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Getting Started

I ntroduction

This manual provides instructions on how to usethe Electronic Filing Systemto file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have aworking knowledge of Netscape and
Adobe Acrobat.

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Netscape software to perform the following functions:

. Access the Court’s web page

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

. Train personnel on atraining system comparable to the official “live”
system

. Electronically file pleadings and documents in actual (“live”) cases

. View official docket sheets and documents associated with cases

. View various reports (e.g., Cases Filed Report, Calendar )

. Download Netscape Browser and Portable Document Format (PDF)

configuration information



Requirements

Har dwar e and Softwar e Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

A personal computer running a standard operating system such as
Windows 98 (and up), or Macintosh

An Internet provider using Point to Point Protocol (PPP)

Netscape Navigator software version 4.6x, 4.7x or Internet Explorer 5.5.
(Higher versions of Netscape do not work at this time.) Because of
security concerns, a session can only be established using Netscape
Navigator 4.6x, 4.7x or Internet Explorer 5.5 or above. DO NOT USE
AmericaOn Lin€e sversion of Netscape Navigator, or aversion of
Netscape Navigator lower than 4.6.

Software to convert documents from aword processor format to portable
document format (PDF)

A scanner to transmit documents that are not in your word processing
system. (Thiswould only be used for documentsthat cannot be
produced electronically. Scanned documents lessen the leve of
service we provide by slowing down the entire system. We are moving
away from the utilization of scanned documentsinside the Court and
are asking you to do the same when possible.)

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have aPACER login,
contact the PACER Service Center to establish an account. Y ou may call the
PACER Service Center at (800) 676-6856 for information or to register for an
account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov/register.html A link to PACER’s site is provided on

the Court’ sweb site.


http://pacer.psc.uscourts.gov/register.html

Registering for Accessto ECF

Participants who have never used the system must contact the Court to obtain a
registration form for the CM/ECF system. Registration forms can be obtained at our
website at www.txed.uscourts.gov .

The completed registration form should be mailed or faxed to the address listed below for
processing.

U.S. District Court Clerk’s Office
211 W Ferguson
Tyler, TX 75702

Attn: ECF Registration

Once an account has been established, your login and password will be sent to you by the
Clerk’ s office by email.

Registered users can visit atraining version of the system on the Internet at
www.txed.uscourts.gov to practice ECF activities. It is strongly recommended that
participants take advantage of filing documents in the training database before filing
documentsin the “live” ECF database.



http://www.mow.uscourts.gov
http://ecf-train.mowd.uscourts.gov
http://www.txed.uscourts.gov

Prepar ation

Setting Up the PDF Reader

In order to view documents filed on the system, users must install a PDF reader.
All pleadings are in PDF format. When installing this product, please review and
follow the provider’ s directions to utilize the PDF reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the court’s Electronic Filing System. Before filing the document with the
court, users should preview the PDF formatted document to ensure that it appears
in its entirety and in the proper format (refer to Technical Notes in Appendix 1 for
known problems and troubleshooting) .

How to View a PDF File

. Start your PDF 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 fileisin PDF format, your

PDF program 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.

. 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 Documentsto PDF Format

Y ou must convert all of your documentsto PDF format before submitting them to
the Court’s ECF system.

The conversion processis relatively simple and can be accomplished in one of
two ways depending on the word processing program you are using.



For WordPerfect:

Version 6.1, 7and 8

Open the document to be converted.

Select the Print option and in the dialog box select the option to change
the selected printer. A drop down menu with alist of printer choicesis

displayed.
Select your PDFWriter.

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

Name thefile, giving it the extension .PDF .

Accept the option and thefile is converted to a PDF document.

Version 9-11

(Use above method, or) Open the document.

Click on the File menu and sdlect, Publish to
then click on PDF.

Savethefile asa PDFfile, giving it a.PDF extension.

Thefileisnow in a PDF format under the newly designated name, and the
original document remainsin its origina form under the origina name.



Other word processing programs.

You first must install a PDF writer such as Adobe or CutePDF. CutePDF is currently
freeto download and use. It isavailable at www.cutepdf.com. Other PDF writers are
also commercialy available.

. Open the document to be converted.

. Select the Print option, and in the dialog box select the option to change
the selected printer. A drop down menu with alist of printer choicesis
displayed.

. Select Adobe PDF or whatever PDF writer utility you have installed.

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

. Name thefile, giving it the extension .PDF .

. Accept the option, and the fileis converted to a PDF document.

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 PDFWriter, and follow the directions above.


http://www.cutepdf.com.

Basics

User Interactions

There are three general types of user interactions allowed by the system:
. Entering information in datafields

. Using command buttons to direct system activities

. Clicking on hyperlinks

Command buttons and hyperlinks are used to instruct the system what to do next.

Conventionsused in thisManual:

. Datato be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Command buttons are represented in this manual in [bracketed boldface
type].

. Hyperlinks are represented in underlined boldface type.

(Note: the most commonly used hyperlink, Main Menu, appears near the
top of most screens just below the Netscape menu buttons.)

DocumentsFiled In Error

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

To reguest a correction, please telephone the clerk’ s office where your caseis
filed as soon as possible after an error is discovered. Y ou will need to have the
case number and document number for which the correction is being requested. 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
will not permit you to change the misfiled document(s) or incorrect docket entry
after the transaction has been accepted.



Viewing Transaction L og

Thisfeature, selected from the Utilities Menu, allowsyou 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 permission, change
your password immediately, then telephone the clerk’ s office as soon as possible.

User’'s Manual

Y ou can download or view the most recent version of the ECF User’s Manual (in
PDF format) at the District Court’s website which is available at
www.txed.uscourts.gov .



http://www.mow.uscourts.gov

A Step-By-Step Guide

Below is a step-by-step guide for entering the system, preparing a document for filing,
filing amotion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training data base before trying to actualy file a document.

How to Accessthe System

Users can get into the system viathe Internet by going to:

www.txed.uscourt.gov
F@ UntitlediDocument - Microsoft Internet Explorer Lﬁ\jml
File Edit View Favorites Tools Help i
@Eack 7 ﬂ @ ;\l /‘ Search \r Favorites @Med\a {‘X e :\, o E ﬁ
Address | &] hitp://wwwi.teed.uscourts.gov/ D Go |Links ” @& -
Tl f§ o4 alcome
Dt Conrnt &jéﬁj A
i o th
| United Stat

 Locol Rules | nire ares

o

District Court

for the Eastern District of Texas

Click on one of the following links

for more information about CM/ECF:

ECF

ON-Line Training

Class Regishation Info.
CM/ECF
Login/Password Info.
Please note:
The court is currently not accepting ECF documents

& #® Internet
mﬂ | B Wordperfect 11 - ... 14 untitled - Paint } (g 1121 am

After arriving at the Eastern District of Texas s web site, click on the CM/ECF link, then click on

the link to “Electronic Case Files’ under the District Court heading.

A login and password is required to file a document (or train to file a document). Select the

Document Filing System.


http://www.txed.uscourt.gov
http://ecf.mowd.uscourts.gov
http://www.mow.uscourts.gov

Logging In

The next screen isthe login screen.

¢ B> .ﬂ ﬂ , @& o 7 estcietink CL | FI ® KC
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[ - x
e -

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 15 of the U.S. Code. All activities and
access attempts are logged

Instructions

Enteryour ECF login and passwiord for electronic filing capabilities. If you do not need
filing capabilities, enteryour PACER login and password. If you do not hawve a PACER
login, contact the PACER Service Center to establish an account. You may register
online at httpefpacer psc.uscourts gov or call the PACER Service Center at (800} 676-
6856 or (210} 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United
States atits September 1998 session, will be assessed for access to this service. All
inquiries will be charged to your PACER account. If you do not need filing capabilities,
enter your PACER login and password. The Client code is provided to the PACER
Lser as a means of tracking transactions by client. This code can be up to thirty twa
alphanumeric characters long

Authentication

Lagin:
Password:

client code:

CMIECE has heen tested and works carrectly with Netscape 4.7x and 7.0x. and Internet Explorer 5.5 and 6.0

. Enter your ECF Login and User Password in the appropriate data entry fields. Then
click onthe Login | button to transmit the information to the system. If an error is

made before you have submitted the screen, the Clear

button allows you to clear

the Login and Password entries so they may be re-entered.

. If an invalid combination has been submitted, the system responds with an error

message. Click on o , then re-enter your login and password.

Back

. The entry of avalid login and password combination prompts the system to display

the Main Menu.
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Once the Main Menu appears, choose from alist of hyperlinked options on the top bar.

3 CMIECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

© File Edt View Favorites Tools Help l?

=
Criminal . Query . Reports . Utilities . Logout Q_

U.S. District Court [TRAIN]
Eastern District of TEXAS TRAIN

Official Cowrt Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CNVECF operational issues.

This facility is for Official Court Business only. Activity fo and from this site iz logged. Document filings on this system are subject {o
Federal Rule of Civil Pracedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law
enforcement afficials.

Welcome to the ULS. District Court [TRAIN] for the Fastern District of TEXAS TRAIN Electronic Document Filing System. This
page is for the wse by attorneys and firms participating in the electronic filing system. The most recent version af the Netscape
browser and the Adobe FPDF reader can be obtained by selecting the Netscape/PDF Settings option listed below.

éj é 0 Internet

[ 3 CWECF TRAIN-US.... 3 CM/ECF TRAIN- LS., | 2] WordPerfect 11 - ... r’v,.;amm 10:52 &M

The date you last logged into the system appears at the bottom left corner of this screen.
Y ou 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 clerk’ s office as soon as possible.

