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Electronic Case Filing System

User s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file document s
with the court, or to view and retrieve docket sheets and documents for all cases assigned to this
system. Users should have a working knowledge of word processing, web browsers, file
management and Adobe Acrobat.

Help Desk

Contact t he CpdesktordassistenCeFetween the hours of 8:00 a.nt 5:00 p.m.,
Monday through Friday.

Local: 612-664-5155

Toll Free: 1-866-3254975

OR

E-mail: ecfhelpdesk@mnd.uscourts.gov

Access to ECF Informati on and Resources

For up-to-date information on ECF, visit the U.S. District Court web site at:
www.mnd.uscourts.gov

1. Click the Electronic Case Filing link (right side of home page) to:

o Viewordownloadthemost recent version of the ECF User 0
Procedures Manuals

g Self-train on a web-based ECF Tutorial

g Practice entering pleadings into ECF using a 0
ECF database

o Review Frequently Asked Questions (FAQs) page

o View CM/ECF Introductory video

Pageb
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ECF System Capabilities
The electronic filing system allows registered participants with Internet accounts and web
browsing software to perform the following functions:

g Electronically file pleadingsand documents in actual (olived) c.
o View official docket sheets and documents associated with cases } PACER

o View various reports for cases that were filed electronically Eunctions

Registration

ECF Access

Participants will need to register with the court to receive a lo gin and password for the ECF
system. Registration information is available on our web site at
http://www.mnd.uscourts.gov/cmecf/loginfag.shtml (CM/ECF link > Login to CM/ECF>
Register for ECF)

Once an account has been establishedhe Office of the Clerk will send your login and password to

you by regular, first -class mail or by email. This information must be sent directly to the attorney

of record and not to support staff. Registered users can visit a training version of the system on

the Internet at https://ecf -train.mnd.uscourts.gov to practice ECF activities. We strongly

recommend that registered users practicei n t he otrainingdé ECF database
in the olived ECF database.

Public Access to Courts Electronic (PACER) Access

PACER is an electronic public access service that allows users to obtain case and docket
information from Federal Appella te, District and Bankruptcy courts, and from the U.S. Party/Case
Index. ECFusersmust have a PACER account with the Court in order to use the Query and
Report features of the ECF system.

If you do not have a PACER login, contact the PACER Service Cengr to establish an account. You
may call the PACER Service Center at (800) 676856 or (210) 3046440 for information or to
register for an account. Also, you may register for PACER online at

http://pacer.psc .uscourts.gov.
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Requirements

Hardware and Software Requirements
The hardware and software needed to electronically file, view and retrieve case documents are the

following:

@ A personal computer running a standard platform such as Windows or Macintosh

o A PDF-compatible word processor like Macintosh or Windows -based versions of Corel
WordPerfect or Microsoft Word

9o An Internet Service provider

o A Web browser. Internet Explorer 7.0 or 8.0 and Firefox 3.5are recommended. Some users
have had positive experienceswith other Web browsers, but those listed here have been
tested and certified for compatibility with CM/ECF. Mozilla Firefox is compatible with
Mac and can be downloaded at no cost.

g9 Software, such as Adobe Acrobat Writer or pdfFactory, to convert docume nts from a word
processor format to portable document format (PDF). Versions of Adobe Acrobat 6 and
later, and Acrobat Writer 5.0 adequately meet the CM/ECF filing requirements.

g9 Adobe Acrobat Reader, which is available for free, is needed for viewing PDF d ocuments

¢ A scanner may be necessary to create electronic images of documents not in your word

processing system

down the entire system. We are moving away from the utilization of scanned documents

Note: Scanning is only used for documents that cannot be produced electronically.
Scanned documents lessen the level of service we provide by slowing

internally and ask you to do the same whenever possible.

Preparation

Setting Up the Acrobat PDF Reader
rs must set up Adobeds Acrobat Reader software
electronical 'y filed on the system. When installi
directions to utilize Acrobat Reader after installation.

Us e

Portable Document Format (PDF)
All documents (e.g., pleadings) must be converted to PDF or PDF/A format before being posted to

t he

Courtds EI ectr oni cBefGraserdingthelfile to the cout,@ise)s shoyds t e m.

preview the PDF formatted document to ensure it appears in its entirety and in the proper format.
Only PDF documents may be filed using the ECF system.

HOW TO VIEW A PDF FI LE

PR

Start Adobe Acrobat program

Click File menu > Open

Click the location and file name of the PDF document to be viewed
Adobe Acrobat Exchange loads the file and displays it on the screen

Note: If the displayed document is larger than the screen or consists of multiple
pages, use the scroll bars to move through the document.Click the View menu
for other options for viewing the displayed document. Choose the option that is most

appropriate for the document. Page?

ng
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HOW TO CONVERT DOCUM ENTS TO PDF FORMAT

The conversion process requires special software such as Adobe Acrobat Writer or FinePrint
pdfFactory. Some software (e.g., WordPerfect and Microsoft Word) have Acrobat components
built -in or available as add-ins. These can be used to convertlocuments to PDF. The District
Court of MN is not concerned with what software is used to convert the file. Options besides
Adobe Acrobat include any features already in your word processing software, or any of the
following:

LeadTools ePrint 3.0
pdf995 and pdfEdit 995
PDF-XChange 2.5
Jaws PDF Creator 3.0
Win2PDF Pro
LeadTools ePrint 3.0

602Pro Print Pack 2002

BCL easy PDF 3.1
eDocPrinter PDF Pro 5.58
eXPert PDF Printer 2.0
FinePrint pdfFactory PRO 1.57
602Pro Print Pack 2002

nw W KW W K K
w 1w W W W K

Using any word process ing program convert the file to PDF by:
Once PDF conversion software is loaded on your computer:

1. Open the document to be converted

2. SelectPrint option (generally found in the File menu)

3. Change printer option to the PDF choice available (A drop down menu w ith a list of
printers is displayed)

Print to Adobe PDF A

Main | La_l,lnutl Advanced

\
Adobe POF j \operlies... |

Syatern Default Prinker
Printers. .. |

Statu I

Microzoft Office Document Image Writer
| 28T =i s s h

4. o P r itmeftfilé. The file should not actually print out; instead the option to save the file as a
PDF format file appears (below):
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Save PDF File A=

Save I 5] Attarmey

) Bl & gl [=E

2l

E civilcovershee
'@ complaint FOF
'@ ECF Manual with criminal2. PFOF
'@ flper. pdf

'@ order on motion. POF

'@ order rerfering mation. PDF

[ response in opposition. PDF
'@ summary judagment. POF

. '@ randr. FOF

E File: name: IEI:F b anal with criminal2. PDF Save :>
E Save as lype: IF'DF filez [* PDF] j Cancel

: Edit Diocument Info. [ “fiew PDF File

Change the |l ocation if

necessary

Note: Make a note of the file location so you can find the document
later when you are ready to post it to ECF.

by

c

5. Namethef i | e, giving it

t fclek the)Save butom. o n

0. PDFO

NOTE: 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.

PDF/A Documents

PDF/A is a standard format that allows for the long -term archiving of electronic documents with
the assurance that the documents will be accessible in the future. CM/ECF will now accept both

PDF and PDF/A docum ents.

CREATING A PDF/AWIT H MICROSOFT WORD

1. To create a PDF/A directly from MS Word, the user must update the PDF conversion
settings. In Word 2007, click on Preferences in the Acrobat menu in the ribbon:

Review View Menus

Acrgbat

ol
»/ Home Insert Page Layout References Mailings
=S = =] 5 N = —
v .J —_ e =)
Create Preferences Create and Mail Create and Send  Acrobat
PDF Attach to Email Merge For Review  Comments ~
Create Adobe PDF Create and Email Review And Comment

Paged

and
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In older versions of Word, go to Adobe PDF>Change Conversion Settings to access the PDFMaker
window.

2. In the PDFMaker window, click the Create PDF/A -1a:2005 compliant file checkbox, then
click OK.

= Aciohsl POFMakee |
Sellings | Secuiy | Word | Bockmaits
FOFMaear Sattirge
Conwersion Sesinge [FOF0 b 2005 [HGE) -

i Lz these setings b oesste Adobs POF documents St s bo be checked ormust =
E comfom by FOFAS D, an P50 standard for tex long bemn preservation [achival| ol =

¥ Wisw &dobe FOF result
¥ Fromp! for Sedobe FOF [k nams

¥ Craate POFAA 22008 complant e

B YT 200 Adebe Siaben: Incogcdaled snd s kansots, A sghts reived
.\. Agdobe, the fidobe logo, Acrobat. the Adobe PDF logo. PostSoipl. and Reader aim
Aok

eithes registered rademaks o iademarks of Adobe Systems Incopoiated in the
Lindted State: aeion o countie:,
Riesions Defauls 0f | Comcel Hee |

CREATING A PDF/A WIT H COREL WORDPERFECT X4
Note: Older versions of WordPerfect do not include PDF/A in the Compatibility options.

1. To create a PDF/A directly from WordPerfect X4, click on File> Publish to PDF, then click

Settings.
Publish to PDF R
Savein: | (L) My Documents v O i°E
ICCWIn ) Working Files
4 () Corel User Flles iath - 02492
My Recent ) Cropper Captures = 4th - 08-436
Documents ) Diagnostic Tool for the Mcrosoft ¥YM “isth - 07-178
— ) Downloaded Program Updates = 10th - 05-1S
Lﬁ () Downioads 2 10th - 06-10-
Desktop COFidder2 T0721desa
CIHTML T 0740desa1
AmMy Music 12009 NGS Qu
//‘ CiMy Pictures = 15205482
LMy shapes " 166660esi0n
i X My Videos 20175 6-11-C
. LMy Yirtusl Machines 091513
51’ nghtwestr. default T 0915136-P0F
) Spamassassin = ACO211ECF2
My Computer
>
i) reom v
My Network  POF Style: Custom {Current settings not saved) v Cancel
Places
[[) Open FOE After Saving

Pagel0
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2. In the Publish to PDF Settings window, select PDF/A -1a from the Compatibility dropdown,

then click OK.

Publish to PDF Settings

Gm; Objects Document Advanced Secunty
File name: C:\Documents and Settnngs\VONHINKC\My Documents\Document].pc

Export range
(® Full document (O Curent Page
O Pages: |

Compatibdity: | PDF/4-1a v
Acrobat 3 (POF 1.2)
Author. Acrobat 4 (PDF 1.3)
Acrobat 5 (PDF 1.4)

Keywords: __lengsa 1k,
PDF styde: i

X]

[ ok J[ comcel ][ bew |

_—

USING HYPE RLINKS IN PDF/A DOCU MENTS

To access hyperlinks in a PDF/A document, in Adobe Acrobat/Reader, go to Edit> Preferences>

Documents, and select Never in the PDF/A View Mode dropdown list.

