ELECTRONIC CASE FILING
CM/ECF

CM / ECF

Electronic Case Files

User’s Manual
Including How to File a New Civil Case
and
How to File Civil Sealed Documents

Southern District of California
(Revised April 2013)



Table of Contents

GLLING STAITEA ...ttt b et st e e sbeesb e b e et e e st e sbe e beeneesreenae e 5
L1l [FTox (o] o TP PR T PP 5

HEIP DESK. ...ttt ettt sttt st st ne e r e e 5

ECF System Capabilities .........cooviiiiiiiieeise e 5

REQUITEIMENTS ...ttt ettt et e st e te et e e se e be et e ese e teeneessaesraennenreeneeanes 6
Hardware and Software REQUIFEMENTS ..........c.ccvevieiieiieie e 6

PACER REQISIIALION ....cvveiiieiiiie ettt 6

Registering for ACCESS 10 ECF........ci i 7
PrEPAIATION ...ttt bbb bbbttt bbbt n e 7
Setting Up the Acrobat PDF REATET ..........cooiiiiiieieie et 7
Portable Document FOrMAt (PDF) ........couiiiiiiiieiese e 7

HOW t0 VIEW @ PDF File.....cooiiiiiei e 8

How to Convert Documents to PDF FOrmat.............cccoooeeiiiiiicnc e 8

BlASICS ..ttt bbb bRt Rt Rt R et b et bt Reer et ee e 10
USEE INTEIACTIONS ...ttt bbbttt ettt bbb 10
Conventions used in thiS MaNUAL:............cooiiiiiiii e 10
DocumMENts FHEd TN EFTOT ..o e 10
VIEWING TranSaCION LOQ .....ccveiviiiiiiiiiiiiieieieie ettt 11

USEI™S IMTANUAL ... bbb bbbttt 11

F N =T oI =] (= o U] o -SSR 12
HOW t0 ACCESS the SYSTEM....c.eiiiiiiiiieee s 12

[0 o o [ 0T T oSSR 13
SelECtING ECF FRALUIES.....c..iivieiteeie ettt ettt re e te e sreereenes 15

CIVII EVENTS FRALUIE ..ot bbbttt bbbt 15
General Rules and Manipulations...........ccocoueiiereeieiee e 15
Manipulating the SCrEENS ...........civeiiieceece e 15

COorrecting @ MISTAKE: ......eeiiiie ettt 15

Signatures; Affidavits OF SEIVICE........cccvii i 16

Filing Documents fOr CiVil CASES......cccuiueiiriieiecie et ns 16

Select the type of document to file .......cccveiiiiii i 17

Enter the case number in which the document is to be filed. ............ccccocerrnin. 18

Designate the party(s) filing the dOCUMENt.............cccooiiiiiiiii e, 18

Specify the PDF file name and location for the document to be filed.................. 19

Add attachments to documents being filed...........c.cccoveiieiiiic e, 22

When attachments and exhibits are in paper format...........c.cccooeveviiininnininnnn, 22

MOITY JOCKET TEXT ... s 23

Submit the PIEAdING. .....ccveiiee e 23

Notice of EIeCtronic FIliNg ........cccoiiiiiiicie e 25

AdA/Create @ NEW PaITY ........cccoiiiie et 26
CrimiNal EVENTS FRATUIE ......oc.eiieiiiieie ettt sttt ettt be e nreas 29
Filing Documents for Criminal Cases.........c.coveieiieieeie e 29

Select the type of document to file .......ccovoiiiiiiiii 29

Enter the case number in which the document is to be filed. ............cceovrirnenne. 31

Verify the case number and caption both COrrect. ..........cccovvvevvicevcevnece e, 31

Designate the party(s) filing the document..............cccoveiieiiiic i 32

Specify the PDF file name and location for the document to be filed.................. 32

CM/ECF User’'s Manual (April 2013) 2 Southern District of California




Add attachments to documents being filed...........c.cccooveiiieiiiiicc e, 36

When attachments and exhibits are in paper format.............ccccovveviiiniinneninnnn, 37

MOITY JOCKET TEXT ... s 37

Submit the PIEAdING. .....ccveiice e 38

Notice of EIeCtronic FIliNg ........cccoiviiieiiecc e 39

Linking Documents (Refer to eXiSting BVENT).........ccceiieiiiieiieieee e 40

QUETY FRALUIE ...ttt ettt ekttt s b e et e e b e e e ab e e ebe e e mb e e ke e e nbe e enneanbeeneee e 42
F N (0] 1Y TP TP TR 45

CASE SUMIMAIY ...ttt ettt ettt be e et e ekt e esb e e ke e ss e e e beesmbeebeeaneeeneenrneannes 45
DEAAINES/HEANNYS ...ttt b e bbbttt 46
DOCKEL REPOI ... .ttt et et e et e ae s e s teebeaneesraeneeeneas 48
HISTOrY/DOCUMENES ...ttt sttt a et e et e st e ste et e aneesreeneas 49

OtNEr QUEKIES ...ttt et e et e e st e s s e e s be e et e e sbeeanbeenteeenraennes 50
REPOITS FRATUIE.... ..ot e et e e e b e e nn e e neas 50
DOCKEE SNEEL ...t ettt bbb e 51

(O | IO TS =T o o] o SRRSO 52
Criminal CaseS REPOIT ........oiiiieieiesi ettt 53
UTHHTIES FRATUNE ... .ottt e b et e e st e et e beeneesneesteeneeaneenreans 54
MaINTAIN Y OUE AGAIESS.......eeuiieiieitieie ettt sbe et st sbeebeaneeneeas 55
Maintain Your E-Mail........c.coviiiiioiiie e 56

View YOur TranSaCtion LOQ . ....coveveiieieeiesiesieesie e sie e see s ae e se e 59
IMISCEITANEOUS ...ttt bbbt 60

Legal RESEAICH ...t ettt b e e nneas 60
IVIRITINGS ..ttt bbbttt 60

VEIITY A DOCUMENL......ciiiiiiiieie ettt este e beeneesreesaeaneesnaesaeeneennens 61
SBANCI ... b bt bbb bbbt e e e n s 62
(0o o U | AT TP T PP OPPTPPPRTPPRPPY 63
Additional Information Regarding ECF ..o 63
Civil Case Opening DY ATTOINEYS .......ooi i 64
E-file a new complaint with a Civil Cover Sheet ... 64
Electronically pay the filing fee utilizing the Pay.gov functionality. ............cccocevnnnnne. 64

HEIP DESK ...ttt bbb 64
Important Notes - Things you need before you begin to file a new civil case: ................ 65

To Begin Filing @ NEeW CiVil CaSe........ccciiveiiiieiiecieee st 66
AJAING PAITIES. ...t 67

AVAIIEDIE EVENTS ...ttt 68

AdAING DOCUMENTS ...ttt esraenseeneennees 69

Adding ATACNMENES ......eoiiceiceece et 72

PaYING FIIING FEES ... e 74

PAY . OV ..o 76

FINAl DOCKET TEXE ..ttt 79

Notice of EIeCtronic FIliNg ........cccooiviiiiiiece e 80
MISCEIHANEOUS CASES ......eevieiiiiiie ittt sttt aesre et e e esneenneas 81

NOTICE OF APPLAL ...t 86
SUMMONS 1N 8 CIVII CASE....evieiiiii ittt re s 89

Credit Card PAYMENT.........covoiiiieie ettt re e ae e s reesae e e nne e 90

Civil Sealed DocUMENTS DY ALLOINEYS.......oiiiiiecece et e 92

CM/ECF User’'s Manual (April 2013) 3 Southern District of California




[ =T [ DTSR PRPSRSR 92
Important Notes - Things you need before you begin to file a sealed document in a civil

(02 LY TR 92
How to E-file a Sealed Civil Motion to File Documents Under Seal.........ccccooovveveeeiinnnnn. 94
E-file the Lodged Sealed Proposed DOCUMENL ..........cccvieeieeiiecie i 97

CM/ECF User’'s Manual (April 2013) 4 Southern District of California




Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file
documents 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 Internet
Explorer or Mozilla Firefox, and Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:30 A.M. and 4:30 P.M.,
Monday through Friday, if you need assistance using ECF.

Toll Free Help Desk (866) 233-7983
OR
E-mail: ecfhelp@casd.uscourts.qgov

ECF System Capabilities

The United States District Court, Southern District of California Web Site allows
visitors to:

. Open the Court’s web page

° View or download the most recent version of the User’s Manual
° Review the Administrative Policies & Procedures Manual, General
Order 550 and 556.

. Download the New (12/07) Civil Cover Sheet (Updated 4/11/08)

o Register for Training at the U. S. District Court in San Diego
. Register as an Attorney filer with ECF
. Self-train on a web-based ECF Tutorial

CM/ECF User’'s Manual (April 2013) 5 Southern District of California




. Practice entering pleadings into ECF using a “training” database
that is similar to the official live ECF database

The electronic filing system allows registered participants with Internet accounts
and Internet Explorer 6.0 or 7.0 or Mozilla Firefox 1.5 or 2.0 to perform the
following functions:

. Electronically file pleadings and documents in actual cases
. View official docket sheets and documents associated with cases
. View various reports for cases that were filed electronically

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 Windows or Macintosh
. Internet access supporting a transfer rate of 56kb or higher
o CMY/ECF has been tested and works correctly with Firefox 3.5, and

Internet Explorer 6.0 and 7.0

. PDF compatible word processor like WordPerfect or Word

. Software to convert documents from a word processor format to
portable document format (PDF) Adobe Acrobat PDF Writer,
pdf995, as well as certain word processing programs can perform
this function. Adobe Acrobat 7.0 and higher meets the CM/ECF
filing requirements. For viewing documents, not authoring them,
only Adobe Acrobat Reader 7.0 or higher is needed.

. A scanner to image non-computerized documents (400dpi
maximum, black and white). Note: This would only be used for
documents that cannot be produced electronically. Scanned
documents are not text searchable. We are moving away from the
utilization of scanned documents inside the Court and are asking
you to do the same when possible.

PACER Registration
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ECF users must have a PACER account in order to use the Query and Report
features of the ECF system. PACER (Public Access to Court Electronic
Records) is an electronic public access service that allows users to obtain case
and docket information from Federal Appellate, District and Bankruptcy courts
via the Internet. If you do not have a PACER login, contact the PACER Service
Center to establish an account. You may call the PACER Service Center at (800)
676-6856 or (210) 301-6440 for information or to register for an account. Also,
you may register for PACER online at http://pacer.psc.uscourts.gov.

Registering for Access to ECF

Participants will need to register with the Court to receive a login and password
for the ECF system. Registration can be completed by visiting our web site
(http://www.casd.uscourts.gov/cmecf) and selecting “ECF Registration”.

Complete the electronic registration form and follow the instructions to
electronically submit the form to the court. Your e-mail address will be
confirmed and with your confirmation of that address your U. S. District Court
login and password will be e-mailed to you.

Once an account has been established, your login and password will be sent to the
official Internet e-mail address that you provide on your registration form.

Registered users can visit a training version of the system on the Internet at
https://ecf-train.casd.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documents in the “live” ECF database, or attend a free training offered at
the Clerk’s Office. Registration for class and on-line computer based training can
be accessed by visiting our web site (http://www.casd.uscourts.gov/cmecf) and
selecting “Training”.

Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
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using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.

How to View a PDF File

. Start the Adobe Acrobat program.

. Go to the File menu and choose Open.
. Click on the location and file name of the document to be viewed.
. If the designated location is correct, and the file is in PDF format,

Adobe Acrobat loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

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

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer, FinePrint pdfFactory, or
pdf995. WordPerfect versions 11 and 12 have Acrobat Writer built-in and can
also be used to convert documents to PDF.
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Using any word processing program:

o Install Acrobat Writer or other PDF converter on your computer
o Open the document to be converted
. Select the Print option (generally found in the File menu) and in

the dialog box select the option to change the current printer. A
drop down menu with a list of printer choices is displayed.

o Select Adobe PDFWriter, FinePrint pdfFactory, Publish to
PDF, or similar as the printer from within your word processing
software.

o “Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

Save PDF File As 2| x|
Save in: | ‘23l PDF files - & ® ok @
_lAutoSave:

File name: IEEF Manual pdf Save I
Save az lype: IF'DF files [.PDF) LI Cancel |

Edit Dacurment Infa. | |- Yiew POF File

. Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.

. Name the file, giving it the extension .PDF and click the Save
button.

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

*You must have either Adobe Acrobat Writer or another PDF converter installed on your
computer to see these choices listed.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Entering information in data fields
. Using command buttons to direct system activities
. Mouse-clicking on hyperlinks

Conventions used in this Manual:

. Command buttons are represented in this manual in boldface type.

. Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

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

To request a correction, telephone as soon as possible after an error is discovered:
Help Desk  (866) 233-7983

You will need to provide the case and document numbers for the document

requiring correction. If appropriate, the court will make an entry indicating that

the document was filed in error. You will be advised if you need to re-file the

document. The ECF system does not permit you to change the misfiled
document(s) or incorrect docket entry after the transaction has been accepted.
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Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all
transactions ECF has processed with your login and password. If you believe or
suspect someone is using your login and password without your permission,
change your password immediately, then telephone the Court’s Help Desk as
soon as possible.

User’s Manual

You can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’s web page.

Enter http://www.casd.uscourts.gov, when the court’s web page opens, click on
the CM/ECF hyperlink.
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A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,

filing a motion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training database before trying to actually file a document.

How to Access the System

Users may access the system via the Internet by going to
https://ecf.casd.uscourts.gov

Or, you may go to the Southern District of California’s Web site at
www.casd.uscourts.gov and click on the CM/ECF Website hyperlink, and then
click on the ECF Login hyperlink.

Click on Link to Electronic Filing System (Live Area) to open the login screen
and login to ECF. You may also access the courts Training Database by going
to https://ect-train.casd.uscourts.gov; or clicking on the Link to Electronic
Filing System (Training Area) on our CM/ECF website.
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Logging In
The next screen is the login screen.

CM/ECEF Filer or PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S. Code. All
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 and password. If you do not have a PACER login, you may register online at
http-//pacer psc uscouris.gov.

Authentication IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social Security or taxpayer-
Login: identification numbers; dates of birth; names of minor children; financial account numbers; and, in criminal cases, home
P . addresses, in compliance with Eed. B. Civ. P. 5.2 or Fed. R. Crim. P. 49 1. This requirement applies to all documents,
assword: :
i gigg attachments.
client
code: i that, if | file, | must comply with the redaction rules. | have read this notice.
=
Notice

An access fee of $0.08 per page or $2.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be assessed for access to
this service. For more information about CM/ECF, click here or contact the PACER Service Center at (800) 676-6856.

CM/ECF has been tested and works correctly with Firefox 3.5, and Internet Explorer 7 and 8.

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive. Your password must have a
minimum of 8; both upper and lower case letters and either a digit or special
character. Remember to click in the box regarding redaction rules.

Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you wish to query the database for
case information or to view a document, enter your ECF Login and
Password, select Query or Reports from the top toolbar, and then enter your
PACER login and password. You will be charged a fee to view ECF case
dockets and documents.

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

. If the ECF 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 key is incorrect

. Click on the Back button in your browser and re-enter your correct login
and password.
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. If the password is forgotten you can request a password reset. Click on the
reset here hyperlink. The password will be sent to the e-mail address for
the registered attorney.