The following text appears on the above screen:

Thisfacility isfor Official Court Business only. Activity to and from thissiteis
logged. Document filings on this system are subject to Federal Rules of Civil
Procedure # 11. Evidence of unauthorized or criminal activity will be forwarded
to the appropriate law enforcement officials.

Welcometo the U.S. District Court for the Eastern District of Texas Electronic
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Document Filing System. This pageisfor the use by attorneys and firms participating
in the electronic filing system. The most recent version of the Netscape browser and the
Adobe PDF reader can be obtained by selecting the Netscape/PDF Settings option listed
below.

You should become familiar with the navigational capabilities of your Netscape
browser. Most screen displaysin this system are split to provide a small top
frame for Netscape. Review Netscape's frame capability for new navigation tips.
Netscape/PDF Settings

Last login: 04-20-2004 09:38

19April 2004

Selecting ECF Features

Cwl »  Criminal +  Query +  Reports »  Utiities +  Logout o

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

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

Criminal Select Criminal to electronically fileall crimina case pleadings, motions,
and other court documents.

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

Reports Choose Reportsto retrieve docket sheets and case-filed reports. You must
log in to PACER before you can view an ECF report.

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

L ogout This feature allows you to exit from ECF and prevents further filing with
your password until the next time you log in.
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Civil Events Feature

Registered filers will use the Civil Events feature of ECF to electronically self-file and
docket with the Court avariety of pleadings and other documents for civil cases. Seethe
list of ECF events attached to the back of thismanual. The following portion of this
manual describes the basic steps that you will need to follow in order to fileasingle
motion with the Court. The processis consistent regardless of the event.

General Rulesand Manipulations

=

Manipulating the screens
Each screen has the following two buttons:

. CIear | clearsall characters entered in the box(es) on that screen.

. bl accepts the entry just made and displays the next entry screen, if any

Correcting a mistake:

<« » A A 2 wm S A @

Forward  Reload Home Search  Metzcape Frint Security S.top

Usethe Eﬁ; button on the Netscape toolbar to go back and correct an entry made on a

previous screen. However, once the document is transmitted to the court, only the court
can make changes or corrections.

Signatures
Documents which must contain original signatures or which require either
verification or an unsworn declaration under any rule or statue, shall be filed electronically

with originally executed copies maintained by the filer. Documents electronically filed
shall indicate asignature, e.g., “/s/Jane Doe”. (See Local Rule CV-5(a)(5))

Filing a Civil Complaint

Please refer to our website for "Instructions for Opening a Civil Case" .


http://www.txed.uscourts.gov/sites/default/files/documents/civilcasefilings40.pdf
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Filing Documentsfor Civil Cases
There are nine basic steps involved in filing a civil document:

1. Select the type of document to file (see Attorney Event Menu);

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

3. Designate the party(or parties) filing the document;

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

5. Adding Attachments (and what to do when attachments are in paper format);
6. Linking documents,

7. Modify the docket text as necessary;

8. Submit the pleading to ECF;

9. Receive notification of electronic filing.

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

1 Select the type of document tofile

Select Civil from the 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 filing. This section

of the User’s Manual describes the processfor filingaMotion in ECF. The processis
similar for filing other pleadingsin ECF.

R htt ps:flecf-train.ixed. uscourts. govicgi-bin/DisplayMenu. pI?CivilEvents - Microsoft Internet Explorer = [ZJ [E| E| £

: File Edit Wigw Faworites Tools Help ;;'

: - =
C Qrak - DD x| |&] @ O search 57 Favorites @A Media 2) A- i =

: Address @ hktps:ffecf-train, txed, uscourts, govfcgi-bingDisplay Menu, plFCivilEvents .v_ [=ta] Links * i
I Civil Events I
Imitial Pleadings and Service Other Filings
Complamts and Other Initiating Documnents ADE Documents
Service of Process Discovery Documnents
Answers to Complamts Notices
Other Answers Trial Docwnents
Appeal Documents
Motions and Related Filings Other Documents
Motions

EBesponses and Replies

| @Done 2 & Internst

75 2 Internet Ex... - | [ wordPerfect 11... I U, AT 12:10 PM

Click on Mations, under the category of Motions and Related Filings.




i CM/ECF TRAIN - U.S. District Court:ixed - Microsoft Internet Explorer B T IEEE)

© File Edit  Wiew Favorkes  Tools  Help aE

C Pk - @D x| [&] To D search Sl Favorkes @Pmeda £33 LA- L B

: address Ig] htkps: ffecF-train. kxed, uscourks . govicgi-bin/Dispatch. pl?motion vl f=rs P Links ™
Motions -
Alter Judogment e
Amend/Correct —=

i Appeal ln Forma Pauperis

Appear =

Appoint Counsel

Appoint Custodian

Appoint Expert

Appoint Guardian/Attornesy ad Litemn [

et

T

#&] Done =) & Inkernet

7% 2 Inbernet Ex... ~| [2] wordPerfect 11... ] D, A 12:13 PM
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The M otions screen appears and displays amotion selection field with a scroll bar next to

it. Scroll through the menu until you find the type of motion or application you wish to
file. To select multiple motions, press and hold down the Ctrl key, and click on the
appropriate motions or applications.

2. Enter the case number in which the document isto befiled

If it is correct, scroll to the bottom of the screen and click on M .

2l CMJECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer = ['_ ”'I:I|| £

: File Edit Wiews  Faworibes  Tools Help -1?,-l

C k- D ] [&] @n O search iy Favories @Predia ) A L

: Aaddress |@ https: ffecf-train, bxed. uscourts, gov fogi-bin Dispatch, pl? 905 142 792373755 V| Go : Links >
Motions

Case Number

|5-U3"3\~"3'I DR-12345, 1:99-cw-12345, 1-3F-cw-12345, 38cvl2345, or 1:3Pcwl2345

R = s}

#&] Done =) & Internet
"l stant = A&

n
=
T
]
@
i3

i 75 2 Internet Ex... | [ WordPerfect 11... ] O o 1216 PR




3. Designatetheparty (or parties) filing the document

2l CM/ECF TRAIN - LI.S. District Court:txed - Microsoft Internet Explorer = |Z|IE|E| ;
Fil=  Edit  W¥iew  Favorites Tools  Help ,’
@ Back ~ g |£] @ \-_;\J ;_-) Search \E:':S‘ Favorites @ Media E‘} I_/" - ::;_
| Address |£j https: ffecf-train.bxed, uscourts. govfcgi-bingDispatch. pl7 379242520061 954 v| Go Links >
Motions
6:03-cv-00001 -WNHS-TK G Robbing v. Gardenlane
1 ]
Select the filer.
Select the Party:
Gardeniane, Big [Defendant || Add/Create MNew Party
Robbins. Rhonda [FPlaintiff]
= /
| 1l
&) Done 2 & mnternet

7% 2 Intermet Ex... - -E wordPerfeck 11...

Click on the name of the party for whom you are filing the motion to highlight it, or, if you
represent all defendants or al plaintiffs you may select agroup by clicking in the circle next to the

group.

4. Specify the PDF file name and location for the document to befiled

16

N CMJECF TRAIN - U.5. District Court:txed - Microsoft Internet Explorer E o ]El | I
Fil=  Edit  “iew  Favorites  Tools  Help F :‘-‘
@ Back - g x = \_;j ,;_‘J Search “:_;ng’ Favorites @Medla {“:f i:\::' :;_
: address |£;| https:)ecF-train. bxed. uscaurts, goswcgi-bin/ Dispatch. pl? 54451990 156655 1 V| =] i Links **
Motions

6:03-cv-00001-WMS-JKG Robbins v. Gardenlane

Select the pdf document (for example: C\199cvi01-21 . pdf).
Filename

[ |[(Browse.. |
Attachments to Documment: & No O Yes

Fiee

o= e

&1 2y & Internet

v s start = [P | 5 B F B 72 2 Internet Ex... vrlzl"-"'- EEC I l S, AT
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ECF accepts the party or parties you selected and refreshes the screen and displays afield
for locating and entering the PDF file of the document you arefiling in ECF. Thefile
MUST bein a PDF format with a .PDF suffix. Otherwise, it will not be readable by
the system. If an attempt is made to upload a non-PDF file, or make a standard docket
entry without also submitting a document, an error message will appear.

Fil= Upload
Look in: | =3 PDF Files =] | | ﬁl =z |
File name: ITE:rr_l,Jm | Open l
Files of type: I HTHrL Files ;I Cancel
o

Click onthe _Erawse.. | button to navigate to the appropriate directory and file to select

the document. Use the mouse to select the directory in which the PDF version of thefileis
located.

Navigate to the appropriate directory and file name to select the PDF document you wish to
file. Highlight the file to upload to ECF.

Change thefiles from

To verify that the document being filed is the correct document, after thefileis selected,
right click on the file name to bring up a quick menu and left click on open. The pdf
document will open and can be viewed to verify that it is the correct document.

Once you have verified the document is correct, close your PDF reader program and click
on the Open button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Motions screen. If you fail to select adocument to file with your pleading,
ECF will display an error message. Just click the Back key to choose your PDF document.