Freferences
Ceteqgeries: | Open Settings
Dacuments [ Restore last view settings when reopening documents
Full Scraen ¥ Open cross-document links incszme window
General
Pa::rDisday [¥ allow layer skate to be s2t by user nformation
—— ¥ Alow documeants ko kide the menu bar, toclbars, snd windew contrals
30 & Multimedia |
PRS—— Doourmants in recandy used |t E B
Acrobat.com
Feerins
Identity
International | Save Sattings
Internet . . :
Javasaiot ¥ automatically save document changes to temporary fik every: JS_ fiites (1-53)
Mazsuring (20) 7 Save hs aptimizes For Fast Wb View
Measuring (300
Maasuning (Geo) =
Wikmedia (egacy) FOF[A Yiew Mods
tukimezcia Trus (legacy) View documents in PDRJA mode: | Orly For POEJA documents =
Readnn L S _
Search
Seurity
Securizy (Enhanced)
Speling
Tracker
Trust Managsr
Linits

o]
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A Step-By-Step Guide

Below is a step-by-step guide for accessing theECF system, preparing a document for filing, filing
a motion or application, and displaying a docket sheet. Before actually filing for the first time, it is
recommended to practice filing in the training database (instructions outlined in the Appendix).

Log into the Live ECF System
1. Viathe Internet at: https://ecf.mnd.uscourts.gov/cgi _-bin/Showlndex.pl

| P

| Adaress [ heeps: feck mnd. crcs. denjear-bin/ShawIndes. ol

Welcome te the T3, District Court for the T3 District Court Minnesota

115 District Court Minnesota - Document Filing System

The District of Minnesota Clerk's office will be closed on Monday December 31, 2007 and on Tuesday January 1, 2008. CMYECTF will be available
for electronic filing, but the CMY/ECF Help Desk will not he staffed.

25 4pril2006

< Court Information ’
—

NOTE: The Court Information link provides users with current
Court and PACER Information.

OR
1.From the District o f wwWimmdiusceowts.ca\d s Web si te at
2. Click Live ECF LINK

[ aduress [ &7 heepismwr.mnd.uscourts govi

S DrS7as

Y

Home

“T: Adobe Dawnlead () Print this page

‘You are here: Home =

Attorney Reregistration
Courthouses
Courtroom Technology
Employment

Judges

Judicizl Complaints

Local Rules
Fergus Falls

e WA insiia St Paul Minneapolis Duluth

3. Click U.S.

Welcome to the U. 3. District Court for the District of Minnesota

District of Mi - Document Filing System

21Taly2008

Court Information
Pagel2
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The following window will appear:

NOTE: The Live Login window for ECF will have a

CM/ECF Filer or PACER Login white background; the Training Database Login
Notice will have a teal or green-colored background
This is a Restricted Web Site for Official Court Business only. Unautif (See Training Database section if necessary)

U.S. Code. All activities and access attempts are logged.

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

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when attempting to view
certain types of documents.

If you have trouble viewing a document:

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

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login a =D TTOL Ve & e L ioemsaLmAy register online at
http:/ipacer.psc.uscourts.gov. \
duli e e IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social

Login: Security or taxpayer-identification numbers; dates of birth, names of minor children; financial
account numbers; and, in criminal cases, home addresses, in compliance with Eed R Civ. P.
Password: 2.2 orFed R Crim. P. 49.1. This requirement applies to all documents, including attachments.
client
code: [ lunderstand that, if | file, | must comply with the redaction rules. | have read this notice.
T
Notice

An access fee of $0.08 per page, as approved by the Judicial Conference of the Uni
about CM/ECE, click here or contact the PACER. Service Center at (800) 676-6856.

States, will be assessed for access to this service. For more information

CM/ECF has been tested and works corrvectly with Firefox 3.0, and Inte

NOTE: Notice of Redaction check box must be
selected for successful login to CM/ECF.

Note: All CM/ECF login names and passwords are case sensitive.

4. Enter your ECF Login and Password in the appropriate entry f ields

I f é Thené

Filing a pleading or maintaining your account Login to ECF
Viewing a document or using a query for case information Login to PACER**
Login information was incorrectly entered in Click Clear, re-login

** The PACER login provides the ability to view ECF case dockets and documents with the
user being charged a fee. Theclient code field is an optional PACER field used for organizing
your monthly bill to associate costs to specific clients.

Logging into ECF with PACER login information will prohibit you from successfully

accessing the ECF system.

5. Click Login to transmit your user information to ECF
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U.S. District Court, District

of Minnesota

The following secu

6. Click Yest

rity window will appear:

Security Information il

r.‘r‘l Thiz page containg both secure and nonsecure
?. iterms.

Do pau want to dizplay the nonzecure items?

Mo | More Info |

o Continue (Click ONod6 or

The Main ECF window will appear:

d

criminal  «  Query o Reports  » utilties  ~ Logout

U.S. District Cowt
U.S.District Court Minmesota

Official Court Flectronic Document Filing System

‘The Districtof Minnesota Clerk’s office will be closed on Monday December 31,2007 and on Tuesday January 1,2008. CM/ECF will be available for electronic filing, but the
CMVECF Help Desk will nothe staffed.

Ihs acility is for Dﬁ fCou + Buasiness only. Activity to and from this site is logged. Document filings on this system are subject fo Fedezal Rl of Civil Procedure 11, Bvidenc,
sonithorized o erimiral activity wil tothe 1aw affcials

eicons ltiall SIDe Cot uiell Dl e o et Bleat e oot UG psteatlITas putgel Ko s i and firms participating in
cctronic fling spstem. The most recent version fthe Netscape < browser and e difoba PO recudor com be obteine ied by selectin gth < Nt pe/PDFS‘!ﬁ g option b S

You should become familiar with the navigational capabilities of pour Netscape browser. Most screen displays in this spstem are split to provide a small fop f ame for Netscape.
view Netscape's frame capability for new navigation 4ps,

Nefscape/PDR Setfings

st login: 12-28-2007 10:56 )

OMor e

nf oo

ECF Help Desk as soon as possible.

NOTE: The date you last logged into the system appears at the bottom left corner of
this screen. Review this information each time you login for security reasons. If
you believe your last login date and time are incorrect, or suspect an unauthorized

partyisusingyourlogi n and password, please
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Selecting ECF Features
The following features are accessible from the Blue menu bar at the top of the main window.

EECF Civil  ~  Criminal ~ Query Reports +  Utilities ~ Search Logout “

Feature Use this option to:

Civil Electronically file all civil case pleadings, motions, and other co urt documents.

Electronically file all criminal case pleadings, motions, and other court

Criminal
documents.

Search by specific case number, party name, or nature of suit to retrieve
Query documents that are relevant to the case.

You must login to PACER before you can query ECF.

Retrieve docket sheets and casediled reports. You must login to PACER

Reports before you can view an ECF report.

View your personal ECF transaction log and maintain personal ECF account

Utilities . )
information.

Use tofind and get to the menu option or docket event that you need. Type in
Search a partial or full word and a complete list of menus and events containing the
word is displayed. The items appearing are links to the filing of the event .

Sign out of ECF and prevents any filing with your password until the next
Logout time you log in. Only one user can be logged in using the same
login/password at once.

See a help file for the screen you are viewing.

Logout out of the Live System

After you have completed all tr ansactions for a particular session in ECF, you should exit from the
system.

1. Click Logout

2. The main ECF login screen will reappear
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General Information

Registered filers will use the Civil feature of ECF to electronically self -file and docket with the
Court a variety of pleadings and other documents for civil cases.

General Rules and Manipulations

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 SERV ICE

Documents, which must contain original signatures or require either verification or an

unsworn declaration under any rule or statute, shall be file d electronically with originally

executed copies maintained by the filer. The pleadings or other documents electronically filed

shall indicate a signature, e.g., 0s/Jane Doe. 0

1. The following procedure applies when a stipulation or other document (e.g., a
joint motion, joint exhibit list, and 26(f) report) requires two or more signatures:

a. The filer must initially confirm that the content of the document is
acceptable to all signatories by obtaining their original signhatures on the
document.

b. The filer then must file the document electronically, indicating the
signatories with an o0s/signatured6 (e.g
etc.) for each signatory.

By filing the document, the attorney certifies that : (1) the document
has been signed by all necessary people, including affiant and notary ;
and (2) if applicable, and the ink signed originals exist and will be
available in their office for inspection. 1 These documents should be
retained in accordance with the retention rules required by the Eighth

Circuit and Federal Circuit.

! This procedure applies when the third party document exists on the computer of the attorney or client. If so, after

obtaining the ink signatures on a paper copy, the filer should affix 6 s/ 6 si gnature(s) to the word p
convert the document to PDF, and post it on ECF. If the document is not available in electronic format, the ink signed

paper version may be scanned and filed in ECF. Scanning, however, is not the preferred method.
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c. A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the
authenticity of the signatures themselves must file an objection to the
document within 14 days of service of the document.
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Filing a New Civil Case (e.g., Complaint, Removal)

The Court will accept complaints sent by e-mail, sent by U.S. Mail, or delivered in person to the
Cl er ko sTheg If e rcked swill Difiate the ease when all required d ocuments and payment
are received. Please remember to list the case party information in the complaint.

Initial Documents may be submitted by:

1. Email = newcases@mnd.uscourts.qov

2. US mail
3. In person
NOTE: It is the Courtsd preference to

compliments our continued dedication to providing excellent and timely service.

I nitial Documents needed to open anew case:

Complaint or Notice of Removal

Summons

Civil Cover Sheet

Filing fee paid by check, cash or credit card if emailing documents indicate how payment
will be made

PN

E-Mail
To e-mail initiating documents you must:

¢ The complaint, civil cover sheet and summons must each be separate PDF documents
@ State in the in the body of the email how the filing fee will be paid.
-if applying for in forma pauperis (I FP) also
Prepaymentof Fees and Af f iseparatdPDFoto thesemail.
o Email address is: newcases@mnd.uscourts.gov
9o Do not email the credit card authorization form; it must be faxedtothe Cl er kds Of f i ce

Mailing Documents
To mail the initiating documents follow the standard procedures the court currently has in place
for handling initiating documents. In the mailing include:

Q@ The civil coversheet and complaint
¢ Indicate or include the payment (or an IFP application)

Deliver Documents in Person
To deliver initiating documents in persontothe Cl e r k & syoudrust bringen:

g The civil cover sheet and the complaint
o A check, money order or credit card in the amount of $350.00made payable to the Clerk of
Court

NOTE: The court will accept documents delivered in person on a disk/CD ROM
or in paper format (which will be scanned bythe Cl er k63 Of f i
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Summonses

@ TheCl er k 0 wil @dceiiva sanemonses to be issued sent by email, U.S. Mail, or
delivered in persontothe Cl er k6s Of fi ce.

o E-mail summonses may be sent to the email address listed above along with the initiating
case documents
e The CI er k d sign@fidfséalche summdng. Summonses will be returned to the filer
in paper by mail or in person.
g A party may not electronically serve a summons, but instead must effect service according
to the Federal Rule of Civil Procedure 4
@ Summons forms can be foundon t he Courtds external website

NOTE: A case will not be deemed filed until payment is received. A Credit Card
Authorization Form can be foundonthe Cour t s exter nal

http://www.mnd.uscourts.gov/FORMS/ecfforms/creditcardform.pdf
The completed Credit Card Authorization Form is to be faxedtotheCl er k 6 s
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Suggested Tasks to Complete Prior to Electronically Filing in ECF

This section outlines the steps to edit or maintain certain aspects of your ECF account with the
Court or to view a log of your transactions.

