ase Management

CM / ECF

Frequently Asked Questions

. When did the district court start using CM/ECF?
The court began offering electronic case filing to attorneys in May 17, 2004.

. What are the rules and procedures regarding filing document electronically on
CM/ECF?

Civil ECF Procedures Guide

Civil ECF Users Manual

Criminal ECF Procedures Guide
Criminal ECF Users Manual

Local Rule 5.1 Electronic Case Filing

. Is it mandatory to file documents electronically on CM/ECF?

All documents must be filed electronically, except as otherwise provided by court
order, or by the CM/ECF Guides.

Electronic case filing is authorized in accordance with Fed. R. Civ. P. 5(d)(3). The
standards and procedures governing electronic case filing are set forth in the civil
and criminal Electronic Case Filing Procedures Guides adopted most recently by the
court. The CM/ECF Guides govern all civil and criminal actions, but not actions in
bankruptcy court.

. Are courtesy copies required?

Yes, two courtesy copies of the motion and supporting documents must be
submitted to the appropriate judge or magistrate judge on all motions and supporting
documents.

. Who can receive a CM/ECF login and password?

The court will issue CM/ECF login and passwords only to attorneys who are

members in good standing of the bar of this court or to attorneys admitted pro hac
vice.
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6. Will the Minnesota CM/ECF login and password work in other jurisdictions?

No. There is no link between our system and other District Courts electronic case
management systems.

. Do I need both alogin and password for PACER and CM/ECF?
Yes. The logins and passwords for these two systems are different.

A PACER login is required for querying cases and viewing or printing documents
and is provided by the PACER Service Center.

A CM/ECEF login is required for attorneys to electronically file documents with the
court by clicking on the Civil or Criminal menus in ECF.

. Will attorneys need to obtain a PACER account before using CM/ECF?

Yes. Attorneys should obtain a Public Access to Court Electronic Records (PACER)
account by visiting the PACER website at: http://www.pacer.gov/register.html

. Can Pro Se filers and Pro Se prisoners electronically file documents?

Pro Se Prisoners will not be able to file electronically, but the clerk’s office staff will
scan and post their documents to CM/ECF. A non-prisoner pro se party may
complete and sign an “Application for Pro Se Litigant to File Electronically” form.
The form is available from the Clerk’s Office or on the “Court Forms” page of the
court’s website at: http://www.mnd.uscourts.gov/FORMS/court_forms.shtml. If the
application is approved, the applicant will receive a login ID and password and the
applicant's account will be activated, enabling the applicant to file electronically and
to receive system-generated notices of electronic filing.

10.Will customers still be able to file and serve in the paper format?

Unless otherwise permitted by administrative procedures, by local rules, or by a
general order of the court, or unless otherwise specifically authorized by the
assigned District or Magistrate Judge, all documents submitted for filing in civil cases
in this district, no matter when a case was originally filed, must be filed electronically
using the Electronic Case Filing System (CM/ECF).

An attorney may apply to the assigned Magistrate Judge for exemption from filing
electronically on a case by case basis. Exemptions to the CM/ECF Procedures will
not be granted as a matter of course, but only upon a credible and persuasive
demonstration of good cause. The grounds on which an exemption is requested
must be explained in substantial detail. If an exemption is granted it may be
withdrawn at any time and the attorney will thereafter be required to file documents
electronically in CM/ECF. A “Civil or Criminal CM/ECF Exemption Form” is available


http://www.pacer.gov/register.html
http://www.mnd.uscourts.gov/FORMS/court_forms.shtml

from the Clerk’s Office or on the “Court Forms” page of the court’s web site at:
www.mnd.uscourts.gov . The exemption form should be filed in paper with the Clerk.
Clerk’s Office staff will scan and file the form in CM/ECF and the application will be
reviewed by the assigned Magistrate Judge.

11.Will Court staff have the same hours of operation as the system availability?
No. The CM/ECF system is available 24 hours. The clerk’s office help desk support
will be from 8:00 a.m. to 5:00 p.m. Parties and attorneys wishing to file after 5:00
p.m. may do so without helpdesk support.

12.1s training on CM/ECF available?

Yes, see the following link for more information on training.
http://www.mnd.uscourts.gov/cmCM/ECF/training.shtml

13.What is the internet address of the court’s electronic filing system?

https://ecf.mnd.uscourts.gov/cqgi-bin/ShowIndex.pl

14.What type of software is needed to run CM/ECF?

CM/ECF is a web-based system and only requires that participants access the site
by using a compatible web-browser such as Internet Explorer 7 or 8 or Firefox 3.5.

15.What is needed to convert a file to portable document format (PDF)?

All documents (e.g., pleadings) must be converted to PDF or PDF/A format before
being posted to the Court’s Electronic Case Filing (CM/ECF) system. There are a
number of software programs that can convert word processing documents to PDF
or PDF/A, such as Adobe Acrobat, FinePrint pdfFactory, or higher versions of MS
Word and Corel WordPerfect. The court has no preference as to what software is
used to convert the file as long as the document is legible.

16.What is the size limit for documents filed in CM/ECF?

There is a 15 MB or 15,360 KB size limit for each attachment filed in CM/ECF. If any
document is larger than 15MB, it will need to be split into smaller parts and filed
accordingly. CM/ECF will allow users to describe their filings in detail (e.g. exhibits A
through D) so the Court will understand what is contained in each file. See the Civil
& Criminal Electronic Case Filing Procedures Guides for further information.
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17.Who receives the automatic e-mail notification?