ECF Login

Notice
This is 2 Restricted Web Site for Official Court Business only. Unauthorized entry is

prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and
access attempts

(: If you forgot your CM/ECF password, you can reguest a password reset D
---—_

Authentication

Login: |

Password:

Logen | | Resst

CMYECF has been tested and works correctly with Firefox 3.5, and fnternet Explorer 7 and 8.

Once the Main Menu appears, choose from a list of options on the top bar.

- Criminal ~ Query Reports ~ Utilities ~ Search Logout

U.S. District Court
Southern District of California
Official Court Electronic Document Filing System

CM/ECF Live

System will be going down for maintenance at 4:30 am PST and will be up at 5:00 am PST every Wednesday.

Welcome to the U.S. District Court for the Southern District of California Electronic Document Filing System. This page is for the use by attorneys and firms
particip in the el ic filing system. This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system
are subject to Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement officials.

Orders can now be E-mailed to Chambers in MS Word format as well as WordPerfect format.

Last login: 03-13-2012 08:07

Effective 04/01/2012, the electronic public access (EPA) fee will increase from $.08 to $.10 per page. For more PACER information, visit www.pacer.gov

recent version of the Adobe PDF reader can be obtained by selecting the PDF Settings option listed below.

PDF Settings

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 for security
reasons. If you believe your last login date and time are incorrect, or suspect an

unauthorized party is using your login and password, please telephone the court’s
Help Desk as soon as possible.
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Selecting ECF Features

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

Civil-
Criminal-

Query

Reports-

Search-

Utilities-

Logout-

A

Select Civil_to electronically e-file all civil case pleadings, motions, and
other court documents.

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

Query ECF by specific case number, party name, business name, or nature
of suit to retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF. Query allows a review of the Docket
Report, pending Deadlines and Hearings, attorneys in the case and parties in
the case. See QUERY later in this manual for more features.

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

Search Menus and Events can help you find and get the menu option or e-
filing event you need. Each option displays a link to deliver you to the first
screen for docketing.

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

Allows you to exit from ECF and prevents further filing with your password
until the next time you log in.

The question mark icon will provide a help file for the screen you are
viewing.

Civil Events Feature
Registered filers will use the Civil feature of ECF to electronically file with the Court a
variety of pleadings and other documents for civil cases. This section of the manual
describes the basic steps to take in order to file a single motion with the Court. The process
is consistent regardless of the event.
General Rules and Manipulations

Manipulating the screens

Each screen has the following two buttons:

. IEar | Removes all characters entered in the boxes on that screen.

"Eﬂl Or _SUBMit | 2ccepts the entry just made and displays the
next entry screen, if any.

Correcting a mistake:

Use the back button on the browser toolbar to go back and correct an entry made on
a previous screen. Review the final text window carefully before submitting an e-
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filing, if the text is incorrect, or the wrong document was attached to the e-filing,
START OVER. However, once the document is transmitted to the court, only the
court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain original signatures or which require either
verification or an unsworn declaration under any rule or statute shall be filed
electronically with originally executed copies maintained by the filer. The pleadings
or other documents electronically filed shall indicate a signature, e.g., “s/Jane Doe.”

In the case of a stipulation or other document to be signed by two or more persons,
the following procedure should be used:

Documents requiring signatures of more than one party shall be filed either by
submitting a scanned document containing all necessary cursive signatures; by
representing the consent of the other parties on the document; or by filing the
document identifying the parties whose signatures are required. Parties shall have
one business day to file an Objection to Electronic Filing if they object to contents
of the document that contains their signature. The filing party or attorney shall
retain the hardcopy of the document containing the original signatures for five (5)
years after final resolution of the action, including final disposition of all appeals.

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

1. Select the type of event to file (Use the Search Button if you are unsure of the

event);

Enter the case number in which the document is to be filed,

Designate the party(s) filing the document;

Specify the PDF file name from your saved documents with the Browse feature;

Add attachments, if any, to the document being filed,

Modify docket text as necessary;

Review the final text prior to submitting for accuracy and to verify the Source

Document Path;

Submit the pleading to ECF,;

Receive notification of electronic filing (NEF);

10. Review NEF for service by other means to parties not receiving electronic service.
Mail or make personal delivery of these documents.

Noapwn

© ™

CM/ECF User’s Manual (April 2013) 16 Southern District of California




After successfully logging into ECF, follow these steps to file a pleading.

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

Select the type of document to file

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

Click on Motions, under Motions and Related Filings

UECF Ciwil Criminal Quer; Reports Utitities Search Logout

Civil Events

Open a Case Proposed Orders

File a New Civil Case - Attorney Email Addresses for Proposed Orders
Initial Pleadings and Service Other Filings

Complaints. Other Initiating Documnents  Notices

Service of Process Trial Documents

Answers to Complaints Appeal Documents

Other Answers Other Documents

Credit Card Pavments

Motions and Related Filings Sealed Documents

Motions

Responses and Replies

The Motions screen displays the “Available Events” list, click the one to e-file; it will
appear in the “Selected Event” box. Multiple motion types are allowed, and your
selections appear in the “Selected Events” list. Remove an event by clicking onit. To
find the event quickly, type some letters from any word in its description and the
“Available Events” selection list collapses to include only those events which contain
those letters.

NOTE: Many events will have a RED message from the court. Read the message to
ensure you are in compliance with the Electronic Case Filing Administrative Policies
and Procedures for the Court.
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Civil - Criminal - Query Reports - Utilities - Search Logout

Before electronically filing, all hearing dates for any motion, application, or other request for ruling by the Court must be
obtained from the law clerk of the judge to whom the case is assigned, pursunant to Local Civil Rules 7.1.h and 7.1.e.

Do Not File or Submit Proposed Orders in the CM/ECF System. Proposed orders are to be E-mailed to the official E-mail
faddress of the Judge assigned to the case pursuant to the Admin Policies & Procedures Manual, section ILh.

| Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
« [Preliminary Inuncon

Procesd In Forma Pauperis
Produce

Protective Order

Quazh

Reazsign Case
Reconsideration

Recusal

Refar

Releaze of Bond Obligation
Releazs of Funds

Remand

Remand to Agency

Remand to Bankruptey Court
Remand to State Court -

m

For demonstration purposes, highlight Preliminary Injunction. It will populate the
Selected Events box, and then click on Next.

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 Find this Case.

Motions

Civil Case Number
11-30] Find This Case |

Clear

e If the number is entered incorrectly, click Clear to re-enter. If the computer
prompts that you entered an invalid case number, click on Back to re-enter.

e \When the correct case number is selected, click on Next.

Designate the party(s) filing the document
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Criminal - Query Reports -

3:11-cwv-00030-BEN -AJB Doe v. Doe

Pick Filer Select the filer.
Collapse All Expand All

elect the Party:

Doz, John Paul [pla]

Jane Doe s
John Paul Doe s

[Mext| | Clear | | Mew Filer |

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 control key while pointing and clicking on each party of the group.

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

NOTE: If your party does not appear, see the section of this manual titled Add/Create
New Party.

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

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

NOTE: Itisimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document.

Prior to filing your motion convert all the parts of the motion to PDF format so they
may be attached to the motion.

Motions
3:11-cv-00030-BEN -AJB Doe v. Doe

Supporting Memorandum of Points & Authorities, Declarations, and Exhibits associated with this Motion must be filed as
attachments pursuant to the Admin Policies & Procedures Manual section I1.g.2.
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EECF Civil = Criminal - Query Reports - Utilities ~ Search

Motions
3:11-cv-00030-BEN -AJB Doe v. Doe

Select the pdf document and any attachments.

A ain Document

Attachments Category Description
1. Browse... -
Mext Clear
e Click on the Browse button. ECF opens to your saved documents files
Look in: | [ Client File -
Marme Size  Type Dake Modified

’-,'_:05-91## Mokice of Appearan. .. 11 KB Adobe Acrobat 7.0 .., &/22/2006 2:51 PM

0Scv90## Firsk Amended Ca... 21 kB WordPerfeck 10 Do, 8/4/2006 2:04 PM

-J_: 05cv91## Declaration of Sam... 11 KB  Adobe Acrobat 7.0 ...  8/22/2006 1:50 PM

e Navigate to the appropriate directory and file name to select the PDF document you
saved to e-file.

e Highlight the file to upload to ECF.

NOTE: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse click on
Open. Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you selected. You should view it to verify that it is the correct document.

A PR TR . |
T Motion for Prefiminasy Injunction
" DECWS000 Dedier

":li DBerlSE Misting Dosumenty

" DBcwlSAT pro se Hoffman

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

e The Main Document and Attachments must each be less the 10 mg is size.
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Civil - Criminal - Query Reports - Utilities - Search

3:11-cv-00030-BEN -AJB Doe v. Doe

Select the pdf document and any attachments.

Main Document
KACOMMONIEVERYONE)_CM-ECF €
Attachments Category Description
1. Browse... -
Naxtl Clear

e |f there are no attachments to the motion, click on Next.

e If you have Attachments to your motion, such as a Memorandum of Points and
Authorities or a Declaration you will download them with the Attachments Browse
button.

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

EEC F Civil - Criminal ~ Query Reports - Utilities - Search

Motions
2:11-cv-00030-BEN -AJB Doe v. Doe

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

e ECF will not permit you to submit a file for your pleading that is not in PDF format.

e 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.

Failure to Select a Document to E-File

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

Message from webpage @

! Please select a main document.
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e If you click OK from the screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF motions document.

Add attachments to documents being filed

Motions
31 1-cv-00030-BEN -AJB Doe v. Doe

Select the pdf document and any attachments.

Main Docoment

K COMMONEVERYOHRE. CU-ECF €| Beowes
Attachments Category Deseription
1. FACOAMUONEVERYONE_CM-ECF C[ Bowse i:l Rarvn
ATty
. Bircrwas ASsletal
[me =
[ bt | | Coman Exnges
M of Posttl it Actieetnd
Matou
Proig? of Sarvice
Rmgonar for Jushol Notss
Stssmest of Faots

Fepeiemecd

Step 1: Click on Browse to search for the document file name of the
attachment. ECF opens to your saved documents files.

Add either a selection from Category or type a description of the
Attachment or both.

Step 2: Click on the arrow in the Category field and ECF opens a pull down screen.
Highlight the type of attachment from the displayed selection.

Step 3: To describe the attachment more fully, click in the Description box and type a
clear and concise description of the attachment. There are 256 characters available.

ECF adds the selected document as an attachment to the pleading. A new Attachment
line opens.

After adding all of the desired PDF documents as attachments, click on Next.

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 10MB in size, can be submitted in paper format. Present the
entire pleading with attachments to the clerk’s office for handling.

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

Criminal - Query Reports - Utilities =

3:11-cv-00030-BEN -AJB Doe v. Doe

Docket Text: Modify as Appropriate.

; AMOTION for Preliminary Injunction by Jane Doe.
— ts: # (1) Memo of Points and Authorities) (attytrain02, )
w-lE-':r;r'.'_r
Ex Farte
|n Limnine
Joint
Supplemanta
Third Party

Click on the button shown here to open a pre-text drop-down list. Select a pre-text if
appropriate.

Click in the open text area to type additional text for the description of the pleading.
DO NOT USE ALL CAPS.

Civil - Criminal = Query Reports ~ Utilities = Search

2:11-cv-00030-BEN -AJB Doe v. Doe

Docket Text: Modify as Appropriate.

Amended

+ MOTION for Preliminary Injunction ss te sll d=fendants|
(Attachments: # (1) Memo of Points and Authorities) (attytrain02,

‘Mext| [Clear

by Jane Doe.

Submit the pleading.

e Click on the Next button. A new Motions window appears with the complete text for

the docket.

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

previous screen, click the Back button on the browser toolbar to find the screen you
wish to alter.
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Civil - Criminal - Query Reports - Utilities - Search

3:11-cv-00030-BEN -AJB Doe v. Doe

Docket Text: Final Text
Amended MOTION for Preliminary Injunction as to all defendants by Jane Doe.
(Attachments: # (1) Memo of Points and Authorities)(attytrain02, )

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no
further opportunity to modify this transaction if you continue.
Have vou redacted?

Source Document Path (for confirmation only):
C:\fakepath' Motion.pdf pages:1
C:\fakepath\ PDF documentl pdf pages: 1

e Click on the Next button e-file the pleading.

e NOTE: ECF will display the Source Document Path for the attached e-filings. The
path includes both the file and document name and the number of pages for each

document

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:
e Clicking on any Menu Item on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e Clicking on the Web Browser Back button until you return to the desired screen.
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Notice of Electronic Filing
ECF opens a new window displaying an ECF filing receipt.

Civil - Criminal - Query Reports ~ Utilities ~ Search Logout

3:11-cv-00030-BEN-AJB Doe v. Doe

T.S. District Court
Southern District of California

Notice of Electronic Filing

The following transaction was entered by attytrain02, on 10/19/2011 at 1:52 PM PDT and filed on 10/19/2011

Case Name: Doe v. Doe
Case Number: 3:11-cw-00030-BEN-AJB
Filer: John Paul Doe

Document Number: 6

E&ZI;E;;EEEJTIDN for Preliminary Injunction as to all defendants by John Paul Doe. (Attachments: # (1) Memo of
Points and Authorities)(attytrain02, )

3:11-cv-00030-BEN-AJB Notice has been electronically mailed to:

attytrain02  deadmail@casd uscourts.gov

3:11-cv-00030-BEN-AJB Notice has been delivered by other means to:

John Paul Doe

12345 Happy Lane
Anytown, CA 522222

e The screen depicted above, also called the Notice of Electronic Filing (NEF),
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 the
transaction and the document number that was assigned to your document. You
should note this number on the document’s PDF file.

e Select Print on the browser toolbar to print the document receipt.

o Select File on the browser menu bar, and choose Save As...from the drop-down
window to save the receipt to your client file

e Note: The Notice of Electronic Filing represents your confirmation of filing.
The Court strongly urges you to copy it to a file on your computer hard-drive, or
print it to retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the judges,
attorneys and parties to the case who have supplied their E-mail addresses to the
Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is 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.
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Litigants receiving the NEF will receive this notice. There is only one (1) free look for
each registered attorney.

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy
permits attorneys of record and parties in a case (including pro se litigants) to receive one free
electronic copy of all documents filed electronically, if receipt is required by law or directed by
the filer. PACER access fees apply to all other users. To avoid later charges, download a copy of
each document during this first viewing.

Add/Create a New Party
In rare cases you may need to add a party to the ECF system. If the party you
represent is not listed in the “Select a Party” screen, click on Add/Create New
Party. The screen depicted below will appear.

E C Vi imi - - iliti -
UE F EIVIl Grlmmal QUEW EEP“HS utl"tlES

Search for a party

Last/Business Name | First Name Middle Wame

Prisoner ID

You must first perform a search to see if your party is already entered on the ECF
system. Type the first few letters of the party’s last name for an individual, or the
first few letters of the company name in the Last/Business Name field. Click
Search.

If a match is found, ECF will display a list of party names. If the name of the party
you represent appears in the list, click on it and then click Select name from list.
Review the party information and select the party’s role in this filing. Click
Submit.
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If a match is not found, or your party does not appear in the list, click Create new
party. ECF displays the following screen.