Maintain Your Account o Utilities Menu
MAINTAIN USER ACCOUN T INFORMATION

1. Click Utilities > Your Account > Maintain Your Account

Criminal ~ Query Reports - Utilities - Search Logout
[Utilities
AtvRestrictDoc
Court Information Attorneys & NEFs Attorney Re-Registration
Check NEF Delivery Status (CEINTS)  Attorney Re-Registration
Your Account Mailings .
Change Client Code
Change Your PACER. Login

Review Billing Historv

Show PACER. Account

Remowve Default PACER. Account
| Maintain Your Account |

View Your Transaction Log

BSS Feed

The following window will appear:

- Criminal ~ Query Reports - Utilities ~
Maintain User Account
Last name attorney First name test
Middle name Generation
Gender F—'El ATY Type Iﬁ
Title l—
Bar number Tyvpe atv
Prisoner id I— ¥ Add Headers to PDF Documents
Office |
Unit |
Address 1 |
Address 2 I
Address 3 |
City | State | Zip |
Couniry I— County I—;l
Phone I Fax I—
Initials ta DOB End date
Email information... I More user information... I
Submit Clear I

NOTE: This screen displays all of the registration information contained within the ECF
databasefor your account with the Court. This information m ust be kept up to date with the
U.S. District Court. If an attorney is linked to a law firm, the law firm a ddress may not be
editable. In this case, call the ECF Helpdesk for assistance in updating your firm
information.
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2. Make desired changes in this window, Click Submit

3. A confirmation window will appear, Clic k Submit again

The foll owing oupdate successful o6 window will app

Criminal ~ Query

[Updating person record. ..
Update Person Prid- 914

The update was successful __ prid 914 - test attorney

4. Resume ECF activities

MORE USER INFORMATIO N

This option is where the login or password may be changed.
1. Click Utilities > Your Account > Maintain Your Account

The Maintain User Account window will appear

2.Cl i Mbkr e user i nformationo

The following window will appear:

EE c F Civil ~ Criminal ~ Query Reports - Utilities -
VMore User Information for test attorney
Login attytest9 Last login 05-06-2011 08:52
Password [ Current login 05-06-2011 08:52
Create date 04/20/2011
Registered Y Update date 04/20/2011

Internet Credit Card Y
Groups Attorney

Return to Account screen | Clear |

3. Make desired changes in this window, Click Return to Account screen, Click Submit
4. A confirmation window will appear, Click Submit again

The oOoupdate succibapperul 6 window w

NOTE: Inthe Password field, ECF displays a string of asterisks. To change your ECF
password, delete the asterisks, type a new pasword. The actual characters will display
until the new password is saved in the database.

ECF Passwords are casesensitive.

If you misplace your login or password, please contact the ECF Helpdesk with your user
name, Federal Bar ID and email address. Anew login will be sent to you upon
confirmation of the information received.
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EMAIL INFORMATION

When attorneys receive a CM/ECF Account (i.e., Login and Password), they need to verify their

email address in the system. This is also the location to makeemail address changes and to add
additional email addressesto t he attorneys®& account for receipt
(NEF).

1. Click Utilities > Your Account > Maintain Your Account

The Maintain User Account window will appear:

UECF Civil Criminal Query Reports Utilities

Maintain User Account

Last name Paulsen First name Jeffrev
Middle name S. Generation
Gender m ATY Type Im
Tide|
Bar number 123 Type aty
Prisonerid | ¥ Add Headers to PDF Documents

Office US Attorney Office
Unit 600 US Courthouse
Address 1 300 4th 5t S

Address 2
Address 3
City Mpls State MN Zip 55415
Country USA County Hennepin 27053
lenel Faxl
Initials DOB End date
Email information.... | More user information.... |
Submit Clear
2.Clcko Email informationo

The following window will appear:

Email Information for Jeffrey 8. Paulsen

Registered e-mail addresses Configuration options

rimary e-mail address: Please enter a primary e-mail address.
add new e-mail address

Configuration options are not available and additional addresses are not active without a primary e-mail address.

Submit all changes | Clearl

s

3.Clickoadd nmeaw le addr esséb

NOTE: When an item (email link) on the left side of the window is selected, above,
the options available and information pertaining to this item will
appear on the right side of the window.
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The following window will appear:

Email Information for Jeffrey S. Paulsen

[Registered e-mail addresses

\Primary e-mail address:
add new e-mail address

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

Configuration options

Please enter a primary e-mail address.

Configuration options are not available and additional addresses are not active without a primary e-mail address.

[ Return to Person Infarmation Screen

]

Clear

4. Enter the Primary E-mail Address for the attorney
5. SelectAdditional Options

ZECF  ow-

Email Information for Jeffrey S. Paulsen

[Registered e-mail addresses
\Primeary e-mail address:
Jeffrev Paulsen/@uscourts.gov

\Secondary e-mail addresses:

jackie(@doman com
add new e-mail address

in the Configuration Options window (seen below)

Crimipal ~ Query Reports ~ Utilities ~ Search Logout

Configuration options

Jeffrey Paulsen@uscourts gov

Should this e-mail address receive notices? & Yes O No A

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

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

[_ Return to Person Information Sci

reen

Clear

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

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

Case-specific options

Add additional cases for noticing

end no

The Additional Options availabl e, in the window above, are described below:

ADDITIONAL OPTIONS WINDOW 0 TOP HALF

notices?

ltem Option Description
Should this e -mail For the primary email address, the default is Yes. If set to No, the
A - Notices | @ddress receive primary email addre ss will not receive notices of electronic filing

(NEFs)i this is not recommended.

How should notice
sent to this e-mail
address?

s be Per Filing: Email sent for each individual NEF

Summary Report: One daily email listing all transactions for that
day, sent on the following day

NOTE: If the Summary Report is selected, an additional prompt

for which the user is configured to receive summary notices
¢ No, unless there is case activity, no email will be generated

appears, 0Smeiull daddchriessse recei ve
when no summary noticing occurs
eYes, an emai l wi || be sent wit
found for this time periodé wh
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ADDITIONAL OPTIONS WINDOW 0 TOP HALF
ITEM OPTION DESCRIPTION

A 0 Notices | In what format should Controls the format of the emailsii either HTML or Text.
( ¢ o n 8| notices be sent to this

e-mail address?

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

e Yes, all court announcementswill be sent to email address listed

¢ No, the user will only receive general court announcement email
messages when the court deems it essential (e.g., the message is
urgent and must be sent to all users).

[Registered e-mail addresses
|Primary e-mail address:
Jeffrey Paulsen@uscourts gov

EECF Civil ~ Criminal ~

Email Information for Jeffrey S. Paulsen

Query Reports ~ Utilities ~ Search

Configuration options
Jeffrey Paulsen@uscourts.gov

Should this e-mail address receive notices? Yes O No
|Secondary e-mail addresses:
jackie(@doman.com How should notices be sent to this e-mail address? O Per Filing &) Summary Report
add new d
qhould this e-mail address recefve a "no activity” notice when no summary noticing occurs? Yes No
[ Return to Person Information Screen ]
o ™™ | [ what format should notices be sent to this e-mail address? & HTML O Text
Should this e-mail address receive general announcement notices from this court? Yes No
[ Show all cases for this e-mail address ] (Copy cass lists from hars)
Case-specific options B

Add additional cases for noticing

These cases will send notice as a summary report. (default method)
0:03-cr-00007-1 USA v. Furchner - Representing USA
0:03-cr-00024-JMR-FLN-8 USA v. Rasmussen - Representing USA
0:03-cr-00024-JMR-FLN4 USA v. Chutich - Representing USA. Mike Chutich

ADDITIONAL OPTIONS WINDOW

0 BOTTOM HALF

Item Option Description
Show all cases for Displays a list of all of the cases for which the user is configured to
B 6 Case this e-mail address? | receive NEFs
Specific ' v '
Options NOTE: Cases appearing in this window may be copied and pasted to

secondary email addresses.

Add additional cases
for noticing

Enter specific case numbers in the text field, click Find This Case

When desired case appears, click Add Case(s). Case appears in the lis|
of cases based on the default method of service list the first list).

NOTE:

e Toremove a case for this account, click on the case, click on
Remove selected cases;

e To change the frequency of how notices for this case are
received, click on the case, click one of the following: Change
selected cases to ndte per filing or Change selected casa to
notice as a summary report.

Note: if the attorney is not an attorney of record on the case, a PACER
fee will be incurred when viewing the document.
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6. After desired settings are made, click Return to Person Informa tion Screen

The following window will appear:

Criminal~ Query Reports -~ Utilities -~

Maintain User Account

Last name Paulsen First name Jeffiey
Middle name 3. Generation
Gender ATY Type |Ciminal  ~|
Title |
Bar number 123 Type aty

Prisoner id l— V' 4dd Headers to PDF Documents
Office TS Attorney Office
Unit £00 TS Courthouse
Address 1 300 4th 3t 2

Address 2
Address 3
City Mipls State NI Zip 55415
Country US4 County Hennepin 27053
Phone | Fax l—
Initials DOB End date

taore user infarmatian... |

Criminal~ Query

Case specific fields were not altered.
i it to continue with update of person.

Criminal = Query Reports ~ 1]

Tpdating person record...
Update Person Pnd: 12

The update was successfil . prid 12 - Jeffrey 5. Paulsen
Participant records were not altered

E-mail configuration:

Primary e-mail addrecs: Greg_Barnes@mnd.uscourts.gov
This e-mail address will receive notices
Hotice will be sent to this address as a summary report
Matice sent to this address will he formatted as HTOL
This e-mail address will not receive general announcement notices from this court.
This e-mail address will receive notices for all cases in which Jeffrey 3. Paulsen is a participant.
View/Hide case list

Secondary e-mail address: jackie(@!doman.com
This e-mail address will receive notices
Hotice will be sent to this address on a per filing basis
Hotice sent to this address will be formatted as HTML.
This e-mail address will not receive general announcement notices from this court.
ViewiHide case list

8. Continue filing (or, see below to add additi onal email addresses) if desired
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If Adding Additional E -mail Address(es):

Criminal~ Query Reports Utilities -~

Email Information for Jeffrey S. Paulsen

Registered e-mail addresses Configuration options
Frimary e-mail address:
Greg Bames(@mnd uscourts. gov ISue_Iang@mnd_u

Secondary e-mail addresses:

jackie@doman. com

add new e-mal address >

Return to Person Information Screen | Clear |

1. Click Add Additional E -mail Address , enter email address on right -side of window

The Configuration options window appears:

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

Email Information for Jeffrey S. Paulsen

Registered e-mail addresses Configuration options
Erimary e-mail address:
Creg Bammes@mnd uscourts gov Isue_lang@mnd.uscuuns gov
Secondary e-mail addresses: Should this e-mail address receive notices? © Yes © No
jackie@id L
E:i 1& gomaz i::)uxts o How should notices be sent to this e-mail address? © Per Filing © Summary Report

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

Fetumn to Ferson Information Screen I Clear |

Sheuld this e-mail address receive general announcement notices from this court? ® Yes © No
Should this &-mail address receive notice for all cases in which this indimidual is a participant? © Yes © Mo

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

Case-specific aptions

Add additional cases for noticing

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

0:01-cr-00001-JRT-RLE-1 USAw Clsen - Representing LISA ﬁl
0:03-cr-00001-JMR-FLN-1 USA v. Moralez - Representing US4
0:03-cr-00003-FLN-1 USA v, Ruiz - Representing USA

2. Selectdesired settings in the Configuration Options window (seen above)

NOTE: Once the Secondary Email Address is entered, the same
Additional Options are available.

