note: Repeat Frames 41 through Frame 45 for the second and succeeding attachments. In this illustration,
there are two attachments. The next frame illustrates what the final attachment list will look like.

Frame 9-45 Final list box of attachments

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

Main Document

C:\Documents and Settings\User\Desktop  Browse

Attachments Category Description
1. IC:\Ducumems and Settings'\User\Desktop  Browse... IExhibil j IA ﬂl
. IC:\Ducumems and Settings'\User\Desktop  Browse... | j IAttachmem 1 ml
3.| Browse... | j |

Final list box of attachments

The final attachment screen
displays the two attachments,

Exhibit A
Attachment 1

Click the [NEXT] button.

Frame 9-46 Linking the Brief in Support to the motion

Responses & Replies
1:09-cr-00500-CMA USA et al v. Legend et al
2255

Selact the appropriate event(s) to which your event relates:

1:09-cr-00500-CMA John Legend
v 02/09/2010 10 MOTION to Vacate under 28 U.S.C. 2255 by John Legend. (kit. )
Civil case 1:10-cv-00500 opened.

[~ 02/16/2010 11 REPORT AND RECOMMENDATIONS as to John Legend re 10 MOTION to
Vacate under 28 U.S.C. 2255, Objections to R&R due by 3/5/2010 by
Magistrate Judge Boyd N. Boland on 2/16/2010. (lam. ) (Entered: 03/10/2010}

[~ 04/15/2010 14 Amended MOTION to Suppress evidence found in 1970 Chevy by John
Legend. (Attachments: # 1 Proposed Order (PDF Only))(Yee-5678, Jack)
Next | Clear |

Linking the Brief in Support to the
motion

Additional ECF Information

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

Using the mouse, select by clicking
in the checkboxes provided, which
documents you wish to link the brief
to. Click on [Next].

Frame 9-47 Modify Docket text, as necessary

Modify Docket text, as necessary

The Docket Text modification
screen is displayed.

This screen allows you to enter
optional
docket modification text.

After enter text or leaving blank,
click on the [Next]
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2l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explarer

JFHE Edit View Favorites Tools Help HAddress @https:ﬂec{-tramcaduscourtsgovfcg\-blnflogm.pl?4325605602771El1-L7

J P Back v = v @ at | @Search [%] Favarites @Media @ ‘ %‘ E] K &

Criminal Reports « Utilities  »

Responses & Replies
1:08-cr-04001-EWN USA v, Quack et al

Docket Text: Modify as Appropriate.
BRIEF in Support by Lucy Quack re [4] Amended MOTION to Suppress Evidence from 123 Back Alley

I (Attachments: # (1) Exhibit A# (2) Attachment 1) (Stiles, Aty)

M Clear

Frame 9-48 Submit the Transaction to ECF

Criminal ~ Query Reports - Litilities Search

Responses & Replies
1:02-cr-00012-LTE UsA v, James et al
2255, APPEAL

Docket Text: Final Text

BRIEF in Support by Robert E. James to [479] Tenth MOTION to Suppress Evidence
from 123 BacK Alley Dr. (Attachments: # (1) Exhibit A, # (2) Attachment 1)(Yee,
Attorney)

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

Source Document Path (for confirmation only):

ThExternal Trainingvecr class porswCr3-brief_support.pdt pages: 3
ThExternal Trainingiect class pdfsicrd-exhibit_a pdf pages: 3
TExternal Trainingiect class pdfsicré-attachment_2.pdf pages: 1

Mext I Clear I

Submit the Transaction to ECF

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

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

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

Frame 9-49

Progression must be made using the ECF buttons.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu bar, including
logging out of the system. Users should avoid using the [Back] button in complicated transaction, as it is easier to just start over.
When using the [Back] button, a user may not use the [Forward] button on the web browser when the corrections have been made.
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Frame 9-50 The Notice of Electronic Filing (NEF) The Notice of Electronic Filing
ECF Chil ~ Criminal - Query Reports - Liilities ~ Search Logout (NEF) |s

Responses & Replies
1:02-cr-00012-L TH USA . James et al

2055, APPEAL The Notice of Electronic Filing
(NEF) is displayed.