Search for a party

| Last/ Business Mame Schmidts

Search Results

First Name

Middle Mame

Select Party | [ Create New Party |
Saarch returned no results. Please try again or create 3 new party.

Party Information
Last name Schmidts

Middle name

Titls

Role Defendant (dft:phy)

Frisoner Id

Office
Addressi
Address 2
Address 3
State Zip
Prison -
Fhone
E-mail
Party text
Start date 107132011

Corporation 1o«

Add Party

First name John|

Generation

Unit

Show this address on the docket sheet
City
Country

Fax

End date

Notice Y25 »

e For a company, enter the entire company name in the Last Name field.
e Choose the appropriate Role from the drop down list (plaintiff, defendant, etc.)
e Enter appropriate Party Text for the business, (ie. A California Business Entity, an

individual) Click Submit.

e For an individual, fill out the Last Name, First Name, and Middle Name fields as
appropriate. Enter any appropriate Alias information by clicking on the Alias
Button. Select the appropriate alias type, (i.e. dba, aka, etc.) Return to the party
screen by clicking on Add alias button. Click Submit.
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e |eave all other fields blank.

Criminal ~

Notices
3:11-cv-00029-LAB -BLM Doe v. Doe

Select the filer.
Collapse All Expand All

Jane Doe s Select the Party:
John Paul Doe st
“J
“Ialias %

DCos, Jans [pls]
Doe, John Paul [dit]
Schmidts, John [dit]

&

rate Parent or other affili

JE

Attorney
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Criminal Events Feature

Filing Documents for Criminal Cases
There are twelve basic steps involved in filing a criminal document:

=

Select the type of document to file (Use the Search Button if you are unsure of the
event);

Enter the case number in which the document is to be filed,;

Designate the defendant that the filing relates to;

Verify that the case number and caption are correct;

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

Add attachments, if any, to the document being filed,

Designate the party(s) filing the document;

Modify docket text if applicable;

Review the final text prior to submitting for accuracy and to verify the Source
Document Path;

10. Submit the pleading to ECF;

11. Receive Notification of Electronic Filing;

12. Review NEF for service by other means to parties not receiving electronic service.
Mail or make personal delivery of these documents to parties not receiving
electronic service.

©COoONo LN

After successfully logging into ECF, follow these steps to file a pleading.

——
EECF Civil & Criminal -~ Query Reports ~  Utilities < Search Logout

Select the type of document to file
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.
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Criminal

Charging Insthmments and Pleas
Plea-Eelated Documents

MNotiewsaand Related Filings

Eesponses and Beples

Other Filings
mervice of Process
HMaotices
Trial Documents
ither Documents

Click on Motions, under Motions and Related Filings

The Motions screen appears as well as a message regarding Proposed Orders.
Proposed Orders should not be e-filed on the ECF System, or attached to filed
documents. See section 11.h of the Administrative Policies and Procedures.

Civil = Criminal - Query Reports ~ Utilities ~ Search Logout

Do Not File or Submit Proposed Orders in the CM/ECF System. Proposed orders are to be E-mailed to the official E-mail
faddress of the Judge assigned to the case pursuant to the Admin Policies & Procedures Manual, section ILh.

Please select specific motions first. Only select generic (Other) motions if necessary.
N . . g
e __J Click vour selection, or use arrows to highlight it and press Enter.

Available Events (click to select events) Selected Events (click to remove events)
[pamitEvigene —— |
Evidenca Under Rule 404{b)

Evidenca Under Rule B8

Exclude Evidence

Preclude Evidence

Preserve Evidence

Prohibit Destruction of Evidence

Prohibit E vidence

Suppress Evidence

Suppress Wiretap Evidence

The “Available Events” list displays the motion events. Select the desired event and
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the selection populates the “Selected Events” list. Remove a selected event by clicking
on it.

To find the desired event quickly, type some letters from any word in its description
and the selection list collapses to include only those events which contain those letters.
Alternatively, scroll through the menu until you find the type of motion or application
you wish to file and select by clicking on the motion type.

For demonstration purposes, highlight Suppress Evidence and click on Next.

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 “Find this Case” then click on Next.

Civil - Criminal - Query

Criminal Case Number

e [ Hide Cas= List |
Select a case:
3:11-cr-00026-JMA USA v. Doe et al
3:11-cr-00026-JMA-1 John Paul Doe
3:11-cr-00026-JMA-2 John Roe
3:11-cr-00026-JMA-3 Jane Roe
3:11-mj-00026-WVG USA v. Puga

Note: If the case number you are working on is 3:11cr100, you could enter the case
number in any of the following formats:

11-100

11cr100

3:11-cr-100

3-11-cr-100

3:11cr100

If the filing is as to one defendant, select that defendant. If the filing is to the entire
case, select the first option, and then click on Next.

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

Verify the case number and caption both correct.
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Motions

3:11-cr-00026-JMA USA v. Doe et al

Click Next.

Designate the party(s) filing the document

SEC wir - Crimi s e
UE F Civir Criminal Query Reporis Utilities

Motions
3:11-cr-00026-JMA USA v. Doe et al

Select the filer.

Collapse All Expand All

HUSA pl

+ ba Select the Party:
-.J{)hn Paul Doe dft

~John Roe dft I LH =

:Doe. John Paul [dft
o i L Roe. John [df]

Roe, Jane [dff]

| Next | | Clear |

Highlight the name of the party or parties filing the motion. Click on the Next button.

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

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. Click on Browse and ECF displays your saved PDF files.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document
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Civil = Criminal - Query Utilities - Search

3:11-cr-00026-JMA USA v. Doe et al

Select the pdf document and any attachments.

Main Document
K:\COMMONEVERYONE_CM.ECF C
Attachments Category Description
1. Browse... -
et Clear

e Click on the Browse button. ECF opens to your saved documents files.

File Upload E

Look in: | 3 PDF Fies =l &| & cf|

File name: | Open I
Filez of ype: IHTML Files j Cancel |

e Change the Files of type from:

v

Files of type:  [HTML Files =]

to:

b
Files aof tppe:

e Navigate to the appropriate directory and file name to select the PDF document you
wish to file.

e Highlight the file to upload to ECF.

| Note: In order to verify that you have selected the correct document, right mouse |
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click on the highlighted file name to open a quick menu and left mouse click
on Open. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct
document.

P T
=T Misticn for Prefiminssy Injunction
T DECYS000 Ocler

":li DBerl5sh Missing Doswmenty

': DEcwlSAT pro se Hoffman

e 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.

e Each segment you add with the Browse button must be less than 10 mg.

Civil = Criminal - Query Reports ~ Utilities - Search

2:11-cr-00026-JMA USA v. Doe et al

Select the pdf document and any attachments.

Main Document
KACOMMONIEVERYONE,_CM-ECF C [ Browse...
Attachments Category Description
1. KACOMMONEVERYONE\_CM-ECF C| Browse... Memo of Points and Authorities Remowve
2. KACOMMONEVERYONE,_CM-ECF C| Browse... Declaration w of Sam Smith| Remove
3. Browse... -
Mext Clear

e Typically the Memorandum of Points and Authorities will be a separate attachment
to the motion. However, if there are no attachments to the motion click on Next. A
new Motions window opens. Go to Section 6, “Modifying Docket Text,” to
proceed with your filing.

¢ If you have Attachments to your motion, proceed to the first step in Section 5,
“Adding Attachments to Documents Being Filed”.
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Civil = Criminal - Query Reports - Utilities - Search

3:11-cr-00026-JMA USA v. Doe et al

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

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

e ECF will not permit you to submit a file for your pleading that is not in PDF format.

e 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.

Failure to Select A Document to File

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

ecl-train.ned_uscourts.goy - [JavaScript Application]

& Mate: *ou have not selected a docurment.

e If you click OK from the screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF document.
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Add attachments to documents being filed

Civil - Criminal ~ Query Reports ~ Utilities ~ Search

3:11-cr-00026-JMA USA v. Doe et al
Select the pdf document and any attachments.
Main Document
K COMMONEVERYONE_CM-ECF C[ Browse...
Attachments Category Description
1. K'\COMMONEVERYONE,_CM-ECF C[ Browse... | Memo of Points and Authoritifs Remove |
3. HACOMMONEVERYONE,_CM-ECF C[ Browse.. | Declaration f Sam Smith| Remove
3. " Browse... -

e Step 1: Click on Browse to search for the document file name of the
attachment. ECF opens to your saved documents files. Add either a Category or
Description or both.

e Step 2: Click on the arrow in the Category field and ECF opens a pull down screen.
Highlight the type of attachment from the displayed selection.

e Step 3: To describe the attachment more fully, click in the Description box and type a
clear and concise description of the attachment.

e Step 4: Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on Next.

CM/ECF User’s Manual (April 2013) 36 Southern District of California




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. Present
the entire pleading with attachments to the clerk's office for handling.

Note: If the entire exhibit exceeds ten (10) megabytes with a maximum resolution

of 400 dots per inch (dpi), it must be submitted in multiple segments, not to exceed
ten (10) megabytes each.

Modify docket text

Motions
3:11-cr-00026-JMA USAv. Doe et al
Docket Text: Modify as Appropriate.
+ MOTION to Suppress Evidence by

as to John Paul Doe, John Roe, Jane Roe . (Attachments: # (1)
Memo of Points and Authorities, # (2) Declaration of Sam Smith) (attytrain01, )

| W[=Fsi | | Clear |

Click on the button shown here to open a pre-text drop-down list. Select a pre-text if
appropriate.

Docket Text: Modify as Appropriate.

* DOTION to compel by Thomaz Kellev az to Carel Frankbin, Thomas

racy, Johm Drenton . (Artachments: # (1) hemo of Pomes and Anthontes, = (1) Declaration of Samuel
Armenided 1% 3%

Counter
Cross

i Fi!il‘fl]l"fl(.lf
Ex Parte

In Lirminig
Janrit
Supplemental
Third Party

Click in the open text area to type additional text for the description of the pleading.
DO NOT USE ALL CAPS.

EECF Civil ~ Criminal ~ Query Reports - Utilities -
Motions
3:11-cr-00026-JMA USA v. Doe et al

Search

Docket Text: Modify as Appropriate.

InLimine  » MNOTION to Suppress Evidence 2= to wamany by John Paul Doe as to John

Paul Doe, John Roe, Jane Roe . (Attachments: # (1) Memo of Points and Authorities, # (2)
Declaration of Sam Smith) (attytrain(02,

‘Mext| [Clear
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Submit the pleading.

e Click on the Next button. A new window appears with the complete text for the
docket report.

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the Back button on the browser toolbar to find the screen you
wish to alter or start a new entry.

Criminal = Query Reports - Utilities - Search

Motions
2:11-cr-00026-JMA USA v. Doe et al

Docket Text: Final Text

In Limine MOTION to Suppress Evidence as fo warrant by John Paul Doe as to John
Paul Doe, John Roe, Jane Ree. [Attachments: # (1) Memo of Points and Authorities, # (2)
Declaration of Sam Smith)(attytrain02, )

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

Source Document Path (for confirmation only):
C:\fakepath' Motion pdf pages: 1
C:\fakepath! PDF documentl pdf pages: 1
C:\fakepath' PDF document? pdf pages: 1

e NOTE: ECF will display the Source Document Path for the attached e-filings. The
path includes both the file and document name and the number of pages for each
document.

e Click on the Next button to e-file the pleading.

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:

e Clicking on any Menu Item on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e Clicking on the Web Browser Back button until you return to the desired screen.
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Notice of Electronic Filing

ECF opens a new window displaying a Notice of Electronic Filing (NEF)

-

Motions
3:11-cr-00026-JMA USA v. Doe et al

U.5. District Court
Southern District of California
Notice of Electronic Filing

The following transaction was entered by attytran02, on 10/19/2011 at 2:50 PM PDT and filed on 10/19/2011

Case Name: USA v. Doe et al
Case Number: 3:11-cr-00026-TMA
Filer: Dft No. 1 - John Paul Doe

Document Number: 3

Docket Text:

In Limine MOTION to Suppress Evidence as to warrant by John Paul Doe as to John Paul Doe, John Ree, Jane
Roe. (Attachments: # (1) Meme of Points and Authorities, # (2) Declaration of Sam Smith)(attytrain02, )
3:11-cr-00026-JMA-1 Notice has been electronically mailed to:

U S Aftorney CR.  Efile.dkt.gc2 usdoj.govi@example.com

attytrain(?  deadmail(@casd uscourts.gov

e The screen depicted above 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.

e Select Print on the browser Toolbar to print the NEF.

e Select File on the browser menu bar, and choose Save Frame As...from the drop-
down window to save the NEF to your client file.

e Note: The Notice of Electronic Filing represents your Certificate of Service.
The Court strongly urges you to copy it to a file on your computer hard-drive,
print it, and retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addresses to the Court.
The ECF filing report also displays the names and addresses of individuals who
will not be electronically notified of the filing. It is 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.
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Litigants receiving the NEF will receive this notice. There is only one (1) free look for
each registered attorney. If the attorney has secondary e-mail addresses, there is still only
one (1) free look for the attorneys account.

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy
permits attorneys of record and parties in a case (including pro se litigants) to receive one free
electronic copy of all documents filed electronically, if receipt is required by law or directed by
the filer. PACER access fees apply to all other users. To avoid later charges, download a copy of
each document during this first viewing.

Linking Documents (Refer to existing event)
Some pleadings such as Briefs and Notices 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.

Civil - Criminal - Query Reports - Utilities -

3:11-cr-00026-JMA USA v. Doe &t al

N

@uuld the document you are filing link to another document in this case?
File to

Documen to

(Mext| [Clear

To link the document you are currently filing to a previously filed document, check
the box in front of “Should the document you are filing link to another document in
this case?” Narrow the search for related documents by inserting the document
number or a date range and click Next.

CM/ECF will display results from your search. Either the entire docket for this
case or docket entries with the selected criteria will be displayed.
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Criminal - Query Reports -

3:11-cr-00026-JMA USA v. Doe et al

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

3:11-cr-00026-JMA John Paul Doe

7 10/19/2011 3 In Limine MOTION to Suppress Evidence as fo warrant by
John Paul Doe as to John Paul Doe, John Roe, Jane Roe.
(Attachments: # 1 Memo of Points and Authorities, # 2
Declaration of Sam Smith)(attytrain02, )

‘Mext| [Clear

Click the checkbox for the document you wish to link to and click Next

CM/ECF User’s Manual (April 2013) 41 Southern District of California




Query Feature

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

ECF civii v  Criminal - Query ) Reports =~ Utilities ~ Search

ECF opens the PACER Login screen. You must enter your PACER login and password
before ECF permits you to query the ECF database.

Note:

Your PACER login and password are different from your ECF login and password. You must
have a PACER account in order to retrieve, view, and print certain documents. You will be
charged a fee of $.10 per page to access documents, docket sheets, etc. from ECF. You can
link to the PACER home page from our home page for further information.

After you enter your PACER login and password, ECF opens a Query data entry screen. If you
know the number that the Court has assigned to the case, enter it in the Case Number field.
Click on Find this case

Criminal = Query

Search Clues

Case Number 126 [ Find This Case

nr caarrh hyr

ECF will display all cases with this number: civil, criminal or magistrate. Select the civil case,
criminal case or criminal defendant you wish to query and click on the Run Query button.