3When finished makiRemgucmangedferscloinckndor mati on

4. Click Submit , then Submit again

5. Continue Filing or Log out of the system
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VIEW YOUR TRANSACTIO N LOG

As a free service, ECF filers mayview their transaction logs. This may be helpful to verify all
transactions entered are reflected in the system, and that no unauthorized individuals have
entered transactions into ECF using their logins and passwords.

1. SelectUtilities > Your Account >V iew Your Transaction Log

Criminal ~ Query Reports ~ Utilities Search

Court Information

Your Account Change Client Code
Court Infortnation Altorneys & NEFsk B Change Your PACER Login
Attorneys & NEFs Review Billing Histary
Your Account Mailings. . Show PACER Account

Remove Default PACER Account
Maintain Your Account

Wiew Your Transaction Log

R55 Feed

Change Client Code

Change Yeur PACEER Login
Eewiew Billing Histo:

Show PACER Account
Remowe Default PACER Account
M 1 1L it .

Criminal~ Reports ~

View Transaction Log

Enter the Date Selection Critenia for the Transaction Log Report

Start Date: |1,u"1,-"1996 End Date: IB,I"E,-"EDDB

Fun Repart | Clear |

2.Enter the Date Parameters, Clickd Run Reporto

The following window will appear listing the transactions for the designated dates

Criminal~ Query Reports Utilities ~ Search

Transaction Log

Report Period: 01/01/1996 - 08/06/2009

Id Date Case Number Text

154302 | 01/10/2009 08:48:14 [0-08-cr-1-1 PAICTUIONR i Clieags of Clsiody by WL o by (Cregis
Jeffrey)

154212 | 01/10/2009 0%:12:31 [0-08-cr-1-1 UGN i Cliegg of Cliadly by WS o o Lk Cegis
Jeffrey)

154314 | 01/10/200% 02:17:44 |0:08-cr-1 Eestricted document 20-0 mewed (applicable patty)

154315 | 01/10/200% 02:18:00 |0:08-cr-1 Eestricted document 20-0 viewed (applicable party)
POSITION O SENTENCING/SENTENCIG MEMOER]

3. Continue Filing or Logout of ECF
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MAILI NG INFORMATION FOR A CASE

Attorneys can check ECF to see if a frty is registered to receive email noticing before posting a
filing in ECF.

1. SelectUtilities > Attorneys & NEFs > Mailings > Mailing Info for a Case

Criminal~ Query Reports ~ Utilities Search

Court Information

Your Account b

Attorneys & NEFs [ Maiings | Mailing Info for a Case
Mailing Labels by Case

Utilities

Court Information

Attorneys & NEFs
Your Account
Change Chent Code

Change Your PACER Login
Review Billing Histo:

Show PACER. Account

Remowe Default PACER Account
Matntan Teur Account

View Your Transaction Log

o TEL__il

The following will appear:

Mailing Information for a Case

Enter the case number to wiew the recipient list.

her: |D:D1-w20
< Submitl Clear

2.Enter the Case Number, Click o Fi nd ThihenClthd8wmbi t 6

The following window will appear listing case specific mailing information:

Mailing Information for a Case 0:01-cv-00020-JMR-FLN
[Electronic Mail Notice List

[The following are those who are currently on the list to receive e-mail netices for this case

* John Attorney
Greg_Bames(@mnd.uscourts. gov

s George Howard Smith
ill_munderson-gernes@mnd uscourts. gow

< Manual Notice List >
[The following 1s the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual noticing). ¥ou may wish to use your

ouse to select and copy this st into your word processing program in order to create notices or labels for these recipients

Kristine Wegner
12345

Bandstons FCI

P.0. Box 300
Bandstone, MN 55030

3. Note any names listed underthe 6 Ma nu al N o.t Theseattdrneys heéd to be noticed
in the conventional manner.

4. Begin Filing or Logout of ECF.
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Filing Documents for Civil Cases

There are eight basic steps involved in filing a document. These are essentially the same for each
event filed on ECF:

1. Selectthe type of document to file.

Enter the cae number in which the document is to be filed
Designate the party(s) filing the document

Specify the PDF file name and location for the document to be filed
Add attachments, if any, to the document being filed

Modify docket text as necessary

Submit the pleading to ECF

© N o o0 > w DN

Receie notification of electronic filing (NEF)
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Filing an Answer

This section of the User's Manual describes the process for filing anAnswer in ECF. The process is

similar for filing other pleadings in ECF.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Initial Pleadings and Service > Answers to Complaints

Civil Events

Other Filings
Initial Pleadings and Service

Criminal~

Initial Fleadings and Service
totions and Related Filings ¥

Complants and Other Imbating D ocuments

Query

Ot Other Answers

Reports ~

Camplaints and Other Initiating Documents
Service of Process
b § Answers to Complaints

Discovery Documents

Service of Process

Answers to Complaints
Other Answers

Motions and Related Filings
Iotions

Supporting Documents and Eesponses

MNotices
Trial Documents

Appeal Documents
Other Documents

Utilities ~

The following window will appear:

Answers to Complaints

Civil Case Number -

ID:D1—w2 Find This Case |

Answers to Complaints

Civil Case Number

REES | Clear | W
Iext Clear |

Criminal~

2. Enter the case number, then:

NOTE: This is the progression of
windows when the correct case
number is entered and
OFind This Ca soed.

I f é

Action

Then

Number is entered correctly,
click

_Find This Case | | Click Next [ Next

Number is entered incorrectly,
click

Clear

Re-enter number, click
Find This Case

Invalid case number message
appears, click

Re-enter number, click
Find This Case

Multiple case numbers match
the one entered

Another window
appears

number you are filing in,
click Next

Click on the spedfic case
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The following window will appear:

SECF

Civil

-

Answers to Complaints
0:01-cv-00022-RHK-FLM v. Morglez

Pick Filer |

Collapse All
“Wickie E Moralez dft

Criminal =

- You are not an attorney of record on this case. Please verify that you have entered the correct case numher.

Expand All

Query

Reports ~ Utilities ~ Search

Select the filer.

Select the Party:

Next

ciear | NewfFiler |

3. Click on the filer to select the appropriate party, Click Next

NOTE: The CaseParticipant Tree is for informational purposes only so the user can see all case
participants during the process of selecting the filers and attorneys. The split-pane window
simply provides more information in one window

Answers to Complaints
0:01-cv-00022-RHK-FLN v. Moralez

Pick Filer |

Collapse Al
: E Moralez dft

/

‘ Case Participant Tree ‘

Criminal~

Split-pane window

Luery Reports ~ Utilities = Search

- You are not an attorney of record on this cfise. Please verify that you have entered the correct case numher.

Select the filer.

Expand All

Select the Party:

Maralez, Vickie E [df] <]

=

Next | ciear | NewFier |
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The following window will appear:

NOTE: If this is the first time the attorney is filing in the case, the following
attorney-party association window will appear.

Reports - Utilities ~

Criminal~ Query

Answers to Complaints

0:01-cy-00022-RHK-FLM v. Moralez
The following attorney/party associations do not exist for the ahove case(s).

Please check the hox on the left of the screen for associations which should be created.
If the association should #ef be created, be sure the hox is unchecked=
< IiWcleie E Moralez (pty:dff) represented by Jeffrey Paulsen (aty) [ Lead M IMotice

[ et | Clear |

(Necessary)
4. Check the box in frontofthe p ar t y 0 $0 assaciatethe attorney to the filing party

(Optional)
5. Check the box in front of Lead if attorney is lead attorney

(Strongly Recommended)

6. Check the box in front of Notice to receive notification when any documents are filed i n

this case If this box is unchecked, the attorney will not receive notices of electronic filing

7. Click Next
The following window will appear:

8. Click the box next to the pleading you are answering.

9. Click Next

Include Date # Docket Text
Iy: 05/16/2011 1 COMPLATINT against XYZ Co { Filing fee § 350 receipt number 400500}
assigned to Judge David 5. Doty per Master list referred to Magistrate Judge

Arthur J. Boylan., filed by Bella Ellingson. (JME)

MNext | Clear
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The following window will appear:

= Wil v Criminal~ «  Utiities -
UE CF Civil Criminal Query Reports Utilities Search Logout
Answers to Complaints
0:01-cv-00022-RHK-FLM «. Moralez
Select the pdf d and any attacl 23
(vIain Document
‘ Browse

Attachments Category Description
l.l Browse. | | |

Next Clear

NOTE: Remember to convert all documents being filed to PDF before proceeding.

10.Click Browse, to locate the appropriate Main D ocument

NOTE: Itis imperative to attach an electronic copy of the actual pleading
in step 8, above. All documents filed in ECF MUST be in PDF format, or ECF will not
accept the document

The following window will appear:

Choose file llil
Laok in: | =5 Attomey Files - Civi - 52007 j & o ER-
Name | Size | Type | Modified =
Z‘affidavit‘pdf Z0KE Adobe Acrobat Doc...  05/08(Z007 1:15F
E affidavit, wpd 7KE ‘WordPerfect X3Do...  05/08/Z007 1:01 F
tanswer, pdf 19KE Adobe Acrobat Doc...  OS/05/Z007 1114 F
m answer.wpd 7KE ‘WordPerfect X3 Do...  05J0S/2007 102 F—
@certiﬁcate of serv... 22KE Microsaft Word Doc...  05/08/2007 1:11 F
T certificateofservic. .. 7KE Adobe Acrobat Doc,.,  05/08/2007 1115 F
n certificabecfservic, .. QKE ‘WordPerfect ¥3Do...  05f08/2007 1:03 F
Z,complalnt.pdf 19KE Adobe Acrobat Doc..,  0S/08/2007 1116 F
E complaint.wpd &GKE ‘WordPerfect X3Do...  05/08/Z007 1116 F
lﬂ_]cunvert documen. .. Z0KE  Microsoft Word Doc,..  0S/08/2007 1:29F
........ At iree 2 VE MeedPoeFock Y9 P NE WS ITANT 404 T hd
4 1 »

File name: Ianswer.pdl hd Open I
N Files o tupe: IAI\ Files [*%) j Cancel |

11. Navigate to the appropriate directory and .PDF document to be filed
12. Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: Itis recommended for the user to verify the corr ect document has been
selected before linking it to the filing. To do so, right -mouse click on the selected file.
A short-cut menu will appear. Click Open.

