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Electronic Case Files System
User’s Manual

Getting Started

Introduction

Thismanua provides ingructions on how to use the Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for al cases assgned to
this system. Users should have a working knowledge of word processing, web browsers, file
management and Adobe Acrobat.

Help Desk

Contact the Court’ s Help Desk between the hours of 8:00 am. and 5:00 p.m.,
Monday through Friday, if you need assstance using ECF.

Toll FreeHelp Desk 1-866-325-4975
or 612-664-5155
OR
E-mail: ecfhelpdesk @mnd.uscourts.gov

Access to ECF Information and Resources
For up-to-date information on ECF, visit the U.S. Digtrict Court web Ste at:

www.mnd.uscourts.gov

View or download the most recent version of the User’s and
Procedurd Manuals

Sdf-train on aweb-based ECF Tutorial

Prectice entering pleadings into ECF using a“training” database that is
smilar to the officid live ECF database

Review Frequently Asked Questions (FAQS) page

View CM/ECF Introductory video

ECF System Capabilities

The dectronic filing system dlows registered participants with Internet accounts and
web browsing software to perform the following functions

Electronicdly file pleadings and documentsin actud (“live’) cases
CM/ECF User’'s Manual (March 24, 2004) 4 District of Minnesota



View officia docket sheets and documents associated with cases
View various reports for cases that were filed eectronicaly

Requirements
Hardware and Software Requirements

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

A persona computer running a stlandard platform such as Windows or

Macintosh.

A PDF-compatible word processor like Macintosh or Windows-based
versions of WordPerfect or Word.

An Internet Service provider.

Netscape Navigator version 4.6 or 4.7,( Netscape 6 is not

recommended for use with CM/ECF,) or Internet Explorer 5.5 or 6.0.

Netscape Verson 7 is currently being tested to certify compatibility.

Some users have had positive results with these versions.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert

documents from aword processor format to portable document format

(PDF).

Adobe Acrobat Reader, which isavailable for free, is needed for

viewing PDF documents.

A scanner to transmit documents that are not in your word processing

system. Note: Thiswould only be used for documentsthat cannot

be produced eectronically. Scanned documentslessen the level

of service we provide by sowing down the entire syssem. Weare

moving away from the utilization of scanned documentsinternally

and are asking you to do the same whenever possible.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report festures of the ECF system. If you do not have a PACER login, contact the
PACER Service Center to establish an account. Y ou may call the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at http://pacer.psc.uscourts.gov.

CM/ECF User’'s Manual (March 24, 2004) 5 District of Minnesota



Registering for Access to ECF

Participants will need to register with the court to receive alogin and password for the
ECF system. Regidration information is available on our web Ste at
http:/Aww.mnd.uscourts.gov/cmect.

Once an account has been established, the Office of the Clerk will send your login and
password to you by regular, fird-class mail or by e-mail. Note this information must be
sent directly to the attorney of record and not to support staff.

Registered users can vist atraining verson of the system on the Internet at https.//ect-
train.mnd.uscourts.gov to practice ECF activities. We strongly recommend that
registered users practice in the “training” ECF database before filing documents in the
“live’ ECF database.

Preparation

Setting Up the Acrobat PDF Reader
Users must set up Adobe’ s Acrobat Reader software in order to view documents that
have been dectronicaly filed on the systlem. All pleadings must be filed in PDF format.

When ingaling this product, please review and follow Adobe s directionsto utilize
Acrobat Reader after installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using
the ECF system. Before sending the file to the court, users should preview the PDF
formatted document to ensure that it appearsin its entirety and in the proper format.
How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.

Click on the location and file name of the document to be viewed.

If the designated location is correct, and thefileisin PDF format,
Adobe Acrobat Exchange loads the file and displays it on the screen.
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If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou must convert dl of your documents to PDF format before submitting them to the
Court’ s Electronic Case Filing (ECF) system. The conversion process requires specid
software such as Adobe Acrobat Writer or FinePrint pdf Factory. WordPerfect
versons 9 and 10 have Acrobat Writer built-in and can aso be used to convert
documents to PDF. The District Court of MN does not care what softwareis used to
convert the file. Other options besides Adobe Acrobat include

using the features dready available within your word processing software, or any of the
following:

BCL easy PDF 3.1

eDocPrinter PDF Pro 5.58

eXPert PDF Pritner 2.0

FinePrint pdfFactory PRO 1.57

Jaws PDF Creater 3.0

LeadTools ePrint 3.0

1- Step RoboPDF 3.0 beta

pdf995 and pdfEdit 995

PDF-XChange 2.5

PowerPDF 2.0

602Pro Print Pack 2002

Win2PDF Pro

Using any word processing program convert the file to PDF by:

Ingtalling Acrobat Writer, FinePrint pdfFactory, or any other software
with the capability of converting documents to PDF on your computer.

Open the document to be converted.

Select the [Print ] option (generdly found in the File menu) and in the
diaog box sdlect the option to change the current printer. A drop down
menu with aligt of printer choicesis displayed.

Select Adobe PDFWriter or FinePrint pdfFactory*
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Save i I..,.ﬂ Attorney ;] @I _Eil

E civilcoversheet PDOF ﬂ rezponze in oppozition. POF
'@ complaint. POF '@ summary judgment. PFOF
'@ ECF Matual with criminal. POF

'@ flyer. pdf

ﬂ order on rmation. PDF
'E order rerferning motion. POF
'@ randr. FOF

File narne: |EEF b anual with criminal2. POF Save |
Save as ype: IF'DF files [*.PDF] j Cancel |

Edit Docurnent [nfa. [ “iew PDF File

“Print” thefile. The file should not actudly print out; insteed the option
to save the file as a PDF format file appears.

Make anote of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary by
clicking inthe“Savein” area of the window.

Namethefile, giving it the extendon “.PDF’ and click the [ Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics
User Interactions
There are three generd types of user interactions alowed by the system:
Entering information in deta fidds
Using command buttons to direct system activities.

Mouse-dicking on hyperlinks.

Conventions used in this Manual:

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

Command buttons are represented in this manua in [bracketed boldface
typel.

Hyperlinks are represented in under lined boldface type.
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Documents Filed In Error

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

Generdly, the U.S. Digtrict Court of Minnesotawill be leaving incorrectly filed
documents, in the correct case, on the ECF system. If the document wasfiled in the
incorrect case and needs to be moved to the correct case, please use the phone number
below to request a correction:

Toll FreeHelp Desk 1-866-325-4975

Please make the call as soon as possible after an error is discovered. Y ou will need to
provide the case and document numbers for the document requiring correction. If
appropriate, the court will make an entry indicating that the document wasfiled in error.
Y ou will be advised if you need to re-file the document. The ECF system does not
permit you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.

User's Manual

Y ou can download or view the most recent version of the ECF User’s Manud (in PDF
format) from the Didtrict Court’ s web page. Enter http://www.mnd.uscourts.gov , when
the court’ s web page opens, click on the Electronic Case Filing hyperlink. Another
helpful document to download is the ECF Procedures Guide. Having the latest copies
of both of these documents on hand for reference will increase your success when e-
filing in the ECF system.
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A Step-By-Step Guide
Below is a step-by-step guide for accessing the ECF system, preparing a document for filing,
filing amotion or gpplication, and displaying a docket sheet. We suggest that you go through
the steps on the training database before trying to actudly file a document.
How to Access the System

Users can get into the system viathe Internet by going to

https://ecf.mnd.uscour ts.qov

Or, you may go to the Didtrict of Minnesota s Web site at www.mnd.uscourts.gov and
click on the Electronic Case Filing hyperlink.

Click on Live ECF Link to open the login screen and login to ECF.

Users can access the Training Database by going to

https://ecf-tr ain.mnd.uscour ts.qov
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Logging In
The next screen isthe login screen.

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 activiies and
access attempts are logged.

Instructions

Enteryour ECF login and password for electronic filing capabilities. Ifyou do not need
filing capabilities, enteryour 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 Senvce Center at (800) B76-
G856 or (210) 301-6440.

Anaccess fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access tothis service, Al
inquiries will be charged to your PACER account. [Fyou do not need filing capabilities,
enteryour PACER login and password. The Client code is provided to the PACER
user as a means of tracking fransactions by client. This code can be up to thirty two
alphanumeric characters long.

CM/ECF Account Agreement (This agreement applies only to ECF logins and
passwords - it does not apply to PACER logins)

By accessing this system using an ECF login and password, the registered user (i)
consents to receipt of the electronic notification via e-mail as service of pleadings and
other papers (pursuant to Fed. B, Civ. P. %) and of orders and judgments (pursuant to
Fed R Civ. P_77{d)); and (i) acknowledges that documents filed by opposing
counsel will be considered served upon the registered user for purposes of Fed R,
Civ. P 5ifthey are delivered through ECF.

The Court has the right to add or remove conditions to this agreement. Any changes
will be clearly posted on this login page.

Authentication

Login: I

Passwaord: !

client code: I

Lagin I M

Enter your ECF Login and Password in the appropriate data entry fieds. All ECF login
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names and passwords are case sendtive.

Note: Useyour ECF login and password if you are entering the sysem to filea
pleading or to maintain your account. If you only wish to enter ECF to query
the database for case information or to view a document, enter your PACER
login and password. Y ou will be charged afee to view ECF case dockets and
documents using your PACER login. Use the client code fidd if you are usng
PACER to view documents/docket sheets and you wish to organize your
monthly bill usng dient codes. Do not use this field when logging into the ECF
system as this will prohibit you from successully logging in.