U. S. District Ceurt [TEST]

District of Colorado [TEST]

RIeie0 F Elocienie (g This is your “receipt” of the filing.
The following transaction was entered by Yee, Attorney on 7/3/2007 at 8:15 AM MDT and filed on 7/3/2007
Case Name: Usa v, James et al

Case Number: 1:02-cr-12

Filer: Dft Mo. 1 - Robert E. James

Deocument Number: 450

Docket Text:

BRIEF in Support by Robert E. James to [479] Tenth MOTION to Suppress Evidence from 123 Back Afley Dr.
((Attachments: # (1) Exhibit A, # (2) Attachment 1)(¥ ee, Attorney)

1:02-cr-12-1 Notice has been electronically mailed to:

JackJones  Leslie A Martin@cod.uscourts.goy Ly

Dean Martin Leslie_A_Martin@cod uscourts . gow

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

If there are name(s) and addresses
displayed below the

+1:02-cr-12-1 Notice has been mailed by the filer to:

Raobert E. James

« . . .
123 19th St. Notice has been mailed by the filer
Derrver, CO ” .

e to:” you must print a copy of the
ey & Lems, LU NEF and mail along with the
#4100 1 i
R d_ocument(s) you filed to the parties
The following document(s) are associated with this transaction: dISplayed.

-Document description:iain Document

ariginal filenhame:n/a -

Electronic document Stamp: In this example, there are none
[STAMP deecfStamp_ID=107 1006659 [Date=7/3/2007] [FileNumber=71960-0] | .

61e3af95a25e6de 1 e4503fCEf2a 7963844 1 36444fa 709 19659e0de5fe2c2080eb98 773 d|sp|ayed

21671fea70BhICE02EE1 1003 1 dr27 804 7a7Bhdb 796403804 ca7rE1 2¢]] '

Document description:Exhibit A

original filename:n/a

Electronic document Stamp: H

|STAMP doectStamp_|D=107 1006653 [Date=7/3/2007] [FileMumber=71960-1] | You will generally see names and
2d272d05546e4a27 | h266563h9059acf636 7hh1a490c04c 1 19700Ef9cS 18408727527 .
2eh92545812168h33e05062630504r9294 2098680950 30664101 282565]] addresses for pro se partles and
Document description: Attachment 1 .
Original filename:n/a attorneys that may not be registered
Electronic document Stamp: .

[STAMP deecfStamp_ID=107 1006659 [Date=7/3/2007] [FileNumber=71960-2] | to be an e-filer.

31d79fcelad7idcae3d7 1a0efc69d05cd0c27800ddl0085848df88cEerdecha8fed217
9441 d745hd575fddh 1976651 1cOb25aB2a8aelfSddadiBhEEh54e937har2]]

ECF filing is that simple!
Submitting a Proposed Order

Pursuant to D.C.COLO.LCivR 7.1(g), a proposed order may be submitted electronically in ECF as an attachment to the
motion requesting the relief to be ordered.

Restricted Document Submission

The filing of restricted documents is governed by Section V of the ECF Procedures for the District of Colorado. Restricted
document submission falls into two categories, documents in restricted cases and restricted documents in public cases.

Restricted Case Document Filing

A document filed in a restricted case must follow this procedure:

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

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

o Restricted documents may be viewed electronically by attorneys of record in the case by using the
PACER system when the correct login process is used.

e All documents filed in a restricted will generate a redacted NEF.
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Restricted Document Filing in Public Cases

A restricted document filed in a public case must follow this procedure:

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

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

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

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

All questions on restricted documents should be forwarded immediately to the Case Administration Specialist division.
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 X 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. It is critical for users to choose the correct event for a document
and to make sure the document name and event name match.
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Appendix 1
ECF Quick Reference Sheet

ECF Assistance

Help with technical ECF problems is available Monday through Friday between the hours of 8:00 am and 5:00 pm via
email at cod_cmecf@cdod.uscourts.gov.

