United States District Court
Eastern District of Texas

Instructions for Attaching Large
Documents to Docket Entries
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Instructions for Attaching Large Documents
to Docket Entries

Attaching large documents to a docket entry can be a tedious and

frustrating process. To assist you, the court has created a new event called
Additional Attachments to Main Document. The following procedure will
assist you in filing attachments with fewer mistakes and upload failures.

Before we begin, here are some important facts to consider:

1. If you are scanning documents, make sure your scanner is set to 300 DPI.
Resolutions higher than 300 DPI will only increase your file size and will not add
value to the scanned image. A typical page of typed text scanned at 300 DPI will
yield a 43 kilobyte PDF file. 1024 kilobytes equals 1 megabyte. A complex page
with graphics and text will yield a larger PDF file of around 175 kilobytes.

2. ECF will not accept a PDF document that is greater than 15 megabytes in size.
You willreceive an error during the upload process and you will have to start over.
Please check your file sizes before you begin. An efficient scan of your original
document will save you hours of work.

3. You can attach several documents to a single docket entry. The sum of the
complete entry may be greater than 15 megabytes but the individual PDF
documents must be less than fifteen megabytes. The first line in figure 1 below
represents three attachments to a docket entry. Each attachment is less than 15
megabytes and the sum of their file sizes equals 17.2 megabytes. This entry will
be accepted by ECF. The second line also contains three attachments and the
sum of their file sizes equals 17.2 megabytes but this entry will be rejected
because the file size of attachment No. 2 is greater than 15 megabytes.
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Attachment #1 Attachment #2 Attachment #3

+ + = 17.2 Megabytes

4.4 Megabytes 7.2 Megabytes 5.6 Megabytes
+ .8+
™ = 17.2 Megabytes

1.1 Megabytes 15.1 Megabytes 1.0 Megabytes

Figure 1

4. This event was created to assist with the filing of large attachments. Do not use this
event to submit a proposed order if you forgot to attach it to a previously filed motion.
If you need to send a forgotten proposed order, contact the Clerk's Office in the
appropriate division. They will instruct you to email or fax the Proposed Order tothem.

5. LOCAL RULE CV-7 states that proposed orders should not include a date or
signature block.

Please read through the whole procedure once before beginning to docket.
There are some index documents you will need to create before you can docket.
(See Steps 9 and 19)

Additional Attachments to Main Document Procedure

(You can use this procedure for any docket entry that requires attachments. For this
example, we will look at Motion for Summary Judgment.)

Let's say you have a Motion for Summary Judgment and you have the following
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attachments:

. Your Proposed Order for Summary Judgment (without the date or signature block)
. Exhibit 1 - Affidavit

. Exhibit 2 - Excerpts from Deposition, Pages 1 & 7

. Exhibit 3 - Graphs from Domestic Services Inc.

. Exhibit 4 - Population Index from USPW 1994

. Exhibit 5 - Deposition from Surprise Witness

. Exhibit 6 - Excerpts from Deposition - Pages 2 & 6

. Exhibit 7 - More Graphs from Domestic Services Inc.

. Exhibit 8 - My Grocery List

OCO~NOOUITDE WNPE

If all of your attachments are small, you could docket the Motion for Summary
Judgment and attach your proposed motion, all eight exhibits and go about the rest
of your day. However, in real life, exhibit 3 is almost 5 megabytes and so is exhibit 4.
Exhibits 7 and 8 are as thick as the Houston phone directory. You must break up this
list or the system will probably time-out. The system will time-out if an upload takes
longer than one hour.

So what do you do? Docket two events. The first event is the regular Motion for
Summary Judgment. The second event is Additional Attachments to Main
Document.

In a nutshell, you will docket Motion for Summary Judgment and attach your
proposed order and first set of exhibits. You will then docket Additional Attachments
to Main Document and attach the rest of your exhibits. If you have more exhibits, you
will docket Additional Attachments to Main Document again. More exhibits?
Docket Additional Attachments to Main Document again. You can docket
Additional Attachments to Main Document as many times as you need to to file all of
your exhibits. To avoid being timed out, remember the one hour time limit to upload
files, attach no more than 4 or 5 large attachments to a single docket entry. The larger
the attachments, the longer it takes to upload your files.