If there are no attachments to the motion, click _Mest |
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5. Adding Attachments to the Document Being Filed

If you have attachments to the motion (e.g. an exhibit, appendix, proposed order, etc.), you
will select the [Y es] button on the screen depicted below. Click on the _N&t| putton,

2 CM/ECF TRAIN - .S, District Court:txed - Microsoft Internet Explorer = E][E”zl |
: File Edit “iew Favorites Tools Help ar
e Back - > ] |ﬂ |§| f ;\J j_ ) Search ‘*ﬂ;:&‘ Favorites @ Media {?} f\’ - ._’; ——
¢ Address |£$| htkps: fiecF-train.txed. uscourts, govfogi-bin/Dispatch. pl?5445 19901 566551 b | G0 DLinks **
Motions
6:03-cv-00001-WMS-JKG Robbins v. Gardenlane
| Ll
Select the pdf documnent (for extample: C:\199¢cvi01-21.pdf).
Filenamne
[I%_0422125413_001.pdf |[ Browse... |
Attachments to Docmnent: O No & Yes
Next
1
@ é 0 Internet

&2, - worde... [ @l Mike L. I " ATV 1:08 PM

An additional screen is displayed which alows you to attach one or more documents. All
exhibits must be attached to the motion, application or document being filed. A proposed
order must aso be attached to the motion.

2N CM/ECF TRAIM - U.5. District Court:txed - Microsoft Internet Explorer = —_J[E| _| ;
File Edit Wiew Fawvorites Tools Help :;’

@ Back - (J |i] |EL| h /:J Search \E:E‘ Favarites @ Media E‘\‘ ;’._'-_" = k,',’_

: Address |@ htkps:)fecf-train. txed. uscourts, gov/cgi-bin Dispatch, plr44 9022 1 39997253 Vl Go : Links **

If : “
Motions

6:03-cv-00001-WMS-JKG Robbins v. Gardenlane

Wl Select one oy more attachments.
1) Enter the pdf document that containg attaclhunent (for example: C:lappendix.pdf).
Filename

| | Browse.. |

2) At yvour option, select a documnent type and/or enter a description.

Type Description

| = |

3) Add the filename to the list box below. If you have more attaclunents, go back to Step 1. When
the list of filenames iz complete, cliclkk on the Next button.

’V Add to List

& Done 2 4 Internet

|1 B2 = R

=z mt.. -| |2 wordr... [ @ imikel... I ", e 1:11 PM
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Click on _ Browse.. | to search for the document.

. Under Type of Attachment click the arrow on the type of attachment.
Affidavit
Appendix
Civil Cowver Sheet
|Errata
JExhibit
Supplement
Text of Proposed Order
[
. To describe the attachment more fully, click in the description box and type in the
description. (If you choose “Exhibit” in the drop down box, thereis no need to type
“Exhibit” in the description box.)
. Clickon = addtoList |.
. If there are additional attachments, repeat this sequence for each one.
2N CMJECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer, = EJE”Z' -
:  Fil= Edit Wig Faworikes Tools Help 'l';s

@Back - s |ih] |EL| 7;\] /'..7‘-' Search ‘“‘?:‘E‘Favorites wMedia 65‘? Gl - ._’;

: Address [48] Rtps: f{ecf-train. txed. uscourts. govicgi-bin/Dispatch. plPo4 707750263031 1 ~| Go P Links ™

-~ |5

Select one or more attaclunents.

1) Enter the pdf document that contains attachment (for example: Clhappendix.pdf).
Filenaine

[I%_0422125413_001 polf [ Browse.. |

2) At yowr option, select a document type and/or enter a description.
Type Description
| Text of Froposed Order V|| |

3) Add the filename to the hst box below. If vou have more attaclunents, go back to Step 1. When
the L=t of filenames iz complete, cliclk on the Nesxt button.

|
| Add to List
[ Femowe from List ]

11 Be =z o)

~
Done é 0 Internet
&]
Ts Start = [P A g e B g B S G & 21 - [Plwerd... | @ miks ... | 2w, @ 1:22 PM

After adding al .pdf documents for attachments, click on BIE
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6. Linking Documents

If your document refers to an existing document in the case, click on the box to the left of
Mext

“Refer to existing event(s)?’ and click on

B =]
:,n

3 CM/ECF TRAIN - LLS. District Court:txed - Microsoft Internet Explorer

Tools  Help

: File Edit View Favorites

: - — n

@ Back ~ () x ,; .\‘. P ) Search it( Favorites @Media ﬁ‘;{ —
v By |itinks >

: Address g‘l https:fiecf-train. bxed. uscourts. gowfcgi-binglogin. pl7 620072954 069445-L_255_0-1

Civil - Criminal . Query - Reports - Utilities  »

6:03-cv-00001-WMS-JKG Robbins v. Gardenlane

Select document to be amended/corrected.

[JRefer to existing event(s)?
Filed | [to |

Documents | to

& Internet

Scroll through the list of pre-existing documents, and click on each that applies

Scroll down and click on Next

The next screen will automatically reflect the response/suggestions in opposition deadline.



7. Modify docket text

2l CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer = —_“El _| ]

: File Edit Wiew Favorites Tools  Help :;‘

@ Back =~ (g x ",;,: ‘_:\] /-::' Search \:;\7\‘ Favoarites w Media Q:“:‘ :-_-_‘::_ = -:;;: —

i Address @ htkps:ffecf-train. txed, uscourts, gowfcai-bingDispatch, pl?S849734995385845 v| =] | Links % i
| Motions I

6:03-cv-00001-WMS-JKG Robbins v. Gardenlane

Docket Text: Modify as Appropriate.

B - | MOTION to Dismiss | | by Big
Gardenlane . (Attachments: 7 (1) Text of Proposed Oxrder)
{(Orangetree, George)

&1 pone 2 @ Internet

. Click on the drop-down list and select the correct modifier, if necessary:

T
First

Second t
Alias 1
Amended
Zonsent
Emergency
1Ex Parte
Interim

Joint

Fost

Fre

Reply

o SUpplemental

. Click on the white box (open text area) to the right of the description of the
document you are filing and type in any additional description, if appropriate.



8 CM/ECE TRAIN - LI.S. District Court:txed - Microsoft Internet Explorer

6:03-cv-00001-WMS-JKG Robbins v. Gardenlane

i Docket Text: Modify as Appropriate.

~| MOTION to Dismiss |Civil Rights Claims | vy Big
Gardenlane . (Attachments: 7 (1) Text of Proposed Order)
(Orangetree, George)

Amended

: File Edit Wiew Favorites Tools Help .1—"
e Back - e A ",.-: ‘;j /__j Search '*:;'\?J‘ Favorites wMedia &? sl ~ -,:;',. Gl

Address |@_°| https:fecf-train.txed. uscourts, govfcgi-bingDispatch, pl?S54 973499535546 - | G P Links **
Motions

|0 ey L= pe

&] 2y 4 Irternet
—_—

[ [P word...

o
U @B mike ... L BE P ]

. Click on Vet

8. Submit the Pleading

1:49 Pr

. When you arrive at the Final Approval screen, if the entry is correct, scroll down
and click onﬂl . Otherwise, click on the BACK key to correct the entry.

To abort the entry, click on Civil to start over.

X CMJECFE TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

Fil=  Edit  Miew  Faworites

: Tools  Help - .
e Back - (L J |ﬂ @ \_‘j /__\J Search \?:3‘ Favarites w Media {-Ej‘ (= ._::;'_ 4
: address |£J https:ffecf-train.kxed, uscourts, gowfcgi-bin/Dispatch, pl? 37967 7602394045 v| [=]=] 3 Links =
| -
Motions
6:03-cv-00001-WMS-JKG Robbins v. Gardenlane
Docket Text: Final Text
! Amended MOTION to Dismiss Civil Rights Claims by Big -
Gardenlane. (Attachments: # (1) Text of Proposed Order)
{Orangetree, George)
Attention!! Pressing the NEXT button on this screen commits this
transaction. You will have no further opportunity to modify this
transaction if you continue.
@ Cone |2| 0 Internet

1:54 PM
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9. Notice of Electronic Filing

. After fina approval is given, the next screen displays the official filing receipt.
<2l CM/ECF TRAIN - LI.S. District Court:txed - Microsoft Internet Explorer = Elrz
: File Edt Wiew Favorites  Tools  Help :,‘
: @Back M~ | lﬂ lg :\] /.-t' Search \;‘3‘ Favorites @Media 6‘-‘} T g A
 Address :g‘]_I'_\ttps:,l',!’aEF-tra_ln‘tx_elj:L!sc_nL_lrts._gnwfcgl-hln,iDlspat_ch.pPTﬁD‘W‘?Z_B_EZ;E_!_Sﬁ_BZ v Ese ks
["Docket Text: 5

Amended MOTION to Dismiss Civil Rights Claims by Big Gardenlane. (Aftachments: # (1) Text of Proposed Order)(Orangetree,
George)

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

Document description:Main Document

Original filename:n/a

Electronic docunent Stamp:

[STAMP dcectStamp_TD=1041545818 [Date=4/22/2004] [FileNumber=58481-0]
[b51a64f497 3fbfcabebd26597 aa3bal {62107 a861acclcdf528a96362b0ceblfd34e2
145bedf017920268 d63feeab39167 cd86c66a3521143725e24066ef22Hb ]|
Document description:Text of Proposed Order

Original filename:n/a

Electronic docunent Stamp:

[STAMP dcecfStamp ID=1041545818 [Date=4/22/2004] [FileNumber=58481-1]
[a9e690cdebel a28c6176558a37825fe61c5ccd4304bd33boe51318be26c563beasi7a36
OeZcada3lb4de332d55347435del095df5c7a7 cecal 565263¢74£196966]]

6:03-cv-1 Notice will be electronically mailed to:

George Orangefree  rita_robbins@txed.uscowts.gov, David_Provines@txed.uscouts. gov
6:03-cv-1 Notice will be delivered by other means to:

Michael Smith

P O Box 3725
Houston, TX 77253-3725 v

Céj Done é 0 Internet

N - = e ¢ e = s =
iy Start 2R 018 2 CEES 7 2 Internet Explorer = | [9] WordPerfect 11 - [M:... | @ bike Lantz - Ibox - ... i:.‘g,_‘:'u,,,mm 2:02 PM

This screen gives you confirmation that the system has received the entry, and the
document is now an official court document. It aso tells you the date and time your
transaction was received by the court, and the number assigned to the document. For
future reference, please note the document number on the PDF document file. Scroll
down to view the entire receipt.

