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Getting Started

Within this manual, you’ll find everything you need to know about using the Case
Management/ Electronic Case Filing system (CM/ECF). This manual provides
basic instruction on how to use the ECF portion of CM/ECF to file documents
with the Court, or to view and retrieve docket sheets and documents for all cases
assigned to this system. Is this important? You bet. But let’s start with the more
important stuff . . .

Who Do | Call For Help?

If you can’t get into the system, if your viewer won’t view, if your
filer won’t file, if your computer bites the hand that feeds it, call the
Court’s Help Desk between the hours of 8:00 AM and 5:00 PM,
Monday through Friday, at 334-954-3935. They’ll be waiting
patiently for your call and will be more than happy to help you
through that life or death situation called “system crash.” Ifit’s

not life or death, please email the Help Desk at

Efile Help@almd.uscourts.gov. They’ll get back with you within
one business day.

What Can | Do With ECF?

If you are a registered participant, with Internet access and acceptable browser software
(that’s Netscape Navigator or Internet Explorer) the electronic case filing system will
allow you to:

Access the Court’s web page

View and/or download the most recent version of the User’s Manual

Self-train on a web-based ECF Tutorial

Practice entering pleadings into an ECF training database before we turn you loose
on the live ECF database

Electronically file pleadings and documents in actual live cases

View official docket sheets and documents associated with cases

View various reports for cases that were filed electronically

Receive notices of electronic filings via e-mail with a link to the filed document
Cut and paste from the PDF files

Designate more than one e-mail address to receive notices of electronic filings

SSANNSNS SSNANS

So are you sold yet?
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What Do | Need to Do This?

In order to file electronically and/or view and retrieve case documents, you’ll need the
following:

v/ A personal computer with a standard operating system such as Windows,
Windows 95 (or greater) or Macintosh

v/ Internet access

v/ Netscape Navigator software version 4.5, 4.7 or 4.76 OR Internet Explorer 5.5.
(These are the “approved” versions of the respective software. The earlier
versions are not secure and cannot be used. Use later versions at your risk.)

v Software like Adobe Acrobat Writer or pdfFactory to convert documents from
word processor to portable document format (PDF) — the only file format ECF will
accept.

v/ A scanner to convert documents that are not on your word processor. Note: Using
a scanner is a last resort and should only be used for documents that you cannot
produce with your wordprocessor. Scanned documents are memory hogs and slow
down the entire system. We are moving away from using scanned documents and
ask you to do the same. Please?

v And a PACER account if you want to file electronically, or do more than take your
one and only free peek at a filed document — or if you receive e-notices for Social
Security cases or other restricted documents such as ex parte.

| Want To Do More!!

More? Well, if you must ... To use the Query and Report features of the ECF system,
you also must — MUST — have a PACER account. What’s a PACER account? It’s Public
Access to Court Electronic Records. If you don’t have a PACER login (or if you don’t
know what PACER is), contact the PACER Service Center. You may call the PACER
Service Center at (800) 676-6856 for information or to register for an account. OR you
may register for PACER online at http://pacer.psc.uscourts.gov. PACER registration is
FREE and accessing documents (after the first freebie) or pulling up a docket sheet costs
10¢ per page (maximum of $2.40 per document). But if you don’t reach $15.00 in a
quarterly billing period, you won’t even be billed. What more could you ask? (Forget |
asked that question . . .)
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REGISTRATION: Okay, I'm Ready. How Do | Get Access to ECF?

First, you have to be an attorney in good standing, admitted pro hac vice, or on record as
appearing specially (example, a federal attorney representing the United States) in the
Middle District of Alabama. AND you have to register to get access to ECF. Oh, how do
you register? The easiest way to register is on-line at:

https://www.almd.uscourts.gov/ecfreg/

The harder way to register? There’s also a form you can print out and send to us; it’s
located at: http://www.almd.uscourts.gov/formfeespubs/att forms.htm

Once your account has been established, your login and password will be e-mailed to you.
And you’ll be ready to receive electronic notices and/or file.

Registered users can visit a training

version of the system on the Internet at
https:/ecf-train.almd.uscourts.gov to
practice ECF actions. We strongly
recommend that you practice in the training
ECF database before filing documents in the
“live ” ECF database. After all, practice does
make perfect . . .

If you have a valid CM/ECEF registration with our
court and a valid e-mail address, you can receive
notices of electronic filing without using electronic
filing. (but you’ll miss half the fun of CM/ECF!)
You’ll also still get your free peek at the filed
document (and print it or save it right then) for each e-
mail address in your account. However, if you’re working

on a Social Security, or some other documents with restrictions to
specific attorneys (some transcripts, ex-parte documents, etc,)
you’ll need more. You’ll need an ECF login and password, a
PACER account AND you must be an attorney of record. So
register already. It costs you nothing.
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Preparing For ECF

Setting Up Acrobat Reader

In order to view documents that have been electronically filed on the system, you must at
least have Adobe Acrobat Reader. Acrobat Reader is free from Adobe (go to
www.adobe.com/products/acrobat/readermain.html). Follow the directions — you do
know how to follow directions, don’t you — to install it. And you’ll be ready to read.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents can be filed with the
Court using the ECF system. Before sending the file to the court, you may
want to preview the PDF document to be sure that it’s all there and in the
proper format. You also might want to make sure it’s the right document.
(No sense in filing your shopping list for the big Super Bowl party,
especially if your team lost. And does the Court really need to know how Reminder
much beer was consumed . . . )

So How Do | View a PDF File?

1. Start the Adobe Acrobat (Reader or Writer) program.

2. Click on “File” and choose Open.

3. Click on “Look In” to find the correct location to look in. Then click on the file
name of the document to be viewed.

4. If the file is in PDF format, Adobe Acrobat will load the file and display it on the
screen.

5. If the document is larger than the screen or has more than one page, you can use
the scroll bars to move through the document or the arrows at the bottom to go to
the next or previous page. (For other viewing options, click on “View” then
choose the option most appropriate for the document and your screen.)

To view a PDF file on your computer, double-click on the document file. If

o = | double-click on th docue
5/4 your computer is set up correctly, the file will automatically open in Adobe
h Acrobat.

Shortcut
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How to Convert Documents to PDF Format

Y ou must convert all of your documents to PDF format before filing them in the Court’s
Electronic Case Filing (ECF) system. This process requires special software such as
Adobe Acrobat Writer or FinePrint pdfFactory unless you’re using WordPerfect versions
9 or higher These versions have Acrobat Writer built-in and can be used to convert
documents to PDF.

Using any word processing program:

1.

2.
3.

Install Acrobat Writer or FinePrint pdfFactory on your computer. (Follow the
instructions provided by the manufacturer. )

Open the document to be converted in your wordprocessor.