Step 1. Log into CM/ECF using your login and password.
Step 2. Click on the Civil button at the top of the CM/ECF screen. (Figure 2)
Step 3. Click on Motions (Figure 2)
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Criminal

Civil Events
TImitial Pleadings and Service Other Filings
Complants and Other Imbiatine Documents ADE Documents
Answers to Complaints HNotices
Cither Answers Tral Decuments
Appeal Documents
Motions and Related Filings Dther Diocuments
Iotions
Fesponses and Beplies
Figure 2
Step 4. Select Summary Judgment (Figure 3)
Motions
oirike A
substitute Attorney

Substitute Pa

Summary Judgrnent

Take Depositian

Taxation of Costs

Temporary Bestraining Order

Unseal Case b

Figure 3

Step 5. Enter your case number (Figure 4)
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Criminal

Case Number

B-48-cv-25 0017345, 1:99-0v-12345, 1-00.0v-123435, 000v1 2345, or 1 090v12345

|Ne>d] | Clear]

Figure 4

Step 6. Select the filer ( Figure 5)

Motions

t:48-cw-00025-Whis Doe CASE CLOSED on 02/15/2005

Select the filer.
Select the Party:

Doe, Jane [Flaint AddiCreate MNew Farty

Dioe. Johh [Defend

art]

Figure 5

Step 7. Browse and select your motion PDF file and click the Attachments to
Document: Yes button (Figure 6)
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Motions

6:48-cv-00025- WS Doe CASE CLOSED on 02/15/2005

select the pdf document (for example: CA192cv301-21 pdf).
Filename

\ChAritadocs\Mation. pdf }

Attaclonents to Document: ) ITo 5 Yes

Mt | Clear

Figure 6

Step 8. Your first attachment should be your proposed order. The first step on this
screen is to browse for your proposed order pdf. The second step is to select 'Text of
Proposed Order' and the third step is to click 'Add to List'. (Figure 7)
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Criminal

6:48-cv-00025- WS Doe CASE CLOSED on 02/15/2005

Select one or more attachments.
11 Enter the pdf document that containg attachment (for example: Clappendis pdf)

Filename

\CAritadocs\proposedorder. pdf :

21 At vour ophion, select a document type, enter a descnption andfor specify of transcript
Tvpe Description

' Text of Froposed Order

31 Add the filename to the st box below. I you have more attachments, go back to Stey

[ Addta List ]

I Femowe from List ]

M et

Figure 7

Step 9. The next attachment should be an index of the attachments that are
associated with this event. Don't include your proposed order as one of the
attachments. This index should only include the attachments that are part of this
docket entry which is Motion for Summary Judgment. (Figure 8)

You will need to create another index of attachments when you docket Additional

Attachments to Main Document later. This index will assist you, other attorneys and

the court to quickly locate documents in the docket entry.
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INTHE UNITED STATES DISTEICT COURT
FORE THE EASTERN DISTEICT OF TEXAS

TYLEE DIVISION
Jane Dece &
§
Plaintiff §
7. & Crvil Action o, &6:48CWV25
§
Tohn Sruth §
§
Defendant &
§

Atrtachments to Document 13
Motion for Summary Judgment

Index

Exhibit 1 - Affidavit
Exhibit 2 - Excerpts from Deposition - Pages 1&7
Exhibit 3 - Graphs from Domestic Services Tnc.

zzzzz

Figure 8

Please note that exhibits 5 - 9 are not listed in this index. That is because they are not
part of this docket entry, "Motion for Summary Judgment”. Exhibits 5 -9 will be part
of the next docket entry "Additional Attachments to Main Document.". Exhibits 5-9
are really a part of your motion, but they need to be added later. Confused and want
to jump ahead? Take a peek at figure 25 and you will see that the Additional
Attachments to Main Document reference your motion.

Let's continue with the example.
Complete the following steps as shown in Figure 9:
1) Browse to the index pdf.

2) Type "Index" in the Description field.
3) Click "Add to List"
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Criminal

Motions
G:48-cv-00025-WhS Doe CASE CLOSED on 02/15/2005

Select one or more attaclunents.

11 Enter the pdf document that containg attachment (for example: Clappendis pdf).

Filename

Chritadocsiindex] pdf Browse...

&) At yvour option, select a document type, enter a descniption andfor specily of transcript.
Type Desenption

|| |lndex

3 Add the filenarne to the list box below. I you have more attachments, go back to Step 1.3

Chritadocshproposedorder pdf I Aledics Ligh I

| Femowve from List |

M et

Figure 9

Step 10. You've finished attaching your proposed order and the index. Now all you have
to do is attach each exhibit listed in your index as shown in Figure 10.

1) Browse to your attachment

2) Type "Exhibit 1" in the description field

3) Click the Add to List Button
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Criminal

6:45-cv-00025- WS Doe CASE CLOSED on 02/15/2005

Select one or more attachments.

1) Enter the pdf document that containg attachment (for example: Clappendis pdf).