Eight Basic Steps for Filing a Civil/Criminal Document in ECF

1. Select the Type of Document to File

2. Identify the Case for Which the Document is Being Filed

3. Designate the Party for Whom the Document is Being Filed
4, Specify the PDF Document to File

5. Additional ECF Information

6. Modify the Docket Text as Necessary

7. Submit the Document to ECF

8. Receive the Notice of Electronic Filing
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Appendix 1
ECF Quick Reference Sheet (Continued)

Submitting an Initiating Document

e To file a new complaint (or Notice of Removal), users must use ECF to electronically open a new case
before filing the initiating document. (Note: pro se filers CANNOT open their cases electronically.)

e After creating the case, the user shall e-file the initiating document and any attachments (i.e. civil cover
sheet, summonses, exhibits, etc.

e The appropriate filing fee shall be paid via Pay.gov when the initiating document(s) are e-filed.

e For sealed cases and a number of miscellaneous cases, users shall review the ECF Procedures and
the User Guide — Attorney Case Opening documents.

User Data Quality Checklist

1. Review Docket Entry

Was the correct event used?

Does the title of the document match the docket entry?
Were the correct filer and attorney chosen?

Is the case number and case style on the document correct?
Was the document linked correctly?

2. Open and Review Document

Is the document legible?

Were the attachments added correctly and named properly?
Was the document filed in the correct case?

Is the case number and case style on the document correct?
Does the signature line contain the s/signature?

Submitting a Proposed Order

Pursuant to D.C.COLO.LCivR 7.1(g), a proposed order may be submitted electronically in ECF as an attachment to the
motion requesting the relief to be ordered.
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Appendix 2
Ten Most Common Docketing Errors

Listed below are the ten most common docketing errors made by users in ECF courts.

1.

10.

Attachments and Exhibits
o These documents should be filed in accordance with the practices set in the ECF Procedures.

Select the Proper Event
e Anevent list is attached to this document and a report showing current events is available within
ECF.
o Please carefully review your choices before filing. It is important to choose the correct event.

Know when to use your ECF login/password vs. the PACER login/password.
e The ECF login/password is used to file documents.
e The PACER login/password is used to view docket sheets, use the query function, and use the
reports.

Include a Certificate of Service on All Documents
e A certificate of service, even when serving electronically, is required under the ECF Procedures.

Proposed Orders
e Proposed orders must be submitted as PDF attachments to the docket entry in ECF.

Open All PDF Documents before Attaching
e Before attaching a document to an ECF entry, review it to make sure the correct document is
being attached.

The Login and s/signature on a Document Must Match
e Make sure the s/signature on a submitted document matches the login and password of the
attorney filing it.

Place an s/signature on all Documents
e The s/signature must be placed on all documents.

Each Document should be Filed Separately in ECF
e All documents should be filed separately. For example a brief in support of a motion would not
be docketed as an attachment to the motion, but as a separate document.

Choose the Correct Party When Docketing a Document
e Be sure to choose the correct party you are filing a document on behalf of.
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CM/ECF Version 3.1 — Cascading Menus

Appendix 3

The implementation of Version 3.1 of CM/ECF provides another method to navigate and select menu functions. Prior to

Version 3.1, a user clicked on the main category from the blue Menu Bar, then clicked on a filing category, such as

“Motions”, then the list of motions would be displayed.

Starting with Version 3.1, the Blue Menu bar has been changed to provide a “drop-down” list to facilitate navigation to

specific even screens.

Fame A3-1 Screen 1 - Main start screen

—
EECF Civil » Criminal + Query « Reports » Utilities » Logout ? Help Desk: 1-866-365-6381
N A

U.S. District Court
District of Colorado

Official Court Electronic Document Filing System

Screen 1

Prior to Version 3.1, a
user had to click on
several links and
navigate through several
screens to get to the
event screen.