=
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. To print out the receipt, click = Fiint " on the Netscape Toolbar.

. To save the receipt, click on File at the top of the Netscape screen, and select “ Save
Frame As...”

. If parties are not receiving notice electronically, it is your responsibility to serve

them with hard copies of all documents and attachments at the address listed under

“Notice will be delivered by other means to:”
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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.

2N CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

ek - (D [¥] [F] 0 SO seach 57 Favarites @ Media €2

Address | ] https: fjecf-train. bxed, uscourts,govicgi-bin/login. pl?94 32286060501 23-L_235_0-1

-

~| B se Links **

=
Reports utilities * Logout ',_

Criminal . Query

Search for a party
Last/Business name ||

] Capitalization counts. The asterisk wildcard may be used to broaden the criteria entered. = @ Internet
e —— ; = =
+s Start =2 (A &' G B LS 2R CMIECF TRAIN - U.5.... ‘%, 11:43 AM

wwordPerfect 11 - [M:,..

Y ou must first perform a search to seeif your party is already entered in the ECF system.

Type the first few letters for acompany name or, for an individual, the first few letters of
the party’ s last name.

. Click on = Search |

M CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

File Edit View Favaorites Tools  Help

=
3 = ) ~ W) <M ;)
) Back >] o (& o ) search 5l Favorites @ Media X o -
address |#5] https: }fecf-train.txed. uscourts. govwfcgi-binflogin. pl?94 32266060501 23-L_238_0-1

~ By s Liks >

Criminal

=
Query o Reports utilities . Logout 2
Search for a party

Last/Business naine

Party search results
Johnson. Gary
Johnson. Michael

[ Select name fram list | [ Create newpamy |

] Capitalization counts. The asterisk wildcard may be used to broaden the criteria entered.

: 7 g . Inkermet
e —r .
+s start = (A8 - 0o @ G B E @

2 CM/ECF TRAIN - U.5.... | [2] WordPerfact 11 - [M:...
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If amatch isfound, ECF will display alist of party names. If the name of the party
appears, select it from the list and then click the Select Name from List button.

Review party information and be sure to Select Party'srolein thisfiling and click
on the correct role.

Click " ubmit -

If the party search returns No person found, you will click
Create new party

© File Edt  View

- LS. District Court:txed - Microsoft Internet Explorer

Favarites  Tools  Help Ifa'

Q Back ~ 7} Iﬂ IELI ;\J /.- ) Search \E:Z’ Favarites @ Media Q-T‘f T 5 =&
: Address '@j https:jfeck-train.bxed. uscourts, govicgi-bin/login. plP 9432266060501 23-L_235_0-1 v Go Links **
Criminal . Query . Reports + Utilities . Logout ?
Party Information
Last name Johnson First name Fred
Middle name Generation Title
Role Defendant (ditpty) v Prose no v
Prisoner Id Office
Unit Address 1
Address 2 Address 3
City State | Zip
County b Country
Phone Fax
E-mail
Party text
Start date 442642004
[ Submit ][ Cancel ][Clear]
] @ C:apltahzatlon counts, The asterisk wildcard may be used to broaden the criteria entered. | é 70 Internet

[P —— = = - o
+5 Start e Hi-0 € PO &G R CWIECF TRAIN - LS., r'a-'-;'-:-r- rFc I—m M 11155 AM

Add the party information to compl ete this screen. For a company, enter the entire
company name in the Last Name field. For an individual, fill out the Last Name,
First Name, Middle Name, Generation and Title fields as appropriate. Choose the
appropriate Role from the drop down list. Leaveall other fields blank.

Click = =ubmit -
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Submitting Proposed Orders

All motions filed must include a proposed order for the judge’ s signature. The proposed
order should be attached to the motion as a separate attachment and designated as
“Proposed Order.”

Filing Proposed Documents

If the document you wish to file requires leave of court, such as an amended complaint or
adocument to be filed out of time, the proposed document shall be attached as an exhibit
to the motion. If your motion is granted, the order will direct you to electronically file
your document with the court.

Filing Other Types of Documents

To file adocument other than a motion or application, make the appropriate selection from
the “File A Document” menu. The screens that follow will be very similar to those
described above for filing a motion.

E-Mail Notification When Documents are Filed
Attorneys associated with ECF cases will be automatically notified by e-mail and receive

the Notice of Electronic Filing when adocument isfiled in ECF cases, provided they have
an Internet e-mail address.


mailto:sue.anderson@mow.uscourts.gov
mailto:jorita.gicinto@mow.uscourts.gov
mailto:dana.weinzerl@mow.uscourts.gov
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Criminal Events Feature

Filing Documentsfor Criminal Cases
There are eleven basic stepsinvolved in filing a criminal document:

Select the type of document to file (see Attorney Events List);
Enter the case number in which the document isto be filed;
Designate the defendant that the filing relates to;

Verify that the case number and caption are correct;
Designate the party (or parties) filing the document;

Select the appropriate motion you are filing;

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

: Modify docket text as necessary;

0.  Submit the pleading to ECF; and

1. Recelve the notification of electronic filing.

RROONoOA~AWNE

After successfully logging into ECF, follow these steps to file a pleading.
1. Select the type of document tofile

Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens displaying al of the events from which you may choose for
your filing. This section of the User’s Manua describes the process for filing a
Motion in ECF. The processis similar for filing other pleadingsin ECF.

]
EECF Ciwil » Criminal + Query + Reports + Utiities + Logout




Click on Mations, under M otions and Related Filings

2 CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

: File Edit “iew Favorites Tools  Help

Qo - O *x| ] @ J)search G pFavories @PMeda £2) - &

¢ Address | @] hitps: fecf-train.txed.uscourts.gov/egi-binjlogin. pl? 101528232449901-L_238_0-1 - Go ilinks ¥

Criminak Query Reports Utilities Logout

Criminal Events

Charging Insituiments and Pleas
Plea-Related Documents

NMotions amnd Related Filings
Motions
Responses and Replies

Other Filings
Discovery Documents
Waivers
Service of Process
Notices
Trial Documents

Appeal Documents
Other Documents

éDone I

A aW/ECF TRAL.. | O]} erfact .. | G Mike Lantz - L., Fu_,« = A 11:22 M

2. Enter the case number in which the document isto befiled

A new Motions screen opens with a Case Number field. Enter the number of the
case for which you are filing amotion and click on [Next]. If the number is
entered incorrectly, click [Clear] to re-enter. If the computer prompts that you
entered an invalid case number, click on [Back] to re-enter.

-2l CM/ECF TRAIN - U.S. District Court:ixed - Microsoft Internet Explorer

: Fle Edit Wiew Favorites Tools  Help o=
ek - @ - [¥] (B T D search Sl Favorites @ Media 2) - &
: Address |#&] https: ffecf-train.txed, uscourts, gov/cai-binflogin, plF 10 1528232449901 -L_238_0-1 3 ﬂ Go : Links >
Criminal Query Reports utilities
Motions
Case Number
6:03cr01 F2-12345, 1:9%-cw-12345, 1-989-cw- 12345, 8Pcv12345, or 1:95cvw12345
hiext

F 2 & Internet

@B Mke Lankz - L... r)f = 11:30 AM
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3. Designate the defendant that thefiling relatesto
Click in the boxes to place a check next to each defendant’ s name that thisfiling
relatesto. If it relatesto all defendantsin the case, check the box for All
Defendants and leave the other boxes unchecked. When finished selecting
defendants, click on [Next].

4, Verify the case number and caption are correct

5. Designate the party(s) filing the document

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

2 CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

: File Edit View Favorites Tools Help ,',‘

: PR A

@ Back ~ () lﬂ lg .'\J P ! Search ’\" Favarites @ Media &“"‘ T

 ddress (@] hbtps: [feck-train. bxed, Uscaurts govjcgi-binflogin plP7FE3051951 64756-L_236_0-1 v|BE)se iunks ?

=
Criminal . Query . Reports . Utilities . Logout ?

Motions

6:03-cr-00001-TH USA v. Martin

Select the filer.
Select the Party:

|USA, [Plaintiff]
| Martin, Sam (1] [Defendant

@:lDDne é ‘ Internet

o

;:sl‘ar{ 2P A0 & o P B & @ | 9 MEFas.. @ cEcFTRA.. | [P WordPerfect,, | @ Mke Lankz- ... | @@ m 1155 AM

i

29
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6. Select the appropriate motion you arefiling

The Motions screen appears and displays a motion selection field with a scroll bar
next toit. Scroll through the menu until you find the type of motion or application

2 CMIECF TRAIN - LL.S. District Court:txed - Microsoft Internet Explorer
File  Edit ‘iew Favorites Tools  Help .1:
o - = m
0 Back ~ () Iﬂ IELI ‘) s ! Search \5 . Favorites ej‘ Media 6“? - &8
Address | @] https:fect-train.bed.uscourts, gov/cgi-bin/login plP 778305195 1647558-L_238_0-1 v Blce ks ®

Criminal . Query . Reports . Utilities

Motions
6:03-cr-00001-JH USA v. Martin

Acouittal ol
Alter Judgrment

Amend/Corect

Appeal In Forma Fauperis

Appear

Appoint Counsel

Appoint Expert

Bifurcate ~

&] Done 2 & Internet
Hi-o @ % P 2 &2@& [ aareras.. 2} CMIECF TRA... r‘-.-‘-.-'n:u'dPE:rfEn:t..‘ @ Mike Lantz - .. ~SE 12:04 PM

7. Specify the PDF file name and location for the document to befiled

ECF accepts the party or parties you selected and refreshes the screen to display the
new Motions screen. ECF displays afield for locating and entering the new PDF
file of the document (pleading) you arefiling in ECF.