Select the Print option — usually found in the File menu. A dialog box will come
up. Select the option to change the current printer. A drop down menu with a list
of printer choices should be displayed. (NOTE: If you’re using WordPerfect, you
can choose “Publish to PDF”’ rather than print, and follow the directions.)
Select Adobe PDFWriter, or FinePrint pdfFactory, from within your
wordprocessing software. (In order for Adobe PDFWriter or pdfFactory to
appear, you must already have them installed on your computer. See Step 1.)
“Print” the file. The file will not

actually print. Instead a dialog box Save POF Fik As

will pop up allowing you to save the Savei: |5 My Dovnced i G ensE

file as a PDF file. Note: Makeanote | L9

of the file location so you can find the kﬁ‘

document later when you are ready to

upload it. Change the location if )

necessary by clicking in the ““Save in”

area of the window. -

Name the file, make sure it ends with @

“PDF” an lick th 1. A - usermanual pel - Sare
and click the [Save] butto A f }PDFMPDH j ﬁ

If you’re using a standard word processing program (read Word or WordPerfect), all of
the above steps should work for you. If you’re using some off-the-wall word processor,
the printer selection option may be found somewhere else. Once you find it, change the
printer to Adobe PDFWriter, and follow the directions above.
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Basics

What I'm Allowed to Do
(User Interactions)

There are three basic types of user interactions allowed by the ECF system. They are:

¢ Entering information in fields
¢ Using buttons to direct system activities
¢ Mouse-clicking on hyperlinks

How I'll Know Which “Interaction” It Is
(Conventions used in this Manual):

¢ Information you are to enter into a field is shown enclosed in angle brackets like
this <information to be entered>.

¢ Buttons are represented in this manual by [bracketed boldface type].

¢ Hyperlinks to click on are represented in underlined boldface type.

Error ... Error ... Error

A document filed incorrectly in a case may result from posting the wrong PDF file to a
docket entry; selecting the wrong document type from the menu; or possibly entering the
wrong case number and not discovering the error before completing the transaction. I'm
sure if we think hard enough we could come up with a few more. In any of these (or
other) cases, if you have filed something in error, call 334-954-3935 as soon as possible
after the error is discovered. (And much better if you discover it and tell us,
than that we discover it and tell you.) You’ll need to provide the case and
document numbers for the document requiring correction. If appropriate, the
court may make an entry indicating that the document was filed in error.
You will be notified if you need to re -file the document (we
will, after all, have your e-mail address among other things.). “
The ECF system does not permit you to change the mistiled ((
document(s) or incorrect docket entry after the transaction (@
has been accepted. So be verrry, verrry careful . . .
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Viewing Transaction Log

This feature, found in the Utilities menu, will allow you to review all transactions ECF
has processed with your login and password. If you suspect someone is using your login
without your permission, change your password immediately (and remember what you
changed it to), then contact the Court’s Help Desk (see page 1) as soon as possible to let
the Court know that you believe the system, and perhaps your filings, have been
compromised. We’ll take it from there.

User’s Manual
You can download or view the most recent version of the CM/ECF for Dummies (as a
PDF file, of course) from the District Court’s web page. Simply open your browser

(Netscape Navigator or Internet Explorer) and type the following into the address bar:

www.almd.uscourts.qgov

When the web page opens, click on the CM/ECF link and look for “Reference Materials.”
After all, that’s what this manual is.
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A Step-By-Step Guide

The rest of this manual is a step-by-step guide for logging in to the system, preparing a
document for filing, filing a motion or application, and displaying a docket sheet. We
highly recommend that you go through these steps on the training database before trying
to actually file a document on the live database. NOTE: If you only want to know how to
get that free peek at the document, you can jump to page 22 and skip the rest of this. But
you’ll miss some really interesting reading.

How To Access “the System”

You can get into the system via the Internet by going to https://ecf.almd.uscourts.gov
for the live database or to https://ecf-train.almd.uscourts.gov for the training database.
OR you may go to the Middle District of Alabama’s Web site at www.almd.uscourts.gov
and click on the CM/ECF - Electronic Case Filing hyperlink.

Click on Middle District of Alabama Electronic Case Filing to open the login screen
and login to ECF.

Logging In

= CM/JECF - U.S. Distri = <]

51 https:/fecf.almd.u =] & ||+ > |l::- . .
SoSsJhieT hos: /octalme = This is the login screen.
File Edit Wiew Fawvorites Tools Help

L5 Favorites :‘:i -; &£ CMECF ... 1513 CM/E... = i l .
CMFECF Filer or PACER Login = | Enter your ECF Logln and

Password in the appropriate fields.
All ECF login names and passwords
are case sensitive.

|_Fhe “client code” is a PACER
method of tracking transactions by
client. Enter it if you like, but it’s
not necessary for ECF purposes.

Read the notice about redaction and
| remember to check the box

[ & Internet a ~ | W 55% = =

Note: Use your ECF login and password if you are entering ECF to file a pleading or to maintain your account.
If you wish to query the database for case information or view a document, enter your PACER login and
password. You’re not sure which you’re going to do? Not to worry. If you cross into PACER territory (for

which there is a nominal fee), the system will ask for your PACER login and password anyway.
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Verify that you have entered your ECF login correctly. If not, click on the [Clear] button
to erase the Login and Password entries. Then re-enter the information, preferably
corrected. After you enter the correct login and password information, click on the
[Login] button to send your information to ECF.

If the system does not recognize your login and password, it will display the following
error message on a new screen: Login failed.

Either your login name or password is incorrect. Or you forgot to click the box
about redactions

Click on the displayed [Back] button and re-enter your login and password. If it still does
not recognize your login and password and you’re absolutely positive that you typed in

the correct information, contact the Help Desk.

You’re Logged In if your screen resembles this:

[ CMIECF - U'S  District Court: ALMD - Netscape mEEE
. Fie Edt View Go Bookmarks Tools Window Help

OQ O O O [ hetpstifect.aimd.uscourts. govjegi-binflogin plPS59261538696289-L_311_0-1 | [Sisearch | do (™

B 4% Home G Radio [W] Wetscape G Search | EdBookmarks e Court - Train S Atty Train

Criminal . Query . Reports . utilities . Logout

% . R
‘ ih\"‘i\‘l ot »

U.S. District Court
Alabama Middle District

Official Court Electronic Document Filing System

This message is contained iif the file OperationNotice htm.
You may used this file to alert users to crent CNIVECT operational issues.

This facility is for Official Court Business only. Activity to and from this site is lagged. Document fitings on this gystem are subject to Federal Rule af Civil Procedure 11. Bvidence of unauthorized or
criminal activiey will be forwardsd to the appropriate law enforcement afficials.

Weicome ta the LS. District Court for the Alabama Middle District Electronic Document Filing Systew. This page is for the use by ve and firms in the electronic filing system. The
maost recent version af the Netscape browser and the Adobe PDF reader car be By the ‘POF Seitings option lisied below.
You should becama familiar with the n af your broswar. Mast screen displays in this system are split to pravide & small tap frame for Netscape. Review Netscape's

frame capabilily for new navigation tips.

Netscape/POF Seitings

Last login: 12-01-2003 00:54

24 May2002
) ©F oo E ==

Note: The date you last logged into the system appears at the bottom left corner of this screen. You
should review this information each time you login. If you believe your last login date and time are
incorrect, or suspect an unauthorized party is using your login and password, please contact the Help
Desk (see page 1) as soon as possible.
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Once the Main Menu appears, you may choose from a list of options on the top bar.

The ECF Menu

ECF provides the following menu options that are accessible from the Blue bar at the top
of the opening screen. Just click on one to select it.

Civil - Select Civil to electronically file all civil case pleadings, motions, and other court
documents.

Criminal - Select Criminal to electronically file all criminal case pleadings, motions, and
other court documents.

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

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

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

Logout - Exits from ECF and prevents further filing with your password until the next
time you log in.

Navigating the System

Moving Through The Screens

Each screen has the following two buttons:

[Clear] clears all characters entered in the box(es) on that screen.