Verify that you have entered your ECF login and password correctly. If not, click on
the [Clear] button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password informetion, click on the
[Login] button to transmit your user informetion to the ECF system.

$ If the ECF system does not recognize your login and password, it will display
the following error message on anew screen.

Login failed either your login nameor keyisincorrect

$ Click on the [Back] button in your browser and re-enter your correct login and
password.
$ If you cannot access the ECF system using your assigned login and password,

please cdl the helpdesk at 1-866-325-4975

Once the Main Menu appears, choosefrom alist of hyper linked options on the top bar.
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Note: Thedate you last logged into the system gppears at the bottom left corner of this
screen. Y ou should review thisinformation each time you login for security reasons. If
you believe your last login date and time are incorrect, or suspect an unauthorized party
isusing your login and password, please telephone the court’s Help Desk as soon as

possible.

Selecting ECF Features

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

Civil- Select Civil to dectronicaly filedl avil case pleadings, motions, and other
court documents.
Criminal- Select Criminal to dectronicdly filedl crimind case pleadings, motions, and

other court documents.

Query- Query ECF by specific case number, party name, or nature of suit to retrieve
documents that are relevant to the case. Y ou must login to PACER before you
can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. 'Y ou must
login to PACER before you can view an ECF report.

Utilities- View your persona ECF transaction log and maintain personal ECF account
information in the Utilities area of ECF.

L ogout - Allows you to exit from ECF and prevents further filing with your password until
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the next time you log in. Only one user can be logged in using the same
login/password at once.

Civil Events Feature

Regigered filers will use the Civil feature of ECF to dectronicaly sef-file and docket with the Court a
variety of pleadings and other documentsfor civil cases. Seethelist of ECF documents at the back of
thismanual. This section of the manual describes the basic steps that you need to take in order to filea
sngle motion with the Court. The processis consistent regardiess of the event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clearsall characters entered in the box(es) on that screen.
Next | o Submit

accepts the entry just made and displays the next
entry screen, if any.

Correcting a mistake:

Use the [Back] button on the browser toolbar to go back and correct an entry made
on a previous screen. However, once the document is transmitted to the court, only the
court can make changes or corrections.

Signatures; Affidavits of Service

Documents, which must contain original sgnetures or require either verification or an
unsworn declaration under any rule or statute, shal be filed dectronicaly with origindly
executed copies maintained by thefiler. The pleadings or other documents dectronicaly
filed shdl indicate asignature, eg., “sJane Doe.”

In the case of a gipulation or other document to be signed by two or more persons, the
following procedure gpplies:

(@ Thefiling party or attorney shdl initiadly confirm that the content of the
document is acceptable to al persons required to sign the document and shall
obtain the physical sgnatures of dl parties on the document.

(b) Thefiling party or atorney then shdl file the document ectronicdly,
indicating the Sgnatories, eg., “sJane Doe,” “<g/John Doe,” etc.

(c) Thefiling party or attorney shdl retain the hard copy of the document
containing the origind sgnatures after the case ends, a least until the time for dl

appedls has expired.
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(d) A non-filing Sgnatory or party who disputes the authenticity of an
electronicdly filed document containing multiple signatures or the authenticity of
the sgnatures themsalves must file an objection to the document within ten days
of receiving the Notice of Electronic Filing.

Filing a Civil Complaint
The Court will accept complaints sent by e-mail, sent by U. S. Mail, or delivered in person to
the clerk's office.

E-Mail

If you e-mail your initiating documents you must send the PDF versons of the complaint and
civil cover sheet and indicate the payment option you wish to use for the filing fee. If you are
applying for IFP gtatus, this document may aso be submitted in PDF and included in the e-mall
to following address. newcases@mnd.uscour ts.gov

Déelivered in Person

If you wish to deliver your documentsin person to the clerk’ s office you may bring the civil
cover sheet (JS-44) and the complaint, which lists the case party information, and a check,
money order or credit card in the amount of $150.00. The court will accept the documentsin
paper format (which will be scanned by the clerk’ s office) or on disk/CD ROM.

Mailing Documents

Mailing the initisting documents will not be any different from the standard procedures the court
currently hasin place for handling initiating documents. Please send your civil covershest,
complaint and form of payment (or an |FP gpplication) and the clerk’s office will initiate the
case.

Summonses

a The clerk’ s office will receive summonses to be issued sent by e-mail, sent by
United States mail, or delivered in person to the clerk’ s office.

b. E-mail summonses may be sent to the e-mail addresses listed above adong with
the initiating case documents.

C. A party may not eectronicaly serve asummons, but instead must effect service
according to the Federdl Rule of Civil Procedure 4.

d. Summons forms can be found on the Court’s externa webdste.
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Filing Documents for Civil Cases
There are eight basic sepsinvolved in filing a document:

1) Sdect the type of document to file (see Attorney Event Menu).

2) Enter the case number in which the document is to be filed.

3) Desgnate the party(s) filing the document.

4) Specify the PDF file name and location for the document to befiled.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary.

7) Submit the pleading to ECF.

8) Receive natification of dectronic filing.

After successtully logging into ECF, follow these steps to file your document.

Criminal + Ouery * - Ll = B Locpousk 6

Filing an Answer in a Civil Cases

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying al of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing an Answer in ECF. The processis

gamilar for filing other pleadingsin ECF.

Click on Answersto Complaints, under Initial Pleadings and Service

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

Back|

that you entered an invaid case number, click on to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. Thiswindow is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Designate the party(s) filing the document

Answers to Complaints

0:01ew00020 Osterbers v, Parleer

select the filer.
Select the Party:

Osterberg, Wendy [Plaintiff] AddiCreate New Party
iParker. John [Defendant]
P et I Clear |

Highlight the name of the party or parties for whom you arefiling themotion. If you represent
dl defendants or dl plaintiffs you may sdect the entire group by holding down the control key
while pointing and clicking on each party of the group

After highlighting the parties to the mation, dick on the[Next] button.

Note: If your party does not gppear, see the section of this manua titled Add/Create New
Party.

4. The Attorney/Party Associations Window
If thisisthefirg time the attorney isfiling in the case, an associaion window will appesr.
The purpose of the window is to create an association between the attorney and the
party. Check the box if indeed the attorney and party should be connected in ECF.
Click the[Next] button.

Answers to Complaints
00 e DOCEE Johnson v Hudleston

[The fzlowang attomewparty z=sociatons da oot east Bar Hus case
Fleaze checle wrhich sssaciabions stendd be created for this case:

_I;_:I-]u-lltsranm. Sarablpty dfth represented Ly Atborneyx 10, (aty)
Mext | Clear |
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5. Specify the PDF file name and location for the document to be filed.

Answers to Complaints
£.023cy00029 Johnson v, Hudleston

Include Date # Docket Text

| | 10/20/2003 1 COMPLATNT against Sarah Hudleston (Filing fee § 150 | filed by Laura
Iohnzon (Attachments: # (1) Crvl Cover Sheet)(Ichab, Bal)

melect the pdf document (for example; CA19%cw201-21 pdf).

Filename
Browse... |

Attachments to Document: & Mo O Tes

Nextl Clear |

ECF displays awindow for linking the answer to the complaint and a field for locating and
entering the PDF file of the document you are filing in ECF.

= Using theleft mouse button, dlick inddethel ndude checkbox to link theanswer being
filed to the complaint in thefile

Note: Itisimperativethat you attach an dectronic copy of theactud pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

= Next, you mugt dso link the PDF document to the filing. Click on the [Browsg]
button. ECF opens the following screen.
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Look in: IM Desktop ;I %‘I ﬁ!

E ty Computer [ farms

ﬁ ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |
o

Navigate to the gppropriate directory and file name to sdect the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

= Onceyou have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the Answer sto Complaints screen.

= If there are no attachments to the answer, click on[Next].

= If you have Attachments to your answer, you will sdect[Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 6, “Adding
Attachmentsto Documents Being Filed”.

In the event you sdected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.
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Answers to Complaints
0:01cw00020 Osterberg v. Parker

EEEOE: Document 15 not a well-formed PDF document (ne further mformation 13 avalable).

Back I

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Answer sto Complaints screen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message

If you dick [OK] from the screen depicted above ECF will return you to theAnswer sto
Complaints screen. 'Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your answer during the previous step, a
new Attachment screen appears.

Answers to Complaints
0300001 Weagnar v, Ostarbarg

Select one or more attachments.
13 Eater the pdf document that contams sttachment for sample: C:lappende pdb).
Filename

[ Ercrize

21 Ab your opbion, select a docwmnent brpe andfor enter a desceiption.
Type Description
| =

31 Add the Blename o the het bo belowe. IEyou have mere attachenerts, go back: to

|7 Add o List

Remawve frarm List |

MHest
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Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the atachment more fully, click in the Descri ption box and type aclear and
concise description of the attachment.

Click on[Add to List].
ECF adds the sdected document as an attachment to the pleading. A new Answers
to Complamts screen opensto digplay the file name of the newly attached document.
Repeat the sequence for each additiona attachment.
After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicdly and when scanned
are greater than 2MB (2,000 KB or smilar 100 pages of plain typed text) in size, may be
submitted in paper format. Filers should submit arequest to the Digtrict Court for review of
paper filings. Look to the ECF procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronically.

CM/ECF User's Manual (March 24, 2004) 22 Minnesota District Court



7. Counterclaim, Cross-Claim or Third-Party Complaint?

If the answer you are filing has a counterclaim, cross-clam, or third-party complaint, you
must select the checkbox before the appropriate option.