Civil - Criminal - Query Reports -

Search Clues
Case Number 1126 Hide Case List |
Select a case:
3:11-cr-00026-T0A USA v, Doe et al
31 1-cr-00026-TMA-1 John Paul Doe
3:11-cr-00026-JMA-2 JTohn Roe
3:11-cr-00026-TMA-3 Jane Roe
3:11-mj-00026-WWVGE USA v. Puga
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If you do not know the case number - enter the party name in the Last/Business Name field and
click on the Run Query button.

sECF Civil~  Criminal -  Query Reports ~  Utilities -

Query

Search Clues
Case Number
or search by

Case Status: Open Closed All

Filed Date to

Last Entry Date to

Nature of Suit f‘i'l‘1%8(:-r?iurance} i

120 (Contract: Marine)

m e

: 0 (No cause code entered)
Cause of Action 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commission: Failure Enforce Compliance) -

Last/Business }Iam (Examples: Desoto, Des*t)
First Name Middle Name

Type M

| Run Query | |Clear|

If more than one person with that name is in the database, ECF returns a screen from which to

select the correct name.
Query Reports ~  LUtilities

Select A Person

There were 2 matclung
persons.

Campbell, Brandon  (pty)
Camphell, Cameron  (phy)

If the individual is a party to more than one case, ECF will open a screen listing all
of the cases with this party name.
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Criminal Query Reporis Utilities

Select A Person

There were 2 matching people.

Campbell. Brandon  (pty)
Campbell, Ricardo A. (pty)

If you click on the case number hyperlink, ECF will open the Query Window screen

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" search
criteria. When you run the query, if there is more than one case that meets those
criteria, you will get a screen similar to the one above, but listing multiple case

numbers.
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Crinrinal Query Reporis Utilities Search

3:11-ev-00098-JL.S-WV G USA v Campbell
Janis L. Sammartino, presiding
William V. Gallo, referral
Date filed: 08/26/2011
Date terminated: 08/26/2011
Date of last filing: 08/26/2011

Query
Alias
Associated Cases

Attorney

Case File Location___
Case Summary
Deadlines/Hearings. ..
Docket Report ..
Filers
Historv/Documents.
Partv

Related Transactions._.
Status

View a Document

Selection Criteria for Query

|Name Criteria |caﬂ1pbe;]l
|Name Matched |Brand0n Campbell

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.

Attorney
Attorney displays the names, addresses, fax number, e-mail address, and telephone
numbers of the attorneys who represent each of the parties to the case.

Case Summary

Case Summary provides a summary of current case-specific information as
represented below.
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Criminal ~ Query Reports ~ Utilities =

3:11-cv-00030-BEN-AJB Doe v. Doe
Roger T. Benitez, presiding
Anthony J. Battaghia referral
Date filed: 06/21/2011
Date of last filing: 10/19/2011

Case Summary

Office: San Diego Filed: 06/21/2011

Jury Demand: None Demand:

Nature of Suit: 422 Cause: 11:101 Bankruptcy

Jurisdiction: Federal Question  Disposition:

County: San Diego Terminated:

Origin: 1 Reopened:

Lead Case: None

[Related Case: None Other Court Case: None

Defendant Custody Status:

Plaintiff: John Paul Doe
Defendant: Jane Doe represented by attytrain02 Email:deadmail@casd uscourts gov

Deadlines/Hearings

Deadlines/Hearings will generate a screen that allows you to query the database by
various means to obtain hearing and other schedule deadlines. If you query as
illustrated below, ECF opens the Deadline/Hearings screen depicted on the next page.

Deadlines/Hearings
Sort @gfﬂet ) j Document Mumber
Deadline/Hearing
I j Filed _
DuefSet
I j Satisfied
Terminated

Run Query | Clear |

After the window opens, if you click on a document number, or the Silver Ball icon
ECF will display the actual order or minute order scheduling the conference or hearing.

NOTE: Minute Orders may have been virtual — no paper document was created to
make the docket entry. There is no hyperlink to virtual orders, but the Silver Ball icon
will display the NEF which created this docket entry.
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3:11-cv-00030-BEN-AJB Doe v. Doe
Foger T. Benitez, presiding
Anthony J. Battaglia, referral
Date filed: 06/21/2011
Date of last filing: 10/1%/2011

Deadlines/Hearings
Doc. . . Event . .
No. Deadline/Hearing Filed Due/Set | Satisfied | Terminated

G @ Response Deadline | 10/19/2011 | 10/17/2011
6 3 Reply Deadline 10/19/2011 | 10/24/2011
]

@ Motion Hearing 10/19/2011 | 10/31/2011
at 1130 AM
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Docket Report

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

EEC F Civil - Criminal = Query Reports - Utilities -
Docket Sheet

Case Number
31 1-cw-00030-BEN-AJE Doe v. Doe

« Filed

Entered to
Documents to
Include: Document options:
7 Parties and counsel 7 Include headers when displaving PDF documents
7l Terminated parties View multiple documents

71 List of member cases
71 Links to Notices of Electronic Filing Format:
¢ HTML (unpaginated)
PDF (paginated)
Sort h}- Oldest date first -
| Run Report | |Claar|

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire
docketing report. Place a checkmark in the boxes to Include links to Notice of
Electronic Filing and List of Member cases if you wish to view them from the docket
sheet. After you have selected the parameters for your report, click on the Run Report
button. ECF will run your custom docketing report and display it in a window as
depicted.

Date Filed | # |Docket Text
06/28/2011 |@ 1 | COMPLAINT against John Doe ( Filing fee $ 350 receipt mumber 0974-2198442 ), filed by Roes Surety
Corporation. (Attachments: # 1 Civil Cover Sheet)

The new case number is 3:11-cv-35-LAB-NLS. Judge Larry Alan Burns and Magistrate Judge Nita L.
Stormes are assigned to the case. (Lilian L. Litigator ){jrd) (Entered: 06/29/2011)

06/28/2011 | 2 | Summons Issued.
Counsel receiving this notice electronically should print this summons and serve it in accordance
with Rule 4, Fed.R.Civ.P and LR 4.1. (jrd} (Entered: 06/29/2011)

ANSWER to 1 Complaint, by John Doe (attytram10, } (Main Document 3 replaced on 10/7/2011) (j1).
(Entered: 06/29/2011)

06/29/2011 |

Jusa

The document numbers in the middle column are hyperlinks to PDF files of the actual
documents e-filed. Place your cursor on the silver ball icon next to the document
number and click to display the Notice of Electronic Filing (NEF) for the document.
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Checking the View Multiple Documents box in Query will allow you to select several
documents to review and they would appear in PDF format consecutively.

Date Filed | # | clear Docket Text

06/28/2011 |1 COMPLAINT against John Doe { Filing fee $ 350 receipt number 0974-2198442 ), filed by Roes Surety
Corporation. (Attachments: # 1 Civil Cover Sheet)

The new case mumber is 3:11-cv-35-LAB-NLS_ Judge Larry Alan Burns and Magistrate Judge Nita L.
Stormes are assigned to the case. (Lillian 1. Litigator){jrd) (Entered: 06/29/2011)

06/28/2011 |2 Summons Issued.

7| | Counsel receiving this notice electronically should print this summons and serve it in
accordance with Rule 4, Fed.R.Civ.P and LR 4.1. (jrd) (Entered: 06/29/2011)

06/29/2011 | d 3 5 |ANSWER to 1 Complaint, by John Doe (attytrainl0, ) (Main Document 3 replaced on 10/7/2011) ().
(Entered: 06/29/2011)

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
following screen. You may select the sort order for the query 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.

History/Documents

() All events (history)
() Omly events with documents

Display docket text

Sort by | Oldest date first ~

[ Fun Cluery ] [Clear]

After making your selections, click on the Run Query button. ECF queries the
database and builds your report. The next screen depicts a portion of a
History/Documents report. This report also displays the docketing text for all
docketed events.
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Criminal - Query Reports - Utilities - Searc

3:10-ev-00177-JLS-WVG Roe v. Doe
Janis L. Sammartino, presiding
William V. Gallo, referral
Date filed: 10/25/2010
Date of last filing: 10/19/2011

History

=
=]
e

Dates Description

|
=)

(PRI e

Filed & Enterad- 10/25/2010 & Complaint
Filed & Entered:- 10/25/2010/3 Summons Issued
Filed & Entered: 10/19/2011)3 Answer to Complaint

You may view a PDF file of actual documents by clicking on the document number in
the left column of the onscreen report.

View a Document

This option allows the viewer to select a single document to review. If the document
has attachments you will also be available to review each singly or as a View All. This
option eliminates the PACER charge to review the docket report.

Other Queries

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

Reports Feature

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

ZEC i iminal - .
UE F Civil Ccriminal Query Reports

Heports

Doclet Sheet  Crammal Reports
Crirninal Cases
Civil Reports
Crl Cases Crvil and Crirninal Reports
Judoment Indexx Calendar Events

Docket Activity
SWritten Ohpirdons
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If you select Civil Cases, Criminal Cases, Docket Activity or Docket Sheet from the above
screen, ECF will ask you to login to PACER. You may view the other options for a case
without logging into PACER.
Docket Sheet

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

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

EEC F Civil - Criminal ~ Query Reports - Utilities -
Docket Sheet

Case number 2:11-cv-20

o Filed

Entered to
Documents to
Include: Document options:
7|Parties and counsel 7 Include headers when displaying PDF documents
7| Terminated parties View multiple documents

7|List of member cases
7| Links to Notices of Electronic Filing Format:
o HTML (unpaginated)
PDF (paginated)

Sort by Ciest date fist .
| Run Report | | Glear|

This is the same query window that ECF displayed when you selected Docket Report
from the Query feature. 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 the Run Report button. ECF will display a full docket sheet for the case you
selected. See the Query feature section of this manual for a depiction of a partial
docket sheet report. If you do not need a complete docket sheet, you can narrow the
query using the date filed/entered fields. ECF also offers various sorting options from
the Docket Sheet query screen.

CM/ECF User’s Manual (April 2013) 51 Southern District of California




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.

-
2 Re ogo

Civil Cases Report

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu
or the Docket Report.

Case type (IR

Ciwil

Office [N

El Centro

4 M

INS Miscallaneous

Cause

PN

0 (Mo caese code entered)

100:0000 {00:0000 Cause Coda U...)

Terminal digit(s) 247 5 Open cases

Jurisdiction | - Case flags [N -
Diversity = ZZEE £
Federal Question - 2582 - JPML number Closed cases
Filed viz2011 to 1vis206t
Sort by Cas= Number - -

Output Format @ Formatted Display
Data Only

Run Rieport Clear

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.

Enter the range of case filing dates for your report and if you wish to narrow your
search select a Nature of Suit or Cause Code. If you leave all fields blank, ECF will
display a report for all cases opened in ECF.

EEC F Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Civil Cases Report

U.S. District Court - Southern District of California
Filed Report Period: 1/19/2011 - 1/19/2011

Case Number/ Days _
Title Case Dates Pending Notes

3:11-cv-00002 Case filed: 01/19/2011 273 Cause: 28:1983 Civil Rights

NOS: 530 Habeas Corpus (General)
Office: San Diego

Jurisdiction: Federal Question
Presider: Unassigned

Jury demand: Plaimntiff

Case flags: APPEAL SM

3:11-cv-00003-IMA Case filed: 01/19/2011 273 Cause: 28:2254 Petition for Writ of
Habeas Corpus (State)

NOS: 463 Habeas Corpus - Alien
Detainees

Office: San Diego

Jurisdiction: U8, Government
Defendant

Presider: Jan M. Adler

Jury demand: Plaintiff

Case flags: HABEAS

Doe v. Doe

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

Criminal Cases Report

The Criminal Cases report works in the same manner, providing a list of cases
filed for the criteria selected i.e., criminal or magistrate cases, the citation, dates

filed and terminated or pending defendants.

EEC F Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Criminal Cases Report

Warning: This report is not subject to the 30 page billing cap.
You will be hilled for the total number of pages. If you want to run a report for a single case, you can use the Query Menu
or the Docket Report.

Office [N - Case types [N - Case
El Centre = Criminal = 2
INS - Magistrate

=)
.l
n
n
P IS

Citation .
Count Status ¥ Pending [ Disposed
Filed 122011 | fo 10132011

Terminal digit(s) 2, 4-7 7 Pending defendants
Terminated defendants
Sort 'h) Caze Mumber . - -

o Formatted Display
Output Format Data Only

Run Report Clear

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

Criminal Cases Report
U.S. District Court — Southern District of California
Filed Report Period: 1/19/2011 - 10/19/2011
Case_ﬁ'&l:lber! Case Dates Pgﬁ;g Notes

1:11-mj-00042-TEG Case filed- 06/02/2011 Offica: INS
TUSA v. Mora-Salido et al

1 - Fernando Mora-Salido Addead: 06/02/2011 139 Presider: Irma E. Gonzalez

2 - Jose Ernesto Valadez-Holguin Added- 06/02/2011 139 Presider: Trma E. Gonzalez
2:11-mj-08002-PCL Case filed: 06/29/2011 Offica: El Centro
USA v. Test

1 - Test T Test Added- 06/29/2011 112 Presider: Peter C. Lewis

The far-left column of the Cases Filed report contains hyperlinked case numbers. If
you click on a particular case number, ECF opens the Docket Sheet report window
from which you can retrieve the docket sheet for the selected case. You may also
select a single defendant within the case by clicking on the hyperlinked name.
Follow the instructions in the previous section for a Docket Sheet report.

CM/ECF User’s Manual (April 2013) 53 Southern District of California




Utilities Feature

The Utilities feature provides the means for registered users to maintain their account in ECF and
to view all of their ECF transactions. Under “Your Account’ the following areas can be changed:

e Maintain Your Account allows access to change the registered users address, change the
E-mail address for the registered user and any additional E-mail addresses for the
registered user, and to change the registered users Login/Password.

0 Maintain Your Address allows changes to the address of the registered user.

0 Maintain Your E-mail allows changes to the E-mail address for the registered user
and any additional E-mail addresses authorized by the registered user.

o Maintain Your Login/Password allows changes to the Login/Password of the
registered user.

o View Your Transaction Log will display all transactions created using the
Login/Password of the registered user on or between the specified dates.

Criminal - Query Reports - Utilities -

Utilities

Miscellaneous

Legal Research ...
Mailings___

Verify a Document

Internet Pavment Historv
Edit Your Scheduled Reports
ESS Feed

Your Account
ECF Login

Maintain Your Address

Maintain Your E-mail

Maintain Your Login'Password

Yiew Your Transaction Log
jent C

Change Your PACER Login

Review Billing History

Show PACER. Account

Eemove Default PACER Account
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Maintain Your Address

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

EECF Civil ~ Criminal ~ Query Reports - Utilities -
Maintain User Account

Last name Bttytraind2 First name
Middle name Generation

Gender - ATY Type A
Title
Bar number Type aty
Prisoner id 7| Add Headers to PDF Documents

Office FOR TESTING ELM ATTY CW CASE OFEN
TUnit TESTING TESTING TESTING
Address 1 22 Sscond Strest

Address 2 Sui= 2222

Address 3
City San Disgo State CA Zip 32100
Country County -
Phone Fax
Initials DOB End date

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. After making changes on this screen click on the Submit button to record
changes.