[Next] Or [Submit] accepts the entry just made and displays the next entry screen, if any.
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Correcting a Mistake

You’ve made a mistake? Oh, horrors!! How will you ever correct it? That’s easy. Just
use the [Back] button on your browser toolbar to go back and correct an entry made

on a previous screen. Or, if it’s so badly messed up that you don’t know where to begin in
fixing it, that’s just what you should do. Click on the menu link (Civil or Criminal) to
begin again. BUT, once the document is transmitted to the court, only the court can make
changes or corrections.
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Civil Events Menu

To access the Civil Events menu, simply click on Civil in the blue menu bar. A
registered user 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. (See the list of ECF
documents at the back of this manual.) This part of the manual will give you the basic
steps to filing a single motion with the Court.

Filing a Civil Complaint

The Court will accept complaints sent by U. S. Mail, or delivered in person to the Clerk's
office. Present the Clerk’s office with a Civil Cover Sheet (JS -44¢) and the complaint
which lists the case party information and a check or money order in the amount of the
filing fee. At this time, the Court does not accept complaints filed electronically. (See the
Civil Administrative Procedures guide — available on our website — for more
information.)

Filing Documents for Civil Cases
There are nine basic steps involved in filing a document:

Select the type of document to file (see Civil Event Menu — Appendix A);
Enter the case 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 to include descriptive text;

Submit the document to ECF;

Receive notification of electronic filing; and

Serve copies to those not on e-notice by conventional means.

N I A o

Let’s lay that out a little more plainly. After successfully logging into ECF (see page 9),
try these steps:
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Criminal Query

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
menu will open displaying all of the events from which you may choose for your
filing. In this case, we’ll be filing a Motion in ECF.

ﬁ ~—% NOTE: Regardless of what you are filing and whether you are filing
al Civil or Criminal documents, the process is similar. So take note.

So click on Motions, under Motions and Related Filings

Civil + Criminal + OQuery + Reports -«

Civil Events
Itial Plegdings and Service Other Filings
Complats and Other Infiating Documents  Dizcovery Documents
SEIVICE IJfPI"DEE.'SS Motces
ﬁnswerl to Clomplaints Tral Documents
i_ither }l_nswers Appeal Documents
V (Other Documents
Motions and Related Filings
[ Iotions
Fesponses and Feplies
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The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application

you wis h to file. For demonstration purposes, we’ll highlight Compel. Then click
on [Next].

Motions

[ I il it

Certify Class i
Change Yenue

Clarity

Compel

Consolidate Cases

Continue

Declaratory Judgment

Default Judgment ht

[ MNext ] [ Clear ]

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the
case for which you are filing a motion and click on [Next].

Motions

Case Number

p3-10000 0912345, 1:990w-12345, 1-99-0v-12345, 990wl 2345, or 1990wl 2345

[ N exd ] [ Clear ]

¢ If the number is entered incorrectly, click [Clear] and re-enter. If the
computer tells that you entered an invalid case number, click [Back] and
enter a “valid value” (Yes, that’s what the computer will request.).

¢ When the case number is correct and you’re sure it’s correct, click [Next] .

NOTE: The system will accept case numbers in a wide variety of formats
and lists them for you. Please pick one of the formats listed.
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Criminal . Query -« Reports .

Motions

1:03-cv-10000-MMHT-VEM Elack v. Glover et al

Select the filer.

Select the Party:

Black, Wayne [Flaintifi] AddiCreate New Party
Blow, Joe [Defendant]

Bowers, Mr. [Defendant]

Casey's Tavern. [Claimani]

Glower, Lamar [Defendant]

danes, Jerry [Special Master]

Tawern on the Green, [Claimani]

3. Designate the party(s) filing the document
Highlight the name of the party or parties for whom you are filing the motion. If
you represent all defendants or all plaintiffs, you may select the entire group by
holding down the ctrl key while pointing and clicking on each party of the group.
After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual —

entitled Add/Create New Party on page 33. 4

If ECF accepts the party or parties you selected, it refreshes the screen to display
the screen depicted on the next page.
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4. Specify the PDF file name and location for the document to be filed.

Criminal

Motions
T:03-cy-10000-MHT-VEM Elack v, Glover et al

=elect the pdf document (for example: CA19%9cwd01-21 pdf).

Filename

Browse...

Attachments to Document: & Mo O Yes

You’ll find a field for locating and entering the PDF file of the document you are

filing in ECF.
¢ Click on the [Browse] button. ECF opens the following screen.
File Upload @
Look ir: | I2) CMECF for ALMD vl O T e -
N T CY-70-1054 minutes. pdf
Lﬁ .'f_a IMotion-compel. pdf
My Fecent
Documents
Desktop
L
My Documents
T
My Computer
‘_ J File name: v
kdy N;t_:ork Files of type: Al Files v

¢ If necessary, change the Files of type to “All Files (*.*)”
¢ Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

¢ Highlight the file to upload to ECF.
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Note: To make sure you are uploading the correct document, right click on the
highlighted file name to open a quick menu and left click on [open]. Adobe
Acrobat or Acrobat Reader will launch and open the PDF document that you
selected. Better view it to be safe.

File Upload

Look ir: | 3 CMECF for LMD w
3 . CY¥-70-1054 minutes.pdf
| "';'i ~~ Mation-compel, "
: — Select
by Recent
Dacuments Cpen with Acrobat 6.0
Y Prink
L':';'. Scan for Yiruses, .
| Tt ey e
¢ Once you know you have the correct document, close Adobe Acrobat and

click on the [Open] button. ECF will close the File Upload screen and
insert the PDF file name and location in the Motions screen.

¢ If there are no attachments to the motion, click on [Next]. A new Motions
window will open. Go to the section entitled “Modifying Docket Text” to
finish your filing.

¢ If you have Attachments to your motion, select [Yes] on the screen depicted

above. Click on [Next] and proceed to the first step in the section entitled
“Adding Attachments to Documents Being Filed”.

¢ If the document you selected is not in PDF format, ECF will display the
following error message after you click the [Next] button.

ERROR: Document is not a well-formed PDF document
(no further information is available)

ECF will not permit you to select a file for your pleading that is not in PDF
format. Click the [Back] button and ECF will return to the Motions screen.
Select and highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File
If you don’t select a document to file with your pleading, ECF will display the
error message depicted below.
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i‘ : Mote: You have nat selected a document,
I

¢ Simply click [OK] and ECF will return you to the Motions screen so you
can select a document. You cannot proceed without attaching a PDF
document.

5. Add attachments to documents being filed
If you acknowledged a need to attach documents to your motion during the
previous step, a new screen appears.

E F Civil « Criminal + Query -« Reports  « utilities  « Logout ?

Motions
1:03-cv-10000-MHT-VEM Black v, Glover et al

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

Filename

Browse...

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

B) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete,
click on the MNext button.

Mext
¢ Click on [Browse] to search for the document attachment.
¢ Next to the field for attachment Type, click on the ~ T¥pe
arrow. A pulldown screen will open. Select the type | |
of attachment by clicking on it. Adfictait
¢ Describe the attachment fully by clicking in the Appencix
.. . . Civil Cowver Sheet
Description box and typing a clear and concise Errata
description of the attachment. S
Supplement
Textof Proposed Order
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¢ Click on [Add to List]. ECF adds the selected document as an attachment
to the pleading. Another Motions screen opens to display the file name of
the newly attached document.

¢ Repeat the sequence for each additional attachment.