Filename
Critadocsifiller pof ;
21 At vour option, select a document type, enter a descoiption andfor spectfy o transcript.
Type Description
b Exhi_bit 1

2 Add the filenatne to the list box below. If vou have more attachiments, go back to Step 1.7

Chritadocs\proposedorder pdf l

Cihritadocs\index] pdf Add to List I

| Femowve from List |

R

Figure 10

Step 11. Repeat this step for the rest of your attachments. Make sure you change the
description for each one. The next exhibit will be labeled Exhibit 2. See Figure 11.
1) Browse to your attachment

2) Type "Exhibit 2" in the description field

3) Click the Add to List Button
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Criminal

B:48-cv-00025- WS Doe CASE CLOSED on 02/15/2005

Select one or more attachments.
11 Enter the pdf document that contains attachment (for example: Clappendi pdf).

Filename

Chritadocsfiller2 pdf :

21 At vour option, select a document type, enter a descnption andfor spectty of transcnpt
Tvpe Description

* || Exhibit 2

Chritadocs\proposedorder pdf ;
Chritadocshindex] pdf | Adgin st ]
Chritadocsifiller pdf

| Femowve from List J

Mext

Figure 11

Step 12. Repeat step 11 for each exhibit. Don't forget to change the description
number for each attachment. i.e. Exhibit 3, Exhibit 4 etc.

1 A dd the filename to the st box below. If vou have more attachments, go back to Step 1.

Step 13. The following figures, 12, 13 & 14 show the screens that you will see when

you finish docketing this event.

Attaching Large Documents to Docket Entries

Page 11



Motions

6:48-cy-00025-WhS Doe CASE CLOSED on 02/15/2005

Response Deadline

Diate

Mt | Clear

Figure 12

Criminal Query Reports

Motions
B AB-cy-000 250 E Doe CASE CLOSED on 0211572005

Docket Text: Modify as Appropriate.

B MOTION for Summary Judgment by John Doe. Resp
1/28/2005 (Attachments: = (1) Text of Proposed Order # (2) Index (3) Exlubit 1% (4) Exhibat 2= (5)
Exlubit 4) (Galveston, Seagull)

Clear

Figure 13
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Criminal Reports

6:45-cv-00025-Whs Doe CASE CLOSED on 02/15/2005

Docket Text: Final Text

MOTION for Summary Judgment by John Doe, Responses due by 2128/2005 (Attachme
Proposed Order # (2) Index# (3) Exhibit 1# (4) Exhibit 2# (5) Exhibit 3# (6) Exhibit 4)(Gal\

Artenfion!! Pressing the NEXT button on this screen cormits this fransaction. You will have no furt
modify thas transaction if vou continue.

Clear

Figure 14

Step 14. The first docket entry, Motion for Summary Judgment is finished. Figure 15
illustrates how it will appear on the docket sheet. You can see how important it is to
place a good description of the attachments in the description field. You can see that
attachment 1 is the Text of Proposed Order, attachment 2 is the index of the exhibits,
and the rest are exhibits 1 - 4.

B3 MOTION for Sumntnary Tudgment by Tohn Doe. Eesponses due by 2/28/2005 (Attachrnents: # 1 Tes
Indexd# 3 Extubat 19 4 Exbubit 2# 5 Extubit 3% & Exbubat 4)(Galveston, Seagull) (Entered: 02/2272005)

Figure 15

Step 15. You still have four more exhibits that you need to attach to the motion of
summary judgment. You will now docket Additional Attachments to Main
Document. The main document in this example is the motion for summary judgment.
It is document number 13 in this case. The document number is displayed in the first
column of the docket sheet. See figure 15 above.

Step 16. Click on the Civil link at the top of the CM/ECF menu. This will display the
Civil Events menu. Click on the Other Documents link under the subtitle Other
Filings. (see figure 16)
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Criminal

Civil Events

Imitial Pleadings and Service Other Filings
Complaints and Other huttatng Documents ADE Documents
Answers to Complaints Motices
Cither Answers Trial Documents

Appeal Documents

Motions and Related Filings Cither Documents
Meotions
Eesponses and Eeplies

Figure 16

Step 17. Select Additional Attachments to Main Document. (see figure 17)

Other Documents

Additional Atachments to Main Docurment
Amicus Curige Appearance
Application far Wit

Bill of Costs

Financial Affidawit

Financial Affidawit - CJA 23
Interpleader

Jury Demand

kdartinez Repar

Froposed Pretrial Order
Fequest far Entry of Default
Fesponse to Order to Show Cause
oatisfaction of Judgment
settlement Agreement

otatus Report

tipulation

otipulation of Dismiszsal
suggestion of Bankruptoy
suggestion of Death

Transcript Fequest

Figure 17
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Step 18. You will be prompted for the case number. (see figure 18)