You are responsible for changing your physical address, E-mail address,
telephone number, and fax number when necessary. You are also
required to file a Notice of Change of Address in each of your pending
cases.
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Maintain Your E-mail
Click on the Maintain Your E-mail hyperlink to open the E-mail information screen.

EEC F Civil ~ Criminal ~ Query Reports ~ Utilities - Search Logout
Email Information for attytrain02

Registered e-mail

laddresses Configuration options
Primary e-mail address: doa@yahoo. com|
deadmail@casd nscourts_gov

Should this e-mail address receive notices? @ Yes © No

Secandary e-mail
\addresses:

doe@yahoo.com How should notices be sent to this e-mail address? « Per Filing ©= Summary Report
add new e-mail address

Submit sl changes Claar

Should this e-mail address receive notice for all cases in which this individual is a participant? « Yes

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

Should this e-mail address receive general announcement notices from this court? @ Yes © No
Case-specific options

Add additional cases for noficing

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

- Represanting Lewie Duck

1:11-cr-02300-1 USA v. fodiac - Representing Z. Zacharias Fodiac

2:058-pr-03533-W-1 USA v. Mora-Garcia (Clozed on 11/03/:2009) - Reprezenting Octavio Mora-Garcis
2:058-mj-053TE-BLM-1 USA v. Orozoo-Espinoza - Representing Jusns Orozco-Espinoza

Z:10-m 00083 MA-2 USA v. Dos - Representing Mesl Blus

Z:10-mp000E2-JMA-1 USA v. Dos - Representing Meal Blus

2:10-m00054-JMA-1 USA v. Dos - Representing Meal Blus

2:10-m-00054-IMA-Z USA v. Dos - Representing Meal Blus

These cases will send notice as a summary report. (alternate method)

| Show all cases for this e-mail address | (C@p}' case ffsfsfrom herej

ECF will e-mail Notices of Electronic Filing based upon the information entered in this screen.
PLEASE ENSURE THE CORRECT PRIMARY AND SECONDARY E-MAIL
ADDRESSES ARE IN THE DATABASE. If you change secondary addresses for support
staff, paralegal or secretary, please update that name and address. Perform the following steps to
enter additional e-mail addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

e From the screen click on the ‘Add new e-mail address’ button.

o Enter the e-mail addresses of those individuals or alternative e-addresses you wish to
notify concerning ECF activity. This data entry field has a capacity of 250 characters.
This area will dynamically populate the Format field to HTML, the delivery method to
individual NEF, and designate the secondary address as Active.

CM/ECF User’s Manual (April 2013) 56 Southern District of California




Configuration options provide a series of questions to personalize each e-mail account:
o Should this e-mail address receive notices? Yes No

Should this e-mail address receive notice for all cases in which this individual is a
participant? Yes No

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

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

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

**Per Filing NEF’ provides a notice as soon as the document is e-filed. 1t may be selected
for either the primary e-mail address or the Secondary e-mail address. ‘Summary Notice’ of
Electronic Filing (NEF) is sentat 12:01 am. It lists every e-filing on the previous day in cases
attached to the name of the attorney or designated additional cases.

Case Specific options

‘Add additional cases for noticing’ allows the addition of additional cases to the e-mail
of the primary or secondary recipient. Enter case number, and then click ‘Find this Case’
then click on ‘Add to List’. The additional case will now be added to the cases the
attorney receives as NEFs. These will be cases in which the attorney is not a participant.

v NOTE: the “free look’ does not apply when viewing these PACER
documents.

The cases in which the primary or secondary recipient may individually be designated as
per filing or as summary report — as a secondary option to the primary configuration
options by highlighting the case and selecting the summary report option

Case-specific options

Add additional cases for noticing

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

- Reprezanting Lawiz Duck

1:11-r-02300-1 USA v. Zodisc - Reprezenting Z. Zacharizs Zodisc

2:08-cr-03533-W-1 USA v. Mora-Garciz (Closad on 11/03/2005) - Represanting Octavio Mors-Garcia
2:08-mj-0E3T5-BLM-1 UBA v, Orozoo-Espinoza - Representing Jusna Orozco-Espinoza
2:10-mj-00063-JMA-Z USA v. Doe - Representing Neal Blue

2:10-m-00053-IMA-1 USA w. Dos - Repressenting Nesl Blus

2:10-mj-P54-IMA-1 USA v. Doe - Riepre: ing Meal Blus

2:10-mj-00054-IMA-2 USA v. Dos - Representing

| Remove selected cases |

E—
Change s=lected cases to notice 55 3 summary report ) |
—

These cases will send notice as a summary report. (alternate method)

| Show all cases for this e-mail address | (qu}. case Ifsfsfrom Here)
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After updating your account information, click on the Submit all changes button.
LOGIN AND PASSWORD

To edit or view login information about your account, select the hyperlink Maintain
Your Login/Password, from the Your Account screen. ECF opens the screen
depicted below.

IEC F Civil - Criminal - Query Reports - Utilities ~ Search Logout
More User Information for attytrain02
Login Eityt=intz Last login 10-20-2011 13.02
R —— Current login 10-20-2011 13:02

minimum 8; upper- & lower-case letters; include digit or special character
Create date 12/18/2009
Registered Y Update date 10/18/2011
Internet Credit Card Y
Default Printer
Additional Printers
Groups Attorney

Submit Clzar
ET

This screen displays user login information and provides the opportunity to change
your ECF login or password. Notice that ECF displays a string of asterisks in the
Password field. To change your ECF password, place your cursor in the Password
field and delete the asterisks. Type in the new password, ECF displays the actual
characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the Submit button.
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View Your Transaction Log

From the Utilities screen, click on the View your Transaction Log button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a Transaction
Log Report. Enter the date range for your report and click on the Run Report button.
ECF displays a report of all your transactions in ECF within the date range you
specified for Date Selection Criteria. See below for a sample transaction log report.

Crimina  Query Reports  Utilitres  Search Logout

Transaction Log

Report Period: 10/20/2011 - 10/20/2011

Id Date Case Number Text

ANSWER to Complaint <i=</i>> by John Paul Doe._ (Attachments: # (1)
Memo of Points and Authorities){attytrain04, )

MOTION for Temporary Restraining Order <i>ASAP</i> by John
Panl Doe (attytrain04, )

2208471 | 10/20/2011 13:32:55 |3-11-cv-30

2208473 | 10/20/2011 13:37:54 |3-11-cw-30

Total Number of Transactions: 2

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

ECF provides three Miscellaneous functions within the Utilities feature of the

system.

o Legal Research

. Mailings

o Verify a Document

Criminal - Query Reports - Utilities -

Utilities

Miscellaneous
Legal Research ...

Your Account
ECF Login
Maintain Your Address
Maintain Your E-mail
Maintain Your Login/Password
View Your Transaction Log Edit Your Scheduled Reports
Change Client Code RS5 Feed
Change Your PACER. Login
Review Billing History
Show PACER. Account
Eemove Default PACER. Account

Legal Research

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.

Mailings

There is also a Mailings hyperlink that provides mailing information for
cases. Select “Mailing Info for a Case.” Enter the case number

N aillings

Matling Info for a Case
Ifathineg Tabels by Caze
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Criminal = Query Reports - Utilities = Search Logout

Mailing Information for a Case 3:11-cv-00030-BEN-AJB

Electronic Mail Notice List
The following are those who are currently on the list to receive e-mail notices for this case.

+ attytrain02
deadmail@casd uscourts_gov

+ attytrain04
deadmail@casd uscourts.gov joseph_diaz(@casd uscourts.govjoanne_laviolette/@casd uscourts.gov

[Manual Notice List
The following is the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual
noticing). You may wish to use your mouse to select and copy this list info your word processing program in order to create notices or

labels for these recipients.

® (No manual recipients)

ECF will electronically notice the ENF listed parties. Any parties listed in the
Manual Notice List will need to have the file stamped copy of the document as well
as the NEF delivered by conventional means.

Verify a Document

Select the Verify a Document hyperlink to open a query screen and enter data in
the screen fields to locate a particular document attached to a specific case number.
You will not need to log in to PACER to verify the document and you will not be

charged unless you open the document.

EEC F Civil - Criminal ~ Query Reports - Utilities - Search
Verify Document(s)

Specify the case number and document number of the docket entry containing the document to be verified.

Case Number

3:11-cv-30

Document Number: 7

‘Mext| [Clear

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Verify Document(s)

3:11-cv-00030-BEN-AJB Doe v. Doe

Date # Docket Text
10/20/2011 7 ANSWER to Complaint by John Paul Doe. (Attachments: # 1 Memo of Points and Authorities)(attytrain04, )

File size is 10170
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Search

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

The Search button can help to find a menu option or event that you need. Click on the
Search Menu, enter a word or phrase, and then click on the Search button. A complete list
of menu items and events with names containing those letters is displayed. Each display is
a link, to click on the link places you into the first screen for e-filing the selected event.

EECF civil ~ criminal ~ Query Reports ~ Utilities ~ Search Logout %
. B Search Menus and Events ]

Search results for 'dismiss’

i) events found

Civil Events —+ IMotions

Distrise

Dismiss Cage as Frivolous
DismissLack of Tunsdicion
DismissLack of Prosecution

Civil Events - Notices
Motice of Veoluntary Dismissal
Criminal Events —+ Motions
Distrise
Dismizs Indictment
Dismuss Indictment due to improper Grand Jury Instruchions

DismissLack of Turisdiction
Distmse/Speedy Tnal
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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.

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

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

Additional Information Regarding ECF

Ex-parte Documents

Ordinary Ex Parte motions, for which notice is to be provided to all parties, should be
filed electronically. Ex Parte documents for which no notice is to be provided to
opposing parties should be filed in paper format under seal. Ex Parte documents filed

in the system will be served on all parties.

Message Reminder to Users to Close Browser

e When a user clicks on logout on the blue menu bar the following pop-up message appears.
Click on the RED *“X’ to log out of the browser.

Message from webpage @

Although you have logged out from CM/ECF, data remains in the
! . browser's memory (and might be available to someone else using your
PC). Please close your browser now to clear this data.
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CIVIL CASE OPENING BY ATTORNEYS

Effective October 12, 2010, attorneys may electronically open civil cases using a master
case and new credit card module, Pay.gov, in CM/ECF to pay the required fee. The
Clerk’s Office will review the master case for new electronic filings and open the civil and
miscellaneous cases in CM/ECF. A notice including the judge assignment and permanent
case number will be sent electronically. The following filings have a required fee which
can be paid with Pay.gov:

New civil complaints

Notice of Removal complaints

Petitions for Writ of Habeas Corpus
Miscellaneous case filings

Notice of appeal in civil and criminal cases

This manual provides instructions for attorneys on how to use the CM/ECF system to open
cases in the U. S. District Court for the Southern District of California. This chapter will
cover how to:

E-file a new complaint with a Civil Cover Sheet
Electronically pay the filing fee utilizing the Pay.gov functionality.

Help Desk

If you need assistance with this process please contact the Clerk’s Office:
e Call the Clerk’s Office (619-557-6361) between the hours of 8:30 A. M. and 4:30
P. M., Pacific Time, Monday through Friday.
e Sign up for hands on Case Opening classes for attorneys and support staff. On the
court’s web site click on the CM/ECF tab and click on the ‘Register for CM/ECF
Training Classes’ blackboard.
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Important Notes - Things you need before you begin to file a new civil case:

Complaint Notice of Removal Miscellaneous
Case
1. Complaint saved 1. Notice of Removal saved to PDF 1. Copies of all
to PDF documents saved
to PDF
2. Civil Case Cover 2. Civil Case Cover Sheet saved to 2. All Sealed Cases

Sheet saved to PDF and attached to the Notice of (and documents)

PDF and Removal must be filed in

attached to paper at the

Complaint Clerk’s Office
3. All Sealed Cases 3. Copies of documents filed in the 3. Credit Card

(and documents) state court, saved to PDF: information for

must be filed in a) Complaint Pay.gov

paper at the b) Summons served in State Court

Clerk’s Office c) Any Answers

d) Any Pending Motions

4. Credit Card 4. All Sealed Cases (and documents)
Information for must be filed in paper at the Clerk’s
Pay.gov Office

5. Credit Card information for
Pay.gov

v Pursuant to the court’s Electronic Case Filing Administrative Policies and Procedures,
Section 2, f., registered attorneys must electronically sign the Complaint, or Notice of
Removal, Miscellaneous cases and the Civil Cover Sheet with an s/attorney name.

v Follow the Electronic Case Filing Administrative Policies and Procedures Manual for
Courtesy Copies for Judicial Officers, in Section 2.e. for documents exceeding 20 pages.

v"Individual PDF documents must not exceed ten (10) megabytes (MB). PDF documents
larger than ten (10) megabytes must be submitted in multiple segments, not to exceed ten
(10) megabytes.

v Once you start the payment portion of the transaction, do not utilize the BACK button on
your browser.

v After the case has been opened the Clerk’s Office will issue the summons and provide

you the judge assignment and case number information if appropriate. If you need these

documents right away, please contact the Clerk’s office.

Do not attach a completed summons form.

A Civil Cover Sheet is not required for Miscellaneous Cases.

AN
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To Begin Filing a New Civil Case

Please Note:

o Allinitial case filings in civil and miscellaneous actions must be submitted by
electronically filing the initiating documents in a master case. The Clerk’s Office
will review the master case for new electronic filings and open the civil and
miscellaneous cases. A Notice of Electronic Filing (NEF) including the judge
assignment and permanent case number will be sent electronically.

e Sealed cases must still be submitted in paper.

To begin filing a new Civil Case, click on Civil on the Main ECF menu bar.

crimipal - Query Reports ~ Utilities ~ Search

T.5. District Cowrt
Sonutherm District of California
Official Cowrt Electronic Document Filing System

This message i contamed in the fle OperationlTotice hm

Vou may use this fle Lo alert wsers o current CMECE operational issues

1Tz faciiity iz for Official Court Busingss only. Activity to and from thie site iz logged. Decument filings on this system are subjget 1o Federal fule of Chvil
\Procedure [, Bvidence of unauthorized or crivinal activity will be forwarded to the appropriate low exfercement officials,

Welcome to the U5, Dasmet Court B
b the elecironic: fling systern. The m

Southern Dhistner of Calfarma Electrorae Daocument Fing Swstem. Thes page 12 for uze by attorneys and firms partripatng
sion of the Adcbe PDF seader can be oblained by selecting the PO Seitings option lised below

ELF Setrings

Select File Civil Case - Attorney from the Civil Events list.

EE c F Ciwil Criminal Quer; Reports Utitities Search Logout
Civil Events
Proposed Orders
File a New Civil Case - @ Email Addresses for Proposed Orders
Initial Pleadings and Service Other Filings
Complaints, Other Initiatine Documents  Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents
Credit Card Pavments
Motions and Related Filings Sealed Documents
Motions

Responses and Replies

CM/ECF User’s Manual (April 2013) 66 Southern District of California




Please read this screen carefully then click NEXT to continue.

UECF Civil - Criminal - Query Reports - Utilities ~ Search Logout
File a New Civil Case - Attorney

*** IMPORTANT ***

Attorneys are required to submit case initiating documents to the "master" case by following the
prompts below.

The filing date will be the date documents are submitted to the master case AND the filing fee paid
through Pay.gov.