¢ After you add all of the PDF document attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 10MB in size, can be submitted in paper format. Lengthy
documents handled by the Clerk’s Office in paper form need to be held together by
removable spring binder clips. If the document is filed conventionally, it will be
your responsibility to serve conventional copies on all other parties to the case.
(Word of advice — save the postage or courier costs. Scanit. . .)

Note: Lengthy paper attachments can be divided into multiple smaller, 10mb
attachments so that they may be scanned and filed electronically.

6. Modify docket text

Motions
1:03-c=-10000-MHT-YFPM Black v, Glover et al

Docket Text: Modify as Appropriate.

v MOTION to Compel by Wayne Black .

(burkhard_att, )

[ Mt ] [ Clear ]

Click on the button shown here to open a modifier drop-down list. Select a
modifier (First, Second, Third, etc.), if appropriate. Click in the open text area to
type additional text for the description of the pleading. Please make sure your
description is clear.

7. Submit the pleading.

¢ Click on the [Next] button. A new window appears with the complete text
for the docket report.
¢ Review the docket text and correct any errors. If you need to modify data

on a previous screen, click the [Back] button on the Netscape toolbar to
find the screen you wish to alter.
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Motions
1:03-cv-10000-MHT-VPM Black v, Glover et al

Docket Text: Final Text
First MOTION to Compel Disclosure of processes by Wayne Black. (burkhard_att, )

Attention!! Pressmg the INEXT button on this screen commts this transaction. You will have no
further opportuty to modify this transaction if vou continue

Clear

Note: The screen depicted above contains the following warning.

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

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

screens by:

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

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

¢ Click on [Next] to file and docket the pleading.

8. Notice of Electronic Filing
ECF opens a new window displaying an ECF filing receipt (see next page).
¢ The receipt provides confirmation that ECF has registered your transaction
and the pleading is now an official court document. It also displays the date
and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.
¢ Select [Print] on the browser Toolbar to print the document receipt; AND

¢ Select [File] on the Netscape menu bar, and choose Save Frame As...from
the drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service.
We strongly recommend that you copy it to a file on your computer’s hard drive,
print it, and retain a hard copy in your personal files.
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¢ ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have registered for electronic noticing.
The ECF filing report also displays the names and addresses of individuals
who will not be electronically notified of the filing. So who notifies them?
You do. Itis the filer’s responsibility to serve hard copies of the pleading
and the Notice of Electronic Filing to attorneys and parties who are not set
up for electronic notification.

. --—---___________________________________________________________________________________________________|

Motions
1:03-cv-10000-MHT-YPM Black v. Glover et al

U.S. District Court
Alabama NMiddle District

Matice of Electronic Filing

The following transaction was recetved from burkhard_att, entered on 2/25/2004 at 7:47 AN C3T and filed on 2/25/2004

Case Name: Black v. Glover et al
Case Number: 1.03-cw-10000
Filer: Wayne Black

Document Number: 91

Docket Text:
First WIOTIOMN to Compel Disclosure aof processes by Wayne Black, (burkhard att, )

The following document(s) are associated with this transaction:

Document description: Main Document

Original filename:t'a

Electronic document Stamp:

STAMP deectStamp ID=1053018227 [Date=2/25/2004] [FileMumber=54306-0]
362b6c5cflc2cfac 1faf300cabbaf06954fEbBec 99d22be Peab albd 1900962 8c 5 18
cadfch58cBddebBETT50c 24 9eb 128129465 Ib66dd536ca53ddaalflc]]

1:03-¢cv-10000 Notice will be electronically mailed to:

Amy J Karchy  Debra_Yates@almd uscourts. gov,

vates_att Debra_Yates@almd uscourts.gov,

1:03-¢cv-10000 Notice will not be electronically mailed to: «
WWayne Black

ATS #137192

Kiby Correctional Facility
PO Box 150
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to designated attorneys and parties who have registered for electronic noticing.
These individuals are entitled to a “free peek” for each e-mail address — that is one look,
free of charge, at the filed document by clicking on the associated hyperlinked document
number (the 91 in this case) embedded in the Notice of Electronic Filing . The filer is
permitted one free look at the document and the Docket Sheet to verify that the pleading
was properly docketed. We strongly urge you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. The next time you want to look
at that case docket sheet and pleading in CM/ECF, you’ll need your PACER account —
login and password -- as it will be subject to regular PACER fees.

Note: It is the responsibility of the filer to send hard copies of the pleading
~and Notice of Electronic Filing to attorneys and pro se parties who have

Pl * indicated they do not have E -mail accounts. This is indicated in the above
. document by a large arrow pointed to the statement ““Notice will not be
electronically mailed to:.”” The arrow won’t be there when you get your
receipt, so please make a note of the location and look for it in your receipt .

How Can | Know Who To Mail To In Advance?

Under the Utilities menu (click Utilities in the blue menu bar), there’s an option called Mailings
under the Miscellaneous heading. There is where you’ll find your mailing information on a case.
But we’ll cover that later.

Mailing Information for a Case 2:04-cv-08030-MEF-CSC

Electronic Mail Notice List

The following are those who are currently on the list to receiwe e-mail notices for this case.
* (Mo e-mail recipients)

Manual Notice List

The following 15 the st of attorneys who are not on the lst to recetve e-mail notices for this case (who therefore recuire marnual
noticing). You may wish to use your mouse to select and copy this hst into your word processing program in order to create notices or
labels for these recipients.

Prince Charming
Charming & Charming
1404 Upper EKingstown Rd
Prattville, AL 36065

Smiley Foxx

Foxx and Hound

112 Adams Rd
Montgomery, AL 36104
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Criminal Events Menu

Filing Documents for Criminal Cases

There are ten basic steps involved in filing a criminal document:

Select the event to file (see Attorney Criminal Event Menu - Appendix B);
Enter the case number in which the document is to be filed;
Designate the party(s) filing the document;

Select the type of document to file.

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

Receive notification of electronic filing

0.  Serve those parties not on electronic notice by conventional means.

1.
2.
3.
4.
5.
6.
7.
8.
9.
1

After successfully logging into ECF (see page 9), follow these steps to file a pleading.

z Civil + Criminal * Lier * Reports *
SECF { - ey - rep

Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing a Motion in ECF. The
process is similar for filing other pleadings in ECF..

1. Select the type of event to file
Click on Motions, under Motions and Related Filings

Criminal Events

Chargihg Instimunents and Fleas
PleafEelated Documents

I'»IIII‘JIIS and Related Filings
Motions
Eesponses and Feplies

Other Filings
Dizcovery Documents
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Enter the case number in which the document is to be filed.

A new screen opens with a Case Number field. Enter the number of the case for

which you are filing a motion and click on [Next].

¢ If the number is entered incorrectly, click [Clear] to re-enter. If the
computer prompts that you entered an invalid case number, click [Back] to
re-enter. When the case number is correct, click [Next]

. - - |
Motions

Case Number
O3 ? 7777 912545, 190 ow- 12345, 1-90 ov- 12545, 990wl 2345, or 199 ewl 2345

[ MMt ] [ Clear ]

Note: if the case number you are working on is 3:02cr101, you could enter the
case number in any of the following formats: 02-101, 02c¢r101, 3:02-cr-101,
3-02-cr-101, 3:02cr101. Pick one, any one.

3. Designate the party(s) filing the
document. 1037007 WHA-SEW TTSA v Crosleey

Highlight the name of the party or
parties filing the motion. Click [Next] Select the filer.