For demonstration
purposes, lest navigate
to the motion event.
The first screen is the
main menu screen. We

start bi clicking on
on the Blue Menu

bar.

Frame A3-2 Screen 2 - Civil Events Category List

Civil + Criminal » Query + Reports « Utilities + Logout

Initial Pleadings and Service Other Filings
Cormplaints and Other Initiating Docownents Motices
mervice of Process Trial Documents
Anzwers to Complaints, Counterclaimes and Crossclaims Appeal Docurments
Other Answers Admindstrative Appeals
Dther Diocuments
Motions and Related Filings
Motions

suppotting Documents, Fesponses and Feplies

Screen 2 —Civil Event
Category List

After clicking on the

Civil option from the
main menu, a second
screen is displayed —
Civil Events Category List
to allow the user to select
the event category they
wish to file, i.e. motions,
answers, etc.
Next, click on the
Motions link.

Frame A3-3 Screen 3 — The Motion Event Screen

EE F Civil + Criminal + Query : Reports = Utilities

Motions

Alter Judgment il
AmendsCorrect/td odify

Appeal ln Forma Pauperis

Appear

Appoint Counszel

Appoint Custodian

Appoint Expert

Appoint Guardian ad Litern ;I

M=t I Clear I

Screen 3 —Motion Event
Screen

After clicking on the
Motions ink, the
Motion Events are
now displayed.
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Frame A3-4 Summary
Prior to Version 3.1, the user’s only option was to click on the various links to navigate through several screens to
Jget to the screen they wanted to use.

Chil - Criminal - Qi Reports - Litilities -

U. S. District Court [TEST]
District of Colorado [TEST]
Official Court Electronic Document Filing Sy st

The United States District Court, District of Colorado, welcomes you to
The Court went live on Civil Elecironic Case Filing (ECF) on June 20, 2005 and on €

Frame A3-5 Version 3.1 Navigation

With the release of Version 3.1, context sensitive cascading menus have been provided to allow the user to quickly
navigate to a specific screen without having to go through several screens. Depending on where the user is trying
to navigate to, the use of these cascading menu lists will reduce the number of screens a user must navigate
through.

Let's compare!!

Frame A3-6 Main start screen Ver. 3.1 — Main Start
Screen

O— Version 3.1 provides a
drop down arrow next to

e menu category (i.e.
Civil) that will display
cascading menu(s) to
allow the user to select the
specific option they wish to
navigate to.

Frame A3-7 Main start screen showing the cascading menu(s) Making the selection

Query Reports -~  LUilties ~ LML | The user should hover the

= ddings and Service  » _ghouse over the droi down
Mations and Related Filings :I Motions arrow next to :

Cther Filings Supporting Documents, Responses and Replies

When the mouse is over
the arrow, the first menu is
displayed.

Next, you can hover the
mouse over the
| Mations and Related Filngs

.. which will then display the
U. §. District Court [TEST] categories under the

Civil ~ | Mations and Related Filngs
| Motions and Related Filings >| option which are

Wotions
Supporting Documents, Respanses and Replies

Mfions
SUnporting Doclrnents, Respanses and Raplies
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ArmnendsCorrece AR aodifye
Appeal ln Forma Pauperis

Motions
] Start trping to finnd an esrent.
Asrailabhle Eventds (cliclk: to select esrerits) Sel

Now click on Mations
The Motions event screen
is now displayed.

Frame A3-8 The Motions Event list screen is now displayed

Motions

| Start typing to find an event.
Asrailable Events (click to select ewents)

ArnenddsCorrect/t odify
Appeal ln Forma Fauperis
Appear

Appoint Counsel

Appoint Custodian
Appoint Expert

Appoint Guardian ad Likem
Appoint FBeceiver
Appoint Special kM aster
Appointment

Attornmey Fees

BEifurcate

Bond

Certificate of Appealability LI
I exk I Clear I

Reports - Litilities

Selected Events [ clicks to resr

The Motions Event List

You can now enter the
search for the motion you
want or scroll up/down the
list of events.