Choose file E”
Look in: | I3 Attorney Files - Civil - 5-2007 j EF '
A T affidavit. pf T exhibittabsn-z. pdf
uﬁ @affidavit.wpd @exhibittabsn-z.wpd
Iy Fecent Tm t rermarandunn in support of & mation. pdl
Documents E @memorandum in support of a rmakicn, wp
9 @ Open with Adobe Reader & -“; motion For discovery, pdf
" | Sroton o dscovery o
Desktop 'E Print - mation to compel,pdf
- Eirr b v

Adobe Acrobat or Reader (or other loaded .pdf software) will open the PDF document.
View and confirm document to be filed. Close the.pdf program window .
From this point forward, this informative note will not be included in the documentation.
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The following window will appear:

SECF

Answers to Complaints
0.01-cv-00023-RHK-FLK v. Moralex

Civil ~ Criminal~ Query

Select the pdf d

and any attacl s

IMam Docunent
KefrifrainingiChi-ECRZ004 Filesh2004 1 (B

Reports ~

Utilities ~ Search

Attachients Category Description

13. If there are no Attachments to the Answer, click Next

14. The following window will appear:

-

W]

Answers to Complaints
0:01-cy-00022-RHK-FLM v_Moralez

[ 1Does this filing include a counterclaim 7 (If ves, click on the box)
[ Does this fling include a eross-claim ? (If yes, click on the box)

[1Does this filing include a thivd-party complaint? (If ves, click on the box)

15. If there are no additional claims or complaints

to the Answer, click Next

Appendi X

Note: Counterclaim, cross-claim and third -party complaint is outlined in the
Add/it Cromat ® Party

for

Thi

r

The following window will appear:

=
(F]

Answers to Complaints

o0 -cy-00022-BHK-FLM v. Moralez

Does this Answer nclude a jury demand Y77
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16. If there is a Jury Demand , enter Y (Yes); N (No) if not, Click Next

The following window will appear:

Answers to Complaints
[0:01-cy-00022-RHK-FLM v. Moralez

Docket Text: Modify as Appropriate.

ANSWER to Complaint by Vickie E Moralez. (Paulsen, Jeffrey)

17. If necessary, click in the white Docket Text fields to edit or type additional text, Click

Next

NOTE: Modifying docket text is optional.
Examples may include: OFirstdé Ans

Criminal~ Query Reports - Utilities ~ Search

Answers to Complaints
0:01-cy-00022-RHK-FLM v. horalez

Docket Text: Modify as Appropriate.
text may be added hare ANSWER to Complaint |text may be added hera

by Vickie F LMoralez. (Paulsen, Jeffrey)

The following window will appear:

iAnswers to Complaints
0:01-cv-D0022-RHK-FLN v. Moralez

Docket Text: Final Text
ANSWER to Complaint by Vickie E Moralez. (Paulsen, Jeffrey)

Attention!! Pressing the NEXT button on this screen comnits this transaction. You will have no further opportunity to
wmodify this transaction if vou continue.

Source Daocument Path (for canfirmation only): / SOlely a marker to list the
answer.pdf  pages: 1 document/s attached to this
filing event.

The O0Source Docu

18. Confirm information in window, Click Next to submit the Answer

NOTE: This is the last screen to view before submitting the pleading. If
corrections needto be made, click the Back button to locate the desired
window in which changes are needed.

To abort this filing event, click any item on the blue menu bar.
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The following Notice of Electronic Filing (NEF) window will appear:

Criminal~ Query Reports ~ Utilities ~ Search

lAnswers to Complaints
0:01-cy-00022-RHK-FLM v. Moralez

.S, District Cowrt
.S, District Cowrt Minnesota

Motice of Electronic Filing

The following transaction was entered by Paulsen, Jeffrey on 8/7/2009 at 8:36 AW CDT and filed on 8/7/2009

Case Name: v. Moralez

Case Number: 0:01-cv-00022-RHE -FLN

Filer: Vickie E Moralez

Docmment Number: 1

b s NOTE: The Notice of Electronic Filing (NEF)

[ANSWER to Complaint by Vickie E Moralez. (Paul confirms the completion of this filing
event and that it has been accepted by

0:01-cv-00022-RHE-FLIY Notice has been electronically| the ECF SyStem .

Teffiey 5. Paulsen  Greg_Barnes@smnd uscourts.gov This pleading is now an official court document.

0:01-cv-00022-RHE-FLIN Notice has been delivered by The NEF will be emailed to the addresses

The following document(s) are associated with this transaction: aSSOC|ated W|th thIS case

R N S (Utilities Menu > Maintain User Account).

Page36



CM/ ECF User ®Gvil Manual U.S. District Court, District of Minnesota

Key Reminders about the Notice of Electronic  Filing:

g ltis strongly recommended to copy and save the NEF to your computer or to print and
retain a hard copy in your files.

¢ The NEF will be emailed to the attorneys and parties, associated with the case, who have
supplied their e -mail addresses to theCourt. The NEF also displays the names and
addresses of individuals who will not be electronically notified of the filing.

g It is the filerds responsibility to serve
Electronic Filing to attorneys and parties who are not set up for electronic naotification.
These names are identified in the NEF.

@ I ndividuals who receive the NEF via email
by clicking on the associated hyperlinked document numbers listed in the NEF

o Pursuant to guidelines set by the Administrative Office of the U.S. Courts, the free look is
only available for 15 days from the date of the filing.

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

@ Under LR 5.4, the NEF generated by ECF constitutes a certificate of service with respect to
those persons to whom electronic notice of filing is sent, and no separate certificate of
service need be filed with respect to those persons.

o If service is not made through ECF, the filing party must file a certificate of service in ECF.
The certificate must state the manner in which service or notice was accomplished on each
party so entitled. Filers are required to serve copies of any electronically filed pleading,
document, or proposed order to parties not served electronically by ECF according to the
Federal Rules of Civil Procedure.

Document and Attachment Numbering

The document selection screen was modified to include the main document number, and the
attachments are numbered beginning with 1. This way, the attachment numbers are consistent
everywhere they appear (e.g., docket text, the document selection screen).

Also, the file sizes and the total size of all of the documents for a docket entry are displayed on the
document selection screen when viewing a document via the docket report.

The cumulative limit when viewing all or downloading all documen ts in a single entry is 60 MB.

Docket
Report

Document Selection Menu

Select the document you wish to view.
Document Number: 2 1 page 19 kb

Attachment Description

1 Certificate of

Service 1 page Tkb

Page37

vigwAll | or [ Download All 2 pages 261k

hard



CM/ ECF User ®Gvil Manual U.S. District Court, District of Minnesota

Filing a Motion
This section of the User's Manual describes the process for filing aMotion in ECF. The process is
similar for filing other pleadings in ECF.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Motions

Criminal~ Query Reports ~ Utilities -

Civil Events Initial Pleadings and Servicer

Motions and Related Filings Wotions
Other Filings » I Supporting Documents and Responses
Initial Pleadings and Service Other Filings
Complants and Other Inttiating Documents  Discovery Documents
Service of Process Motices
Answers to Complaints Trial Docurments
Other Answers Appeal Documents

Other Documents
Motions and Related Filings
Ilotions
Supporting Documents and Responses

The following notification window will appear:

E-Filing Tips for ALL Motions

Please refer to the court's Civil ECF Procedures Guide, Section II, G when filing motions.

Remember, two (2) courtesy copies of the motion and supporting documents must be submitted
to the appropriate judge or magistrate judge. See Section I, F for courtesy copy requirements.

More information on e-filing specific types of motions is available in the Motions Glossary.

et Clear |

2.Readthrough information, Click Next

Motions
Civil Case Number

0:071-cv-22]

[ e ] [ Clear ]

NOTE: ECF will automatically populate the case number after the case number has
been initially entered. Continue filing the Motion or
abort filing the motion by clicking on the Civil menu to restart this event.
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3. Confirm case number, Click Next

The following window will appear:

Motions
0:01-cv-00022-RHK-FLMN v. Maralez

Statt typing to find another event
Available Events (click to select events)
Bond 25
Certificate of Appealability
Certify Class
Change Yenue
Compel
Consolidate Cases
Continug
Declaration of Mistrial
Declaratory Judgment
Default Judgment
Deposit Funds
Directed Yerdict
Dishursement of Funds
Disclosure
Di

Selected Events (click to remove events)
Discovery

4. Click on the type of motion being filed. The selected event will appear on the right side of

the window.
5. Click Next

civil ~ Criminal -
Motions
0:01-cv-00022-RHK-FLN v. Moralez

Available Events (click to select events)
Bond

Ceriificate of Appealatility
Cerlify Class

Change Yenue

Cornpel

Consolidate Cases
Continue

Declaration of Mistrial
Declaratary Judgment
Default Judgment

Deposit Funds

Directed Verdict
Dishursement of Funds

cl i

| Start typing to find another event

NOTE: Multiple motion reliefs may be filed at this time.
To add more than one motion relief, click on another motion relief.
To remove a selected relief

SECF

c k

Reports ~

on it i n 0Sel

Query Utilities - Seq

Selected Events (click to remove events)
~| | Discovery
Disclosure

e
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The following window will appear:

Criminal~ Query Reports -
Motions
0:01-ey-00022-RHK-FLM v Maoralez
G AR Select the filer.
Collapse All Expand All

#Vickie E Moralez df

Select the Party:

[ Next ] l Clear ” New Filer

6. Click on the party(s) filing the document, Click Next

The following window will appear:

Criminal~ Query

Reports - Utilities - Search

Motions
0:01-cy-00022-RHK-FLM v Moralez

Select the pdf document and any attachinents.

Main Document

Browse..

Attachments Category Description

L. Browse.. v

7.Click Browse to locate the appropriate Main D ocument

The following window will appear:

Choose file 2%
Look ir: I 5 duttormey Files - Civil - B-2007 j = £k EB-
' affidavit, pdf T eschibit. pdf
m affidavit.wpd n exhibit.wpd

"o | answer. pdf

T exhibittabsa-m. pdf
m answer, wpd

B exhibittabsa-m. wpd

lﬁ_’]certificata of service, . doc
ﬁcertiﬁcateofservice.de
n certificatenfservice wpd
jcomplaint.pdf

n complaint. wpd
lﬂ_konvert document.doc
n corvert document . wpd

T exhibittabsn-z, pdf
B exhibittabsn-z.wpd
jmemorandum in support of a mation. pdf
n memorandurm in support of a mation.wpd
motion for dis f

p
B motion far discovery .wpd
T mation to compel. pdf

1] | i
File name: Imotion for dizcoverp. pdf j Open I
Files of type: I,QII Files [%.%] ﬂ Cancel |
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8. Navigate to the appropriate directory and file name of the PDF document to be filed
9.Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: From this point forward, Steps 7 and 8 will only be listed; the screen shot will
not be included.