Answers to Complaints
EB03cy00029 Johnson . Hudleston

™ Does this filing include a counterclaim ? (If yes, click on the box)

™ Does this filing include a eross-clamm 7 (If ves, click on the box)

™ Does this filing include a third-party complaint? (If yes, click on the bozx)
[Current Jury Demand walue is highlighted on a subseguent screen.

If the highlighted value is correct, do NOT change it.

+ If ONMLY PLAINTIFF has demanded jury, wvalue should he p (FPlaintiff)

+ If ONLY DEFENDANT has demanded jury, value should he d (Defendant)
+ If BOTH sides have demanded jury, value should be h {(Both)

Nextl Clear |

8. (Optional) Third Party, Cross-Claim or Counterclaim Additional
Information
If in the previous window athird party, cross-clam or counterclaim was sdected you must
choose the party for whom this new filing isagaing. If it isa party that aready is associated
with the case, sdlect the party from the list provided, if not, click on the Add/Create Party
hyperlink. DO NOT USE PUNCTUATION when entering party names. Once the
additiond party is added and sdlected, click on the [Next]. button.

LAnswers bo Qomplaints
B0 D0 Jobwis on v Hool eston

Third Py { omspliaint
skt frann thet Fellomrg Lot the poteyd] o gallion whom Fou s flag B Third-F amy Complunt

Hedect the Farty; (1] Halort 3 Croage

Hudkesinn Earah Dotan i .34/ Crm g Hewr Fprie
Jotnsan, Laum [Fainfi] & Ha Gezup
Al Defendants
A1 Plaonfiy
Al Paties
ol Chanr
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9. Jury Demand

The window appears showing the current jury demand status of the case. Use the drop-
down arrow to select another option if the defendant aso has ajury demand. Choose Both

if the plaintiff dready had ajury demand or choose defendant if there was no previous jury
demand. Click on the [Next] button.

Answers to Complaints
F03cwD0029 Johnson v, Hudleston

Update Jury Demand

Jury Demandln iMone) ;I
Nexti Clear |

10. More on Jury Demands
A window appears for more information on jury demands. If the defendant does indeed
have ajury demand, type the text “ Jury Demand” in the text box provided. If not, leave

thiswindow blank. Thisinformation gppears on the docket sheet. Click on the [Next]
button.

11. Modify docket text

Answers to Complaints
6:03cyv00029 Johnson v, Hudleston

Docket Text: Modify as Appropriate.

| ANSWER to Complaint with Jury Demand | A z
THIRD PARTY COMPLAINT i against ABC Electronics by Sarah Hudleston .
(Attorney10, )

I et | Clear |

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxes to asss in the clarifying text. Thiswindow may contain various boxes

depending if a cross-clam, counterclam or third-party claim was selected previoudy. Click on
the[Next] button.
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12. Submit the pleading.

Review the docket text and correct any errors. If you need to modify data on a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Docket Text: Final Text

ANSWER to Complaint with Jury Demand, First THIRD PARTY COMPLAINT against ABC Electronics by
Sarah Hudleston.(Attorney10, )

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

Nex‘cl Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will haveno
further opportunity to modify this transaction if you continue.

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

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

clicking on the Web Browser [Back] button until you return to the desired screen.

13. Notice of Electronic Filing
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[Hutive «f Electroe: Flg

[The folkremng tranzacbon was entered on W52000 2 316 AW C5T and Aed ox 312200
Casn Namwe: Jehnsen 7 Hudkaton
Case Number:  fill2cv-25

|Filer: Sarth Hodenen
[hacemest Hu.uhl:?
(Dincket Text

[AITERER to Complart with Jiry Denend Frot THIED PARTY COMFLAINT sgpmet A2 Blecromcs by Sarch Budesion (Aomeyl0,)
[The felloumg documem(s] am asrocaed with His Tamcin
(Docusent deseription: b Docuped

Hirizinal flename:n's
[Electrune: dorument Stamp:

[STANE deecfBtamy =1001215216 [Date=3r152004] [Fellumber=T3M0-0]
AT a0 1 67 B 14 0 B S B R T b TS 1 d F89 B T o2 MELRD
Tevbfat e e 324 d el S St 1 bl e 1 0 M 3T el 751 156
:03-£v-29 Neder will e ebectreaically maded to:

ittormey knderocn Erstre Wegnerifimod woawts goe,

uttommeey 10 rinedotreen | B d uscourts goe

.03 -ev- 29 Weder will st be elecooniedlly maded i

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is row an officid court document. It aso displaysthe
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly natified of thefiling.

Note: Itisthefiler’s responghility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNoatice of Electronic Filing to

the designated attorneys and parties who have supplied their E-mail addresses to the Court.

Individuas who receive dectronic natification of thefiling are permitted one "freelook” a the

document by clicking on the associated hyperlinked document number embedded intheNatice
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of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceis required to be filed either a the time of the filing in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Motion in Civil Cases
1. Select the type of document to file

Sdlect Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing aMotion in ECF. The processissmilar
for filing other pleadingsin ECF.

Click on Motions, under M otions and Related Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and dick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Select the type of Motion being filed.

From the drop-down list, choose the type of motion being filed. Multiple motions can be
selected using the control key. Once highlighted, click on [Next].

4. Designate the party(s) filing the document

IMotions
F:03cw00029 Johnson v, Hudleston

Select the filer.
select the Party:

ABC Electronics, [ThirdParty Defendant] | AddiCreate New Party
Hudleston, Sarah [Detendant]

Hudleston, Sarah [ThirdFarty Flaintiff]

Jdohnszaon, Laura [Flaintiff]

Nextl Clear |

Highlight the name of the party or partiesfor whom you arefiling the motion. If you represent
al defendants or al plaintiffs you may sdlect the entire group by holding down the control key
while pointing and clicking on each party of the group

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

Note: If your party does not gppear, see the section of this manual titled Add/Cr eate New
Party.
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5. Specify the PDF file name and location for the document to be filed.

|Mntions
B 03cwD0029 Johnson . Hudleston

=elect the pdf document (for example: CA19%cw501-21 pdf).

Filename
Browse... |

Attachments to Document: & o O Tes

Mt | Clear |

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

*= You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

2]
Loak in: I:\d Desktop ;l %I |‘j€I I
g by Computer [_1farms
'-‘f_} by Documents 2
':'1', Metwork, Meighborbiood [ tarch 10
|1 Calendar [ materials fram athers
L3 compLter security Ca Org-6 M anual
|1 dawiz 3 pam
|1 Flawcharts fram MD [ site wisit
R 2l
File name: | Dpen |
Filez of ype: l,-'l‘-,ll Files [*7] ;I Cancel |
S
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= Navigate to the appropriate directory and file name to select the PDF document
you wishtofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have sdlected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | =3l PDF Files =

Ei 001 01 ration

Select

Prirt ’ !

gfl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Yes] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 6, “ Adding Attachments
to Documents Being Filed”.

In the event you sdected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

|Mntiuns
Q03cv00001 Wegner v, Osterberg

EEEOE: Document i3 not a well-formed PDF document (ho further information 13 available).

Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Motions screen. Select and
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highlight the PDF file of your pleading and proceed as before.
Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dlick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your motion during the previous step, a
new Attachment screen appears.

Motions
0:03cw00001 Wegner v Osterberg

Kelect one or more attachments.
1) Enter the pdf decument that containg attachment (for example: Clappendiz pdf).
Filename

IK:\HDme\MTRﬁ-\IM WAttorney Trainingiansw,  Browse... |

B0 At yvour option, select a document type andfor enter a description.

Type Description

| Adfictavit =

5% &dd the filename to the lst box below. If you have more attachments, go back to 3t

Acdd to List
Rernowe from List |
Mext |

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

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

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

Click on[Add to List].

- ECF adds the selected document as an attachment to the pleading. A new Motions
screen opensto display the file name of the newly attached document.
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Repeat the sequence for each additiona attachment.
After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicaly and when scanned
are gregter than 2MB in Size, may be submitted in paper format. Filers should submit a

request to the Digtrict Court for review of paper filings. Look to the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronically.
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7. Modify docket text

|Motions
6:03cv00029 Johnson . Hudleston

Docket Text: Modify as Appropriate.

| < MOTION to Compel | | MOTION to Continue
|

by Sarah Hudleston . (Attorneyl0, )

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxesto assist in the darifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify data on a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Motions
5:03cv00029 Johnson v, Hudleston

Docket Text: Final Text
MOTION to Compel Evidence, MOTION to Continue by Sarah Hudleston. (Attorney10, )

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

M Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

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

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

clicking on the Web Browser [Back] button until you return to the desired screen.
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9. Notice of Electronic Filing

U8, Distict Corr
District of Minnesota
Hatice of Electrome Fling

[he folleasing transaction was sotersd om 3F1T2004 at 1153 B 25T and fled on 3017/2004

Case Mamme; Ostecberg = Parcer
Caze MNumiher: 00 1-cu-201
Hiler: Joshes Parder

Document Mumber: £

Daelcet Text:
WO T to Compel evidence by Jobn Parker. (admin,

[he Ezllcwing documents) are associst=d with this bansachen

Daeurment deseription: hizn Dacumert

Driginal filename:n'z

Flectronic dooument Stamp:

TAME deecitemp_TD=105121 5216 [Crate=31172004] [FileFamber=r4704-0]
Kok 150 S0ERS 3k e d S d3 1085522 378 51 Sebil be 21 20T e b T aba b 1o dfal 144
G50E0fbdd aafe? A4 59 121662 72 bafM 43092 16k Se0046 5ab0 5c8e 146])

A01]-cv- 20 Wotice will be electronically mailed to:

miterney ] mod trami@mnd wscourts gev, ecfatternes 1 5000 Eyabeo. com

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.