By using the cascading
menus in this example, we
bypassed one screen.

It doesn’t appear to be much,
but over the process of
performing several docketing
entries and or other
navigation, the number of
screens bypasses can be
significant.
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Frame A3-9 Another example

EE F Ciwvil ~ Criminal - Query Reports ~ (LTS Search Logout

Motions ‘r’gurAccnunt 3

Miscellaneous >I Internet Payment History
| Start typing to find an event. Tt s N —
Available Fvents (click to select events) Selected H.uiun\g,juef Hilees

J Court Infarmation

Amend/Comect /b odify
Appeal In Forma Pauperiz
Appear

Appoint Coungel

Appaint Custadian
Appaoint Expert

Appoint Guardian ad Litemn

While in the Motions- Events List screen, we wanted to go to Utilities to check Mailing info. From the Motions- Events List

screen, we go to the
1. I Utilities option on the blue menu bar, hover over the drop down arrow, ™  to see the Utilities options

Your Account v/

Miscellaneous . .
4opt|on, the following

Miscellaneous Ml Again, when you hover the mouse over the
Internet Payment Histony
hailinos »

YWeatrify a Document

is displayed “ourt Infarmation ireliyrwa-can hover the mouse over | MA1INGS »
mailing Info for a Case
and see Mailing LahelsbyCase \yhen you select/click on | Mailing Infa for a Case

the Mailing Info for a Case is displayed and is ready for the case number to be entered.

i EE c F Cil ~ Criminal ~ Query Reports

Mailing Information for a Case

Enter the case number to view the recipient list.
Case Number: |

Subrnit I Clear I

We bypassed Three screens to navigate to this screen.
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Frame A3-10 The Search Feature
A new feature in Version 3.1 is the ability to search for a menu or an event.

Frame A3-11 — Search example

Cwmil »  Criminal - Query Reports ~  Ufilities ~ Search

Frame A3-12 The Search dialog box

Reports - Logourt

Search Menus and Frents <}
| Search |

Liilities - Search

Search

Click on the m

option on the blue menu
bar.

A search dialog box is
displayed, allowing for
the entry for the search.

Frame A3-13 Entering search word(s)

H Search Menus and Frents ]
Search I

I-EIFISWE!F
L]

s ='m

Searching
For example, we want to
search on “answer”.

A search dialog box is
displayed, allowing for
the entry for the search.

Frame A3-14 Search Results Screen

ISECF

Search results for 'answer’

3 menu dtems and O events found

Criminal - Query

Reports ~

Search Menus and Events |
Search |

Utilities - Search Logout

Janswed

Menu [tems

Ciwil Events — Initial Pleadings and Serwice — Answers to Complaintz, Counterclaitns and Crossclaitmns
Ciwril Evvents — Initial Pleaditgs and Service — Other Answers
Reports — Civil Reports — Service and Answer

Civil Events — Motions
Extension of Time to File Answer
Civil Events — Other Answers

Angwer to Writ of Garnishment
Amended Answer to Complaint

Civil Events — Other Documents
Objections to Answer to Writ
Civil Events — Other Orders/Judgments
| Cirder to Answer
Criminal Events — Other Orders/Judgments

Order to Answer

Search Results

Whatever menus and
events are found that
contain the letter(s) or
words of your search are
displayed.

The display is
categorized by Menus
and event categories.
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Appendix 4
Adding John/Jane Doe Parties

Introduction

There are occasions where the actual party name is not known and a John Doe or Jane Doe party is added to the case.
The case situation may also have multiple John Does or multiple Jane Does added. There have been variations as to how
John Does and Jane Does have been entered into cases. For example, John Does 1 - 99, Jane Does 1 - 5, John Doe 1,
John Doe 6, John Doe, etc.