The following window will  appear:

Motions
0:01-cy-00022-RHK-FLIN v Moralez

Select the pdf docwment and any attachments.

IIam Document
KAxftitraininghCWM-ECP2009 Filesh2009 (¢

Attachments Category Description

1. Browsa.. b

10.If there are no Attachments , click Next

NOTE: If there are attachments, Click the second Browse and link the attachment
to the filing, select the category or enter in a document description, then Click Next.

The following window will appear:

Criminal ~ Query Reports ~ Utilities - Search

0:01-cy-00022-RHK-FLN v. WMoralez
Docket Text:

Modify as Appropriate.

v | MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

11.1f necessary click the drop-down arrow or in the white Docket Text field to modify the
docket text, Click Next

The following window will appear:

Motions
0:01-cw-00022-RHK-FLMN v Moralez

Docket Text: Final Text
MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

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

Seurce Document Patk (for confirmarion anly):
motion for discovery.pdf  pages: 1
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12.Confirm information in window, Click Next to submit the Motion

NOTE: This is the last screen to view before submitting the pleading. If corrections
need to be made, click the Back button to locate the desired window in
which to make changes.

To abort this filing event, click any item on the blue menu bar.

From this point forward, this informative note will not be included in the documentation.

The following Notice of Electronic Filing window will appear:

Criminal - Query Reports ~ Utilities - Seal

Motions
0:01-cv-00022-RHK-FLM v. Maoralez

U.S. District Cowrt
1.5, District Cowrt Minnesota
Notice of Electronic Filing

[The follewang transaction was entered by Paulzen, Jeffrey on B/A2009 at 2:57 PM CDT and filed on 2772009

Case Name: v. Moralez
Case Number: 0:071-cw-00022-EHE -FLI
Filer: Vickie E Moralez

Document Number: 4

Docket Text:
MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

0:01-¢v-00022-RHE-FLIN Notice has been electronically mailed to:

Jeffrey 3. Paulsen  Greg_Barnes@mnd.uscourts. gov, sue_lang@mnd uscourt gov

0:01-cv-00022-RHE-FLIN Notice has been delivered by other means to:

NOTE: The Notice of Electronic Filing (NEF) confirms the completion of this filing
event and that is has been accepted by the ECF system.

This pleading is now an official court document.

This will be emailed to the addresses associated with this case:
(Utilities Menu > Maintain User Account).

From this point forward, this informative note will not be included in the
documentation, and the Notice of Electronic Filing st ep will only be listed;
the screen shot will not be included.
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Filing a Notice of Hearing on Motion

This section of the User's Manual describes the processdr filing a Notice of Hearing on Motion
Select the appropriate menu from the ECF Menu Bar for filing:

1.Click Civil > Other Filings > Notices

Civil Criminal~ Reports ~

Civil Events Initial Pleadings and SE'.,I?V\CE’
Motions and Related Filings »
Other Filings Discovery Documents
Initial Fleadings and Service Ot Motices
Complants and Other Tnitiating Documents Trial Documents
Service of Process #ppeal Documents
Answers to Complaints | \QEr DOEUERS
Other Answers Appeal Documents
Other Diocuments
Motions and Related Filings
Idotions
Supporting Documents and Responses

The following window will appear:

Notices

Civil Case Numher

0:01-cw-22|

[ M et ] [ Clear ]

2.Confirm case number, Click Next

The following window will app ear:

Criminal~ Reports Utilitig

Notices
0:01-cv-00022-RHK-FLIM v. Moralez

Available Events (chick to select an event) Selected Event
Amended Notice of Hearing on Motion A5 Motice of Hearing on Motion
Hearing Notice - Markman Hearing

Motice (Other)

Motice of Acceptance with Offer of Judgment

Maotice of Appearance

Motice of Attorney Appearance/Substitution

Motice of Change of Address

Motice of Error (Guidant kMOL)

Motice of Filing Bankruptcy

Motice of Filing Petition for Certiorari

Motice of Hearing on Maotion

Motice of Intent to Request Redaction

Motice of Lis Pendens

Motice of Remaowval [CC]

Motice of Settlement v

3.Click the type of notice being filed. It will appear on the right side of the window
4.Click Next
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The following window will appear:

Criminal~ Query Reports ~ Utilities ~ Search

Notices
0:07-cy-00022-RHK-FLIN v Moralez

Select the pdf document and any attachments.

M am Document
FhpeftitraininghCh-ECRE009 Filesh2009 ¢

Attachments Category Description

L -

5. Click Browse to locate the appropriate Main D ocument

NOTE: From this point forward Step 5, above, will only be listed; screen shot
will not be included.

6. Navigate to the appropriate directory and file name of the PDF document to be filed

7.Click on the file and Click Open (or double-click on the file) to attach it to the filing

8.If there are no Attachments to the filing , click Next; if there are Attachments, attachthem to
the filing, t hen click Next

The following window will appear:

Notices
001w 0002 2-RHK-FLM v. Moralez

[WARNING: You must file vour motion before filing the notice of hearmg. If you have not already filed yvour motion, please click on the CIVIL menu
above and file vour motion
[Enter the deadline mformation, then select the appropriate motion(s).

NOTE: This window is solely a
reminder to file the Motion before the
Notice of Hearing on Motion.

9. Click Next

NOTE: Before filing the Notice of Hearing, call chambers to get a date and time for
the motion hearing.

In the next step, the specifics about the Hearing are selected.
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The following window will appear:

Criminal~

Query Reports ~ Utilities ~
Notices

0:01-cy-00022-RHK-FLM v Moralez
\Watice af Hearing on Mation

MMotion Hearing

10 Date|8/20/2009 | Calendar | Time|03:00 | O AW OPM
11 [Location | Chambers (RHK)

~ | Judge | Kyle, Richard H. {pre) v

[ Schedule additional IMotion Hearing

NOTE: If an additional Motion Hearing is
needed, click the check box. Another
calendar field will appear. Complete
essential information then continue

. through the filing.

\Select dacket entry componenis which are fo ba associd

Filing Date

08/07/2008

4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)
.......

10. Enter in the Date and Time of the Hearing or Click Calendar to select date from
pop-up Calendar menu

In the same window, continue filling in fields:
11. SelectLocation and Judge for Hearing

12. At the bottom of the window, above, Click the box to link the Notice of Hearing on

Motion to the Motion (filed previously), Click Next
The following window will appear:

Criminal - Query

Notices

Reports ~ Utilities ~ Search
0:01-cy-00022-REHK-FLMN v. Moralez

Docket Text: Modify as Appropriate.

NOTICE OF HEARING ON MOTION [4] MOTION for Discovery : Motion Hearing set for 8/28/2009 09:00 AN m
Chambers (RHE) before Judge Richard H. Eyle. (Paulsen, Jeffrey)

Clear

13. Confirm information in window, Click Next

14. Click Next, in the final window to submit the Notice of Hearing on Motion

The Notice of Electronic Filing window will appear.
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Filing a Memorandum in Support of a Motion

This section of the User's Manual describes the process for filng a Memorandum in Support of a

Motion .

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filing > Supporting Documents and Responses

Criminal~ Query Reports ~ Utilities

Civil Events Initial Pleadings and Service?
Wotions and Related Filings Wotions
Other Filings »

Motions and Related Filings
Ifotions
Supporting Documents and Responses

Supparting Documents and Responses
Initial Pleadings and Service Other Filings

Complants and Other Titiating Documents  Discovery Documents

Service of Process HMotices
Answers to Complaints Trial Documents
Other Answers Appeal Documents

Other Documents

The following window will appear:

Responses and Replies

Civil Case Number

0:07-cw-22

2. Confirm case numbe, Click Next

The following window will appear:

Criminal~

Responses and Replies
0:01-cy-00022-RHK-FLIM v. Moralez

Available Events (click to select an event)
ifficzeit in Oppaosition to bMotion fad
iffidasitin Support of Motion

Brief

Certificate of Compliance with LR 37.1

Claim Construction Brief

Declaration in Opposition

Declaration in Support

Exhibit

LR7 .1 Woard Count Compliance Certificate
karkman Brief

kMemorandurm

kemorandum in Opposition o kotion

kemorandum in Support of Motion
Objection
Objection to Report and Recommendations o

Reports ~ Utilities ~

Selected Event
Mermorandurm in Support of Motion

3.Click the type of document being filed. It will appear on the right side of the window,

Click Next
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4. Click on the party (s) filing the document, Click Next

5. Click Browse to locate the desired Main Document. Navigate to and Click on the .pdf
document to be filed. Click Open to attach it to the filing.

NOTE: If there are attachments (e.g., LR 7.1 Word Count Compliance Certificate),
they may be added in this window

Attachments filed electronically must be less than 15MB (15360KB) in size
after being converted to .pdf.

6. Click Browse to locate the Attachment /s to the Memorandum

7.Navigate to the appropriate directory and file name of the PDF document to be filed
8. Click on the file and Click Open (or double-click on the file) to attach it to the filing
9. Click the Drop -down arrow to select the Category type of document being filed
10.Enter a description of the Attachment if necessary

11.Repeat steps6 - 10as needed toattach all attachments to the filing

12.Click Next to advance to the next window

The following window will appear:

Criminal~ Query Reports

Responses and Replies
0:01-cw-00022-RHK-FLM v. Moralez

\wwelect the apprapriate everifs) io which your event relates:

< i OROF200%9 4 BOTION for Discovery by Vickie E Moraler. (Paulzen, Jeffiey)

13.Click the box to link the Memorandum to the related motion/s already filed, Click Next

14. If necessary click in the white Docket Text field to modify the docket text, Click Next
15.Confirm information in window, Click Next to submit the Memorandum

The Notice of Electronic Filing window will appear.
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Filing an Affidavit with an Attachment in Support of a Motion
This section of the User's Manud describes the process for filing an Affidavit with an Attachment

in Support of a Motion in ECF.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Supporting Documents and Responses

Criminal~ Query Reports ~ Utilitig]

Civil Events Initial Pleadings and Servicek

Motions and Related Filings Mations
Other Filings » I Supparting Documents and Responses
Initial Pleadings and Service Other Filings
Complaints and Cther Initiating Documents  Discovery Documents
Service of Process Motices
Answers to Complaints Trial Documents
Other Answers Appeal Documents

Other Documents
Motions and Related Filings
Iotions
Supperting Documents and Responses

The following window will appear:

Responses and Replies
Civil Case Number

0:07-cw-22

[ Mext ] [ Clear l

2.Confirm case number, Click Next

The following window will appear:

Criminal~ Query Reports ~ Utilitie|

Responses and Replies
0:01-cy-00022-RHK-FLN v. Moralez

Available Events (click to select an event) Selected Event

Affidanwit in Opposition to Motion A Affidenit in Support of Motion
Affidawitin Support of Maotion
Brie
Cerificate of Compliance with LR 37.1

Claim Construction Brief

Declaration in Opposition

Declaration in Support

Exhikit

LR?.1 Word Count Compliance Certificate

Markman Briet

temarandum

tMemorandurm in Opposition to Motion

tMemorandurn in Support of Motion

Ohjection

Objection to Repoart and Recommendations v

Mext Clear
3. Click the type of document being filed (e.g., Affidavit in Support of a Motion) , Click Next
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4. Click on the party (s) filing the document, Clic k Next

5. Click Browse to locate the appropriate Main D ocument

6. Navigate to the appropriate directory and file name of the PDF document to be filed
7.Click on the file and Click Open (or double-click on the file) to attach it to the filing

8. Click Browse to locate the Attachment /s to the Affidavit

Criminal ~ Query Reports - Utilities ~ Search Logout

Responses and Replies
0:01-cv-00022-RHK-FLN v_Moralez

Select the pdf d t and any attach

Aain Document

K- \ufritraining\CM-ECF\2009 Files\2009 C,

Attachments Category Description
1. [K Wfftraining\C-ECF\2009 Files\2009 C Exhibit(s) v|[17
2. |vil Class Practice Files\exhibits 8 - 12 pofl[_Browse ] | Exhibit(s) v| [8-12
3. g

9. Navigate to the appropriate directory and file name of the PDF document to be filed
10.Click on the file and Click Open (or double-click on the file) to attach it to the filing
11.Click the Drop -down arrow to selectthe type of document being filed

12.Enter a description of the Attachment if necessary, i.e. Exhibit

NOTE: Remember to add in a clear explanation of each attachment, into the
Description field; one that matches either the document title or label.