Select the Party:

USA, [Plaintiff] ~
iCroskey. Eric Conrad Jr.i1) [DCefendant] |

[ MNext ] [ Clear ]

4, Select the type of document to file.
The Motions screen appears and displays a motion selection field with a scroll bar

next to it. Scroll through the menu until you find the type of motion or application
you wish to file. For demonstration purposes, let’s highlight Suppress. Click on
[Next].
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Motions 5/
103777V T-WHA-SEW USA v, Croskey

Shorten Tirme Limits
Show Cause

Show Cause re Revogation of Probation

Show Cause re Rewgation of Supervised Release
Strike

Substitute Aftarney
iSuppress :
Trawvel w

hex

5. Specify the PDF file name and location for the document to be filed.
ECF displays a new screen with a field for locating and entering the PDF file of
the document you are filing in ECF.

Motions
T03-cr-7 7T T-WHA-SEW USA v, Croskey

melect the pdf document (for example: CA1P9cvd01-21 pdf).

Filename
Browse..

Attachments to Document: & Mo O Tes

[ Mext ] [ Clear ]

Note: You must upload an electronic copy of the actual pleading when prompted by the
system. All documents filed in ECF MUST be in PDF format. Otherwise, ECF will not
accept the document and users will be unable to retrieve and read your document from
within ECF. Not to mention the fact that your document will not be filed, so if you’re
meeting a deadline . . .

¢ Click on the [Browse] button. ECF opens the following screen.
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File Upload B[=

¢ If necessary, change the o I L s o2pm
Files of type to “All D (Do
Files (*.*)” Rl | ik

¢ Navigate to the @ fplsiias
appropriate directory and De

file name to select the %
PDF document you WlSh My Documents

to file. .
¢ Highlight the file to U
upload to ECF. i
p ‘_(l File: name: b
My Moo RE A1l Files v

Note: To make sure you are uploading the correct document, right click on the
highlighted file name to open a quick menu and left click on [open]. (See
instructions on page 17). Adobe Acrobat or Acrobat Reader will launch and
open the PDF document that you selected. Better view it to be safe.

¢ Once you have verified the document is correct, close Adobe Acrobat and
click on the [Open] button in the lower right corner of the File Upload
window. ECF closes the File Upload screen and inserts the PDF file name
and location in the Motions screen.

¢ If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Step 7 — “Modifying Docket Text”— to proceed with
your filing.

¢ If you have Attachments to your motion, you will select [Yes] on the screen

depicted above. Click on [Next] and proceed to Step 6 — “Adding
Attachments to Documents Being Filed”.

¢ If you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

ERROR: Document is not a well-formed PDF document
(no further information is available).

ECF will not permit you to select a file for your pleading that is not in PDF
format. Click on the [Back] button and ECF will return to the Motions
screen. Select and highlight the PDF file of your pleading and proceed as
before.
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Failure to Select A Document to File

If you do not select a document to file with your pleading, ECF will display the
error message depicted below. Click [OK] and the system will return you to the
previous screen so you can select a document. You cannot proceed without
attaching a PDF document.

[JavaScript Application]

| Mate: ¥ou have not selected a document.
*

6. Add attachments to documents being filed
If you need to attach documents to your motion and clicked on “Yes” during the
previous step, a new screen appears.

Motions
T03-cr-7 77T T-WHA-SEW LUSA v Croskey

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

Browse...

23 At wour option, select a document type andfor enter a description.

Type Description

W

3) Add the filename to the list box below. If wyou have more attachments, go back to Step 1. When the list of filenames is complete,
click on the MNewxt button.

Add to List

R

¢ Click on [Browse] to search for the document file
name of the attachment. Type
¢ Next to the field for attachment Type, click on the
arrow and ECF opens a pulldown screen. '
Highlight the type of attachment from the Afficlait
displayed selection. éFFE”d'x
: o ivil Cover Sheet
¢ Describe the attachment fully by clicking in the St
Description box and typing a clear and concise Exchihit

ription of the attachment. Supplement
dese pHORO © chme Text of Proposed Order
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8.

¢ Click [Add to List]. ECF adds the selected document as an attachment to
the pleading. A new Motions screen opens to display the file name of the
newly attached document.

¢ Repeat the sequence for each additional attachment.

¢ After adding all of the desired PDF documents as attachments, click [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 10MB in size, can be submitted in paper format. Lengthy
documents handled by the Clerk’s Office in paper form need to be held together by
removable spring binder clips. If the document is filed conventionally, it will be
your responsibility to serve conventional copies on all other parties to the case.
(Word of advice — save the postage or courier costs. Scanit. . .)

Note: Lengthy paper attachments can be divided into multiple smaller, 10mb
attachments so that they may be scanned and filed electronically.

Modify docket text

Click on the button shown here to open the modifier drop-down list. Select a
modifier if appropriate. Click in the open text area to type additional text for the
description of the pleading.

Motions /
T023-cr- 777 T -WHALSREW LIS A v, Croskey

Docket Text: Modiy as Appropriate.
- Iy MOTION to Suppress by Eric Conrad Croskey Jr..

First
Second
[Third
Fourth
Fifth
Sinth
Seventh
Eighth
Minth
Tenth
Amended
Congent
Counter
Cross

Submit the pleading.
¢ Click [Next]. Another window appears with the complete text for the
docket report (see the next page)
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Motions
T023-cr- 7777 T-WHA-SREW USA v Croskey

Docket Text: Final Text

Second MOTION to Suppress statements and physical evidence by Eric Conrad
Croskey Jr.. (burkhard_att, )

Atrtention!! Pressing the NEXT button on this screen cominits this transaction. You will have no
further opportunity to modify this transaction if yon continue.

[ENexti] [ Clear ]

Note: The screen depicted above contains the following warning.

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

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

screens by:

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

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

¢ Review the docket text and correct any errors. If you need to modify data
on a previous screen, click the [Back] button on the Netscape toolbar to
find the screen you wish to alter.

¢ Click [Next] to file and docket the pleading.

9. Notice of Electronic Filing

The system opens a new window displaying the ECF filing receipt (see next

page). The receipt provides confirmation that ECF has registered your transaction

and the pleading is now an official court document. It also displays the date and

time of your transaction and the number that was assigned to your document. Note

this number on the document’s PDF file.

¢ Select [Print] on the browser toolbar to print the document receipt; AND

¢ Select [File] on the browser menu bar, and choose Save Frame As...from
the drop-down menu to save the receipt to a file on the hard drive of your
computer.
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¢ ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have registered for electronic noticing.
The ECF filing report also displays the names and addresses of individuals
who will not be electronically notified of the filing. So who notifies them?
You do. Itis the filer’s responsibility to serve hard copies of the pleading
and the Notice of Electronic Filing by conventional means to attorneys and
parties who are not set up for electronic notification.