Your case submission MUST consist of ONE ENTRY.
ALL attachments MUST be made to the case initiating docket entry (Civil cover sheet, declarations,
state court documents, motions, etc).

DO NOT make any other entries to the Master Case.
DO NOT add parties or attorneys to the Master Case.

Documents should be broken up smaller than the 10MB size limit.

Click here to view an on-line demonstration of "How to File a New Civil Case"

Clear

Adding Parties

Enter the first name and last name of the first plaintiff and the first defendant. The
Clerk’s Office will add additional named parties to the case based on the complaint
PDF. Then click NEXT to continue.

EECF Civil ~ Criminal ~ Query

File a New Civil Case - Attorney

3:13-cv-99999 Plaintiffs v. Defendants

Please enter First Plaintiff Name: John Doe

Please enter First Defendant Name: Roes Corparation|

Mext Clear
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This screen provides the correct fee information for the three civil case opening
events — Civil Case, Miscellaneous Case and Petition for Writ of Habeas Corpus.
Click NEXT to continue.

sECF Civil~  Criminal -  Query Reports - Utilities ~
File a New Civil Case - Attorney

Fee Schedule

Please select the correct event on the next page based on the following fee schedule:

Civil Case - $400 filing fee

Complaint

Motion for Return of Seized Property
Motion for Withdrawal of Reference
Motion to Compel Arbitration Award
Motion to Enforce IRS Summons

Motion to Enforce Out of District Subpoena
Motion to Quash IRS Summons

Motion to Quash Out of District Subpoena
Notice of Removal

Petition

Miscellaneous Case - $46 filing fee

Registration of Judgment
Out of District Order Appointing Receiver
Other - Miscellaneous Case

Petition for Writ of Habeas Corpus - 85 filing fee

Petition for Writ of Habeas Corpus

Clear

Available Events

Click on your case opening event. NOTE: the event must appear in the Selected Event box
for you to proceed. Click NEXT to continue.
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Criminal~ Query Reports~ Utilities -

File a New Civil Case - Attorney

|
Avallable Events (click to select an event)
I Civil Case

Miscellaneous Case
Petition for Wit Of Habeas Corpus

[ MMext ] [ Clear l

Selected Event
Civil Case

Adding Documents

The next screen will allow you to Browse in your saved documents and navigate to the
appropriate folder, click on the PDF document to select it, and Click the Open button to put
the document’s path and file name in the Main Document field.

Remember: You will need a copy of the JS-44 — Civil Cover Sheet attached to the Main
Document, but you should not prepare and attach a Summons. The Clerk’s Office will issue the
summons after your e-filing has been reviewed.

Click on the Browse button. Navigate in your saved documents to the complaint saved on
your computer.

EE c F Civil ~ Criminat Query Reports+ Utilities Search Logout

File a New Civil Case - Attorney

The Clexk's office will prepare and electromcally 15sue a swnons if appropnate. Please do not attach a smumons forn or file a request for a
suImons

Select the pdf document and any attaclments.

Main Document
Browse..
Attachments Category Description
L :

Highlight the correct file. It is always a good idea to view the contents of the selected
document to verify this is the correct image. Highlight the document and RIGHT click
with your mouse on the saved PDF document.
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Crimipat £ File Upload

File a New Civil Case - Attorney Lock it | (C3 Training POF Documents I A
The Clerk’s office wall prepare and elesmonically iss b :_':“"*’*"* Does chal case.pdf by
IS e o Complank For TESTING AUSA. pdf
L * select
Documents " Compilairk P
Select the pdfl document and any attaclunents, -
©,
Do Iain Docmment Deskicp
Browse
Scan For Viruses.., .
Attaclunents My Documenis N Netwrare Copy...
- O With *
1 Browse: i Cuuick: Wiewn Pz
. S 1
My Comguies
p—— .
€ e o v
- =
Mip Hetwod: Fibex off bypas i b Carwcal
Creats Shortout
Dedete

The document is displayed. Verify that this is the correct document, the attorney
has signed the document with the s/ signature and the Civil Cover sheet is attached as the
last page of this document. If this is the correct document close the Adobe Reader window
by clicking in the X in the upper right corner of the window.

ompla 0 pdf - Adobe Acrobat Standard m|
= — File Edit View Document Comments Forms Tools Advanced Window  Help x
File a New Civil Case - Attorney | = - = =
_)J Create POF - EF Combing Files - @ Export ~ ﬁ‘_'F‘J - ﬁ - / Sign ~ ./_f Reviewr & Comment =
The Clerk’s office will prepare and electrom{ l:l
SIUNINONS i
F] n i i i) 3 * F] +
. ; R I R & ® v |- £,
Select the pdf document and any attachment] L @ i lIl Ik - - EI )
1| Astomeytaind3 L
Mam Document o || Law Offices attytrain03
333 Third Avenue
H Browse 3 || Suite 33
Anytown, CA 52103
4| 618-333-1234
Fax: 619-333-33334
5
Attachments 3| Email: deadmadlid casd mscots gov
& || Attomey for Plaintifs John and Tans Doe
L [ Bro 7
8 UNITED STATES FOR TRAINING PURPOSES ONLY COURT
9 SOUTHERN DISTRICT OF CALIFORNIA
101l somN DoE CASENO
11| 7aNEDOE,
Plaintiffs, COMPLAINT and DEMAND FOR
1 vs. JURY TRIAL
13
ROES CORPORATION, aka Roes Parent
14 || Cerporarien v

To complete the document selection process, double click on the selected document or click
the Open button. The Complaint is uploaded to CM/ECF in the Main Document field.
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EE c F Civil ~ Criminal Query Reports~ Utilities ~ Search Logout

File a New Civil Case - Attorney

The Clerk’s office will prepare and electromeally issue a swvmons if appropriate. Please do not attach a suramnons form or file a request for a
SUINInons

Select the pdf document and any attachments.

Mam Documnent

TAFor Trainingh Training FOF Documen

Attachments Category Description

L :

REMEMBER: Follow the Electronic Case Filing Administrative Policies and
Procedures Manual for Courtesy Copies for Judicial Officers, in Section 2.e. for
documents exceeding 20 pages.
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Adding Attachments

Documents downloaded into CM/ECF must be less than 10MB in size. If the complaint
exceeds 10MB break in into smaller segments and follow this same process to attach each
segment. Click on the Browse button for Attachement #1. Locate the saved PDF file,
verify the image by using the mouse to RIGHT click on the document and open with
Adobe Reader. The document will be Attachment #1.

Criminal Query Reports~ Utilities = Search Logout

File a New Civil Case - Attorney

The Clerk's office will prepare and electronically issue a sumnons if appropriate. Please do not attach a surnanons formn or
SMWAIMONS

Select the pdf document and any attachments.

Main Document

TAFor TrainingyTraining POF Documen

e — e —
Attachments @ @
1. | T\For Training Training PODF Documen ~

CM/ECEF requires that attachments be named. Use either the Category or Description field
or both to name documents. The category drop down list is primarly used for motion
filings. Use the Description field to enter the name of the attached document, in this case,
Complaint, Part 2. Then click NEXT.

Criminal Query Reports~ Utilities Search Logout

File a New Civil Case - Attorney

The Clerk’s office will prepare and electvonically issue a smunons if appropiiate. Please do not attach a smunons form or file a request for a
SUMINONS

Select the pdf document and any attachments.

Main Document

TAFor Training\Training PDF Documen

Attachments Category @

1. | TAFar Training4Training PDF Dacumen v ||Complaint Part 2]
2 .
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If this is a Removal Case from Superior Court add the documents filed in Superior Court as
attachments. For example, Answers, Orders and other pleadings would be filed as
attachments to the Main Document.

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

File a New Civil Case - Attorney

The Clerk's office will prepare and electronically issue a summons if appropriate. Please do not attach a summons form or file a request for a

SUmmons.
|Select the pdf document and any attachments.

Main Document

T:\For Training\Training PDF Ducumems'\(

Attachments Category Description
1. |T:\For Training\JCJ Training Case Opening | |State Court Complaint
2. |T:\For Training\JCJ Training Case Opening | |State Court Answer]
3 4

If there is a Motion to Proceed In Forma Pauperis, or Motion for TRO/Preliminary
Injunction attach those documents on this screen. Remember to E-Mail the proposed
order to chambers after the Clerk’s Office notifies you of the case number and judge
assignment.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

File a New Civil Case - Attorney

The Clerk's office will prepare and electronically issue a summons if appropriate. Please do not attach a summons form or file a request for a
summons.

Select the pdf document and any attachments.

Main Document

T:\For Training\Training PDF Documents\(

Attachments Category Description
1. T:\For Training'JCJ Training Case Opening ~ | |Mation for IFP
2. |T"\For Training\JCJ Training Case Openmg | |Mation for Preliminary Injul
3 >

Click NEXT to continue.
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Please read the following screens carefully, and notice that the defaults are set to ‘No’, or
‘NONE’. Select the correct radio button then click NEXT to continue.

Criminak Query

File a New Civil Case - Attorney

lAre yvou requesting a Temporary Restrammg Order?
O Tes

@1

Paying Filing Fees

The next process is the payment of filing fees. Review the radio buttons regarding special
circumstances for paying filing fees. The default is “NONE of the above.” If any of the
other special circumstances are appropriate, change the radio button and continue by
clicking NEXT. For this example, we are going to pay the filing fee.

EECF civil ~ Criminal ~ Query

File a New Civil Case - Attorney

If any of the following special circumstances apply please select it below.

Otherwise select NONE of the above.
All cases will be reviewed for compliance with filing fees.

(01 am a US Attorney

(1 am filing with an an Application to Proceed Without Prepayment of Fees
(@ NONE of the above

CM/ECF will display the user message warning. Proceeding to the next screen will initiate
Pay.gov. You must use your credit card to pay the filing fee for the complaint, however,
DO NOT USE the browser’s back button after this screen. Incomplete data will be
transmitted, and your credit card will be charged the filing fee.
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This screen displays the amount of the filing fee. Click NEXT to continue.

EEC F Civil - Crimipal - Query Reports - Utilities ~ Search Logout
File a New Civil Case - Attorney

'You are about to submit your payment to open the case. Do not use your browser's Back Button after clicking NEXT
lbelow. This could lead to incomplete data being transmitted as well as credit card charges.

If you do not think a filing fee should be paid in this case press the back button.

Fee: 5400

CM/ECEF displays the following screen. The next screen will start the payment process.

Criminak Query Reports-

File a New Civil Case - Attorney

Mow loadng the payment processmg screen. This process mught tale a few seconds.

CM/ECF User’s Manual (April 2013) 75 Southern District of California




Pay.gov

You are now on the first of two secure Pay.gov website screens. The items marked
with red asterisks are required fields. The name on the credit card and the billing
address do not need to be that of the attorney filing the case.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1
Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: attytrain100 *

Payment Amount: 5400.00

Billing Address: 503 North Fifth Avenue *
Billing Address 2:

City:
State / Province;| — [=]
Zip | Postal Code: 55555
*
Country: United States [=]
Card Type:| Master Card =¥ VISA S e e
Card Number: 5111111111111111 * Card number value should not contain spaces or dashes

Security Code: 558 * Heln finding Your securly oods

xpiration Date: 04[«] * / F0E <] *

Select the "Continue with Plastic Card Payment™ button to continue to the next step in the Plastic
Card Payment Process.
[ Continue with Plastic Card Payment | [ Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete
data being transmitted and pages being loaded incorrectly. Please use the links provided whenever
possible.

Complete the Account Name and Billing Address information, and complete the
credit card information.

Remember: Please avoid navigating away from this site using your browser’s Back
Button — this may lead to incomplete data being transmitted. Additionally your
card might be charged the filing fee amount and the case is still not opened.

When all the required fields are completed, click on the Continue with Plastic
Card Payment button.
The next step of the process is to authorize the electronic payment. Review the

Account Information at the top of the screen. If any of this information is incorrect,
click the Edit this Information link to return to the previous screen.
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Online Payment Return to your originating application

Step 2: Authorize Payr 2
Payment Summary
Address Information fezerlint Information Payment Information
Account ) Card Type: Master Card Payment
Holder Name: attytrain100 Card M“m‘;l;n i S R T Arﬁount:
Billing 503 Morth Fifth Transaction 04/03/2013
Address: Avenue Date and Time: 16:06 EDT
Billing
Address 2
City:
State /
Province:
Ffip I Postal
Code:

£400.00

85555

DO NOT use the browser’s back button.

Complete the e-mail address to receive an e-mailed receipt. This e-mail address does not
need to be that of the attorney filing the complaint.

You may also insert additional e-mail addresses in the CC section.

Email Confirmation Receipt
To hawe a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address:

Confirm Email Address:

e T X JF U Jru B pe
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You must check the box to authorize the electronic payment.

To complete the transaction click the Submit Payment button.
Authorization and Disclosure

. . . . - &
Required fields are indicated with a red asterisk

| authorize a charge to my card account for the above unt in accordance with my card issuer agreeme

Press the "Submit Payment” Button only gfce. Pressing the b

Submit Payrment

on maore than once could result in multipleTransactions.
Cancel

Wait while your electronic payment is being recorded. The following message will be
displayed: “Your request is being processed. Please wait.”

Your request is being processed. Please wait.

If the information on this screen does not match, or if you entered an invalid credit/debit
card number, you will get this error message.

Your request could not be completed:

m To complete this transaction, please indicate your acceptance of the Authorization and Disclosure agreement by selecting
the designated checkbo:x.
m The email address entered does nat match the confirmation.
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Please read the following screen for important information. Click NEXT to continue.

Criminal ~ Query Reports ~ Utilities ~ Search Logout
File a New Civil Case - Attorney

THIS IS NOT THE FINAL SCREEN

The clerk will assign a judge and process the new case. You will receive a NEF with the permanent case number and
iudge assignment.

Cases will be processed within one business day of receipt. The "File Date" will be the date documents were submitted
'AND the filing fee is paid through Pay.gov.

PLEASE PRINT & RETAIN THE FINAL SCREEN AS YOUR RECEIPT FOR SUBMITTING A NEW CASE

THIS IS NOT THE FINAL SCREEN. PRESS NEXT TO CONTINUE.

Clear

Final Docket Text

The Final Text of the complaint is displayed. The automatic text will reflect the
amount and payment of the filing fee as the credit card transaction receipt number,
assigned by Pay.gov. If for some reason you need to cancel this filing, you will
need to contact the Clerk’s Office.

This is the final screen before committing the transaction to CM/ECF.

You also see the Source Documents included in this filing. Click NEXT to
complete the filing of the case.

EECF Civil - Criminal = Query Reports - Utilities - Search
File a New Civil Case - Attorney

Docket Text: Final Text

New Civil Case documents submitted ( Filing fee received: § 400 receipt number 0974-
2223509.) Plaintiff: John Doe, Defendant: Roes Corporation, TRO Requested
(Attachments: # (1) Complaint Part 2){attytrain100, )

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

Source Document Path (for confirmation only):

I'Everyone', CM-ECF COMMITTEE NOTES ! Training & Awareness\Attorney Traming'Word and PDF
docs'Complaint pdf  pages: 1

I'Everyone', CM-ECF COMMITTEE NOTES! Training & Awareness\Attorney TrainingWord and PDF
docs'Exhubits A-D pdf pages: 1

Clear
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Notice of Electronic Filing

The Notice of Electronic Filing, also known as the “NEF”, is displayed. The NEF
serves as notification that the event has been accepted by the court’s database.
Because this case was entered into the Master Case you will not receive a NEF
by e-mail. Print and/or save this NEF as your receipt of filing a new civil case.