13.Repeat steps 80 12 as needed taoattach all attachments to the filing
14.Click Next

The following window will appear:

Responses and Replies
0:01-cyw-00022-BEHK-FLM v. Moralez

Meamme of Affiant | Jane Doe

[ M e ] [ Clear ]

15. Enter in the Name of the Affiant, c lick Next
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The following window will appear:

ZECF  ow-

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

Criminal ~

Select the appropriate event(s) to which vour event relates:

08/07/2009 4 MOTION for Discovery by Vickde E Moralez. (Paulsen, Jeffrev)

16. Click in the box to link the Affidavit to the related document/s already filed, Click

Next
The following window will appear:

Criminal ~

Query

Reports ~

Utilities ~
Responses and Replies

Search
0:01-cv-00022-RHK-FLN v. Moralez

Docket Text: Modify as Appropriate.

IS | AFFIDAVIT of Jane Doe in SUPPORT OF [4] MOTION for Discovery
filed by Vickie E Moralez. (Attachments: # (1) Exhibit(s) Tabs 1 - 7, # (2) Exhibit(s) Tabs 8 - 12) (Paulsen, Jeffrey)

17. If necessary click in the white Docket Text field to modify the dock et text, Click Next
18. Confirm information in window, Click Next to submit the Affidavit

The Notice of Electronic Filing window will appear.

NOTE: Si nc e

itsd inception, CM/odt@Grritfoniaastivith. adhena
documents/attachments are being addedtoaf i | i ng,

this ouploadéd
time by the CM/ECF Server.

I n order to

a v-o i td 6 b feiilmggsessitingitnsitedommended to
note the start time when uploading documents , finish that filing within 30 minutes.

If time runs short when attaching documents (e.g., Exhibits to an Affidavit) , make a note, to
self, about which attachment was last added. The next attachment/s to be filed for this event
may be added in a separate event filing session(e.g., Exhibit), and then linked back to the

previous event (e.g., Affidavit) it relates to.

The maximum file size limit is 15 MB or 15,360KB when filing in the U. S. District Court for the
District of Minnesota With the large file size, please be mindful of the time it takes to upload
each attachment to avoid the time-out limit.
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Filing Exhibits
This section of the User's Manual describes the process for filingExhibits using the Moti ons and

Related Filings menu. If the exhibit is one PDF document, follow the steps outlined in previous
sections to locate and open the document toattach to this event.

Depending upon how exhibits are filed, there are three menus available in which to f ile exhibits
when they are not attached to other documents or filings.

@ Motions and Related Filings > Supporting Documents and Responses
@ Other Filings > Trial Documents

@ Other Filings > Other Documents
The example outlined below includes attaching more than one exhibit to the Exhibit Event.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Supporting Documents and Responses

Criminal ~ Query Reports -

Civil Events Initial Pleadings and Service»

Motions and Related Filings Mations
Tnitial Pleadings ....(.).IEE[ !:‘iﬂggs w:hl_s_u_pf_oning Documents and Responses
Complaints and Other Initiating Documents  Discovery Documents
Service of Process Notices
Answers to Complaints Trial Documents
Other Answers Appeal Documents

Other Documents
Motions and Related Filings
Motions

Supporting Documents and Responses

2.Confirm case number, Click Next
3.Confirm case number again, Qick Next

The following window will appear:

UECF Civil Criminal Query Reports Utilities Search
Responses and Replies

0:01-cv-00022-RHK-FLN v. Moralez

'Available Events (click to select an event) Selected Event
Affidavit in Opposition to Motion || |[Exhibit

Affidavit in Support of Motion

Brief

Certificate of Compliance with LR 37.1
Claim Construction Brief

Declaration in Opposition

Declaration in Support

LR7.1 Word Count Compliance Certificate

Markman Brief

Memorandum

Memaorandurm in Opposition to Motion

IMemorandum in Support of Motion

Objection

Objection to Report and Recommendations o

4.Click the Type of Event being filed, Click Next
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5. Click on the party (s) filing the document, Click Next

6. Click Browse to locate the appropriate Main D ocument

7.Navigate to the appropriate directory and fil e name of the PDF document to be filed

8. Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: In this example screen shots will be added in to illustrate how to add two
attachments. The attachments areadditional exhibit document s.

[Responses and Replies
0:01-cv-00022 RHK.FL N v_Moralez

Select the pdf d t and any attach

(Main Document

K- \fritraining\CM-ECF\2009 Files\2009 C

Attachments Category
1. K dritraining\CM-ECF\2009 Files\2009 C Exhibit(s)
[2. K:\xiritraining\CM-ECF\2009 Files\2009 C Exhibit(s)
.

Description
~| Tabsa-m -Remnve

v

9. Click Browse to locate the Attachment /s to the Main Document

10.Navigate to the appropriate directory and file name of the PDF document to be filed

11.Click on the file and Click Open (or double-click on the file) to attach it to the filing

12.Click the Drop -down arrow to select the Document Category

13.Enter a description of the Attachment if necessary

NOTE: Remember to add in a clear explanation of each attachment, into the Description
field; one that matches either the document title or label.

To remove a document attachedin error, click the Remove button, repeat steps 9- 13.

14.Repeat steps 9 13 until all Attachments have been added

15.Click Next
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The following window will appear:

EECF civil ~ Criminal ~ Query

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

N\

ould the document vou are filing link to another document in this case?
Filed to

Docoments to

16. Click the box to link the attachment to another document (event) already filed, Click Next

NOTE: |t i's recommemded bodl edbe ameé a

order to generate a list of events, already filed, to link the attachment to.

In contrast, if preferred and the dates and/or document numbers are known,
fill in these fields, and then Click Next.

The following window will appear:

2\

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

Selact the appropriate event(s) to which vour event relates:

(] 08/07/2009 1 ANSWER to Complaint by Vickie E Moralez (Paulsen, Jeffrey)

] 08/07/2009 2 ANSWER to Complaint by Vickie E Moralez. (Attachments: # 1 Certificate of
Service) (Paulsen, Jeffrey)

[] 08/07/2009 3 ANSWER to Complaint by Vickie E Moralez. (Attachments: # 1 Certificate of
Service) (Paulsen, Jeffrey)

] 08/07/2009 4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrev)

[] 08/07/2009 5 NOTICE OF HEARING ON MOTION 4 MOTION for Discovery : Motion
Hearing set for 8/28/2009 09:00 AM in Chambers (RHK) before Judge Richard
H. Kvle. (Paulsen, Jeffrey)

[ 08/07/2009 6 MEMORANDUM in Support re 4 MOTION for Discovery filed by Vickie E
Moralez. (Attachments: # 1 LR7.1 Word Count Compliance Certificate)}(Paulsen,
Jeffrev)

’8.-"1 0/2009 7 AFFIDAVIT of Jane Doe in SUPPORT OF 4 MOTION for Discovery filed by
Vickie E Moralez. (Attachments: # 1 Exhibit(s) Tabs 1 - 7, # 2 Exhibit(s) Tabs 8 -
12){Paulsen, Jeffrey)

17. Click in the box(es) of the appropriate events to link the attachment(s) to, Click

Next
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EECF Civil ~ Criminal ~ Query

Reports ~ Utilities ~ Search
Responses and Replies

0:01-cv-00022-RHK-FLN v. Moralez

Docket Text: Modify as Appropriate.

EXHIBIT re [7] Affidavit in Support of Motion by Vickie E Moralez filed by Vickie E
Moralez. (Attachments: # (1) Exhibit(s) Tabs a - m, # (2) Exhibit(s) Photos) (Paulsen, Jeffrey)

18. If necessary click in the white Docket Text field to modify the docket text, Click Next
19. Confirm information in window, Click Next to submit the Exhibit/s
The Notice of Electronic Filing window will appear.

NOTE: Since itsd inception, CM/-obt@rmAitfohiaastivity. arhena
documents/attachments are being addedtoaf i | i ng, t hi s 0 siderediradaivie

time by the CM/ECF Server.

I n order to avoutdd bfei om ©Oheé meidl i ng sessi

note the start time when uploading documents , finish that filing within 30 minutes.

If time runs short when attaching documents (e.g., Exhibits to an Affidavit) , make a note, to
self, about which attachment was last added. The next attachment/s to be filed for this event
may be added in a separate event filing session(e.g., Exhibit), and then linked back to the
previous event (e.g., Affidavit) it relates to.

The maximum file size limit is 15 MB or 15,360KB when filing in the U. S. District Court for the
District of Minnesota With the large file size, please be mindful of the time it takes to upload
each attachment to avoid the time-out limit.
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Filing a Certificate of Service in Civil Cases

Under LR 5.4, the NEF generated by ECF constitutes a certificate of service with respect to those
persons to whom electronic notice of filing is sent, and no separate certificate of service need be
filed wi th respect to those persons.

If service is not made through ECF, the filing party must file a certificate of service in ECF. The
certificate must state the manner in which service or notice was accomplished on each partyso
entitled.

Filers are required to serve copies of any electronically filed pleading, document, or proposed
order to parties not served electronically by ECF according to the Federal Rules of Civil Procedure.

To determine the party mailing information fo r a specific case, ClickUtilities > Mailings >
Mailing Info for a Case .

Certificates of Servicecan either be filed as (a) an attachment in ECF during a filing or (b) a

separate filing. When filing multiple events at the same time, a separate certificate of service can be
filed and linked to the relevant documents as outlined below:

1. Click Civil > Initial Pleadings and Services > Service of Process

NOTE: Because of the similarity to other events, only one screen shot will be included.