T03-cr- 7777 T WHA-SREW USA w. Croskey

U.S. Distract Court [TRATIN]
Alabama Middle District [TRAIN]

Notice of Electronic Filing

The follownng transaction was received from burkhard att, entered on 202602004 at 8:31 AN CET and filed on 2/26/2004

Case Name: TUSh v Croskey
Case Number: 1:05-er- 77777
Filer: Dft Ho. 1 - Enie Conrad Croskey

Document Number: 30

Doclket Text:
Second MOTION te Suppress statements and phyvsical evidence by Eric Conrad Croskey Jr.. (burkhard att, )

The followang document(s) are associated with this transaction:

Document desecription: Ivam Document

Origmal filename:t/a

Electronie document Stamp:

STAWP deecfStamp ID=1053018227 [Date=2/26/2004] [FileNumber=53856-0]
3efl151104d5baafc 369205469 1c5e2c61302538065b 701 edbcTeadc d90az 54 0e7ed b
1e00afb 34637250246 ce 98 Raalbe Tidocf2al 60 2865843 1660735096 3]]

-----

Eent Brunson

0 3. Attomey's Office
B. O Box 197
tentgomery, AL 36116

Toseph Van Heest
Federal Public Defender
tdontgomery, AT 36104
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to designated attorneys and parties who have registered for electronic noticing.
These individuals are entitled to a “free peek” per e-mail address — that is one look, free
of charge, at the filed document by clicking on the associated hyperlinked document
number (the 30 in this case) embedded in the Notice of Electronic Filing . The filer is
permitted one free look at the document and the Docket Sheet to verify that the pleading
was properly docketed. We strongly urge you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. The next time you want to look
at that case docket sheet and pleading in CM/ECF, you’ll need your PACER account —
login and password -- as it will be subject to regular PACER fees.

Note: It is the responsibility of the filer to send hard copies of the pleading
. and Notice of Electronic Filing to attorneys and pro se parties who have
;ﬂ”"" indicated they do not have E -mail accounts. This is indicated in the above
< document by a large arrow pointed to the statement ““Notice will not be
electronically mailed to:.”” The arrow won’t be there when you get your
receipt, so please make a note of the location and look for it in your receipt .

NOTE: You may file in a criminal case without being the attorney of
record. However, you will not be able to view the document after it’s filed if
you are not an attorney of record.

Reminder
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Add/Create a New Party

204-cy-08030-MEF-C5C Pig v. Wolf

Select the filer.

In rare cases, you may need to add a party to A i Bl

the ECF system. If the party you represent is  —ProStoictPimmtt—a3 AddiCreate New Party
not listed in the “Select a Party” screen, click &g'lfisg%wa[gf['gg?en o]
on Add/Create New Party

hlext

¢ The screen to the left will appear. You
must first perform a search to see if your
Search for a party party is already entered on the ECF system.
LastBusiness name ‘Wal| Type the first few letters of the party’s last
name for an individual, or the first few
letters of the company name. Click

[ Search ][ Clear ]

[Search].
¢ If a match is found, ECF will display a list of ~ Party search results
party names. If the name of the party you viBlls B ERE)

represent appears in the list, click on the

name and click [Select name from list] .

Review the party information and select the v

party’s role in this filing. Click [Submit] . [ Selectname from list | | Create new party |
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¢ If a match is not found, or your party does not appear in the list, click [Create new
party] . ECEF displays the following screen.

Party Information

Last name Y/olf First name Little
Maddle name Maughty Generation Title
Role | Cefendant (dftpty) v| Prose no |v
Frisoner Id Office
Tt Address 1
Address 2 Address 3
City State Zip
County b Country
Phone Fax
E-mail
Party text
Start date 2262004
[ Submit ][ Cancel ][ Clear ]
. For a company, enter the entire company name in the Last Name field.
Choose the appropriate Role from the drop down list. Click [Submit].
. For an individual, fill out the Last Name, First Name, Middle Name,

Generation and Title fields as appropriate. Choose the appropriate Role
from the drop down list. Click [Submit] .
. Leave all other fields blank.

Linking Documents (Refer to existing event)
Some pleadings such as Briefs and Indexes should be “linked” to their related documents

in the case. When filing these and certain other types of documents you will be presented
with the following screen.

Filed to
Documents to
[ e ] [ Clear ]

CM/ECF for Dummies 33 Middle District of Alabama



An “event” in CM/ECF is anything th at has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box by “Refer to
existing event(s)?”” and click [Next]. (You do have the option of entering filed dates or
document numbers if you would like to further narrow your search. In cases with
numerous documents, that would likely be a good idea.)

Once you click [Next], you’re presented with a list of documents that match your search
criteria. Click the checkbox for the document you wish to link to and click [Next].

Select the appropriaie eventis) fo which your event relates:

L] 10/30/2003 61 WITHDEAWAL of Claim re [59] Claim by Casey's Tavern. {ce, )
L] 10/30/2003 62 CLATM by Tavern on the Green. (cc, )

L] 10/30/2003 63 ACENOWLED GEMENT OF SERVICE Executed as to Dr. Phil of [1]
Complaint, [4] Amended Complaint Acknowledgement filed by IS Marshal (cc, )

L] 02/05/2004 64 MEMORANDTM AND OPINION granted plaintiffs' motion to certify class.
signed by Tudge Wlwron H Thompson on 2/5/04. (cc, )

L] 02/05/2004 65 MOTION for Summary Judgment by Lamar Glover. (cz, )

[ 02/05/2004 &6 ORDEER re [65] MOTION for Summary Judgment filed by Lamar Glover MWotion
submission Deadline set for 22472004 Eesponse to Motion due by 2172004 for
plantff, any reply may be filed by 2/24/04. Signed by Judge Myron H. Thompson
on 2504 {ce, )

[ M et ] [ Clear ]
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Query Menu

The Query menu can be used to search the Electronic Case Filing (ECF) system for
specific case information. To enter the “Query Mode,” click on Query on the blue menu

bar.

ECF opens the PACER Login screen (it looks much
like the regular login screen, doesn’t it). You must
enter your PACER login and password before the
system will let you query the ECF database. Enter

Authentication

Lagin:
Password:

Client code:

your PACER login and password (NOTE: if you

check the box labeled “Make this my default

[ Make this my default PACER login

PACER login,” you will no longer be asked for your
PACER login. That may not be a good thing — you won’t know how much of a bill

you’re running up.)

Search Clues
Case Mumber | 1-03-ou-10000]
or search by
Filed Date to
Last Entry Date to
0(zero)

110 {Insurance)
120 (Contract: Marine)

Mature of Suit

or search by

Last Mame
First Mame

Type b

Fun Query ] [ Clear ]

ECF opens a Query data entry screen (shown
above). If you know the number that the
Court has assigned to the case, you may enter
it in the Case Number field and click [Run
Query]. The system opens the query screen
depicted to the right.

(Examples: 99-500, 1:99cva00)

(Examples: Desota, Des™)

Middle Name

1:03-cv-10000-MHT-SRW Black v. Glover et al
Wyron H Thompson, presiding
Date filed: 04/29/2003 Date of last filing: 02/05/2004

Query

Alias

Associated Cases
Attorney

Case Summary
Deadlines/Hearings. ..
Docket Beport ...
Filers
HistorwDocuments. .
Party

Eelated Transactions. .
Status
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Select A Person You may search the system by the name of a party

or an attorney to the case. Enter the last name of the
party in the appropriate field. If more than one

There were 2 matching persons. person with that name is in the database, ECF
returns a screen from which to select the correct
Pig, Stick  (pty) name. (See the figure to the left.)
Pig, Straw  (pty)

This person is a party in 11 cases.

If you click on the name of the party, ECF
will open the query screen depicted below. If
the individual is a party to more than one
case, ECF will open a screen listing all of the 1:03-c-09031-MEF-SEW  Black v. Glover etal filed 04/29/03
party’s cases. Click on the case number
hyperlink and ECF opens the query screen
depicted below.