CM/ECF User’'s Manual (March 24, 2004) 35 Minnesota District Court



E-Mail Notification of Filed Documents

After apleading iselectronically filed, the ECF System sendsaNoatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic notification of the filing are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Sheet to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Notice of Motion
1. Select the type of document to file

Sdlect Civil from the blue menu bar a the top of the ECF screen. The Civil Event window
opensdisplaying al of the events from which you may choase for your filing. This section of
the User's Manua describes the process for filing aNotice of Motion in ECF. The
processis Smilar for filing other pleadingsin ECF.

Click on Notices, under Other Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Select the sub-type of notice being filed.
From the drop-down list, choose Notice of Motion Hearing. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

[Hetices
B0 300029 dahnaon v. Hudieson

Talect the plil decument o example: O 01 -21 pdf]
Filen assee
| Brosasa...

Uutachmewts to Decsmest: & 1o © Yea

| ot |

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
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retrieve and read your document from within ECF.

= Next, you mugt dso link the PDF document to the filing. Click on the [Browsg]
button. ECF opens the following screen.

2]
Lok ir: I:{{j Desklop ;I %l EFI I
g ky Computer [ farms
'-‘f} ky Documents 12
'_!'ﬂ M etwark, Meighborbood [CMarch 10
|1 Calendar [ matenials fram others
] computer secunty [ Qrg-E Manual
1 davis L3 pam
|1 Flowcharts fram MD [ site wisit
o 1 i
File name: | Open |
Files of twpe: !,E'-.II Filesg [*7] ;I Cancel |
o

= Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you seected. Y ou should view it to verify that it is the correct document.
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File Upload

Laok jn: | ‘=3 PDF Files =

[ él:ll:h::'-.-"l 07 motion

Select

Prirt ’ !

Bl AddtoZip

B a e

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Notices screen.

If there are no attachments to the notice, click on[Next]. A new Notices window
opens. Go to Section 6, “Motion Reminder,” to proceed with your filing.

If you have Attachments to your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “ Adding
Attachmentsto Documents Being Filed” .

In the event you selected and highlighted afile that isnot in PDF format, ECF will
display the following error message after you click on the [Next] button.

INntices
001 cwD0020 Osterberg v, Parker

EEEOCE: Document 15 not a well-formed PDF document (no further information 1z avalable).

Back |

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

Click on the[Back] button and ECF will return to theNotices screen. Sdect and highlight
the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fall to select a document to file with your pleading, ECF will display the error message
depicted below.
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If you click [OK] from the screen depicted above ECF will return you to the Notices
screen. 'Y ou cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your notice during the previous step, a
new Attachment screen appears.

INotices
0:01cy00020 Osterberg v, Parker

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

Filename

| Browse... |

2 At wour option, select a document type andfor enter a description.
Type Description

I ||

3% A dd the filename to the list box below. If you hawe more attachments, go back to
A to List
Fiemawe from List |

[ Nex|

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

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

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

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new Notices
screen opensto display the file name of the newly attached document.
Repeat the sequence for each additiona attachment.
After adding all of the desired PDF documents as attachmerts, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Sze, may be submitted in paper format. Filers should submit a

request to the Digtrict Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.
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Note: For moderate length paper attachments, congder dividing them into two or
more smaller attachments, scanning, and filing them eectronically.

6. Motion Reminder
A window gppears reminding the filer that the motion must be filed before the notice,

If the motion has been filed, click on [Next]. If the motion has not been filed, abort this
transaction and file the motion.

|Nntices
E.03cy00029 Johnson v, Hudleston

Docket your motion hefore continuing,.
Enter the deadline information, then select the appropriate motion(s).

Nextl Clear |

7. Motion Hearing Date/Time
Use thiswindow to select the date/time and location of the motion hearing. Dates should
be typed using a/ or — separator. Click on [Next].

[Motices
B:.03cv00029 Johnson v, Hudleston

MMotion Hearing
Date | Time O AM C PM
Locationl :_I Tudge l Montgomery, Ann D (pre) :j

WSelect docket entries which are to be associated with the abave schedulefs).

Filing Date " Docket Text

Select another deadline of this type

et Clear |

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
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screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Notices
B:03cv00029 Johnson v, Hudleston

Docket Text: Final Text

NOTICE of Hearing on Motion Motion Hearing set for 3/31/2004 09:00 AM in Minneapolis - Courtroom
14W before Ann D. Montgomery. (Attorney10, )

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

M Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

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

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

LB, Dhistrict Cowrt

Tistrict of Mimeasata
Tetice of Eltctronic Filng
e Elowng ransachon was entered an 172004 a3 1158 P C8T and fled on 312004
Dt I Chaterberg v, Parler
Zase Tumher: 0] -gv-200
TilleT
Jormvsant Memhar: 9
Jerket Text:

TOTICE of Haaring on Mation [2] MOTICH te Coangel: Mation Hearng set f2 47102004 0200 AR in !
Bolan (adven, §

T Eedowmng dacimment(a) ae aesccipisd wih thie raneachen

Jerumesnt descriptionehixn Docwmen

Inginad filssamaznia

Theemremie doemsnomt Sramg:

ETAME descfStamp_D=1021215214 [Date=30172004] [FieH arbear=74707-0]

Zadaci] SR 1fBTRE VA TAREA 1 20047 Taal lodcTaeTebi R 1 B306a 7 529 T Eh 2 TE20
i el ddiht 1 Tedcn B 16 M beB Acte e 25 defch Banfi24h 3b 1 ehord 35]

1:01-pw- 30 Motice willl be electosically madad to:

Lt amed e 1T e ke e sk s SO o

B Do

The screen depicted above provides confirmation that ECF has registered your
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transaction and the pleading is now an officid court document. It dso displays the
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’s PDF file,

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

Sdlect [File] on the web browser menu bar, and choose Save As...from thedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
electronic natification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive eectronic natification of thefiling are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNoatice
of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manual) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Memorandum in Support of a Motion in Civil Cases

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing a M emorandum in Support of a

M otion in ECF. The processis smilar for filing other pleadingsin ECF.

Click on Responses and Replies, under Motions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Select the type of Other Filing being filed.
From the drop-down list, choose memorandum in support of a motion. Click on [Next].

4. Selecting the Filer
Use the mouse to highlight or select which party(ies) arefiling the affidavit. Click on [Next].

|Respnnses and Replies
0:01cw00020 Osterberg v Parker

Select the filer.
~elect the Party:

Osterberg, Wendy [Plaintiff] AddiCreate New Party
Farker, John [Defendant]

[exd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Responses and Replies
0:01cw00020 Osterberg w. Parker

=elect the pdf document (for example: CA19%w501-21 pdf).

Filename

| Browse.., |

Attachments to Document: & Mo © Yes

Mlexd | Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents that you intend to filein ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

Look in: I:\ﬁ Dezktop ;I %I ﬁii I
E ty Computer [ farms
ﬁ ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |
i

= Navigate to the gppropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
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[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the Responses and Replies screen.

If there are no attachments to the motion, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.
If you have Attachments to your memorandum, you will sdect [Yes] on the screen

depicted above. Click on [Next] and proceed to the first step in Section 5, “ Adding
Attachmentsto Documents Being Filed”.

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

|Mntiuns
0:03cy00001 Weagner v, Osterberg

EEE.COE: Document 15 not a well-formed PDF document the further mformation 15 avallable).

Back |

ECF will not permit you to select afile for your pleading thet is not in PDF format.

Click on the [Back] button and ECF will return to the Responses and Repliesscreen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdlect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your memorandum during the previous
step, anew Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

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

Next to the field for attachment Type, dick on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

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

Click on[Add to List].

ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desred PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are gregter than 2MB in size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronicaly.
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6. Refer to an Existing Event?

Thiswindow alows thefiler to link the memorandum with other documents that have been filed
aready. A lig of previoudy filed documents appears. Using the mouse, select by clicking inthe
checkboxes provided, which documents you wish to link the memorandum to. Click on [Next].

Responses and Replies
0100020 Ostarberg W, Paar

Redact bhe grproprials avekiiil b wildek o vl relkiieg.

l_ 027242004 4 EEPCOET AND BECCOMMEMNDUATICH re [2] MICTIO For Summarny
Tudgmesit Hed bar Toby Pardeer Objections to 2R doe by 352004 Sigred by
Tirdge Arthur J Belan on Q224404 (admin )

™ 03222004 T MACTIOM fer Discovery of Derumemis by John Fadoer. [(Attomey1, )

ﬂl Elaar !