EECF Civil - Crimipal - Query Reports ~ Utilities ~ Search Logout
File a New Civil Case - Attorney

U.S. District Court
Southern District of California

Notice of Electronic Filing

The following transaction was entered by attytrain100, on 4/3/2013 at 1:38 PM PDT and filed on 4/3/2013

Case Name: Plamntiffs v. Defendants
Case Number: 3:13-cv-99999
Filer:

Document Number:12

Docket Text:
New Civil Case documents submitted ( Filing fee received: $ 400 receipt number 0974-2223509.) Plaintiff: John Doe,
Defendant: Roes Corporation, TRO Requested (Attachments: # (1) Complaint Part 2)(attytrain100, )

No public notice (electronic or otherwise) sent because the entry is private
The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:n/a

[Electronic document Stamp:

[STAMP dcecfStamp_ID=1106146653 [Date=4/3/2013] [FileNumber=3837536-0]
[15eb8358b1115912a461710f819529299242611562315412c02213301b1030e68db783
Ocedefflad6ff30af7ac0920d084c3eleal 615a34c0a096e394b52211c3a]]
Document description: Complaint Part 2

Original filename:n'a

[Electronic document Stamp:

[STAMP deecfStamp ID=1106146653 [Date=4/3/2013] [FileNumber=3837536-1]
[15d4fle5af0fl aca70ffaca6523fd5110cced64f4cPd1 66aa704{74d5b74b1947d83
8081b3a7d42f46d4161c106f8fectabl75439ba7f30c162523aee1f1530c]]

If for some reason you need to cancel this filing, or an error has been made relative
to parties or attached documents, or you have an issue regarding the payment, you
will need to contact the court at 619-557-6361.

The Clerk’s Office will review your filing and send a Notice which will include the
case number and the name of the randomly assigned district judge and magistrate
judge, and any pertinent information relative to the electronic filing. A summons
will be issued by the court and electronically sent to the plaintiff’s attorney.
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Miscellaneous Cases

To begin filing a new Miscellaneous Case, click on Civil on the Main ECF menu
bar.

Search Logout

Utilities ~

Reports ~

crimipal - Query

T.5. District Cowrt
Sonutherm District of California
Official Cowrt Electronic Document Filing System

This message i contamed in the fle OperationlTotice hm

Vou may use this fle Lo alert wsers o current CMECE operational issues

1Tz faciiity iz for Official Court Busingss only. Activity to and from thie site ie logged. Decument filings on this system are subjget 1o Federal fule of Chvil
\Procedure L1, Bvidence of unauthorized or criminal activigy will be forwarded to the appropriate law exforcenent officials,

Dhstrict of Calforma Electrorae Document Fiing System. Thes page 12 for uze by attomeys and firms parbeipatng

(Welcome to the U5, Dasmet Court
of the Adobe FDF reader can be obtained by selecting the POF Seirings opion ated below

b the elecironic fling system The m

ELF Setrings

Select File Civil Case - Attorney from the Civil Events list.

EECF Civwil Criminal Quer; Reports Utiities Search Logout

Civil Events

ase Proposed Orders
File a New Civil Case - Attornev Email Addresses for Proposed Orders
————
Initial Pleadings and Service Other Filings
Complaints, Other Initiatine Documents  Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents
Credit Card Pavments
Motions and Related Filings Sealed Documents
Motions

Responses and Replies
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Please read this screen carefully then click NEXT to continue.

EECF Civil - Criminal - Query Reports - Utilities ~ Search Logout
File a New Civil Case - Attorney

*** IMPORTANT ***

Attorneys are required to submit case initiating documents to the "master" case by following the
prompts below.

The filing date will be the date documents are submitted to the master case AND the filing fee paid
through Pay.gov.

Your case submission MUST consist of ONE ENTRY.
ALL attachments MUST be made to the case initiating docket entry (Civil cover sheet, declarations,
state court documents, motions, etc).

DO NOT make any other entries to the Master Case.
DO NOT add parties or attorneys to the Master Case.

Documents should be broken up smaller than the 10MB size limit.

Click here to view an on-line demonstration of "How to File a New Civil Case"

Clear

Enter the first name and last name of the first plaintiff and the first defendant. The
Clerk’s Office will add additional named parties to the case based on the complaint
PDF. Then click NEXT to continue.

Criminal Query

File a New Civil Case - Attorney
210-cv-99999 Flaintiffs v. Defendants

Flease enter First Flantff Mame: | John Doe

Please enter First Defendant Mame: |Roes Corporation

[ Mt ] [ Clear ]

CM/ECF User’s Manual (April 2013) 82 Southern District of California




This screen provides the correct fee information for the three civil case opening
events — Civil Case, Miscellaneous Case and Petition for Writ of Habeas Corpus.
Click NEXT to continue.

EECF Civil ~ Criminal - Query Reports - Utilities -
File a New Civil Case - Attorney

Fee Schedule

Please select the correct event on the next page based on the following fee schedule:

Civil Case - $400 filing fee

Complaint

Motion for Return of Seized Property
Motion for Withdrawal of Reference
Motion to Compel Arbitration Award
Motion to Enforce TRS Summons

Motion to Enforce Qut of District Subpoena
Motion to Quash IRS Summons

Motion to Quash Out of District Subpoena
Notice of Removal

Petition

Miscellaneous Case - $46 filing fee
Registration of Judgment

Out of District Order Appointing Receiver
Other - Miscellaneous Case

Petition for Writ of Habeas Corpus - $5 filing fee

Petition for Writ of Habeas Corpus

Examples of Miscellaneous Cases: Registration of Judgment, Out of District Order
Appointing Receiver, and Other — Miscellaneous Case. Click on the Miscellaneous
Case event.

NOTE: the event Miscellaneous Case must appear in the Selected Event box for
you to proceed. Click NEXT to continue.

Utilities ~

Search

SECF  owi-  comma-
3] Civil Criminal

File a New Civil Case - Attorney

Query Reports ~

|
Available Events (click to select an event) Selected Event
Civil Case [Miscellaneous Case
Miscellaneous Case

Petition for Writ Of Habeas Corpus
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Follow the steps in Chapter 1 for attaching documents and payment of the filing fee
with Pay.gov and click NEXT.

Miscellaneous cases which are Out of District Orders Appointing a Receiver will
generally be filed by the United States Attorney’s Office.

A Civil Cover Sheet is not required for Miscellaneous Cases.

EECF Civil ~ Criminal - Query Reports - Utilities ~ Search Logout
File a New Civil Case - Attorney

U.S. District Court
Southern District of California
MNotice of Electronic Filing

The following transaction was entered by attytrain100, on 4/3/2013 at 1:43 PM PDT and filed on 4/3/2013

Case Name: Plaintiffs v. Defendants
Case Number: 3:13-cv-99599
Filer:

Document Number: 13

Docket Text:
New Miscellaneous Case documents submitted ( Filing fee received: $ 46 receipt number 0974-
2223510.) Plaintiff: John Doe, Defendant: Roes Corporation. (attytrain100, )

No public notice (electronic or otherwise) sent because the entry is private
The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:n'a

FElectronic document Stamp:

[STAMP deecfStamp ID=1106146653 [Date=4/3/2013] [FileNumber=3837539-0]
[66f17de715b0ddc21b8d88fdcfOff69£527519b3e318bceT2cc4 3884345633133
dad45303badf6edcYacedcoadsf70dde4998872e85adb5{f2245e81 71ac]]
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Filing Cases with a Request for a Temporary Restraining Order (TRO)
or a Preliminary Injunction

If the nature of the filing is such that the need for a judge’s immediate attention is
anticipated or desired, alert the Clerk’s Office during business hours. Electronically
file the complaint or petition in the Master Case and add the motion for TRO or
Preliminary Injunction as attachments to the Master Case. The clerk’s office will
review the filing and assign a district judge and magistrate judge to the case. The
attorney should then e-mail the proposed order to chambers.

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

File a New Civil Case - Attorney

‘ If vou are filimg a motion for TRO or myunctive vehef with this complamt you must alert the Clerk's Office dwing busmess hours at 619-557-6361

REMEMBER: Follow the Electronic Case Filing Policies and Procedures Manual for
Courtesy Copies for Judicial Officers, in Section 2 e for filing documents exceeding 20
pages.
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Notice of Appeal

(e

Appeal events are filed in the same manner for civil and criminal cases. A civil
case will be used for this example. To begin filing a new Notice of Appeal select
the Appeal Document event under the category Other Filings. Do not Use Notices
to file a Notice of Appeal. Notices do not allow you to pay the filing fee and
would be considered a significant filing error.

EE c F Civwil Criminal Quer;y Reports Utitities Search Logout
Civil Events
Open a Case Proposed Orders
File a New Civil Case - Attorney Email Addresses for Proposed Orders
Initial Pleadings and Service Other Filings
Complaints. Other Initiatine Documents  Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents
Credit Card Pavments
Motions and Related Filings Sealed Documents
Motions

Responses and Replies

From the drop down menu select the appropriate event. Notice that there are three
different initiating civil appeal types:

1. Notice of Appeal
2. Notice of Cross Appeal and
3. Notice of Interlocutory Appeal.

Select the appropriate appeal event and click NEXT to continue.

Civil - Criminal - Reports ~ Utilities ~

Appeal Documents

appl Click vour selection, or use arrows to highlight it and press Enter.
Available Events (click to select an event) Selected Event
Elanlfruptc'_\, Appellants Brief [Notice of Appeal

Appellants Repl‘,. Brief
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Enter the case number assigned to the case and Click Find This Case. The case
number should indicate this is a closed case (unless this is an Interlocutory Appeal).
Click NEXT to continue.

EECF Civil ~ Criminal ~
Appeal Documents

Civil Case Number

3:10-cv-3307] (closed 08/12/2010)

Follow the steps in Chapter 1 to add the appeal document PDF and select the parties
filing the appeal.

Select the Order being appealed by clicking on the box “Should the document you
are filing link to another document in this case?” Then click NEXT to continue.
EECF Criminal ~  Query Reports ~  Utilities -

Appeal Documents

3:10-cv-03807-BEN -JMA Doe v. Roes et al CASE CLOSED on 08/12/2010
CLOSED, REOPEN

Select order being appealed

< Should the document you are filing link to another document in @
T ——

Filed (1)
Documents to

The system will display all orders filed in the case. Select the appropriate event to
which your Appeal relates. If you are unable to link to the order being appealed,
please contact the Clerk’s Office at 619-557-6368 for assistance. Click NEXT to
continue.

EC A — © ies -
UE F Civil Criminal Query Reports Utilities

Appeal Documents
3:10-cv-03807-BEN -JMA Doe v. Roes et al CASE CLOSED on 08/12/2010

APPEAL, REOPEN

Select the appropriate eveni(s) to which your event relates:

[]1 07/20/2010 5 ORDER granting 2 Motion to Dismiss. Signed by Judge Roger T. Benitez on
7/20/10. (jI) (Entered: 08/12/2010)
08/12/2010 10 ORDER. granting 7 Motion to Dismiss. Signed by Judge Roger T. Benitez on

8/9/10. (jrd)
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Follow the steps in Chapter 1 for payment of the filing fee with Pay.gov. If the fee
is required and is not paid at the time the Notice of Appeal is filed the Court of
Appeals will notify you when the fee must be paid. 1*

Criminal -~ Query Reports -

Appeal Documents
3:10-cv-03807-BEN -JMA Doe v. Roes et al CASE CLOSED on 08/12/2010
APPEAL, CLOSED, RECPEN

If any of the following special circ es apply pl select it below.
Otherwise select NONE of the above.

\All cases will be reviewed for compliance with filing fees.

1 am filing this appeal on behalf of the USA

(1 am requesting in forma pauperis status for this appeal
1 have in forma pauperis status for this appeal

1 am a Court appointed attorney

(O NONE of the above

If the filing attorney is a CJA Attorney, a Federal Defender, or Assistant U. S.
Attorney, a filing fee is not required.

criminalv Query Reports~ Utilities v Search Logout

Appeal Documents
3:10-cv-03807-BEM -JhA Dioe v. Roes et al CASE CLOSED on 08/12/2010
APPEAL, CLOSED, REQOPER

Docket Text: Final Text
MNOTICE OF APPEAL as to [10] Order on Motion to Dismiss by John Roes., IFP Filed (attytrain02, )

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

Saurce Document Path (for cenfirnnation enly):
09cr2807 Notice of Appeal pdf  pages: 1

Please note that as of 12/1/2009 the Ninth Circuit no longer requires the filing of a
Civil Appeals Docketing Statement. (Please see Ninth Circuit Rule 3-4). The
Representation Statement may be attached to the Notice of Appeal filed in the
district court. (Please see Ninth Circuit Rule 3-2).

1 If the appellant has been granted in forma pauperis status in the district court and that
status has not been revoked, select “I have In Forma Pauperis status for this appeal.” It is not
necessary to file an additional motion to proceed in forma pauperis on appeal.
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Summons in a Civil Case

The filing attorney should not create and attach a Summons when filing a civil case
in the Master Case. After the case has been filed the Clerk’s Office will review the
case for accuracy and send a notification of assignment of judges. The Clerk’s
Office will then create a summons and electronically issue the summons.

EECF Civii ~  Criminal~  Query Reports~  Utilites~  Search Logout

Complaints and Other Initiating Documents

310-cv-00148. ERE L n:

/ \
<The Clerk's office will prepare and electronically issue a swnons if appropriate. Please do not attach a surnons form or file a request for a swnmons. >

Select the pdf docuTmeTC T =y 1 s

Mam Document

Attachments Category Description

Counsel receiving the electronic summons should download the summons and the
instruction page, make a copy for each defendant and serve in accordance with
Fed.R. Civ.P 4 and LR 4.1.

To download the summons, remove the check in the box from the Document
option: ‘Include headers when displaying PDF documents.” This will allow you to
print the summons without the header displaying the case number, document
number, date filed and pages.

Criminal ~ Query Reports - Utilitieg

Docket Sheet

Case Number

3:10-cv-03807-BEN -JMA Doe v. Roes et al

) Filed -
O Entered °
Documents to
Include: Dochment options:
[¥] Parties and counsel lude headers when displaying PDF documents
Terminated parties EView multiple documents

[ List of member cases
[JLinks to Notices of Electronic Filing  Format:
& HTML (unpaginated)
) PDF (paginated)
Sort by | Cldest date first ~

Run Report ] [ Clear ] [IMake these options my defanlt. Schedule this to run
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Credit Card Payment

Filing Fees are normally paid during the opening of the Civil Case, the
Miscellaneous Case, the Petition for Writ of Habeas Corpus, or the Appeal to the 9
Circuit Court of Appeals. However, if the case was opened with a motion to
proceed in forma pauperis and that motion was denied the payment may be made
using this method.

Click on the Credit Card Payments hyperlink.

EE C F Ciwil Criminal Quer; Reports Utitities Search Logout
Civil Events
Open a Case Proposed Orders
File a New Civil Case - Attornev Email Addresses for Proposed Orders
Imitial Pleadings and Service Other Filings
Complaints. Other Initiatine Documents  Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents

Credit Card Pavments

Motions and Related Filings TBormeE
Motions

Responses and Replies

Select the correct fee category and click NEXT to continue.

