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1. INTRODUCTION:
On August 6, 2007, the Middle District of Alabama US District Court will be switching from CM/

ECF v.2.5 to CM/ECF v.3.0. As with all previous updates, there will be some mostly
cosmetic changes to how pages are displayed, and there are three new features that we hope
will enhance your ECF experience. These features are explained below.
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2. UPDATING YOUR E-MAIL ADDRESS
To set or modify your e-mail address in ECF 3.0:

1. In ECF, click on Utilities -> Maintain Your Account:

Ttlities

Youwr Account
Iamtam ¥ our A{kount
Wiew Your Trans dion Log

2. Click on the Email Information button:

Civil ref style | -]
Date swurnl
Email infarmatian... | tore user infarmatian... |
. 4
Submit | Clear |

3. Edit your e-mail address in the Primary E-mail Address field:



Email Information for Godzmlla

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
IgDdzilla@cand.uscuuna.guv I HTRAL j I Individual MEF j Tes Tes I Hide Options j

Add Additional E-mail Address | Feturn to Fersaon Information Screen | Clear |

. To get NEFs on cases where you are not an attorney of record, click on the Additional Options
pull-down menu and select Additional Cases:

Additional Options
EHide Options -]
Hide Options

Additional Cases

Delivery Method Exn::eph 5

Pull-down to Add, then enter the case number and click Add to List:
A ~| Additional Cases to Fecelve NEFs

F

w

Enter caze number |3:I]E-|:r-.,ﬂ-lil1 111 and chcle  Add to List

The case will now be displayed in the Show window:
‘»| Additional Cases to Receive INEFs
3:06-c-01111 - Moose v, Squirrel etal *

hd

You can remove these by selecting the Remove menu item.
. To add secondary E-mail addresses, click the Add Additional E-mail Address button, and enter the
E-mail address in the space provided.

Finail Informnation for Godznlla

Delivery In Al
Primary E-mal Address Format MMethod Active My Cases Additional Options
lgodzilla@cand uscourts.gov [HTML =] | Individual NEF 7] Tes Tes  |Hide Options =
Secondary E-mail Addresses
|hambi@cand.uscours.gov [HTML =] [ Indlividual NEF =] ™ I_T:% | Hide Options -]

Add Additional E-rmail Address | Return to Person Information Screen | Clear |

If you want a secondary E-mail address to receive all NEFs that you receive, check the
checkbox under In All My Cases. If you want to specify which cases this secondary E-mail
address receives NEFs, leave the box unchecked and instead the same directions in 4 above.

You can add as many additional E-mail addresses as you like.

6. When finished, click the Return to Person Information Screen button.
7. On the main screen, click the Submit button to save your changes:



Crvil ref style I j

Date swoin I

Erail infarmatian... | bare user infarmatian... |

Submit | Clear |
)

8. On the next screen, click Submit:

Case specific fields were not altered.
Click subinit to contimie with update of person.

9. The system will confirm that you've updated your email:

Tpdating person record.
Tpdate Person Prid: 2610

The update was successfil . prd 2610 - Godzilla

Participant records were not altered.

E-mail confimuration:
Primary e-mail address: godalla@cand uscourts gov
This e-mail address is curtently active, and normally receives individual NEFs in HTML format for all of your active cases.
You have indicated that this e-mail address showld receive NEF s for the following specific or additional cases:
308-ow-01111 MMoose w. Souirrel et al

secondary e-mail address: bambi@cand uscourts gow
This e-mail address is curtently active, and normally receives individual NEFs in HTML format for all of your active cases.

Mo user update requested
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3. SAVING YOUR REPORT PREFERENCES:
If you often run reports with the same options, you can now set up certain options as your defaults:

1. Go to the Report whose options you want to customize (e.g., Reports -> Docket Activity).
2. Select the options you would like as defaults for your report (i.e., the options you usually check

and/or select).
3. Check the checkbox marked Make these options my default, then click the Run Report button:

4. The next time you go to run this report, the options you chose should already be selected for you.
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4. SEARCHING FOR DOCUMENTS WITHIN A CASE
If you know the document number of a document you would like to view in the CM/ECF system,
you can now view that document directly without having to view the entire Docket Sheet.

In ECF, click on Query.

Enter your case number.

Under the Query menu, click on View a Document.

Enter the document number in the box and click Run Report.
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1. INTRODUCTION:

Beginning in CM/ECF Version 2.5, it has been possible to view PDF documents in ECF
with headers at the top of the documents. These headers are designed to display
information about the case and the document. For some users, this is useful in
organizing papers printed off the docket sheet; for court staff, this utility can actually
hamper correct docketing, as in the case of double headers on Orders.

In CM/ECF Version 3.0, tools for enabling/disabling these headers have been added
to the docket sheet Report screen to allow more flexibility.
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2. ENABLING PDF HEADERS.:
By default, all accounts are set to display PDF Headers. If you turn off the PDF
Headers at some point and want to turn them back on, do the following:

1. In ECF, click on Utilities -> Maintain Your Account:

TTahties

Your Account
Mantan ¥our ﬁ[ﬁ-punt
WView Y our Tran}._}i-::n Log

2. Make sure the check box is CHECKED:
Iﬁﬁdd Headers to PDF Docutments

3. Click the Submit button to save your changes:
Civil ref style -]

Date swoin

Ermall infarmation... bore user information...

Submpig | Clear
i

4. On the next screen, click Submit:

iZase speciic fields were not altered.
Click submit to contine with update of person.

Sub@ Clear |

5. The system will confirm that you've updated:




Tpdating person record.
Tpdate Person Prid: 12346916

The update was successtul . prid 123463716 - ewnChA
Participant records were not altered.
o e-mail edit requested.

o user update requested
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3. DISABLING PDF HEADERS COMPLETELY:
If you would prefer to never see the PDF Headers at the top of your documents:

1. In ECF, click on Utilities -> Maintain Your Account:

Utihties

Your Account
Mamtain Tour Affkunt
View Tour Tranéx_}:ic}n Log

2. Make sure the check box is UNCHECKED:
Iﬁ%ﬂdd Headers to PDF Documents

3. Click the Submit button to save your changes:



Civil ref style -]

Date sworn

Email infarmatian... | bdore user infarmation... |

Submig | Clear |
i

4. On the next screen, click Submit:

iZase speciic fields were not altered.
Click submit to continue with update of person.

Subr&lﬁ] Clear |

5. The system will confirm that you've updated:

Tpdating person record.
Tpdate Person Prid: 12346916

The update was successful . prid 123468716 - ewnCSA

Participant records were not altered.
o e-mail edit recquested.

o uszer update requested
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4. DISABLING PDF HEADERS TEMPORARILY:
Sometimes, improper display of the PDF Headers can result in ugly double-headers:

Case 4:56-cv-00300-JF Document 32 Filed 03/22/2007 Page 1 of 2
To avoid this problem, disable PDF Headers temporarily when viewing the Docket
Sheet:

1. In ECF, click on Reports -> Docket Sheet:



Eeports

Dc:-n:kel‘ﬁheet
E—maﬂu for a case
Mational Statistical Eeports.

2. UNCHECK the Include PDF Headers checkbox:
Docket Sheet

Case number |4:EE—|::v—IIIIII3EIIII

* Filed
| to

" Entered

Documents to
¥ Include restricted entries
W Include terminated parties
W Include links to notices of electronic fling
W Include st of parties and counsel
¥ Include st of member cases
[iInclude PDF headers

Sort by I Oldest date first -]
Fun Report Clear | [ Malke these optio

3. Click the Run Report button:
Run Report Clear | [ Malke these optio
"hy

This will view the document without headers.
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