The e-mail notification is sent to the e-mail address of the registered attorney(s) of
record and it can also be sent to any secondary email addresses listed under the
attorney’s account in CM/ECF. Often times this is a legal assistant, paralegal or a
home e-mailbox. See the Civil & Criminal User’'s Manuals for updating the attorney’s
email account in CM/ECF.

18.1s there a charge to view the document that is provided in the notice of
electronic filing (NEF)?

Attorneys and any secondary email addresses associated with the attorney’s case
who receive an NEF via email are permitted one "free look or copy” of the document
by clicking on the associated hyperlinked document numbers listed in the notice of
electronic filing (NEF). Subsequent retrieval of the pleading and docket sheet from
CM/ECF must be made through a PACER account and is subject to regular PACER
fees.

For more information on PACER fees, see http://www.pacer.gov/.

19.Will some processes still be done on paper?

Serving the summons and complaint, sealed documents, and various criminal
documents will still be handled in paper and scanned to CM/ECF. See the Civil &
Criminal Electronic Case Filing Procedures Guides for further information.

20.How do | file documents under seal?

See the Civil or Criminal Procedures Guides on filing under seal.

21.Are proposed orders filed in CM/ECF?

No. So that the court may have the flexibility to edit proposed orders, all proposed
orders must be submitted in a word processing format to the Judge or Magistrate
Judge hearing the matter via email on the case. See the Civil or Criminal Procedures
Guides for further information and for the judge’s email addresses.

22.How do we know who is participating electronically on a case?

Click on the Utilities menu option in CM/ECF, Attorneys & NEFs, Mailing link, and
enter a case number. Attorneys can look at this information to see who is receiving
service electronically and who is receiving service conventionally in a case.
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23.Who will be responsible for mailing the hard copies to those not on CM/ECF?

Filers are required to serve copies of any electronically filed pleading,

document, or proposed order to parties not served electronically by CM/ECF
according to the Federal Rules of Civil Procedure. If it is a court order, the clerk’s
office will assume the responsibility to print and send that document to non-CM/ECF
participants.

24.How will notification affect the time line for deadlines?

See the Federal and Local Rules regarding deadlines. Any document due on a date
may be filed as late as 11:59 p.m. to be considered timely.

25.1f the deadline is 24 hours, does that mean the deadline for filing a document
the same day is 11:59 p.m.?

Yes. The court does not recommend that attorneys wait and file documents
late in the day as there not be any Clerk’s Office support if questions arise for the
filer. We recommend allowing ample time for filings.

26.How are initiating documents and fees handled?

Initiating documents (e.g., complaints, petitions, notices of removal, etc.) along with
civil cover sheets should be filed electronically in ECF. Filers are responsible for
entering all case information including the Nature of Suit, Cause of Action and
named parties.

New cases filed electronically can be filed twenty four hours a day, seven days a
week.

The filing fee is paid electronically through Pay.gov while filing the initiating
document, e.g. Complaint, Notice of Removal, or Petition. If submitting an
Application to Proceed in District Court Without Prepaying Fees or Costs, make this
selection when prompted while filing the initiating document in ECF. The Application
to Proceed in District Court Without Prepaying Fees or Costs should be filed as a
separate entry after filing the initiating document.

The court assigns a judge after the case is opened and notifies the filer through
ECF, via the Notice of Electronic (NEF).

Sealed civil cases and miscellaneous cases cannot be opened electronically by
attorneys and will be opened by the Clerk’s Office. Submit the initiating documents
on CD, to the Clerk’s Office. The complaint, civil cover sheet, and exhibits must be
separate PDF documents. Payment must be included at the time of submission.



27.

28.

29.

30.

31.

What happens if there are e-mail problems and the party does not receive the
document?

If the e-mail is rejected by the attorney’s server, a bounce back e-mail is received by
the court. The court will research bounce backs, but it is the responsibility of the
attorney to keep his/her e-mail address up to date in the system. Attorneys with
small file size limits in their e-mail inbox should be sure this doesn’t prohibit their
electronic notification.

How do | change my ECF password?

Log in to ECF with your ECF login and password.

Click on Utilities on the CM/ECF menu bar.

Under Your Account, click on Maintain Your Login/Password.

Click on Email Information button.

Modify the Password which must be a minimum of 8 characters, upper & lower case
letters, and must include a digit or special character.

Click Submit.

How do I change my primary and secondary email addresses in ECF?

Log in to ECF with your ECF login and password.

Click on Utilities on the CM/ECF menu bar.

Under Your Account, click on Maintain Your Account.

Click on Email Information button.

Modify the Primary or Secondary E-Mail Addresses as necessary.
Click Return to Person Information Screen button.

Click Submit.

Click Submit again.

For further information see the Civil or Criminal User’'s Manuals>Maintain Your
Account.

How do | add staff to my ECF account to receive notifications?

See question 30 above. For further information see the Civil or Criminal User’s
Manuals >Maintain Your Account.

What do | do if | have forgotten my ECF password?

Call the CM/ECF Help Desk at 612-664-5155 or 866-325-4975. The Clerk’s Office
will reissue the password to the attorney’s email account.
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32.How do I locate an event for filing in CM/ECF?

After logging into CM/ECF, click on “Search” feature on the blue menu bar.

This option can help you find and get to the menu option or docket event that you
need. Type in some letters of a word and a complete list of menu items and events
whose names contain those letters is displayed. Each of the displays is a link, so
that all you have to do is click it-if it's an event, you go immediately to the first screen
for docketing.

Additional FAQs on CM/ECF are located at
http://pacer.psc.uscourts.gov/cmecf/ecffag.html

Additional FAQs on PACER access are located at http://www.pacer.gov/psc/fag.html
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