7. Modify docket text

[Responses and Replies
(010400020 Ogterterg v Poriar

Docieat Text: Modliy as Apgiopriae,

BAERI R AT in Suppars re [ 7] BAOTION for Diseovery of Dovumens | fed by Jodm
Farker _ jAttomeyl, b

el e

Click in the open text area to type additiond text for the description of the pleading. Click on
the[Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.

responses and Replies
0:01cy00020 Osterberg v, Parker

Docket Text: Final Text
MEMORAMNDUM in Support re [F7] MOTION for Discovery of Documents filed by John Parker. {Attorney1, )

ittention!! Pressing the NEXT hutton on this screen commits this transaction. ¥ ou will have no further opportunity to
modify this transaction if you continue.

ext] Clear I
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Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

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

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

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

h:esp-nnses and Replies
00 eDO0A0 Dsierber v Faoar

%, Dhistrict Clowst
Dhstriet of Mienesota
[oeace of Electreqa: Fileg

Ihe followng transachon was epbered oo 323 2004 at 128 BM CST and fled an 3000

[ een Mamae: Oisterbery v, Farcer
|- ase TNumber: 0:01-cu-20
Filer: Jebn Farker

Procusment Mmber: 11

[roekier Tewt:
MEMOEAMDUM o Svpp ot e [ T] BOOTIOMN for Discovery of Dovarents Bed by Jobn Pardcer, (Attarneyl, )

[ha folkowing doemmend(s) ara asseciatsd with tie rmiacticn

Pocument desoription:Idam Tocmment

[rxgimal Glename:n'a

Electy omie dosusnant Seamg:

STAMP drecfStanp ID=1051213216 [Date=32 22004 ] [FieNumber=T6 19007
LR THEN ef21 1 LEa3n ok Jald d1eal6 2] IS He 22 TRET1 2301 3 bad bl ST EL T
Sbedaidib 2B 1251329530 ERS56T 6 Leab Jald Skt i) 1527 Tac ek BS] |

ECF the ECF filing receipt window.

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It aso displaysthe
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Noticeof Electronic Filing representsyour Certificate of Service. The Court
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addresses to the Court. The
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ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronicaly natified of thefiling. Itisthefiler’s responsbility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mall addresses to the Court.
Individuas who receive dectronic natification of thefiling are permitted one "freelook” a the
document by clicking on the associated hyperlinked document number embedded in theNotice
of Electronic Filing. The filer is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieval of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Note: It is the responghility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho have indicated they do not have E-mal
accounts.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing an Affidavit in Support of a Motion in Civil Cases

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing an Affidavit in Support of a Motionin
ECF. The processis smilar for filing other pleadingsin ECF.

Click on Responses and Replies, under Motions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amation and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the type of Other Filing being filed.
From the drop-down lit, choose affidavit in support of a motion. Click on [Next].

4. Selecting the Filer
Use the mouse to highlight or select which party(ies) arefiling the affidavit. Click on [Next].

|Respnnses and Replies
0:01cw00020 Osterberg v Parker

Select the filer.
~elect the Party:

Osterberg, Wendy [Plaintiff] AddiCreate New Party
Farker, John [Defendant]

[exd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Respunses and Replies
0:01cw00020 Osterberg v, Parker

=elect the pdf document (for example: CA19%cw301-21 pdf).

Filename

| Browse.., |

Attachments to Document: & Mo ¢ Yes

Ne:-:tl Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to filein ECF MUST reside inPDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

Look in: I:\ﬁ Dezktop ;I %I ﬁii I
E ty Computer [ farms
ﬁ ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |
i

= Navigate to the agppropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip
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Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.
If you have Attachments to your answer, you will sdect [Y es] on the screen depicted

above. Click on[Next] and proceed to thefirst step in Section 5, Adding Attachments
to Documents Being Filed”.

In the event you selected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

|Mntiuns
0:03cy00001 Wegner v, Osterberg

EEEOE: Document i3 not a well-formed PDF document (ho further mformation 13 available).

Back |

ECF will not permit you to sdlect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will return to the Answer s to Complaints screen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fall to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your motion during the previous step, a
new Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

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

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

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

Click on[Add to List].

ECF adds the selected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the District Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdler attachments, scanning, and filing them eectronically.
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6. Refer to an Existing Event?
Thiswindow dlowsthefiler to link the affidavit with other documents that have been filed
aready. Click on the checkbox provided to sdect another document. Click on [Next].

If this option was sdlected, alist of previoudy filed documents gppears. Using the mouse, select
by clicking in the checkboxes provided, which documents you wish to link the affidavit to. Click
on [Next].

7. Modify docket text

Other Documents
0310029 Johnsan v, Hudleston

Docket Text: Madify as Appropriate.

AFFIDAVIT re [9] MMOTLON to Compel Evidence MOTION to Contivoe hy Sarah
Hudleston . (Attorneyl0, )

EI Dle-arl

Click in the open text areato type additiond text for the description of the pleading. Use the
drop-down boxesto asss in the clarifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. |f you need to modify data on a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
alter. Click on the [Next] button to file and docket the pleading.

|other Documents
5:02cv00029 Johnson v, Hudleston

Docket Text: Final Text
AFFIDAVIT re [9] MOTION to Compel Evidence MOTION to Continue by Sarah Hudleston. (Attorney10,)

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

Nextl Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits thistransaction. You will haveno
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:
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clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing
[Hitice of Electrom: Flag

[The folkremng tranzacbon was entered on W52000 2 316 AW C5T and Aed ox 312200
Case Name: Jehasen v Budkston
Case Number:  fill2cv-25

|Filer: Sarth Hodenen
[hacemest Hu.uhl:?
(Dincket Text

[AITERER to Complart with Jiry Denend Frot THIED PARTY COMFLAINT sgpmet A2 Blecromcs by Sarch Budesion (Aomeyl0,)
[The felloumg documem(s] am asrocaed with His Tamcin
(Docusent deseription: b Docuped

Hirizinal flename:n's
[Electrune: dorument Stamp:

[STANE deecfBtamy =1001215216 [Date=3r152004] [Fellumber=T3M0-0]
AT a0 1 67 B 14 0 B S B R T b TS 1 d F89 B T o2 MELRD
Tevbfat e e 324 d el S St 1 bl e 1 0 M 3T el 751 156
:03-£v-29 Neder will e ebectreaically maded to:

ittormey knderocn Erstre Wegnerifimod woawts goe,

uttommeey 10 rinedotreen | B d uscourts goe

.03 -ev- 29 Weder will st be elecooniedlly maded i

ECF the ECF filing receipt window.

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

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

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Noticeof Electronic Filing representsyour Certificate of Service. The Court
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicaly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly natified of thefiling. 1tisthefiler’s responshility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.
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E-Mail Notification of Filed Documents

After apleading isdectronicdly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of the filing are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyouto copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Note: It is the respongbility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-mal
accounts.

Certificate of Service

A Certificate of Serviceisrequired to be filed either & the time of the filing in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing Exhibits in Civil Cases

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opensdiplaying al of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing Exhibitsin ECF. The processis smilar

for filing other pleadingsin ECF.

Click on Trial Documents, under Other Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and dick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for the filer to be reassured they arefiling in the correct case.
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3. Select the Docket Sub-type.
From the drop-down ligt, choose exhibits. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Trial Documents
00 evD0020 Osterberg v, Parker

Date document filed (mandatory)
31842004

=elect the pdf document (for example: CA9%cw501-21 pdi).

Filename

| Browse, . I

Attachments to Document: © o & Yes

Next Clear i

Note: Itisimperaivethat you attach an ectronic copy of the actud pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to the filing. Click on the [Browse] button. ECF
opens the following screen.
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Look in: IM Desktop ;I %‘I ﬁ!

E ty Computer [ farms

ﬁ ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |

o

= Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
locetion in the Trial Documents screen.

If there are no attachments to the exhibits, click on[Next]. A new Trial Documents
window opens. Go to Section 6, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdlect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding Attachments
to Documents Being Filed”.
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In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

Trial Documents
0:01cy00020 Osterberg v, Parker

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 15 avalable).

Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will return to the Trial Documentsscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message

If you dlick [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.
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Trial Documents
00ewD0020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappendz pdf).
Filename

l Browse. .. I

21 At vour option, select a document type andfor enter a descnption.

Type Description
l i

) Add the filename to the st box below. Ifyou have more attachments, go back to

Al to List |

Remove from List |

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

Next to the fidd for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

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

Click on[Add to Lig].

ECF adds the sdected document as an attachment to the pleading. A new
attach ments screen opens to digplay the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look to the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper atachments, consider dividing them into two or
more smdler attachments, scanning, and filing them dectronically.

6. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the exhibits. Click on [Next].
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Trial Documents
01 ¥ P

[Belect the fler,
Splect the Pariy:

Distarbang Yvandy [Fl=intif] AddiCreare Mew Pﬂ
Parkar. Jahn [Cedendard]

sot| gl
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7. Modify docket text

Trial Documents
00 cv00020 Dsterberg v, Parlesr

Docket Text: Medify as Appropriata.
ENHIEIT | by Johm Parker .. (Adtachments: # (1) Exkibit Tahs A- W (2} Exhehet Tabes I-5)
(Attormeyl,

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxesto asss in the dlarifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify data on a previous

screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Trial Documents
Q000 Oistarbary v Parkear

[ el Tt Flivad Tizan

EXHIENT bry John Parker_ [Attachments: # 1) Exhibit Tabs A-M# (%) Exhibit Tabs N-ZWAttomey1, )

Attemitian!] Preging tho WENT hetton en this sersan eomnits thic trassaetion. Vow will hove no firther oppsstanity to
s dify this ransaedon  yeu continse.

ot | _oia]

Note: The screen depicted above contains the following warning.