Other Documents

Case Number

b-48-cw-25 0912345, 1:99-cv-12345, 1-99.cv-12345, 990wl 2345, or 1 99cv12345

Clear

Figure 18

Step 19. Your main document for this event will be the index of exhibits you will be
attaching with this docket entry. Do not attach the same index you created for the last
docket entry. For this example, it will list exhibits 5 - 8. (see figure 19). Browse to your
index and attach it to your entry. (see figure 20)

I THE UNITED STATES DISTEICT COURT
FOE THE EASTEEN DISTEICT OF TEXAS

TYLER DIVISION
Tane Doe &
&
Plaintiff &
s & Crvil Action Mo, 6:48CWV25
&
Tohn Srmuth &
&
Defendant &
&

Additional Attachments to Document #l?rl

Motion for Summary Judgment
Index

Exhibat 5 - Deposthion from Surprise Witness
Exhibit & - Excerpts from Deposition - Pages 286
Exhibat 7 - More Graphs from Domestic Services Inc
Exhibat & - My Grocery Last

Figure 19

Attaching Large Documents to Docket Entries Page 15



Other Documents

B:48-cy-00025- WS Doe CASE CLOSED on 02/15/2005

welect the pdf document (for example: CA19%9cw301-21 pdb).

Fillename

\Chntadocsyindex? pdf ]

Attachments to Document: O o & Tes

et Clear

Figure 20

Step 20. Begin attaching your exhibits. Just as you did in the previous docket entry,
make sure you type a good description in the description field. Click Add to List to
continue. (see figure 21)
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Criminal

Other Documents
B d8-ov-00025-WhS Doe CASE CLOSED on 02/15/2005

Select one or more attachiments.
11 Enter the pdf document that containg attachment (for example: Clappendi pdf).

Filename

Chitacocsifiller pdf

27 At yvour option, select a document type, enter a description andfor specify f transcript.
Type Deseription

v | | Exhibit 5
37 Add the filename to the lst box below. If you have more attachinents, go back to Steg

[ Add ta List |

[ Femowve fraom List I

| Mexd

Figure 21

Step 21. Repeat step 20 until all of the exhibits for this docket entry are added. Don't
forget to change your description for each exhibit. (see figure 22). After you've finished

adding your attachments, click the Next button.
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Criminal

Other Documents
G 48-cv-00025 S Doe CASE CLOSED on 02/15/2005

Select one or more attaclunents.
11 Enter the pdf document that contains attachmment (for example: Clappendi pdf).

Filename

Ciritadocstfiler? pof

21 At yvour option, select a document type, enter a descniption andfor specify if transcript.
Type Deserption

v | Exhibit B
3y Add the flename to the lst box below. If you have more attachments, go back to Step 1

Chritadocsifiller pdf I Add 1o List I

[ Remowve fram List ]

M et

Figure 22

Step 21. You should be viewing the screen shown in figure 23. Click the Refer to
existing event(s) check box and then click the Next button.

Other Documents
5:48-cv-00025-WhS Doe CASE CLOSED on 02/15/2005

Refer to existing event(s)?

Mt | Clear|

Figure 23
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Step 22. Click on the original document that these attachments are referencing. (see
figure 24) and click the Next button.

022272005 12 MOTION for Summary Tudgment by John Dioe. Eesponses due by 22872005
{Attachments: # (1) Text of Proposed Order # (2) Indess (3) Exhibat 1# ()
Estbbat 24 (30 Exthabat 34 (60 Exlubit 43(Galveston, Seagull)

I et Clear

Figure 24

Step 23. Great! You finished docketing Additional Attachments to Main Document.
Figure 25 shows what the docket sheet will look like. If you have more documents that
need to be attached to the original motion for summary judgment, go back to step 15
and docket Additional Attachments to Main Document again. You will need to attach a
new index with the list of exhibits that will be part of this new entry. Repeat steps 15 -
22 for each set of attachments that are a part of your original motion until all of your
attachments are added.

13 MOTION for Summary Tudgment by Tohn Doe. Responses due by 2/28/2005 {Attachments: # 1 Tes
Indesxd# 3 Extubat 1# 4 Estubat 2# 5 Esdubat 3% & Exhibat 4)(Galveston, Seagull) (Entered: 02/22/2005)

D14 | Additional Attachments to Mam Document: 13 MOTION for Summary Judgment.. (Attachments: # 1
Ezhibit 7# 4 Exhibat ) Galveston, Seagull) (Entered: 0272272005

Figure 25
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