It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to filein ECF MUST
residein PDF format. Otherwise, ECF will not accept the document and users will
be unable to retrieve and read your document from within ECF.



2} CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

Fle Edt Wiew Favorites Tools Help o

: o — "
@Back A > | lﬂ |EL| ‘o o~ Search 7 Favarites @Med\a &« - @ =

v Jegi-binflogin, pl7778305195164758-L_238_0-1

v B [iunks ®

Query Reports

Motions

6:03-cr-00001-JH USA v. Martin

Select the pdf document (for example: C:\199¢v501-21.pdf).
Filename

|| Browse...

Attachments to Document: & No O Yes

&] Done 2 @ Internst

. Click on the [Browse] button. ECF opens the following screen:

B [51%]
:f

& |ﬂ \E‘ ) /'_\-‘Ezaarch 5.7 Favorites @l vedia (4] - @ =

) httpg:,l’fecf-traln.i{;ed.uscourts‘gov,fcgltbln,flog\n.pl???SSUE195164758-L_2387El-1 v - G : Links 22
Logout
F T )
6:03-cr-00001-JH USA v. Martin Chieeks fila
Laak in ‘@ Desktop j 4= ¥ B

= ..r_} My Documents
\ab‘ 5 J My Compuker
Select the pdf document (for example: C:199|  MvFecent Sy network Flaces

: Documents o=y
Filename Fr (=) Apps

] |CT)Unused Deskkop Shortcuts

£ Desktop
Attachments to Document: & No O Yes

My Camputer

g
My Metwork. File name: j Open

Places
Files of bype: HTHL [* kit * htral) Cancel

S @ Internet

31
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Change the Files of type from:

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

Highlight the file to upload to ECF.

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 to [open]. Your PDF
reader will launch and open the PDF document you selected. Y ou should view your
document to verify that it is the correct document.

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

If there are no attachments to the motion, click on the [Next] button. A new
Motions window opens. Go to Section 6, Modifying Docket Text, to proceed with
your filing.

If you have Attachments to your motion, you will select [Y es] on the screen
depicted on the previous page. Click on the [Next] button and proceed to the first
step in Section 7 - Adding Attachments to Documents Being Filed.

ECF will not permit you to select afile for your pleading that is not in PDF format.
If you do select the wrong document, click on the [Back] button and ECF will
return to the Motions screen. Select and highlight the PDF file of your pleading
and proceed as before.
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Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the

error message depicted below.
E ELI- (=[]
T
] o
O Back ~ () |ﬂ |EL| :;‘J /7 ) Search M:ﬂ\’/ Favorites @ Media  £<) - i F
 Address | @] httpsi)fecf-train txed. uscourts. govjegi-binflogin. pl? 778305195 164758-L_238_0-1 ~ Go i Lirks
—
‘ Criminal . Query . Reports . Utilities . ?
H

Motions
6:03-cr-00001-JH USA v. Martin

Select the pdf document (for example: C:\199cv501-21.pdf).
Filename

Browse

Attachiments to Document: & No O Yes

Microsoft Internet Explorer

! 3 Mote: You have not selected a document.

&] Done 2 @ Internst
-

& i P 2@ | ocmEcFas. B covEecrTra.. | [P werdPerfect.. | @ Mike Lantz - .. i &0, mm | 12:23PM

. Click [OK] from the screen depicted above, and ECF will return you to the
Motions screen. Y ou cannot proceed without attaching a PDF document.

8. Add attachmentsto documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew Motions screen appears.

. Click on [Browse] to search for the document file name of the attachment.

. Next to the field for attachment Type, click on the arrow and ECF opens a pull-
down screen. Highlight the type of attachment from the displayed selection.

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

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

M CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer.

: Fle Edt Yew Favortes Tools Help o

: - A =) i . A - -

E O Back. >} Iﬂ Ig | Search 7 Favorites w Media €< ="

: address @j https:jecf-train, txed uscourts, gowjegi-binglogin, plP 7783051 95164 758-L_236_0-1 g (=t} : Links

Criminal Query Reports Logout

Motions
6:03-cr-00001-JH USA v. Martin

Select one or more attaclhinents.
1) Enter the pdf document that contains attaclument (for example: Clappendix.pdf).

Filename
2) At your option, select a document type and/or enter a description.
Type Description

|
3) Add the filename to the list box below. If you have more attachments. go back to Step 1. When the list of filenames 15 complete,
click on the Next button.

14_0423122302_007 pdf F—

Mext

@] Done 4 Internet
P 2 s @ [ @ omecras, i dPerfect... | @ Mike Lantz- ...

. Repeat the sequence for each additional attachment.

. After adding al the desired PDF documents as attachments, click on the [Next]
button.

9. Modify the docket text

-2l CM/ECF TRAIN - U.S. District Court:ixed - Microsoft Internet Explorer

© File Edit  Wisw Favoribes Tools  Help o
<« LR x| [& B | S search Sl Favorites @ Media  E2) - S
Address | ] https:/iecf-train txed, uscourts, govfcgi-binflogin,plP 77 E3051 85164750-L_235_0-1 ~ Go Links **

Criminal Query Reports Utilities Logout

Motions
6:03-cr-00001-JH USA v. Martin

Docket Text: Modify as Appropriate.
B | MOTION to Suppress by Samn Martn . (Attachments: # (1)
Exhibit) (Orangetree, George)

&] Done & Internst
5 < [ @ tike Lantz - ..
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. Click on the drop down box to open amodifier list. Select amodifier if
appropriate.

. Click in the open text areato type additional text for the description of the
pleading.

. Click on the [Next] button. A new Motions window appears with the complete

text for the document entry.

) CMIECF TRAIN - LS. District Court:ixed - Microsoft Internet Explorer = ['._]E‘E
: File Edit ‘Wiew Favorites Tools  Help .’f
O Back ~ () Iﬂ IELI .'.\] ‘/7 ) Search ‘:/:I( Favorites @ Media 6‘\3 T g

: Address @J https: /jecf-train.bxed, uscourts, gov/cgi-binflogin, pl? 7783051951 64758-L_2308_0-1 b Go Links **

=3
Criminal . Query . Reports . Utilities + Logout o_

Motions
6:03-cr-00001-JH USA v. Martin

Docket Text: Final Text
Amended MOTION to Suppress Evidence Obtained without a warant by Sam Martin.
(Attachments: # (1) Exhibit)(Orangetree, George)

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

g‘l Done 8 Internet

o

EPA-n & i PO A2® [omecras.,  Fovwecrra. | [P Wordperfect... | @ MikeLantz- ... PuEm | 12430

10. Submit the pleading

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

. Click on the [Next] button to file and docket your pleading.
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11. Receive Notice of Electronic Filing

ECF opens anew Motions screen displaying an ECF filing receipt.

2} CMIECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

i File Edit Wiew Favorites Tools Help ’{
OBack ) \ﬂ Ig ':.;\J /.VESEarch \;n"j’Favnrltes @Medla @t - & =
§ Address ﬂj https: i fecf-train.kxed.uscourts. gov/cgi-binflogin. pl? 7783051 95164 755-L_2356_0-1 b . Go ilinks ™
i
. Criminal . Query - Reports . Utilities . Logout ?
Hi
Case Name: USA v. Martin ~
Case Number: 6:03-cr-1
Filer: Dft No. 1 - Sam Martin

Document Number: 8

Docket Text:

‘Amended MOTION to Suppress Evidence Cbtained without @ warant by Sam Martin. (Attachments: # (1) Exhibit)(Orangetree,
George)

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

Document description:Main Document

Original filename:n'a

[Electronic document Stamp:

[STAMP dcecfStamp ID=1041545818 [Date=4/23/2004] [FileNumber=38488-0]
[78933ad2eaf?d07 c0433543e035459%e12a64b3 e6e558a40¢2309ea08b046b96d3bddb
cf2ee2793f0aefd1458¢72d66485d35¢12350069eac01d83328a121685]]
Document description:Exhibit

Original filename:n/a

[Electronic document Stamp:

[STAMP dcectStamp ID=1041545818 [Date=4/23/2004] [FileNumber=38488-1]
[a5166176ac063¢8963267¢773e46b755363af00a4aceacdl7589e6f35616a3a31 cd27
b56591c2308757ef0de99¢28971995btb0aal3t34c61ebs cObel c61099ad]]

6:03-c1-1-1 Notice will be electronically mailed to:

g‘l Done ® Internet

—

| e p- o g o - 8
s start A € PO @ | olonecFas.,  AovEcrma. | [B]wordperfect.. | @ MheLante- ... iﬁ‘g'uﬁ'mm 2/50PM

. 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. Y ou should note this number on the document’ s PDF file.

. Select [Print] on the Netscape Toolbar to print the document receipt.

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

. The Notice of Electronic Filing represents your Certificate of Service. The Court
strongly urges you to copy it to afile on your computer’s hard drive, print it, and
retain ahard copy in your personal files.
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. ECF will electronically transmit the Notice of Electronic Filing to the attorneys and
parties to the case who have supplied their E-Mail addresses to the Court. The
ECF filing report also displays the name and addresses of individuals who will not
be electronically notified of the filing. It isthe 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.