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

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

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

clicking on the Web Browser [Back] button until you return to the desired screen.
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9. Notice of Electronic Filing

Criminal . Query * Reports

Trial Documents
0:01cy00020 Osterberg v, Parker

U.S. District Court

District of Minnesota

Motice of Electronic Filing

[The following transaction was entered on 3/18/2004 at 0:06 AW CST and filed on 3/18/2004

Case Name: Oisterberg v. Parker
Case Number: 0:01-cw-20
Filer: John Parker

Document Number: 10

[Crocket Text:
[EXTHIBIT by John Parker . (Attachments: # (1) Extubit Tabs A-W# (2) Exhibit Tabs -2 Attorney]1, )

[The following document(s) are assoctated with this transaction:

ocument description: Main Document
(Original filename:nfa
lectronic document Stamp:

[STAMP deectStamp. ID=1051215216 [Date=3/1%/2004] [FileMumber=74710-0]
[404eb3F53463bad 2856277 dbA0e8H 622642674 3be 105ba3ddT6beac0s 2Racc8d73b
0226fca?d56bas2dabTSeaTb 188dE10db 14bEa2E6 dedbid5daé 1400003b]]

44 m

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It so displaysthe
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’ s PDF file.

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

Sdlect [File] on the web browser menu bar, and choose Save As...from thedrop-
down window to save the receipt to afile on the hard drive of your compuiter.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile onyour computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addresses to the Court. The

ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s responghility to serve hard copies of the pleading and the

Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of the filing are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. The filer is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of the filing in ECF and
attached as a PDF attachment (an example is attached to the back of this manuad) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.

CM/ECF User’'s Manual (March 24, 2004) 68 Minnesota District Court



Filing a Certificate of Service in Civil Cases

Certificates of service can ether be filed as an attachment in ECF during afiling. If thisis done,
the filer must firgt find out ahead of time who will receive the filing by e-mail and whom the filer
must send hard copiesto. This can be achieved by dicking on UtilitiesMailinggMailing Info for
aCase If thefiler isfiling multiple events at the same time, then a separate certificate of service
can be filed and the steps are outline below.

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing Certificates of Servicein ECF. The
processis Smilar for filing other pleadings in ECF.

Click on Initial Pleadings and Ser vices, under Ser vice of Process.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Select the Docket Sub-type.
From the drop-down list, choose cer tificate of service. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Service of Process:
L0 cwDD0Z20 Osterberg v, Parker

=elect the pdf document (for example: CA199cw201-21 pdb).

Filename

I Browse. . I

Attachments to Document: & Mo © Yes

Nextl Clear |

Note: Itisimperativethat you atach an eectronic copy of theactua pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

= You mug link the PDF document to thefiling. Click on the[Browse] button. ECF
opens the following screen.
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Look in: Im Desktop _:! %‘I ;F_l

E ty Computer [ farms

‘fi} ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |
o

= Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

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

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Ser vice of Process screen.

If there are no attachments to the exhibits, click on[Next]. A new Service of Process
window opens. Go to Section 6, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding Attachments
to Documents Being Filed”.

In the event you sdlected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.
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Service of Process:
o0 cyDD0Z20 Osterberg v, Parker

EEE.COE.: Document is not a well-formed PDF document (o farther information 15 available).
Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will returnto theSer vice of Processscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message

If you click [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.
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Service of Process:
0.0 cw00020 Osterberg v, Parker

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

I Browse. . |

20 At yvour option, select a document type andfor enter a description.

Type Description
I =l

33 Add the filename to the st box below. If you have more attachments, go back to St

Addto List |

Rermowe from List |

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

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the atachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicdly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look to the ECF procedura guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdller atachments, scanning, and filing them dectronically.

6. Selecting the Filer
Use the mouse to highlight or sdlect which party(ies) arefiling the certificate of service. Click on
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[Next].

Service of Process:
0:01cv00020 Osterberg v, Parker

Select the filer.

Select the Party:

AddiCreate MNew Party

M Clear |

7. Refer to an Existing Event?
Thiswindow dlows thefiler to link the affidavit with other documents that have been filed
aready. Click on the checkbox provided to sdect another document. Click on [Next].

If this option was sdlected, alist of previoudy filed documents appears. Using the mouse, select
by clicking in the checkboxes provided, which documents you wish to link the affidavit to. Click
on [Next].

7. Modify docket text

lﬁ-unrlcu of Process:
Cro ovQ00 30 Catarberg v Parkar

Dociost Texl: Modify s fp propiate.
CERTIFICATE OF EERVICE by Jokn Pavkear re [8] MO TION ta Campel [ (Attarmeyl, b

Click in the open text area to type additiond text for the description of the pleading. Use the
drop-down boxesto assgt in the darifying text. Click on the [Next] button.
8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.
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[Eervice of Process:
1.0 w000 Crfarbarg v Parker

Dasckeat Taxn: Final T
CERTIFICATE OF SERVICE by John Parkes re [0 MOTION to Comgel (Altarmeyd,

mmention!! Pratsieg tha NEXT hutes s this sereon cesseits this orasdartes. Yes will kave no fenthor spgertundny ie
ey thix fransaction if yem conkinue,

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screencommitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

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

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

TU.8. District Court
District of Minnesota
Motice of Electronic Filing

[he following transaction was entered on 3/18/2004 at 0:22 AW CET and filed on 3/18/2004

Case Name: Osterberg v Parker
[Case Number: 0:01-cw-20
Filer: John Parker

Document Number: 11

Docket Text:
CERTIFICATE OF SERVICE by John Patrker re [8] MOTION to Compel {(Attorney1, )

[he following document(s) are associated with this transaction:

Document description: Iv{ain D ocument

Driginal filename:n/a

Electronic document Stamp:

STAMP deectStamp TD=1051215216 [Date=3/18/2004] [FileMNumber=74713-0]
c33885311£23c5910d413c1c13e0f31e6dbeded6308602d51854 28 eeeed0dd Paaf39
ba2Bedlebdb5defef5h37d1d0f2aTa5c6566bdc 10 1098cfh 8a257645bdc]]

:01-cv-20 Notice will be electronically mailed to:

bttorney1  mmnd tram]@mnd uscourts. gov, ecfattorney 15000(@yahoo.com
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The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displays the
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’ s PDF file.

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

Sdlect [File] on the web browser menu bar, and choose Save As...from thedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicaly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronicdly notified of the filing.

Note: Itisthefiler’s reponsbility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

E-Mail Notification of Filed Documents

After apleadingiseectronicdly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of the filing are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNoatice
of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Sheet to verify that the pleading was properly docketed. The Court strongly urgesyouto copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.

Subsequent retrieva of the case docket sheet and pleading from ECF must be made through
your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documentsin the
ca=. When filing these and certain other types of documents you will be presented with the
following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear I

An*“event” in CM/ECF is anything that has been filed in acase. To link the document you are
currently filing to a previoudy filed document, check the box in front of “Refer to existing
event(s)?” and click [Next].

Other Documents

Select the categary to whick your event relates.

I CR— i
adr
answer

appeal
appeal-cr
charge-cr

cja

cmp
detention-cr
discoy >

Filed | to |

Documents I to I

Mext I Clear |

This screen requires that you filter the list of documentsin the case by the type of document that
youwant to link to. Thetype list gppearsin dphabetica order. Document typesin thislist are
the same as the types listed in the main filing menu. For example, to link to a Brief, you would
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choose the type “Oth_Doc” because Brief gppears in the “ Other Documents” section of the
main menu. Y ou must choose atype on this screen. Y ou aso have the option of entering filed
dates or document numbersif you would like to further narrow your search.

Once you sdlect the type of document and click [Next] you are presented with alist of
documents that match your search criteria. For this example we have sdlected Motion as the

type.

Criminal Query

Other Documents

Select the appropriate event{s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

T 05012002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Defendant Bob
Stoops (guestaty,

Mext | Cleat |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Regigtered participants should use thisfeature to query the Electronic Case Filing (ECF) system for specific
cae information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

EECF Civil » Criminal + Query » F + Utilities + Logout

ECF opens the PACER L ogin screen. 'Y ou must enter your PACER login and password before ECF
permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. Y ou must
have a PACER account in order to retrieve, view, and print certain documents.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it intheCase Number fidd
and click on the [Run Query] button. ECF opens the query screen depicted on the next page.

= e
Q Civil + Criminal + Query + Reports + Utilities + Logout Q_

Query

Search Clues

Case Mumber |DD—1D1 (Examples: 99-600, 1:99cva00) Def Murmhber l_

or search by

Filed Date | to |
Last Entry Date I tnl
: 0 (zero) :!
Mature of Suit 110 {Insurance)
120 (Cantract Marine) hd

or search by

Last Mame I (Examples: Desoto, Des™)

First Mame I Middle Mame
Type ] "!

Fun Cluery I Clearl

Y ou may query the ECF database by the name of aparty or an attorney to the case. Enter thelast name of

the party in the gppropriatefield. If more than one person with that nameisin the database, ECF returnsa
screen from which to select the correct If you click on the name of the party, ECF will open the query

screen depicted aboveB. If theindividua isaparty to morethan one case, ECF will openascreenliging dl

of the party’s cases. Click on the case number hyperlink and ECF opens the query screen depicted in

above.
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Ouery . . Litilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawnd A {aty)

Jacleeon, Thomas Chardes  (aty)

After querying the database by case number, name, or nature of suit, ECF opens the Query
window for the specific case you selected.

You may aso query acase by the nature of suit. Y ou must enter arange for ether the filed
date or the last entry date in order for the query to run. To search for dl cases of acertain
type, use the date 1/1/1970 as the "beginning of time." When you run the query, if thereis
more than one case that meet those criteria, you will get a screen amilar to the one above, but
lising multiple case numbers.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents
Party
Related Transactions
Status

At thetop of thewindow, ECF displaysthe case number, partiesto the case, presiding Judge, date that the
initial claim wasfiled, and date of last filing for the case. 'Y ou may choose specific case information from a
large ligt of query options by clicking on the appropriate hyperlinked name on the screen. The following

paragraphs describe severa of the available case-pecific query options.
Alias
Displays parties who have diases.
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Associated Cases - Displays any cases associated with the specified case. Click on the
number of an associated case to view its docket sheet.

Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent each of
the partiesto the case.

Case Summary
Provides asummary of current case-specific information as represented below.

Deadlines/Hearings

Produces a screen that alows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query asillustrated below, ECF opensthe Deadline/Hearings
screen depicted on the next page.

After thewindow opens, if you click on adocument number, ECF will display the actua Scheduling
Order for the conference or hearing.
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1-01-01465-JR HARRELL v DISTRICT OF COLUMBILA
Tames Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Deadlines/Hearings
Doc. Deadline/Hearin Event De/Set Satisfied |Terminated
No. g Filed
7 Qij.r Trnal OB/20/2007 (07082002
at 09:30 AN
i @ Final Pretrial Conference |08/20/2001 |06/27/2002
at 0420 P1A
7 @ Status Conference OB/20/2007 (01082002
at 04:30 Pha
@ Meet & Confer Hearing |07/21/2001 |08/08/2001 OB/0E2001
at 02:00 P
T @ Answer due from DT QFM2/2007 (02320071 |08MN672001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket
information and related docketing entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

C'ase number !99—7"'3'0

* Filad |
" Entered

tu!

Documents | to |

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first ;‘

Run Report | Clear |

Y ou may select adate range for your docketing report aswel asarange of docketing numbers. If
you leave the range fields blank, ECF will default to print the entire docketing report. Place a
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checkmark in the box to Include links to Notice of Electronic Filing if you wish to view them
from the docket sheet. After you have selected the parametersfor your report, click onthe[Run
Report] button. ECF will run your custom docketing report and display it in a window as
depicted.

The document numbers in the middle column are hyperlinks to PDF files of the actua documents.
Pace your pointer on the button next to the document number and click to display theElectronic
Notification Report for the document.

History/Documents

This selection queriesthe database for case event history and documents associ ated with the case.
After you click onthe Histor y/Documents hyperlink, ECF opensthe screen depictedin. Y oumay
select the sort order for the query report and choose to exhibit dl events or only those with
documents attached. ECF aso offers you the option to display the docket text in the report.

After making your sdections, click on the [Run Query] button. ECF queries the database and
buildsyour report. The screen capture above, depicts a portion of aHistor y/Documents report.
This particular report ligts dl of the events and documerts associated with the case in reverse
chronologica order. It dso displays the docketing text for al docketed events.
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Y ou may view a PDF file of actud documents by dlicking on the document number in the far-eft
column of the onscreen report.

Parties
Lists active and terminated parties and trustees. Current and previous attorneys for each
party/trustee are d so shown.

Filers
Ligsal filers associated with the case. To view documentsfiled by a particular party, click on
thefiler name.

Hler screen: Displays al document numbers, event names and filing dates for the sdected filer.
To view afiling, dick on the document number. To view docket information and related docket
entries, click on the ball next to the event name.

Docket Information and Related Docket Entries screen: Displays the filed and entered dates,
the name of the person who entered the document, the document event name(s) and the full
docket text for the selected document and any directly related document(s).

Related Transactions

Ligtstransactions that are related to those you specify on this screen.

Filed [Enter adate range. The defawilt of blank will list all documents,

Documents |Enter adocument number range. The defauilt of blank will list all documents

Document Type Sdlect the document type from the drop-down ligt. The default of blank will lig dll
documents.

gj%?y;”ee’“ Enter the document subtype. The default of blank will list all documents

\Pending \Select this option to include pending documents.

\Term' nated \Sel ect this option to include terminated documents.

‘Sort by ‘The transactions can be sorted by: filed date, entered date, or document number.

Include open Check this box if you want to include open excludables in clock caculations.

excludables
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Check this box if excludable ddays for any co-defendant should affect dl

Inalude co-defendant | endents, If not checked, only a defendant's own excludable delays affect his
excludables

clocks.
Status

This query is currently not functioning.
Reports Feature

The Reports feature of ECF provides the user with severa report options.  After sdecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted below.

If you select Cases Filed or Docket Sheet hyperlink, ECF will ask you to login to PACER. Y ou may
view Court Caendar Events for a case without logging into PACER.

Docket Sheet
Click onthe Docket Sheet hyperlink and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the[L ogin] button and ECF will open the
Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number !99-7"'30

" Entered t

Documents I to !

V¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort by | Oldest date first ~|

Run Report | Clear |

Thisis the same query window that ECF displayed when you selected Docket Report fromthe
Query feature). Enter the case number for your docket sheet in the Case Number field. Select
parametersfor the remainder of the data entry fields and click on the[Run Report] button. ECF
will display afull docket sheet for the case you sdected. See the Query feature section of this
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manua for a depiction of a partia docket sheet report. If you do not need a complete docket
shest, you can narrow the query using the datefiled/entered fields. ECF dso offersvarious sorting
options from the Docket Sheet query screen.
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Civil Cases Report

TheCivil Casesreport providesyou with theflexibility to query the ECF database to locate cases
eectronicdly filed within a specific date range, or by Nature of Suit and Cause Code. When you
click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Gases Report
Offire =] Care type _ | Ciamre _:l Case :I Camse .—_.l
d Lintoln of sadt [0 (280 -- Nags [ZZ3EMOTICN 0 Mo cau=e code entead)
7 Nrsth Plaite _I rmsmmm-us = 110 fsurance] ACF IR 02431 02431 Fed. Election._)
Fibed [p/z3jzc0: o ||.u.z:|-z:|u_
5 I CavEs
Tannbnal digitis) | LT EI'::N i
Serthy |Casa bombar =] | =l =
Fun Rapart | Clear

Note: If you are not logged into PACER, ECF will disolay the PACER login screen. Login
to PACER and ECF will open the Civil Cases Report screen.

Enter the range of casefiling dates for your report and sdlect a Nature of Suit or Cause Code, if
you wish to narrow your search. If you leavedl fidldsblank, ECF will display areport for al cases
opened in ECF. This picture depicts part of areport of al casesfiled in ECF at the U.S. Didtrict
Court from 9/23/2002 to 10/23/2002.
Civil Cases Report
Version 1 - 1.5, District Ceurt of Nebruskn

Filed Report Period: (49252002 - 100252002

Date Filed'
Case Mumbern' Trage Cloged' | Days
Feagened’ Muotes
Thie Addod Ratbeiod Pondisg
02 e EEST Pl 1902 5000 31 Causer 21343 Violation of Ol Rights
nderson ot ol v. Gale MO Coal Bights Veting
wfewr d Lincoln

Preader- Richard G Eopf
Frdrrrats Darad L. Fiester
chury depreds Flone

402 - 0T R Rl 2 32002 71 ausr: 282234 Pathon for Wi of Habe ar Corpus [ Frate]
Lugan v. Eenney IS Habames Corpos (Caneral]
w4 Lincok

Progdre: 1de E. Shom
Rfrrads Fathleen A Jondrenss
whury dassremals Blone

Tasr Flags: HABEAS

02 e (35S Fligals 0902 520000 i1 Do 267401 [RE: Tax Liabiliy
A v Wollay MO Tames
SiAze: 4 Lincoln

FPradder: Richard G Eopf
Frdrrrms Dannd L. Fiester
wury e Flons

02 e (50 Fligal 090245000 30 Causer 42 20008 Tob Discrminot on (Euployment)
Meorm v Loeoin MO Cal Boightes: Oriber
few d Lincoln

Promder: Warmen K. Trbom
Frfrrradts Darad L. Frester
wfury dowmsrals Flagondf

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you click
on a particular case number, ECF opens the Docket Sheet report window from which you can
retrieve the docket sheet for the selected case. Follow the ingtructions in the previous section
for a Docket Sheet report.

Judgment Index Report
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The Judgment Index Report shows information about selected judgments, including whom the
judgment was for and againgt and the date, amount, interest rate, and court costs for each
judgment. The report may be generated by case number, party name, or date range.

New Case Report

The new casesreport issmilar to what is available on the U.S. Didtrict Court’s externd
webdte. Thisisachronologica sorted list of the newest cases opened with the Digtrict Court,
Didrict of Minnesota

Utilities Feature

The Utilities feature provides the meansfor registered usersto maintain their account in ECF and to view
al of their ECF transactions.

Ttihties

Your Account Miscellaneous
ECF Login Lecal Eesearch
Mamtain Y our Account Ilailings.

Wiew ¥ our Transaction Log

Chanee Chent Code Wenfy a Document
Chanee Your PACEE Lomn

Eewew Biline History

mhow PACEE Account
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Your Account

This section of the Utilities feature provides you the cgpability to maintain certain aspects of your
ECF account with the Court and to view alog of al your transactions within ECF.

ECF Login
Allowsthefiler to log out of the ECF system and prompts you for a new login and password.

Click

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account
information screen.

This screen displays dl of the regigtration information that is contained within the ECF
database for your account with the Court. Thisincludes Bar Identification and Bar
gatus.
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Clicking on the [E-mail infor mation] button opens the following screen.