2. Confirm case number, Click Next, Confirm case number again, Click Next
3.Click the type of document being filed, Click Next

The following window will appear:

Criminal - Query Reports ~ Utilities ~ Search

Service of Process:
0:01-cv-00022 RHK-FLN v. Moralez

STOP!! If yon are filing summons-related document, please use the appropriate event code in this category. Scroll down to the Summons events in this
category and select the correct the event. Select the pdf d t and any attach t:

(Main Document

Attachments Category Description
NOTE: The Note on this window indicates that if filing a
L

summons-related document, rather than a certificate of
service, return to the previous screen and select
Summons Returned Executed under

the Service of Process category.

4. Click Browse to locate the appropriate document

5. Navigate to the appropriate directory and file name of the PDF document to be filed
6. Click on the file and Click Open (or double-click on the fil ) to attach it to the filing
7.Click Next

8. Click on the party (s) filing the document, Click Next
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9. Click the box to link the attachment to another document (event) already filed, Click Next
10. Click in the box(es) of the appropriate events to link the attachment(s) to, Click Next
11. If necessary click in the white Docket Text field to modify the docket text, Click Next

12. Confirm information in window, Click Next to submit the Certificate of Service

The Notice of Electronic Filing window will appear.
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Appendix A

Sample Attorney Registration Page

a2

[an]

[l

(=)

1.

Notice to Attorneys

It is necessary to change your login access from 'read-only' to 'active user'
for the purposes of filing your documents on ECF beginning May 17, 2004.
Please note that you will only be required to review and submit this on-line
registration one time. By reviewing and submitting this registration, your
status will change to active. As an active user, you are agreeing to the
details below. For record keeping purposes, a log will be kept of the date
and time you have registered on-line.

It is important that you review this agreement and click the 1 Agree”
box, not your staff.

When you are finished with your registration, please logout of ECF and log
in again and your status will be changed. Your current login and password
will remain the same.

By submitting this account redistration form on-line, | adreefconsent to the following:

| understand that the provisions of LR Rule 5.1, "Electronic Case Filing," the "Order Adopting Electronic
Case Filing Procedures" signed by the Court on May 17, 2004, and the latest version of the court's Civil
and Criminal ECF Procedures Guide for the District of Minnesota apply to electronic filing in this District
and | agree to abide by all provisions set forth therein.

. | agree that the combination of the user login and password will serve as my signature for purposes of

the Federal Rules of Civil and Criminal Procedure. | further agree to protect the security of my
passwaord, if | believe it is being used without my permissian, | will log onto ECF and change my
passward, as well as inform the clerk of court by telephone, of the misuse.

. I have read and understood the provisions of Rule 11 of the Federal Rules of Civil Procedure,

particularly as referenced in the civil and criminal Electronic Case Filing Procedures for the District of
Minnesota, and | understand that the provisions of Rule 11 apply with full force and effect to documents
filed using ECF.

| agree to waive the provisions of Rule 77(d) of the Federal Rules of Civil Procedure and Rule 43(c) of
the Federal Rules of Criminal Procedure, providing for service of notice by mail, and | consent that such
notice may be served by electronic transmission.

. All transmissions for electronic case filings of pleadings and documents to the ECF systemn shall be

titled in accordance with the approved directory of civil and criminal events of the ECF system in a case
inwhich an attorney is counsel of record or on any document which is construed as an entry of
appearance in accordance with the Local Rules.

. The systems are for use only in cases designated by the U.S. District Court for the District of

Minnesota. The system may be used to file and view electronic documents and docket sheets.

. Registration as a Filing User constitutes: (1) consent to receive notice electronically and waiver of the

right to receive natice by first class mail pursuant to Federal Rules of Civil Procedure 77(d) and
(2D, and (2) consent to electronic service and waiver of the right to service by personal service or
first class mail pursuant to Federal Rule of Civil Procedure 5(h)(2)({D), except with regard to service of a
summaons and complaint, which must be accomplished in accordance with Rule 4 of the Federal Rules
of Civil Procedure.

A user accesses court information via the courts Internet site or through the Public Access to Court

Electronic Records ("PACER") Service Center. Although the court manages the procedures for
electronic filing, all electronic public access to case file documents occurs through PACER . A PACER
login is required in addition to the ECF passwaord issued by the court. To register for PACER, a user
must complete the online form or submit a registration form, available on the PACER wehsite
(http:/fpacer psc.uscourts .gov).

. Mote: According to a memorandum from the Administrative Office of the United States Courts dated

September 18, 2007, nan-judiciary ECF users will be charged a fee of eight cents per page, to access
electronic data such as docket sheets and case documents obtained remotely through the PACER
systemn. A cap of thirty pages per document has been approved.

10. The access fee does not apply to official recipients of electronic documents, i.e., parties legally

reguired to receive service or to whom service is directed by the filer in the context of service under
Federal Rules of Civil Procedure. Official recipients will receive the initial electronic copy of a
document free to download as they see fit, but if they remotely access the document again, they will
be charged eight cents a page.

[T T Agree
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Appendix B

Viewing Documents Filed in Social Security Cases & Immigration Cases

CM/ECF will allow remote electronic public access (through PACER) to any order, opinion or
judgment filed in a Social Security case. Previously, electronic access to documents in SSA cases
was restricted to court users, case participants andpublic terminals only. This functionality reflects
changes to Fed. R. Civ. P. 5.2(c)(2)(B), which treats these specific doowents in SSA cases as
owritten opinionsoO-GoévermmemtActgi2082es of t he E

Caselevel restrictions will also apply to civil cases involving immigrat ion matters, identified with
Nature of Suit Codes (462 463 and 465Jiviavershdete Court ds

When you click the e-mail link you will be prompted for your ECF login/password. This is simply
a security measure to ensure you have proper access to view the documents. Please review the
screen captures below that illustrate the login process required to view documents in a social
security case or immigration case via an email notification.

*+*NOTE TO PUBLIC ACCESS USERS*** You may view the filed documents once without charge. To aveid later charges, download a
copy of each document during this first viewing.

U.S. District Court
District of Minnesota
Wotice of Electronic Filing
The following transaction was received from Shirley Anderson entered on 12/21/2005 at 10:38 AM CST and filed on 12/21/2005

Case Name: Swmall v. HHS
Case Number: 0:01-cv-747

Click the document

Filer:
et e D number link to view

Docket Text: the document filed.

ANSWER to Complaint by FTHS (admin, )

The Following d 5) are 1 with this

NOTE: Once you click on the link, you must enter your ECF login and password. D o not double-

click the |link or the o0free | ooko
é
EcF/PACER LogiD

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. Al activities and
access attempts are [ogged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password, If you do not hawve a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp Apacer. psc Uscourts.gov or call the PACER Service Center at ($00) 676-
6856 or (210) 301-6440

An access fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. All inquiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long

Authentication

Lagin: l\—

Password: l—

clisnt code: |

NOTE: | f the ofree |l ookd has been used/is expir
participant), then user will be prompted for PACER login.
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Appendix C
Add/Create Party for Third -Party Complaint

In the Select the Party window:

IAnswers to Complaints
0:01-cv-00022-RHK-FL N v_horalez

Pick Party Select from the following list the party(s) against whom you are filing this Third-Party Complaint.
Collapse All Expand All
= \Vickie E Moralez dft Select the Party: OR Select a Group:

wJackie Ellingson pla

Moralez. Vickie E [dft]
Ellingson. Jackie [pla] & No Group

© Al Defendants
© All Plaintiffs
Al Parties

=

1.Click New Party
The following win dow will appear:

2. Enter in full or partial values for Name fields , Click Searchto determine whether party

already exists in CM/ECF

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Answers to Complaints
0:01-cv-00022-RHK-FLM v Lloralez

Pick Party | Search for a party
Collapse All Ewpand s Last/Business Name | First Name Middle Name
[#1Vickie E Moralez dft T |

i1 Jackie Ellingsen pla

NOTE: SearchTips for Locating Party Information in ECF

party.
b. Try searching with and without punctuation
c. Asterisks are not necessary when searching for partial names
d. Searches:
i. arenot case sensitive
ii. can only be performed by last name or business name
e. Names of:

i. Cities, counties, state agencies, etc.

ii. Businesses and other party names may contain abbreviations

If multiple matches are found, pleasec | i ck O0sel ect name from |

information regarding the party
g. Do not enter in address information for parties
h. Use the party text to clarify the party name. e.g., A Minnesota Corporation

The party database is extensive.Searchthe database several times before adding a new
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If party is already in CM/ECF, the following window will appear:

= c il ~
SECF cw
lAnswers to Complaints
0:01-cv-00022-RHK-FLN v. oralez

Pick Party

Collapse All
Vickie E Moralez dft

Jackie Ellingson pla

Criminal ~ Query Reports - Utilities ~ Search Logout

Search for a party

Expand &/ Last/Business Name ILang First Hame |Sue Middle Hame
Search

Search Results
Lang. Sue

Select Party Create New Party

3.If the correct party appears, highlight the name, click Select Party (If No, skip to next page)
The following window will appear:

Pick Filer

Collapse Al Expand All
= \Vickie E Moralez dft

EECF Civil ~ Crimipal ~ Query Reports ~ Utilities ~ Search

Logout

Party Information
Sue Lang
o —

< Role [ThirdParty Defendant (3pd pty) = >

o T =
prisonerid [ wit [
Office ,—
agddresst [
Addressz [ I™ Shows this address on the docket sheet
Address 3 ,— City l—
sate | zp| cowntry [
pison [ <]
Phone ,7 Fax li
E-mail |
Party text [
Startdate [5/19/2009 Enddate [

OTROr e Mo |

Add Party

Start a New Search

Notice |yes x

4. Modify Role if needed,
5.Click Add Party

i.e. Third Party Defendant

The following window will appear:

Pick Party

=Vickie E Moralez dft

=Jackie Ellingson pla

FlSue Lang 2pd.~ =

Aiias ¥

‘Corporate Parent or other affiliate "3
-Anorney"ﬂ_;]

Collapse All Expand All

Select from the following list the party(s) against whom you are filing this Third-Party Complaint.

Select the Party: OR Selecta Group:

Moralez. Vickie E [dft]
Ellingson. Jackie [pl
g pd

@ Mo Group

€ Al Defendants
" All Plaintiffs

" Al Parties

Nexll Clear New Party

6. SelectParty, Click Next,

Continue fi ling and submit the pleading.
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Continuation of Step 3 from previous page:

3.1f no, continue adding the new party (remain on this page);

Criminal ~ Query Reports ~ Utilities ~ Search Logout

lAnswers to Complaints
0:01-cv-00022-RHK-FLIN v. [Moralez

Pick Party Search for a party
Collapse All Expand 4l Last/Business Name [XYZ Co First Name Middle Name l—
#Vickie E Moralez dft

Search Results

Select Party I Create New Party )
Elcasc tieee®h or create a new party.

Search returned no reSha

4.Click Create New Party

5. The following window will appear:

D)

6. Click Add Party

The following window wil | appear:
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