E-Mail Notification of Documents That Were Filed

After apleading is electronically filed, the ECF System sends a Notice of Electronic Filing
to the designated attorneys and parties who have supplied their E-Mail addressesto the
Court. Only attorneys of record in the case are able to view pleadingsin Criminal cases
viathe Internet. Attorneysin multi-defendant cases can only view, viathe Internet, those
filings which relate directly to the party they represent. All other pleadings may be viewed
at the courthouse. Individuals who receive electronic notification of the filing are
permitted one “free” look at the document by clicking on the associated hyperlinked
document number embedded in the Notice of Electronic Filing. Thefiler is permitted one
free look at the document also. The Court strongly urgesyou to copy the Notice of
Electronic Filing and pleading documentsto your hard-drivefor future access.
Subsequent retrieval of the case docket sheet and pleading from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

It isthe responsibility of the filer to send hard copies of the pleading and Notice of
Electronic Filings to attorneys and pro se parties who have indicated they do not have E-
Mail accounts established with the Court.

It should be noted that the Notice of Electronic Filing does not take the place of a
certificate of service. Local Rule CV-5(d) requires a certificate of service which indicates
the date and method of service as required by Fed.R.Civ.P. 5(d). An attorney should query
his case to determine who will receive aNotice of Electronic Filing before he prepares his
certificate of service and indicate the method of service in the certificate of service.



Query Feature

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

EECF Civl + Crimnal + CQuery + Reports + Utiities + Logout

ECF opensthe PACER Login screen. You must enter your PACER login and password before
ECF will permit you to query the ECF database.

After you enter your PACER login and password, ECF opens a Query data entry screen.

2 CM/ECF TRAIN

© File  Edit  Wiew

Q Back -

- I.S. District Court:txed - Microsoft Internet Explorer

Favarites  Toals  Help

A 2 Ay
\ﬂ \g ."J s ! Search [ Favaries @Med\a {5-“

: Address @;] https:/i156,124,4,126]cgi-binflogin,pl?516140677358026-L_238_0-1

Query

Search Clues
Case Number

Last Name
First Name

Type

@j Done
W—

Criminal + Query

B:04c 7 (Examples: 99-500, 1:99¢v500)

or search by

Filed Date to
Last Entry Date to
A
: 0 (zera)
Mature of Suit 110 (insurance)
120 (Contract Marine) A

or search by

(Examples: Desoto, Des™)

Clear

EAA:LE 2220

Middle Mame

Reports

B ECF TRAN- LS., | [ WordPerfect 1L - [H:..

é D Inkernet
r@ Uy 905 AM

iy Start
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If you know the number that the Court has assigned to the case, enter it in the Case number field,

and click on

the [Run Query] button.
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Y ou may aso query the ECF database party name or attorney name. Enter the last name of the
party in the appropriate field. 1f more than one person with that name exists in the database, ECF
returns a screen from which you may select the correct name.

2l CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

Fil= Edt Wiew Favorites Tools  Help },‘
O Back - (g x| |&] @@ ) search 57 Favorkes @Predia £ - & 1
Address | @] https: /{156.124.4,126 fcgi-binflogin, pl?516140677858026-L_235_0-1 vIBYeo itinks *

Criminal Query utilities

Select A Person

There were 4 matching
persons.

Lowrie. Anthoney B (pty)
Lowrie, Anthony (pty)
Lowrie, Anthony R (pty)
Lowrie, Virgil Arlen (aty)

@j Capitalization counts. The asterisk wildcard may be used to broaden the criteria entered. é £ Internet

. .,"sslaﬂ 2 A8 c:- 18 5 P E S 3 FTRAIN-U.S.... || 2] Wo

If you click on the name of the party you want, and if the individual is a party to more than one
case, ECF will open a screen listing all of that party’s cases.

2l CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

File Edt View Favorites Tools  Help i
G Back - ] o (2 D | S ) search Sl Fevorices @A Medis ) - B
Address |(E] hikps:ff156.124.4. 126/ cgi-binflogin. pl7S16 14067 7ESE026-L_238_0-1 - a Gor : Links >

Criminal Query Reports utilities Logout

Select A Case

This persomn is a party in 3 cases.
9:96-cv-00057 -TH Patterson v. Scott, et al filed 02/12/96

9:96-cv-00071 -TH 23X Foster, et al v. Walton. et al filed 02/20/96

9:98-cv-00291 -HC-WCR  White v. State of Texas, et al filed 12/08/98

4 Capitalization counts. The asterisk wildcard may be used to broaden the criteria entered. =) & Internet

[ o e P o= P 5 i =
5 Start = (Al A cE- s @ 5 B G 2R CM{ECE TRAIN - LL5.... | 2]}
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Click on the appropriate case number hyperlink, and ECF opens the query screen.

<2 CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer
(73

File Edit Wiew Favorites Tools Help "
3 o y A =) e i i 2y =
Q Back > Iﬂ IELI 0| S Search [ Favarites @ Media € =
isddress | @] https:f156.124.4. 126/cgi-binflogin pl 516 140677858026-L_238_0-1 v|Beo iunks >

=
Criminal . Query . Reports . utilities . Logout ?

9:96-cv-00071-JH 2X Foster, et al v. Walton, et al
John Hannah Jr., presiding
Date filed: 02/20/1996
Date terminated: 12/03/1996 Date of last filing: 04/17/2001

Query
Alas Party
Aszociated Cases Motions Report...
Attorney Related Transactions. ..
Calendar - Monthly...  Speedy Trial
Cage Assigiment Status
Cage File Location...
Casge Summary
Corporate Parents

Deadlines/Hearings. ..
Doclet Report ...
Filers
History/Documents. ..

Judge

@ Capitalization counts. The asterisk wildcard may be used to broaden the criteria entered. é B Internat

P g n o T = 2
74 start E2AAa: e P eSS Z CMECF TRAIN - L1S.... | [&]WardPerfect 11 - [t:...

Y ou may aso query a case by Nature of Suit. You must enter arange 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.” When you run the query, if there is more than one case
that meet those criteria, you will get a screen similar to the one above.

After querying the database by case number, name, or nature of suit, ECF opens the Query
window for the specific case you selected - as shown on the bottom of the previous page.

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that theinitial claim wasfiled, and date of the last filing for the case. Y ou may choose specific
case information from alarge list of query options by clicking on the appropriate hyperlinked
name on the screen. The following paragraphs describe severa of the avail able case-specific

guery options.

Attorney

Displays the names, addresses, and tel ephone numbers of the attorneys who represent each
of the partiesto the case.



Case Summary

Provides a summary of current case-specific information as represented below.

2 CMW/ECF TRAIN - LL.S. rict Court:txed - osoft Internet Explorer
File  Edit  Miew  Faworibes  Tools  Help "{l
Q Back = () Iﬂ IELI e /- ) search 5 ¢ Favorices @ vedia  (£4) = 5

Address | ] https:{/156.124.4. 126 cgi-binlogin.plFS16 1406 77858026-L_238_0-1 v BJ e |iunks >

Query Reports Logout

9:96-¢cv-00057-JH Patterson v. Scott, et al
John Hannah Jr., presiding
Date filed: 02/12/1996
Date terminated: 04/15/1998 Date of last filing: 01/24/2001

Case Summary

Office: Lufkin Filed: 02/12/1996

Jury Demand: Plantift Demand: $0

Nature of Swit:550 Cause: 42:1983 Prisoner Civil Rights
Jurisdiction: Federal Question Disposition: Dismizzed - Other

County: Polk Terminate d:04/15/1998

Origin: 0 Reopened:

Lead Case: None

Related Case: None Other Couwrt Case: None

[Flags: CLOSED. FRC. JURY

Plaintiff Randy Lee Patterson represented by Randy Lee Patterson

Defendant Helen E Sheffield represented by Mary Lauren Mathews Phone:512/527-8181
Fax: 512/527-8181
Defendant F Briseno represented by Mary Lawren Mathews Phomne:512/527-8181
Fax: 512/527-8181

#&] Capitalization counts. The asterisk wildeard may be used to broadsn the critsria entered. 2 & Internet

Deadlines/Hearings
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Produces a screen that allows you to query the database by various means to obtain hearing

and other schedule deadlines.

28 CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

Flle Edit View Favorites Tools  Help aF
: - 1 o S <) oir <

. (P eack >) a (2 B ) search Slp Favories @A Media £ 2 5

¢ Address | 4] https:ff156.124.4.126/cgi-binflogin. plPS16 1406 77858026-L_238_0-1 ~ | EJ co

Query Reports 3 Logout

6:04-cv-00046-WMS Sepaugh v. Carthage ISD. et al =
Williain M. Steger, presiding
Date filed: 10/02/2003 Date of last filing: 04/21/2004

Deadlines/Hearings

Doc. . = Event - e =
o Deadline/ Hearing Filed Due/Set Satisfied Terminated
10 @ Jury Selection 03/23/2004 09/27/2004

at 10:00 AN
10 @ Jury Instructions 03/23/2004 09/10/2004
10 @ Proposed Pretrial Order DDL. 03/23/2004 09/10/2004
10 @ Discovery Deadline 03/23/2004 08/27/2004
10 @ Identify Trial Witnesses 03/23/2004 08/27/2004
10 @ NMediation Completion Deadline 03/23/2004 08/27/2004
10 @ Amended Pleadings Deadline 03/23/2004 08/13/2004
10 @ Motions Deadline 03/23/2004 08/13/2004
10
10

@ Expert Witness List Deadline 03/23/2004 06/28/2004
@ Jomder of Parties Deadline 03/23/2004 04/26/2004




At the Deadlines/Hearings screen, you can click on a document number to display the
actua document that created the deadline.