E-mail information for wes

Primary e-mail address willism short@ded.uscourts.gov =

KR ¥
Send the notices specified helow
¥ to my primary e-mail address
[ |
[ to these additional addresses =
K ;I_l

¥ Send notices in cases in which T am involved

[~ Send notices in these additional cases .I

E
& Send a notice for each filing
©° Send a Daily Summary Report

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

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

Return to Account screen I Clear |

ECF will Email to partiestheir Notices of Electr onic Filing based upontheinformation
entered in thisscreen. Perform the following stepsto enter additiond e-mail addressesfor
individuas that you wish ECF to notify regarding new case pleadings and documents.

From the screen depicted above, enter acheck mark by clicking on the box to the left
of the line, which reads “to these additional addresses’.

Enter the emall addresses of those individuals you wish to notify concerning ECF
activity. Enter up to two additional email addresses you wish to adso receive
notification of case activity. Kegpin mind that only one of thetwo, thefirst oreto click
on the email notification hyperlink firgt, will receive an additiond free peek a the
documents. The second person from the back-up list to accessthe will be charged to
view the documen.

Stipulate the format of the ECF notices by selecting your choicefrom the bottom of the
screen.

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

After updating your account information, click on the[Retur n to Account screen] button
to return to your Maintain User Account screen

Toedit or view login information about your account, select the button labeled M or euser
information, from theMaintain User Account screen. ECF opensthe screen depicted
below.
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This screen displays user login information and provides the means to change your ECF
password. Noticethat ECF displaysasdtring of asterisksin thePasswor d fidd. Tochange
your ECF password, place your cursor in the Password fidd and delete the asterisks.
Typeinyour new password. (Remember passwordsare case sendgtive,) ECF displaysthe
actua characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the [Return to Account screen] button to
reopen the Maintain User Account screen. When you are satisfied that al of your
account informeation isaccurate and up-to-date, click on the[Submit] button at the bottom
of the Maintain User Account screen to submit your changesto ECF. ECF will notify
you onscreen that your updateswere accepted. If you changed passwords, you may begin
using the new password during your next ECF session.

View Your Transaction Log

From theUtilities screen, click onthe[View your Transaction L og] button. ECF opens
a screen with two fields for entering the Date Selection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays areport of dl your transactions in ECF within the date range you specified for
Date Selection Criteria. For asample transaction log report ook below.

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

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

View Your Transaction Log
From the Utilities screen, click on the [Change Y our PACER Login] link. ECF brings
you to the PACER login window.

Change Client Code
Thisfeature dlows the PACER hilling dient code to change to a different code.

Change PACER Login
Attorneys and filers can use this option to switch between more than one PACER
accounts.

Show PACER Account
Brings filers back to the login screen.

Miscellaneous
ECF provides three Miscellaneous functions within the Utilities feature of the system.
Lega Research
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Malings
Verify a Document

When you dick on the L egal Resear ch hyperlink from the Miscellaneous screen, ECF
opens anew screen that contains hyperlinks to aLaw Dictionary, aMedica Dictionary, and
Wedtlaw viathe Internet. Sdlect the Verify a Document hyperlink to open a query screen and
enter data in the screen fidds to locate a particular document attached to a specific case
number. Thereisaso aMailings hyperlink that opens anew screen for making or requesting
mailings from ECF.

Logout

After you have completed dl of your transactions for a particular sesson in ECF, you should exit from
the system.

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system and
return you to the ECF login screen as depicted earlier this manud.

Additional Information Regarding ECF

Sealed Documents

Continueto file seded documentsat the Didtrict Court Clerk’ sofficein accordance with the existing
practices and procedures for conventiond filing.
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Certificate of Service Sample

INTHE UNITED STATESDISTRICT COURT
FOR THE DISTRICT OF MINNESOTA

SAMPLE FORMATS-CERTIFICATE OF SERVICE

Sample
| hereby certify that on (date) , | electronicaly filed the foregoing with the clerk
of the court by using the CM/ECF system which will send anotice of dectronic filing to
the following: . | further
certify that | mailed the foregoing document and the notice of dectronic filing by fird-
class mail to the following non- CM/ECF
participants:

g Attorney’s Name
Attorney’s Name

Attorney’s Bar Number
Attorney for (Plantiff/Defendant)
Law Firm Name

Law Firm Address

Phone Number

Fax Number

Attorney’s E-mail Address
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Filing Options for Attorneys

CIVIL

Initial Pleadings and Service
Service of Process

Acknowledgment of Service

Affidavit of Service

Certificate of Service

Request for Waiver of Service

Service by Publication

Summons Returned Executed

Summons Returned Executed asto USA

Summons Returned Unexecuted

Waiver of Service Executed

Waiver of Service Unexecuted

Writ of Habeas Corpus ad Prosequendum Executed
Writ of Habeas Corpus ad Prosequendum Unexecuted
Writ of Habeas Corpus ad Testificandum Executed
Writ of Habeas Corpus ad Tegtificandum Unexecuted

Other Answers

Affidavit in Oppostion

Affidavit in Support

Amended Answer to Complaint

Answer to Complaint (Notice of Remova)
Answver to Writ of Garnishment

Clam

Disclamer

Withdrawd of Clam

Motions and Related Filings
Motions

Alter Judgment
Amend/Correct

Apped In Forma Pauperis
Appear

Appoint Counsd

Appoint Custodian
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Appoint Expert
Appoint Guardiar/Attorney ad Litem
Appoint Receiver
Approve Consent Judgment
Associate Attorney
Attorney Fees
Bifurcate
Bill of Cogts
Bond
Certificate of Appedability
Certify Class
Change Venue
Compe
Consolidate Cases
Continue
Declardtion of Midtrid
Declaratory Judgment
Default Judgment
Deposit Funds
Directed Verdict
Disbursement of Funds
Disclosure
Discovery
Digniss
Dismiss/Lack of Jurisdiction
Dismiss/Lack of Prosecution
Disqudify Counsd
Disqudify Judge
Disqudify Juror
Enforce Judgment
Entry of Default
Entry of Judgment
Expedite
Extend
Extenson of Timeto Amend
Extenson of Time to Complete Discovery
Extension of Timeto File Answer
Extenson of Timeto Fle Document
Extenson of Timeto File Response/Reply
File Excess Pages
Forfeiture of Property
Hearing
InLimine
Intervene
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Issuance of Warrant in rem
Joinder
Judgment Debtor Exam
Judgment NOV
Judgment as a Matter of Law
Judgment of Forfeiture
Judgment on Partid Findings
Judgment on the Pleadings
Judgment under Rule 54(b)
Leave to Apped
Leave to File Document
L etters Rogatory
Limited Admission
Miscdlaneous Relief
More Definite Statement
New Trid
Order of Sde
Patid Summary Judgment
Permanent Injunction
Preliminary Injunction
Proceed In Forma Pauperis
Produce
Protective Order
Quash
Reassign Case
Reconsderation
Recusa
Release of Bond Obligation
Release of Funds
Remand
Reopen Case
Return of Property
Sanctions
Seal
Sedl Case
Sed Document
Sedled Mation
Service by Publication
Set Aside
Set Aside Default
Set Asde Forfeiture
Set Asde Judgment
Set Asde Verdict
Settlement
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Sever

Show Cause

Stay

Strike

Substitute Attorney
Substitute Party

Summary Judgment

Take Deposition

Taxation of Codts
Temporary Restraining Order
Trander

Unseal Case

Unsedl Document

Vacate

Withdraw

Withdraw Reference
Withdraw as Attorney

Writ

Writ of Garnishment

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

for Contempt

for Judgment

for Order

Other Filings
Notices

Certificate of Counsdl

Notice (Other)

Notice of Acceptance with Offer of Judgment
Notice of Appearance

Notice of Application for Writ

Notice of Attorney Appearance/Subgtitution
Notice of Change of Address

Notice of Filing Bankruptcy

Notice of Filing Petition for Certiorari
Notice of Hearing on Motion

Notice of Lis Pendens

Notice of Settlement

Notice of Voluntary Dismisal
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Trial Documents

Agreement for Jury Verdict
Exhibit

Exhibit List

Proposed Findings of Fact

Proposed Jury Ingtructions

Proposed Voir Dire

Trid Brief

WitnessLigt

Appea Documentsto USCA

Apped Transcript Request

Apped of Magigirate Judge Decision to Digtrict Court
Appdlants Brief

Appdlants Reply Brief

Appellees Brief

Designation of Record on Appesl

Notice of Apped

Notice of Cross Appedl

Notice of Interlocutory Apped

Subsequent Notice of Appesl

Other Documents

Affidavit

Amended Document (NOT Mation)
Amicus Curiae Appearance

Application for Writ

Bill of Codts

Consent to Magigtrate Judge Disposition on Motion
Declaration

Errata

Fnancid Affidavit

Fnancid Affidavit - CJA 23

| nterpleader

Jury Demand

Objection to Report and Recommendations
Objections to Answer to Writ

Partial Satisfaction of Judgment
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Pretrid Memorandum
Proposed Pretrid Order
Redacted Document

Request

Response to Order to Show Cause
Rule 7.1 - Disclosure Statement
Satisfaction of Judgment
Settlement Agreement

Specid Assessment Paid in Fulll
Statement of Case

Status Report

Sipulation

Stipulation of Dismissa
Suggestion of Bankruptcy
Suggestion of Degth
Supplement

Transcript Request

Social Security
Socia Security Answers

Answer to Socid Security Complaint

Socia Security

Return of service of Socia Security complaint
Socia Security Transcript Remark

Socid Security brief by defendant

Socid Security brief by plaintiff

Socid Security notice

Socid Security replay brief by plaintiff
Submission of adminigtretive record
Supplementa Socid Security transcripts
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