1:03-cw-09030-WMEF-SEW  Black v. Glover et al filed 04/29/03

1:03-cw-09032-MEF-SEW  PBlack v. Glover et al filed 04/29/03

1:03-cw-09035-MEF-SEW  Black v. Glover et al filed 04/29/03

1:03-cw-09034-WMEF-SEW  PBlack v. Glover et al filed 04/29/03

1:03-cv-10000-MHT-SRW Black v. Glover et al
Wyron H Thompson, presiding
Date filed: 04/29/2003 Date of last filing: 02/05/2004

Query
Alias :
Associated Cases After querying the database by case number,

Attorney .
Cast Summery name, or nature of suit, ECF opens the Query

Dol Elom window for the specific case you selected.
Docket Beport ...

Filers

HistorwDocuments. .

Party

Eelated Transactions. .

Status

You may also query a case by the nature of suit. You must enter a range for either the
filed date or the last entry date in order for the query to run. To search for all cases of a
certain type, use the date 1/1/1970 as the "beginning of time."

At the top of the window, ECF displays the case number, parties to the case, presiding
Judge, date that the initial claim was filed, and date of last filing for the case. You may
choose specific case information from a large list of query options by clicking on the
appropriate hyperlinked name on the screen. The following paragraphs describe several of
the available case-specific query options.
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Attorney — Displays the names, addresses, and telephone numbers of the attorneys who
represent each of the parties to the case.
Case Summary — Provides a summary of current case -specific information.

Deadlines/Hearings — Produces a screen that allows - -
you to query the database by various means to obtain Deadlines/Hearings
hearing and other schedule deadlines. After you

click [Run Query], the system opens the Sort by (Due/et ‘v
Deadline/Hearings screen. If you click on a
document number, ECF will display the actual
Scheduling Order for the conference or hearing. If v
you click on the button to the left of the
Deadline/Hearing title, ECF will display the docket | Pun Query | [ Clear |
information and related docketing entries for the

hearing that you selected.

Deadline/Hearing |+

et g e Docket Report — When you select Docket Report,
Case Number ECF opens the Docket Sheet screen as depicted here.
1:03-cv-09030-MEF-SRW Black v. Glover et al You may select a date range for your docketing
report as well as a range of docketing numbers. If
© TFiled you leave the range fields blank, ECF will default to
O Entered “ print the entire docketing report. Place a checkmark
Documents to in the box to Include links to Notice of Electronic
_ _ Filing if you wish to view them from the docket
[V]Include terminated parties .
[ Tnchude finks to Nofice of Electronic Fiing sheet. Click on the [Run Report] button. The
[¥] Include List of Parties and Counsel system will run your custom report and display it.
Serthy| Oldestdatefirst | Click on a document number to see the actual
[ Pun Feport | [ Clear | document. Or click the silver ball to display the

Electronic Notification Report for the document.

History/Documents — This selection queries the
database for case event history and documents
associated with the case. After you click on the
History/Documents hyperlink, ECF opens the screen
depicted in here. You may select the sort order for the
report and choose to exhibit all events or only those
with documents attached. ECF also offers you the
option to display the docket text in the report. After
making your selections, click on the [Run Query]
button. This particular report lists all of the events and
documents associated with the case in reverse
chronological order.

History/Documents

o .
(2 All events (lustory)

) Only events with documents
[ Display docket text

Sort by Oldest date first hd

[ Fun Query ] [ Clear ]

Other Queries — The process for selecting and running other queries in the Query feature
of ECF is similar to what has been described above.
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Reports Menu

The Reports feature of ECF provides the user with several report options. After selecting
the Reports feature from the Blue menu bar, the system opens the Reports menu below.

Reports

Docket Sheet Civil Reports Crimmal Reports Civil and Crimmal Reports
Crwil Cases Crirninal Cases Calendar Events

Judgment Thdex

If you select Civil Cases, Criminal Cases or Docket Sheet from this menu, ECF will ask
you to login to PACER. But you may view Court Calendar Events for a case without
logging into PACER.

Docket Sheet

Click on the Docket Sheet hyperlink and the system opens the PACER login screen
(you’ve seen that before). Enter your PACER login and password. Click [Login] and
ECF will open the Docket Sheet report query window. This is the same query window
that ECF displayed when you selected Docket Report from the Query feature (see page
37). Enter the case number for your docket sheet in the Case Number field. Select
parameters for the remainder of the data entry fields and click on [Run Report]. ECF
will display a full docket sheet for the case you selected. If you do not need a complete
docket sheet, you can narrow the query using the date filed/entered fields or the document
number fields. ECF also offers various sorting options from the Docket Sheet query
screen.
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Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to
locate cases electronically filed within a specific date range, or by Nature of Suit and
Cause Code. When you click on the Civil Cases hyperlink, ECF displays a query screen

as depicted here.

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

Civil Cases Report

o Case
Office | D0than type Ciwil
tMantgomery [,

Filed 2/19/2004 to 2/26/2004

Terminal digit(s) 2,47

Sort by Case Number | A

Miscellaneous [,

0 (zero)
110 (Insurance)

P

| Cause s
0 (Mo cause code entered)
02:0431 (02:431 Fed. Election..) -

Enter the range of dates for your report and select a Nature of Suit or Cause Code, if you
wish to narrow your search. If you leave all fields blank, you’ll get a report for all cases
opened in ECF. This picture depicts part of a report. The far-left column of the report
contains hyperlinked case numbers. If you click on a particular case number, ECF opens
the Docket Sheet report window from which you can retrieve the docket sheet for the
selected case. (Follow the instructions in the previous section for a Docket Sheet report.)

Civil Cases Report

U.S. District Court [TRAIN] -- Alabama Middle District [TRAIN]

Filed Report Period:

02/27/2003 - 02/26/2004

Case Humberj
Title

Date Filed/f
Reopenedf
Added

Date
Closed)
Reclosed

Days
Pending

Hotes

1:03-cw-09030-MEF-3RW
Elack v. Glover et al

Filed:
04/29/2003

303

C3user 42:19533 Prisoner Ciwvil Rights
NOS: Habeas Corpus (Prison Condition)
O0ffice: Dothan

Presider: Mark E. Fuller

Referral: Susan Russ Walker

Jury demand: None

Case Flags: AMNDERSCON

STALYED

1:03-cw-09031-MEF-3EW
Elack v. Glover et al

Filed:
04/29/2003

303

C3user 42:19533 Prisoner Ciwvil Rights
NOS: Habeas Corpus (Prison Condition)
0ffice: Dothan

Presider: Mark E. Fuller

Referral: Susan Russ Walker

Jury demand: None

Case Flags: MULLIEIN

1:03-—cw-0305Z-HMEF-SRW
Elack v. Glover et al

Filed:
04/29/2003

303

Cause: 42:1953 Prisoner Ciwvil Rights
NOS: Habeas Corpus (Prison Condition)
0ffice: Dothan

Presider: Mark E. Fuller

Referral: Susan Russ Walker

Jury demand: None

Case Flags: WILLOUGHEY
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Utilities Feature

The Utilities menu lets you maintain your ECF account and view all of your ECF
transactions.

Your Account
This section of the Utilities menu lets you maintain certain aspects of your ECF account
with the Court.

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account
information screen. This screen displays all of the registration information that is
contained within the ECF database for your account with the Court. This includes Bar
Identification and Bar status. YOU WILL BE RESPONSIBLE FOR CHANGING
YOUR PHYSICAL ADDRESS WHEN NECESSARY. (See the Civil Administrative
Procedures for more information.)

Clicking on the [E-mail information] button opens the following screen.