Going forward, when there are multiple John and/or Jane Does, each John and/or Jane Doe shall be individually added.
As an example, if you have John Does 1 - 5 designated as parties to the case, you will need to add five John Doe parties.

You will not add just one record designated as John Does 1 - 5. Each John Doe will be unique so there will be a John Doe
1, John Doe 2, John Doe 3, John Doe 4, and John Doe 5 record. The same process would apply to any Jane Doe parties.

Let’s walk through the process of adding multiple John Does to a case during case opening.

When opening a new case, plaintiffs are usually added first, followed by defendants. ECF requires you to “search” the
ECF database to see if the party already exists.

For brevity purposes, the plaintiff has been added and this appendix will focus on the John/Jane Doe search and addition
process. Please refer to the Party Search Screen section of this main document for more detailed party information.

For this example, we want to add three John Does as defendants in this case. We begin the process by doing a search.
You will always enter a “Last Name,” in this example, “Doe.” If you put in a first name, you “tighten” the search.

Figure A - Just the Last Name used for the search:

Search for a party

Last/ Business H First Name Middle Name

Using just the Last Name, the search returns a broader list of records found with the Last Name matching “Doe.”
Records for just parties named “Doe,” Adam Doe, John Doe, Jane Doe, etc.

Saarch Results Search Resulis Search Results

DOES * - 14 - DOES1-78 - Dos, Jos -

poEE @ g DOES1-8 T, JoIT

DOES 1-78 DOES 1-8 Doe, John J

DOES1-8 = Dee, Jehn'lane

DOES 15 [os, A Dos, Josie Jare

e W [os, Adam v Doe, Josie (I} Jans L

| selectPamy | |  Create New Party Select Party | |  Create New Pary | [ SelectParty | [ Create ew Party
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Figure B - Use of the Last Name and First Name for the search:

Search for a party

Last/ Business. First iddle Name

Using the Last Name and First Name “tightens” the search and returns a list of records found with the Last Name
matching “Doe” and First Name matching “John.”

Search Results Search Results Search Results

Doe, John - Doe 11, John - Coe 7-8, John A
Doe, John J Doe 12, John Doe 3-10, John

| Doe. JohniJane Doe 13, John Doemer, John P

Dog 14, John Doemst, John
Doe 18, Jonn Do 14 Sheriff Clak, Jonn Coes, John
Doe 11, John hd v Does 1-5, John M
SelectParty | | Create lew Party | | SelectParty | Create New Party [ SelectParty | [ Create New Party |

NOTE 1: Even though you might see a party such as Does 1-5, John. DO NOT SELECT THAT PERSON as each John Doe
shall be set up individually. In our example of setting up three John Does, Doe 1, John should be selected as the first
John Doe. Repeat the search for John Does 2 and 3 and add each of them.

NOTE 2: You CANNOT select multiple entries for the party selection. For example, even though you see John Doe 2 in
the list, you CANNOT select both John Doe 1 and John Doe 2.

Continuing our example, we’ll “Click” on “John Doe 1" in the Search Results window as it’s already on our database.
Then we’ll “Click” on the “Select Party” button.

Search for a party
Last ! Business Mame [Coo First Name .chn Middle Mame

Select Party [y|  Create Hew Party |
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After clicking on the “Select Party” button, the right pane displays the information for Jo
type is correctly designated (i.e., plaintiff, defendant, Interested Party, Petitione

Doe 1. Make sure the “role”

Attormey Case Opening
f—— pr——
Colinpus &2 Espans &l
L1377
“ima Wt pla — =
Bhas Pross ko b
Corpral Parest or otbar a¥lale . Brincner id Uit
L L]
Fdres sl
Address B [ stow i address on e Leave
Adsress 3 City Blank
State Bp Cowntry
Prinan W
Fhone Fax
E-mail
Farty il
ST A s L

Address, e-mail, phone, information SHO

OT BE ENTERED if they are represented by counsel. The
field should be left at “No” and the

ield should be left as “yes.”