Criminal~ Query Reports~ Utilities ~ Search

Credit Card Payment
|

Available Events (click to select an event) Selected Event

Fee for Appeal to Sth Circuit Court of Appeals Fee for Appeal to Sth Circuit Court of Appeals
Fee for Civil Case Opening

Fee for Habeas Fetition

Fee for Miscellaneous Case Opening

CM/ECF User’s Manual (April 2013) 90 Southern District of California




This screen displays the filing fee cost. Click NEXT to continue.

Criminal~ Query Reports~ Utilities ~ Search

Credit Card Payment
3. 10-cyv-03807-BEM - A Doe v. Roes et al CASE CLOSED on 08/12/2010
APPEAL, CLOSED, REOPERM

Tlis 1s OINLY used to pay the $455 filing fee for an Appeal if you have INOT previously paid the fee
If this 15 not the correct ammount please select a different event

Fee: $455

Follow the steps in Chapter 1 for Pay.gov credit card payments. The final screen in
the filing will be the Notice of Electronic Filing (NEF). Print the NEF - this is
your receipt.

NOTE there is no Document Attached.

Notice of Electronic Filing

The following transaction was entered by attytram02, on 20,2010 at 3:50 PM PDT and filed on %720/2010

Case Name: Doew Eoesetal

Case Number: 3:10-cw-03807-BEN -Thi
Filer:

WARNING: CASEC

Docket Text:
Fee for Appeal to 9th Circuit Court of Appeals: $ 455, receipt number 0974-2196024, Paid on 9/20/12010. (attytrain02, )

CM/ECF User’s Manual (April 2013) 91 Southern District of California




CIVIL SEALED DOCUMENTS BY ATTORNEYS

Effective August 1, 2011, attorneys may electronically file civil sealed documents in open
cases. The attorney will E-file a motion to file sealed documents and electronically lodge
the proposed sealed documents and then e-mail the proposed order granting the motion to
file the documents under seal. If the order is granted the Clerk’s Office will file the lodged
documents as a sealed document on the case docket. This policy is outlined in the
Electronic Case Filing Administrative Policies and Procedures Manual, Section 2, j.

Help Desk

If you need assistance with this process please contact the Clerk’s Office:

e Call the CM/ECF Help Desk at (866-233-7983) between the hours of 8:30 A. M. and 4:30
P. M., Pacific Time, Monday through Friday.

e Sign up for hands on Case Opening classes for attorneys and support staff. On the court’s
web site click on the CM/ECF tab and click on the ‘Register for CM/ECF Training
Classes’ blackboard.

Important Notes - Things you need before you begin to file a sealed
document in a civil case:

1. The motion to seal must be saved to PDF — The Motion to File Documents
Under Seal is a public entry on the docket and the document will be available
to the public.

2. The proposed sealed document(s) must be saved to PDF. Only Court Staff
will have access to view the proposed sealed documents, however, the docket
text will be available for viewing by attorneys and the public. The docket text
will not contain specific information identifying the nature of the proposed
sealed document.

3. Counsel must serve copies of the sealed lodged proposed documents upon
opposing counsel in a conventional manner.

4. Proposed order for the judge — in Word or WordPerfect formant must be e-
mailed to the assigned judicial officer.

5. The proposed sealed documents will be filed by the Clerk’s Office when
ordered by the court.
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Important Notes continued:

v

v

Proposed sealed documents in criminal cases must be submitted in paper format.
Documents in sealed cases must be submitted in paper format.

Ex Parte Documents for which no notice is to be provided to opposing parties should be
filed in paper format under seal.

Pursuant to the court’s Electronic Case Filing Administrative Policies and Procedures,
Section 2, f., registered attorneys must electronically sign the motion with an s/attorney
name.

Follow the Electronic Case Filing Administrative Policies and Procedures Manual for
Courtesy Copies for Judicial Officers, in Section 2, e. for documents exceeding 20 pages.

Individual PDF documents must not exceed ten (10) megabytes (MB). PDF documents
larger than ten (10) megabytes must be submitted in multiple segments, not to exceed ten
(10) megabytes.

If the Motion to Seal should also be sealed please continue to bring the entire packet to the
clerk’s office during business hours.

If the Order to Seal should be sealed please indicate that request within the proposed order.
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HOW TO E-FILE A CIVIL MOTION TO FILE DOCUMENTS UNDER
SEAL

To begin filing a Motion to Seal Documents in a Civil Case, click on Civil on the
Main ECF menu bar.

U.S. District Court
Southern District of California
Official Court Electrenic Docmnent Filing System

This message 15 contained m the file OperationNotice htm,
Tou may use this file to alert users to current CWUECF operational issues.

This facility is for Gfficial Court Business only. Activity to and from this site is logged. Document filings on this sysiem are subject fo Federal Rule of Chvil
Procedure 11. Evidence af unauthorized or criminal activity will be forwarded to the appropriate law enforcement afficials.

[Welcome to the T3, District Coutt for the Southern District of California Electronic Document Filing System. This page is for use by attorneys and firms participating
lin the electronic filing system. The most recent version of the Adobe PDF reader can be obtained by selecting the POF Seétings option listed below.

PDFE Settings

Click on the Sealed Documents hyperlink from the Other Filings list.

UE c F Civil Criminal Quer; Reports Utitities Search Logout
Civil Events
Open a Case Proposed Orders
File a New Civil Case - Attorney Email Addresses for Proposed Orders
Imitial Pleadings and Service Other Filings
Complaints. Other Initiating Documents  Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents

Credit-Casd-Ravinents

Motions and Related Filings Sealed Documents
Motions

Responses and Replies
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Select Motion to File Documents Under Seal event. The selected event will
appear in the Selected Event field. Click Next to continue.

SECF  cwvi-  criminal-  Query  Reports-  Utiities~  Search
Sealed Documents

Available Events (click to select an event) Selected Event
Motion to File Documents Under Seal ‘Mutiun to File Documents Under Seal

Sealed Lodged Proposed Document

Enter the Civil Case Number and click Next.

Sealed Documents

Civil Case Number
31 1-cw-3T7

ot

On this screen select the filer of the Motion to Seal and click Next to continue.

?)ECF Civil - Criminal ~ Query Reports ~

Sealed Documents
3:10-ov-00154 Doe v. Roes Company 11

Pick Filer Select the filer.
Collapse All Expand All

=Thomas Doe pa
wRoes Company 11 o

| Next | | Clear | | New Filer
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NOTE: Ex Parte documents for which no notice is to be provided to opposing
parties should be filed in paper format under seal. Click Next to continue.

Sealed Documents

3:11-cv-00036-LAB -NLS Roes Surety Corporation v. Doe
SEALDC

Ex Parte documents for which no notice is to be provided to opposing parties should be filed in paper format under seal.

Follow the instructions on the screen:

v" Remember, you are in the live database, do not attach documents you want
filed under seal.

v Upload the Motion to File Documents Under Seal on this screen.

v Docket the Sealed Lodged Proposed Document after completion of the
filing this motion.

At the Browse button upload the motion to seal, and add as attachments any
additional supporting documents, then click Next to continue.

=

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

3:11-cv-00037-LAB -NLS Roes Surety Corporation v. Doe

[Upload your Motion to File Documents Under Seal on this screen.
This is a public event. Do NOT attach documents you want filed under seal!

Docket the Sealed Lodged Proposed Document event to lodge the document you would like to file under seal AFTER filing this motion.

Select the pdf d and any attack

Main Document
KACOMMOMEVERYONE\ CM-ECF COl|_Browse...

Attachments Category Description
1. Browse -
Mext Clear

REMEMBER: This is a public event. Do NOT attach documents
you want filed under seal!
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This is the final text window; the docket text lists the Motion to File Documents
Under Seal. Click Next to continue. The Notice of Electronic Filing is generated
and sent to all registered users in the case.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Sealed Documents
3:10-cv-00154 Doe v. Roes Company 11

Docket Text: Final Text
MOTION to File Documents Under Seal (attytrain01, )

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

Source Document Path (for confirmation only):
C:\fakepath\ Motion.pdf pages: 1

Clear

AS SOON AS THE NOTICE OF ELECTRONIC FILING IS
GENERATED, E-FILE THE SEALED LODGED PROPOSED
DOCUMENTS.

E-file the Lodged Sealed Proposed Document

Click on the Sealed Documents hyperlink from the Civil Events list.

Criminal -

ICivil Events

Open a Case Proposed Orders
File a New Civil Case - Attornevy Email Addresses for Proposed Orders

Initial Pleadings and Service Other Filings
Complaints, Other Initiating Documents MNotices
Service of Process Trial Documents
Answers to Complaints Appeal Documents
Other Answers Other Documents

Credit Card Pavmenis

Motions and Related Filings |Sealed Docu.rnents|

Motions

Responses and Replies

Select Sealed Lodged Proposed Document event, and click Next to continue.
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sECF Civil~  Criminal~  Query Reports - Utilities ~
Sealed Documents

Search

Available Events (click to select an event) Selected Event

Mation to File Documents Under Seal
ealed Lodged =[III‘.'I Docl

|Sea|ed Lodged Proposed Document

Since you are still in the case, the case number will be displayed in the case number
field. Click Next to continue.

Sealed Documents

Civil Case Number

3:11-cv-37

NOTE: Ex Parte documents for which no notice is to be provided to opposing
parties should be filed in paper format under seal. Click Next to continue.

Sealed Documents

3. 11-cv-00036-LAB -NLS Roes Surety Corporation v. Doe
SEALDC

Ex Parte documents for which no notice is to be provided to opposing parties should be filed in paper format under seal.

it
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Read the directions on the screen:

EEC F Civil ~ Criminal - Query Reports ~ Utilities = Search Logout
Sealed Documents
3:10-cv-00037 Doe v. Roes Corporation et al

CONSOL,R/R

DO NOT USE THIS EVENT FOR PROPOSED ORDERS!

THIS EVENT IS TO BE USED ONLY FOR PROPOSED SEALED DOCUMENTS IN CONJUNCTION WITH A
MOTION TO FILE DOCUMENTS UNDER SEAL.

THE ATTACHED DOCUMENTS WILL BE SEALED. ONLY COURT STAFF WILL HAVE ACCESS TO VIEW THE
ATTACHED DOCUNMENTS.

Follow the instructions on the next screen:
v Do Not use this event for Proposed Orders

v This event is to be used ONLY for proposed Sealed Documents in conjunction with
a Motion to File Documents Under Seal

v The attached documents will be Sealed. Only court staff will have access to view
the attached documents.

v At the Browse button upload the Sealed Lodged Proposed Documents. If the

document is larger than 10mg save it in multiple parts and attach each part as an
exhibit.
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Criminal ~ Reports ~ Utilities ~ Search Logout

Sealed Documents
211 cv- 00037 LAB MNLS Roes Surety Corporationv. Doe

Upload your Sealed Lodged Proposed Documents on this screen.

Do Not File or Submit Proposed Orders in the CM/ECF System. Proposed orders are to be E-mailed to the official E-mail address of the Judge
assigned to the case pursuant to the Admin Policies & Procedures Manual, section ILh.

Select the pdf document and any attachments.

Main Document
KACOMMOMEVERYONEY CM-ECF COIl|_Browse

Attachments Category Description
1. K\COMMONEVERYONE\ CM-ECF COI[ Browse Exhibit - 2  Remove |
2. | Browse... | -

Remember: Do Not File or Submit Proposed Orders in the CM/ECF System.
Proposed orders are to be E-mailed to the official E-mail address of the Judge assigned
to the case pursuant to the Administrative Policies and Procedures Manual, section 2, h.

On this screen link the Motion to File Documents Under Seal to the Sealed Lodged
Proposed Documents.

If the event Motion to File Documents Under Seal has not been previously entered on the
docket you will not be able to proceed any further in the lodgment of the proposed sealed
documents.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Sealed Documents
3:11-cv-00037-LAB -NLS Roes Surety Corporation v. Doe

LINK TO THE MOTION WHICH REQUESTS LEAVE OF COURT TO FILE THIS PROPOSED DOCUMENT.

\Select the appropriate event(s) to which your event relates:

7] 06/30/2011 6 MOTION to File Documents Under Seal (attytrainl0, )

(Next| [Clear

To aid in this process the system will automatically make the selection for you. Click Next
to Continue.
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/] 06/30/2011 6 MOTION to File Documents Under Seal (attytrain10, ) |

You must check the box below to continue on to the next screen. Read the text, check the
box, and click Next to continue.

EECF Civil ~ Criminal ~ Query Reports ~ utilities ~ Search Logout

Sealed Documents
3:11-cv-00037-LAB -NLS Roes Surety Corporation v. Doe

Please check the box below.

I understand that this event is to be used for Proposed Sealed Documents only. I understand that Case Participants will receive a Notice of Electronic Filing of
this docket entry but will not have access to view the Proposed Sealed Document.

Mext Clear

In the Final Docket Text the Sealed Lodged Proposed Documents are linked to the Motion
to File Documents Under Seal, and the text also indicates attachments were included in the

filing. Click Next to continue.
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Criminal ~ Query Reports ~ Utilities ~ Search

Sealed Documents
3:11-cv-00037-LAB -NLS Roes Surety Corporation v. Doe

Docket Text: Final Text

SEALED LODGED Proposed Document re: [6] MOTION to File Documents Under Seal. Document to
be filed by Clerk if Motion to Seal is granted. (With attachments)(attytrain10, )

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

Source Document Parh (for confirmation only):
Cifakepath'_11cv35 Sealed Exhibit 1. pdf pages:1
Cifakepath'_11cv35 Sealed Exhibit 2. pdf pages:1

(Gieer] The
Notice of Electronic Filing is generated and sent to all registered users in the case.

*EC — R
UE F Civil Criminal Query Reports Utilities Search Logout

Sealed Documents
3:11-cv-00037-LAB -NLS Roes Surety Corporation v. Doe

U.S. District Court

Southern District of California

Notice of Electronic Filing

[The following transaction was entered by attytrainl0, on 6/30/2011 at 4:20PM PDT and filed on 6/30/2011

Case Name: Roes Surety Corporation v. Doe
Case Number: 3:11-cv-00037-LAB -NLS
Filer:

Document Number: 7

Docket Text:

SEALED LODGED Proposed Document re: [6] MOTION to File Documents Under Seal. Document to be filed by Clerk if Motion to
Seal is granted. (With attachments)(attytrain10, )

B:11-cv-00037-LAB -NLS Notice has been electronically mailed to:

pttytrainl0  deadmail@casd uscourts.gov

Lillian L. Litigator ~ litigator(@ example.com

3:11-cv-00037-LAB -NLS Electronicallv filed documents must be served conventionallv bv the filer to:

Remember: These documents are not available for viewing by attorneys or the public.
Counsel must serve copies of the sealed lodged proposed documents upon opposing
counsel in a conventional manner.

The proposed order for the judge, in Word or WordPerfect format must be e-mailed to
the assigned judicial officer.

If you need assistance with this process please contact the Clerk’s Office. Call the CM/ECF Help
Desk at (866-233-7983) between the hours of 8:30 A. M. and 4:30 P. M., Pacific Time, Monday
through Friday.
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