/= CM/ECF - U.S. District Court: ALMD-Account Main _ ol
(€ ISP e https:_.-"_.-"ecr'.almd.uscou...j______ 2| X | [@Bing R~

e/

File Edit View Favorites Tools Help

&[* CM/ECF - U.S. District Court: ALMD...

Criminal = Query Reporis = Utilities = Search

Email Information for Attorney R Good

Registered e-mail addresses Configuration options
Frimary e-mail address; |r3:::5'5 ttorneyi@alslawyer.net

Gooderattornevi@alalawyver.nat

Should this e-mail address receive notices? @ Yes © No
Secondary e-mail addresses:
AssistantZatty@alalawyer.net How should notices be sentto this e-mail address? #® PerFiling © Summary Report
add new e-mail address

In what format should notices be sentto this e-mail address? & HTML © Text

Return to Person Information Screen ]
Clear

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

Show all cases for this e-mail address | (Copy ozse fints from hers)

Case-specific options

Add additional cases for noticing

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

These cases will send notice a5 & SUMMANY report. (siemsiz methad)

| [ T T T[] |@Intemet [ ~

K75% <
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The ECF system will e-mail Notices of Electronic Filing to parties based on the
information in this screen. When you register for Electronic Case Filing, your e-mail
address will automatically be here. You may change it at any time. To enter additional e-
mail address (remember — one free peek per e-mail address), take the following steps:

¢ Click on the link which reads “ add new e-mail address”.
¢ Enter the e-mail addresses of the folks you wish notified concerning ECF activity.
¢ Pick the format (defaults to HTML) of the ECF notices.

When you’re done updating your account information, click [Return to Person
Information screen] to return to your Maintain User Account screen.

To edit or view login information about your account, select the button labeled [More
User Information] from the Maintain User Account screen. ECF opens the following
screen.

More User Information for burkhard _att

Login burkhard_astt Last login 02-26-2004 13:02

Password ™= Cwrent login 02-26-2004 135:02
Prid 56 Create date 0B8/22/2003
Registered ¥ Update date 10/02/2003

Groups Attorney

[ Feturn to Account screen ] [ Clear ]

This screen displays your login information and provides the means to change your ECF

password. (Notice that ECF displays a string of asterisks in the Password field. So you
can’t figure out a password by looking at the password.) To change your ECF password,
place your cursor in the Password field and delete the asterisks. Then type in your new
password. ECF displays the actual characters of your new password as you type.
Passwords are limited to 8 characters — letters and numbers only. When you have
finished updating your information in this screen, click [Return to Account screen]
button to reopen the Maintain User Account screen. When you are satisfied that all of
your account information is accurate and up-to-date, click [Submit] at the bottom of the
Maintain User Account screen to submit your changes to ECF. You may have to click
through a few screens by clicking on [Submit]. ECF will notify you onscreen that your
updates were accepted. AND if you changed passwords, you may begin using the new
password during your next ECF session.
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Viewing Your Transaction Log

From the Utilities menu, click View your Transaction Log. The system will open a
screen with two fields for entering the Date Selection Criteria for a Transaction Log
Report - a beginning date and an ending date. Enter the date range for your report and
click [Submit]. The system then displays a report of all your transactions in ECF within
the date range you specified. See below for a sample transaction log report.

Transaction Log

Report Period: 02/13/2004 - 02/2672004

| Id | Date | Case Humber | Text

Second MOTICHN to Suppress <Ixstatements and

122465 (0272672004 08:31:39 [1-03-cr-77777-1 physical evidence</I> by Eric Conrad Croskey

Jr.. (burkhard att, |
|122489 |sz25f2004 14:01:35| |Updated person record: burkhard att Prid: 36
|122489 |szzsfznnq 14:01:3s| |Updated user record: burkhard att 36

Total Humber of Transactions: 3

Use this feature of ECF to review your transactions and to verify that:

. all of the transactions you entered are reflected in the Transaction Log

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

If you find that unauthorized individuals have entered transactions using your login and

password, please notify the Court’s Help Desk immediately. Ok, and if all your

transactions are not reflected, first double check your own records. Then call the Help

Desk.

Miscellaneous

ECF provides three Miscellaneous functions within the Utilities feature of the system.
. Legal Research

. Mailings

. Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary,
and Westlaw via the Internet.

Click on the Mailings hyperlink to opens a new screen for requesting mailing information
from ECF. If you click on that link, it opens the screen on the next page.
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M alhngs

Ilanl Motfication Eequests
Ilaling Info for a Case
Mating Labels by Case

. Mail Notification Requests simply provides information on electronic noticing
for the party or parties you select. You may select multiple parties by holding
down the CTRL key and click on the individual party with your mouse.

. Mailing Info for a Case lets you select a case number and see how each of the
parties involved are noticed, whether by e-mail or by conventional means. (You
may want to do this before you file so that you’ll know how many need to be
served other than by e-mail.)

. Mailing Labels by Case will let you display and/or print mailing labels by case
and by party, including the judge. However, these labels won’t fit on any of
Avery’s standard labels. You’ll have to cut and paste.
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Select the Verify a Document hyperlink to locate a particular document attached to a
particular case. Enter the case number into the blank provided, enter the document
number and press [Next]. It’ll display a report like the following:

Verify Document(s)

2:04-cv-08030-MEF-CEC Pig . Welf

Date = Docket Text

02/23/2004 1 COMPLATNT against Big Bad Wolf (Filing fee § 150 receipt nurber 0408030.),
fled by Stick Pig, Straw Pig (kb, ) (Entered: 02/25/2004)

File zize 13 15240

Original Signature(s)

Document No: 53353

Document description: Tlain Document

Orniginal filename: complaint pdf

Electronic document Stamp:

[STAME deectstamp ID=1053018227 [Date=21252004] [FileMumber=53853-0]
[95408c64db354026 1568 1 bbbacacBib 173441 9bealleclb b Sh44: 2380032225293 3 a6
FaaB328b513e4 51 3cd c78e8h08db 1 0e220553:890a6 1 c7 dSad Vad eV 5fka]

Verified Signature(s)

Document No: 53853

Document description: TTain Document

Ongmal filename: complamt. pdf

Electronic document Stamp:

[STAMPE deectstamp ID=1053018227 [Date=27252004] [FleMumber=53853-0]
[95d08c64db354026 1568 1 bbbacacEib1734d1 9bealleclbbbdde 2380032052530 3ab
faaB328b513e4513cdcVEe8h05db 1 0e2205530630a6 1 c7 dSad Vad eV 3fka]]

The documents signatures are the same

And you’ll know the document is “as filed.”
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Logout

After you have completed all of your transactions for a particular session in ECF, you
should exit from the system. Click the Logout hyperlink from the ECF Blue menu bar.
ECF will log you out of the system and return you to the ECF login screen. (Note: It’s
not a necessary step, as ECF will log you out after 10 minutes of inactivity. Butit’sa
good habit to get into.)

Additional Information Regarding ECF
Sealed Documents

Continue to file sealed documents at the District Court Clerk’s office in accordance with
the Civil and Criminal Administrative Procedures. These procedures are available at our
website: www.almd.uscourts.gov.  OR if you received a printed copy of this manual,
look at the last two sections.

Help Desk

Yes, [ know. I already told you this. BUT if you have questions or need help, call the
help desk at 334/954-3935 or e-mail Efile Help@almd.uscourts.gov. We’re here to
answer your questions.
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