After your review, “Click” the “Add Party” Button. As you can see, “John Doe 1" now appears on the left pane as a
defendant (dft) and the right pane is ready for the next name search

Attorney Case Opening

| Add New Party

Collapas All irat Hame Mideile Harme

- ima Hut pla " W
Aas &
Corporate Parent or

~ Johe Doe 1 dn

-
Corporsie Parent or othar aMilisie ¥
Amornay

Now we can search for “John Doe 2.” When we enter “Doe 2" and “Click” on the “Search” button, the system will
return any existing records with the Last Name of “Doe 2." The “Search Results” box shows only two records found.

Since “John Doe 2" is the party we want, we can “Click” on that entry in the “Search Results” box. After selecting the
party, “Click” on the “Select Party” button.

Search Tor 3 party

Last | Business Hame Cool First Hame Middle Hame

¢ SelsctParty | [ Create New Party
e —
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Again, after clicking the “Select Party” button, the right pane displays the information for John Doe 2. Make sure the
“role” type is correctly designated (i.e., plaintiff, defendant, Interested Party, Petitioner, etc.)

Address, e-mail, phone, information SHOULD NOT BE ENTERED if they are represented by counsel. The “Corporation”
field should be left at “No” and the “Notice” field should be left as “yes.”

Attorney Case Opening
[__mo s ety | Create Cans
Cipllpges &N Espand All

(BT
- lma Mt gl W
anas H
Corporaie Pareat o oher aliane +.
AHTmay

JohnDow 1 ot @
‘a

Anan
Copurais Farent o cher s®liste T
Alturary

After your review, “Click” the “Add Party” Button. As you can see, “John Doe 2" now appears on the left pane as a
defendant (dft) and the right pane is ready for the next name search.

‘Attorney Case Opening

e
Collapse All Expand A1l Last Business Nams [Furst Hame Middie Nama
L:13.ev. 77777
“hma Nut pls
Alias
Corparate Parent or piher aMliate +.
Astorney
- John Doe 1 dft " %
aias
Corporate Parent ar other affiliate ¥

!:-Enmu-uz dft 'E:)

|z *
Corporate Parent or siher ailiate ¥,
Attarmey

As ol can see, John Doe 1
and lohn Doe 2 are now
parties to the case,

When we enter “Doe 3" in the “Last name” field and “Click” on “Search”, any matching results are displayed in the
“Search Results” box. From the figure below, the only matching record(s) shows a “Doe 3, Jane.” In this case, we’ll have
to create a new party. “Click” on the “Create New Party” button.

Attorney Case Opening

[ st b Prarty | [ Cremm Cass | 3amch e pacty

Collagss &1l Frmang ap  LESt) Business Mams o 2 First Hams Migdle Hame
Ll3ew- 1107 Faarch

Corpoeate Parsct or other % lisks * "
Alorray
“JohmDosd dn. "

aas o
‘Corporate Parent or oher amiam
Ancenay

- Jokibos2 o W

[ setestparny )| Creme hew Fany |

Ay o
Corporste Paret or ofwer s®labe T,
Aiigeray
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On the right pane, only the Last Name is shown as that was what we entered for the search. We need to add the First
Name. Address, e-mail, phone, information SHOULD NOT BE ENTERED if they are represented by counsel. The
“Corporation” field should be left at “No” and the “Notice” field should be left as “yes.” “Click” on the “Add Party”
button.

artorney Case Opening
i m Fay [
- Lasi e Zca ot e
e Ny &
LEB-w. 77T e
b - -
asan *
Carporste Farset o ohes s iy | 2o =
e . -
il o W [Re— -
®
asan ¥
Crpmrain Parard o ol S F
a Atrann
T w1 Ly e
P At 1 Ly
I N——
Campenss - i e sy

BBy

As you can see, “John Doe 3" now appears on the left pane as a defendant (dft) and the right pane is ready for the next
name search.