If you click on the circle to the |eft of the Deadline/Hearing title, ECF will display the
docket information and related docket entries for the deadline you selected.

Docket Report

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

2 CM/ECF TRAIN - LLS. District Court:ixed - Microsoft Internet Explorer

File Edit View Favorites Tools Help 3
- 1 | N ) = = £ -
O Back J Iﬂ |EL| gl | ) seaeh 5 Fovories @Y veda 2 =
Address |#] htps:ff156, 124,4, 126/ cgi-bin/login p?S16 1 40877858026-L_234_0-1 v EdGe  Glnks

=3
Criminal . Query . Reports . Utilities . Logout o_

Docket Sheet

Case Number
6:04-cv-00046-WNS Sepaugh v. Carthage ISD, et al

©TFiled

CEntered =

Documents to
[¥Include private entries
[“Include terminated parties
[ Include links to notices of electronic filing
[Include list of parties and counsel

Sort by | Cldest date first R

@j Capitalization counts, The asterisk wildcard may be used to broaden the criteria entered, é ) Internet

[ ot - s - y. o 5
74 start cAAac:-neE i o aAd B CMIECF TRAIN - U.S.... | 2] 'WordPerfect 11 - [M:...

Y ou may select arange for your docket report as well as arange of document numbers. If you
leave the range fields blank, ECF will default to display the entire docket report. Place a
checkmark in the box to Include links to Notice of Electronic Filing 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 docket report.
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2N CMIECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

i Fle Edit  View

O Back -

Favorites

Tools  Help ¥

M = A :
1 j :"| L ) 2 =y 5
>} x| | |/ Search \3/ \.;:’ Favarites @ Media {F“ = 1

 address | @] https: {156, 124.4, 126/ cgi-binflagin,pl?5161 40677858026-L_238_0-1 v ﬂ Go ilinks
[ --
: Criminal . Ouery . Reports Utilities Logout
Date Filed # Docket Text
03/12/2004 2] COMPLAINT against All Medical Employee annd Health Administration , filed by Joseph Rickey
Ceaser.(ehs, } (Entered: 03/25/2004)
03/25/2004 22  ORDER REFERRING CASE to Magistrate Tudge Tudith K. Guthrie. Signed by Judge Judith K. Guftluie
on 3/12/04. (ehs, ) (Entered: 03/25/2004)
03/25/2004 2 Copy file sent to Magistrate Judge Guthrie (ehs, ) (Entered: 03/25/2004)
03/25/2004 @ Magistrate Consent Form Mailed to Joseph Rickey Ceaser (ehs, ) (Entered: 03/25/2004)
03/26/2004 23 MOTION for Digcovery by Joseph Rickey Ceaser. (ehs, ) (Entered: 03/30/2004)
03/30/2004 34  ORDER of Transfer, transferring case to the Southern District of Texas, Galveston Division. Signed by
Tudge Judith K. Guthrie on 3/30/04. (ehs. )} (Entered: 03/30/2004)
04/14/2004 235  MOTION for medical help by Joseph Rickey Ceaser. (ehs, ) (Entered: 04/15/2004)
04/20/2004 2 | Interdistrict transfer to the Southern District of Texas, Galveston Division. (ehs, ) (Entered: 04/20/2004)
04/20/2004 2 Certified Copy of Order of Transfer and doclet sheet sent with the original case file to the Southem
District of Texas, Galveston Division (ehg, ) (Entered: 04/20/2004)
a
@ Capitalization counts, The asterisk wildcard may be used ko broaden the criteria entered, é & Internet

™73 stant

e [

& 5 RS 2} CMIECF TRAIN- U.5.... rlz‘ ‘WordPerfeck 11 - [Mi... I— Yy 9:59 AM

The document numbers listed on the screen are hyperlinks to PDF files of the actual
documents. Place the pointer of your mouse on the button next to the document number
and click to display the Electronic Notification Report for that particular document.

History/Documents

This selection queries the database for case event history and documents associated with
the case.

-2 CMJECFE TRAIN - U.S. District Court:txed - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help i
Q Back -~ > x| & o | ) search 3l Faverites @ vedis &2 R —
address | 5] https:fi156.124.4. 1 26/cgi-bin/login.pl?S16 14067 7E58026-L_238_0-1 v | B so Fe

Criminal Query Reports utilities Logout

ISoxt by | Oldest date first

History/Documents

@ Al events (histoxry)
2 Only events with documents

ODisplay docket text

& Capitalization counts. The asterisk wildeard may be used to broaden the critaria enterad, 2y & Internst

T2 start = [# &

P B ZX CMECE TRATN - ULS.... | 2] worde:
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Y ou may select the sort order for the query report and choose display all events or only
those with documents attached. ECF also offers you the option to display the docket text

in the report. After making your selections, click on the [Run Query] button. ECF queries
the database and builds your report.

2 CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

: File Edit wiew Favorites Tools  Help f,"
€ L Iﬂ IELI : ) search \5\') Favorites @ Media %) - ’
¢ pddress [&] https:({156.124.4.126/cgi-binflogin.pl?S 1614067 7858026-L_238_0-1 - Go |ilLlinks
Criminal . Query . Reports . utilities . Logout
6:04-cv-00125-LED-JKG Ceaser v. All Medical Employee and Health Administration 2
Leonard Davig, presiding
Date filed: 03/12/2004
Date terminated: 04/20/2004 Date of last filing: 04/20/2004
History
Doc. alo Private, Type Docket
No. Dates Peseriptaon Event Subtype PartID
1 Filed: 03/12/2004 @ Complaint cmyp 8
= Emtered: 03/25/2004 cmp
Filed & Entered: 03/25/2004 @ Remark utility 13
mmk
Filed & Entered: 03/25/2004 @ Magistrate Consent Form Mailed utility 15
mefinml
2 Filed & Entered: 03/25/2004 @ Order Referring Cage to Magistrate Judge order 11
R refcs
Filed: 03/26/2004 @ Motion for Discovery motion |17
3 Entered: 03/30/2004 dizc
Terminated: 04/20/2004
i Filed & Entered: 03/30/2004 @ Order order 19
i miscord
Filed: 04/14/2004 @ Motion for Miscellaneous Relief motion 21 =
@ Capitalization c‘o‘un‘ts. Tl.'v:e :asterisk wil‘dcard may be use;:l“t;‘t‘:r‘u‘:a}:i‘e‘n the criteria entered. - -, 1 é [ -] Intér"net L)

75 start

A€ W BOE S 2} CMIECF TRAIN-U,5..., | 2] Wordperfect 11 - [N, I—m U, L0:0S AN

This particular report lists al of the events and documents associated with the casein
reverse chronological order. It aso displays the docketing text for al docketed events.
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Y ou may view a PDF file of the actual documents by clicking on the document number in
the far-left column of the onscreen report.

Other Queries

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

The Reports feature of ECF provides the user with several report options. If you select
Civil/Criminal Cases Filed or Docket Sheet from this screen, ECF will ask you to login to
PACER. For criminal cases, you must enter your Court login and password and then your
PACER login and password before you can ook at a docket sheet. This processis
required due to the fact that criminal documents are only viewable by the specific
attorneys associated with the case. Y ou may view Court Calendar Eventsfor a case
without logging into PACER.

) CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help .{.‘
— s -~ a
3 o \ A ) ' - 3
Q Back >} Iﬂ @ g | Search .1 Favorites eJ' Media Q::f =NE
Address @j https:{ ecf-train.txed.uscourts.gov cgi-binglogin. plP9432 266060501 23-L_235_0-1 e Go Links *

Criminal . Query . Reports . Utilities . Logout

Reports

Doclet Sheet Civil Reports Criminal Reports Civil and Criminal Reports
Civil Caszes Criminal Cages Calendar Events
Judgment Index

@j Capitalization counts, The asterisk wildcard may be used to broaden the criteria entered. é ) Internst
TR — 5 - 4 2 3 gt
74 start = Bz € 7 P & @ 2R CMECF TRATN - US| [ WordPerfect 11 - [1i:... @9, . 10:40 A0
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Docket Sheet

Click on the Docket Sheet hyperlink, and ECF will open to a PACER login screen. Enter
your PACER login and password. Click on the [Login] button and ECF will open the
Docket Sheet report query window.

4l CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

© Fle Edit view Favorites Tools Help "

OEack - J Iﬂ ﬂ :‘J ‘/.7\‘Search ‘E‘T‘\?Favurites @Med\a Q:‘

: Address @j https:jfecf-train txed,uscourts, gov/ogi-binflogin, pl#94 32266060501 23-L_238_0-1 s a G : Links e

W

a5

=
- Criminal . Query . Reports . utilities . Logout ?

Docket Sheet

Case number 6-03-c.-334

@ Filed

OEntered L

Documents to

“Include terminated parties
OInclude links to notices of electronic filing
FInclude list of parties and counsel

Sort by | Oldest date first w

@j Capitalization counts. The asterisk wildcard may be used ta broaden the criteria entered. é @ Internet
P ~ = P 5 F P s
iy start s = P ) S Z§ CMECF TRAIN - U.5.... | | &) WeordPerfect 11 - [Mi... D, MM | 10:42 AN

Thisis the same query window that ECF displayed when you selected Docket Report from
the Query feature earlier in thismanual. 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 afull 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 compl ete 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.
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Civil/Criminal Cases Filed Report

The Cases Filed report provides you with the flexibility to query the ECF database to
locate cases electronically filed within a specific date range, associated to a particular
judge, or both. When you click on the Cases Filed hyperlink, ECF displays the query
screens.