Attorney Case Opening
bl P Crwats Gage | Be800h o & party
s A1 Espir di] -t/ Business Hame Firsi flame idis Hamu
SEET Rl [ Semarah |
e gl

Ahas
Carparate Pasent ar aer i ¥

Ju

Carporase Paseni or wmer aMixie
amomay

CdeeaDsw2 w1 W
A3y .
Corzurate Parenl or o slials T

e

L e
Carpors Paceni ar aier afilaie ¥
Amnmey

Different John Doe Designations

Even though adding John Doe 1, John Doe 2, and John Doe 3 uniquely identifies each John Doe in a case, there may be
other identifying information to identify a John Doe. There may be situations a “John Doe” should or need to be
identified differently as there may be other unique information that can be provided to further define the “John Doe.”
For example, the “John Doe” named in the case is linked to a specific IP (Internet Protocol) address. By adding the IP
address to the “John Doe” provides more information as to the party in question and uniquely separates this “John Doe”
from other “John Does” that may be in the case.

As usual, you need to start by doing a party search. | enter in the “Last Name” field what | plan to enter for the John
Doe designation: “John Doe Subscriber assigned IP Address 999.88.77.66"
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NOTE: The entire search entry is typed in the “Last Name” field, as if it was a business name. The “First Name” and
“Middle Name” fields are not used.

The search returned no results. Since I’'m being very specific by using an IP address as part of the search, it’s highly likely
that no match will be found. | can add this party by “Clicking” on the “Create New Party:” button.

Bearch for a parly

Last/ Business Name /277 Coe Sub:oi First Hame Middle Hame

Search

Search Results

| Eeleat Party Create New Party
r

retumed no results. ase fry again of oreabe & Rew party

On the right pane, only the “Last Name” is shown as that was what we entered for the search. The entire “Last Name”
field is not shown. I've shifted the information to the right so you can see the IP address. We do not need to add a
“First Name” or a “Middle Name.” Address, e-mail, phone, information SHOULD NOT BE ENTERED if they are
represented by counsel. The “Corporation” field should be left at “No” and the “Notice” field should be left as “yes.”
After your review, “Click” the “Add Party” Button. As you can see, “John Doe Subscriber assigned IP Address
999.88.77.66" now appears on the Left Pane as a defendant (dft) and the right pane is ready for the next name search.

\Attorney Case Opening
Add Hew Party
Collapse All Expand All First name
1:13-cw-77227 ‘Generation
“lima Nut pla.” %
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Role | Defendant (dftpty) ™
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s
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Address1
Attorney
“lJohnDoe 2 aft /¥ Address 2 [ show this address on the docket sheet
Alias *2 Address 3 City
iate
Corporate Parent or other affiliate % o = o
Attorney
- hd
“lJohnDoe 3 dft /% Frison !
Alias % Phone Fax
Corporate Parent or other affiliate ¥4 E-mail
Attor
ey Party text
Start date 7/12/2012 End date
Corporation | 1o [+] Notice | y=: | ¥|
Add Party
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The Left pane now shows the “John Doe Subscriber assigned IP Address 999.88.77.66" record, as well as the three
“John Doe” records each uniquely identified with 1, 2, and 3, respectively.

Attorney Case Opening

e o e ) St gt
Collugsa All Espaca &1 Laski Rusiness Hama First Hama. P Plame
L1 ow 77T searsh |
-ima Wt gl
Asan ¥
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“lohnDoez dn." @
s ¥
Coeporaie Parsnt or other afioes +.
Amcrrey
Johnios3 on . A
Alan L
Corpuraie Parent or other affilias *

+

Carporaie Parent or other affiliase *2
Amarney

John Doe Designation Summary

The purpose of uniquely identifying John Doe parties provides for better tracking of “John Does” through the case.
Tracking in terms of activity by a particular “John Doe” as well as when a particular “John Doe” being terminated from a
case. When there are multiple “John Does” in a case and various “John Does” are dismissed for one reason or another,
having the unique “John Does” identified provides better clarity in the case.
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