2 CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

: File Edit Wew Favorites Tools  Help

Q- © - [x] B & D search 5 Favories @ Media () - i =

 address | 4] https:jec-train.beed. uscourts. govicgi-binflogin. piF4 32266060501 23-L_538 0-1 v B s Links
‘ Criminal Query Reports utilities Logout
Civil Cases Report
\ ~/| Case ~|Nature | ~| Case ~| Cause
Beaumont Ciil = |0 (zero) 2255 0 (Mo cause code entered)
(O Marshall LYHE Miscellaneous + (i 110 (Insurance) hd =y ADMCLS 5 02:0431 (02:431 Fed. Election...
H Filed 4/15/2004 to 4/26/2004
Civil Cases -
. _— [“]Open cases
Terminal digit(s) 2,4-7 BTl e
Sort I)y Case Number % e “
Output Format @ Formatted Display
OData Only
) CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer
File Edit View Favorites Tools Help '!’
O Back ~ ) Iﬂ Ig ;‘J /7‘: Search * Favarites @Medie Q“ - i =
1€ address | €] https: fec-train.txed, uscaurts gowjegi-hinflogin. pl?3432 266060501 23-L_236_11-1 v Go ilnks ¥
&lc
>
ﬁ‘ CF Civil  » Criminal . Query . Reports . Utilities . Logout
Criminal Cases Report
Office ~ Case types A
Beaurnont Criminal
Marshall tagistrate Judge v
Rl
Filed 4/13/2004 to 4262004 g:sz PR
25 aDmcLs v
Pending defendants
Terminal digit(s) 2,4-7 C0Terminated defendants
OFugitive defendants
1 1 > Case number v v v
Criminal HOSHR
Cases Output Format © Formatted Display

O Data Only
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If you are not logged into PACER, ECF will display the PACER login screen.

Login to PACER, and ECF will open the Cases Filed Report screen. Remember, for criminal
cases you must use your Court login and password, and then aso enter your PACER login and
password to access a docket sheet or document.

Enter the range of case filing dates for your report and select a presiding judge, if you wish to
narrow your search. If you enter a date range and do not select ajudge, ECF will display al of the
cases filed within your date range for all judges. If you choose ajudge and leave the date fields
blank, ECF will display all of the cases opened in ECF for the judge that you selected. If you
leave all fields blank, ECF will display areport for al cases opened in ECF.

< CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer,
[

: File Edit View Favorites Tools  Help o
O Back ~ () Iﬂ IELI .;‘] /7 ) Search ‘:1:/ Favarites wMEdia 6-“ A
: dddress @jhttps:HecF—traln.txed.uscourts‘gnvicglfbmﬂog\n.pI?‘B‘ISZZSEUSUSU123—L7238j—1 v BEYGo Lnks *
=
Criminal . Query . Reports . utilities . Logout ?
Case Number/ ety Fﬂﬂl: Date Closed/ Days
Title A Reclosed Pending hil
' Added g :
1:49-cr-00060-TH-WCR - USA v. Scoundrel Office: Beaumont
1 Fred Scoundrel Filed02/04/2004 52 Presider: Thad, Heartfield
Referral: Wendell, C. Radford
1:49-¢1-00500-TH-WCER - USA v. Scoundrel Office: Beaumont
1 Fred Scoundrel Filed:02/12/2004 74 Presider: Thad, Heartfield
Referral: Wendell, C. Radford
1:49-mj-00010-WCR - USA v. Scoundrel Office: Beaumont
1 Fred Scoundrel Filed :02/02/2004 54 Presider: Wendell, C. Radford
1:99-¢r-04000-TH-WCR - USA v. Miles Office: Beaumont
1 Happy Miles Filed :01/01/1999 1942 Presider: Thad, Heartfield
Referral: Wendell, C. Radford
1:01-cr-00250-HC-WCR. - USA v. James et al Office: Beaumont
1 Robert Tames Filed:02/08/2001 1173 Presider: Howell, Cobb

Referral: Wendell, C. Radford

2 Catherine Bell Filed 02/08/2001 1173 Presider: Howell, Cobb
Referral: Wendell, C. Radford

1 1 mminminana PR
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The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on aparticular 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.
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tilities Feature

The Utilities feature provides the means for registered users to maintain their account in
ECF and to view all of their ECF transactions.

Maintain Your Account

This section of the Utilities feature provides you the capability to maintain certain aspects
of your ECF account with the Court and to view alog of al of your transactions within
ECF. Click onthe Maintain Y our Account hyperlink to open the Maintain User Account
information screen.

2 CM/ECF TRAIN - LS. District Court:txed - Microsoft Internet Explorer

¢ File Edit View Favorites Tools Help 3

: L] - i}
OBack M ) | \ﬂ ﬂ g - Ssarch P Favorites @Media &) T da =

| Address @‘} hittps: jfecf-train, bxed,uscourts,.gov/cgi-binflogin, plP 9432266060501 23-L_238_0-1 v a Go ¢ Links 22

2
Criminal 0 Query . Reports Utilities . Logout ?
E

Maintain User Acconnt

Last name Orangetree First name George
Middle name Generation
Gender v ATY Type|Al v
Title | Typeaty

Bar nunber
Prisoner id
Office Attomey at Law

Unit
Address 1
Address 2 1620 Tree Orchard
Address 3
City Frit | State T Zip [39879
Country County b
Phone Fax
Initials DOB AO code End date
Civil ref style v | Criminal ref style ¥|
Date sworn | Status M|
[ Email infarmation... ] [ tdore user infarmation... ]
:Ej Capitalization counts, The asterisk wildcard may be used to broaden the criteria entered. e é ® Intemet

.:__istart CAA L€ i PO AE@®  FWECTRAN-US.., | 2] WordPerfect 11 -[N.. l_ G 1102 AN

This screen displays all of the registration information that is contained within the ECF
database for your account with the Court. Thisincludes Bar Identification and Bar Status.



50

Clicking on the [E-Mail information] button at the bottom of the previous screen opens the
following window.

23 CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

© File Edit view Favorites Tooks Help o
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=
Criminal . Query . Reports . Utilities . Logout ?
i

[E-mail information for George Orangetree
Pl'i]llal'y e-mail address rlta_robblns@txed. usSCourts. gov
Send the notices specified below
to my primary e-mail address

to these additional addresses David Provinesftxed.uscourts.gov

Send notices in cases in which I am invelved
[ Semd notices in these additional cases

& Send a notice for each filing

O Send a Daily Suinmary Report

- @ html format for Netscape or ISP e-mail service

Format notices
O text format for cc:Mail, GroupWise, other e-mail service

[ Feturn to Account screen ] [ C\ear]
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ECF will E-mail to parties their Notices of Electronic Filing based upon the information
entered in this screen. Perform the following steps to enter additional e-mail addresses for
individuals that you wish ECF to notify regarding new case pleadings and documents.

. From the screen depicted above, enter a check mark by clicking on the box to the
left of the line, which reads “to these additional addresses.”

. Enter the E-mail addresses of those individuals you wish to notify concerning ECF
activity. Thisdataentry field has a capacity of 250 characters for approximately
ten E-mail addresses.

. Stipulate the format of the ECF notices by selecting your choice from the bottom
of the screen.
. If you wish to enter completely new information about your account, use the

[Clear] button to clear the fields on this screen.



After updating your account information, click on the [Return to Account Screen] button
to return to your Maintain User Account screen.
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To edit or view login information about your account, select the button labeled More User

Information, from the Maintain User Account screen.

4R CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

© File Edit Y¥ew Favorites Tools  Help o
: - \ ) A = s
Q Back J Iﬂ ﬂ g | g search P Favories @ Media {5‘ Sa
: Address ﬂj https:/jecf-train.txed.uscourts .govjegi-binjlogin. plF94 32268060501 23-L_235_0-1 A a Go ilirks

Criminal + Query + Reports . Utilities . Logout ?

More User Information for George Orangetree

Login george Last login 04-23-2004 11:45
Password Cwrrent login 04-26-2004 11:45
Prid 1301 Create date 06/25/2003
Registered Y Update date 04/20/2004
Groups Attomey
| Retumn o Account screen | [Clear]
?EJ Capitalization counts, The asterisk wildcard may be used to broaden the criteria entered., é # Internet

- = = T & g _ T P -
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This screen displays user login information and provides the means to change your ECF

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 your 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
[Return to Account Screen] button to reopen the Maintain User Account screen. When
you are satisfied that all of your account information is accurate and up-to-date, click on
the [Submit] button at the bottom of the Maintain User Account screen to submit your
changesto ECF. ECF will notify you on-screen that your updates were accepted. If you

changed passwords, you may begin using the new password during your next ECF session.
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View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF opensa
screen with two fields for entering the Date Selection Criteriafor a Transaction Log
Report.

2N CM/ECF TRAIN - U.S. District Court:ixed - Microsoft Internet Explorer

Fie Edt View Favorites Took  Help o
= . - — - -
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Reports

View Transaction Log

Enter the Date Selection Criteria for the Transaction Log Report
Start Date: p4/13/2004 End Date: |4/26/2004
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Enter the date range for your report and click on the [Submit] button. ECF displays a
report of all your transactionsin ECF within the date range you specified for Date
Selection Criteria. The following is a sample transaction log report.

2l CM/ECF TRAIN - U.S. District Court:txed - Microsoft Internet Explorer

i File Edit M“iew Favorites Tools  Help ﬂ"

O Back - (J Iﬂ IELI ;‘J /.7 ) search \Eﬂ'\'.z‘ Favarites @Media Q_ﬁ A= 4

: address @j hktps: jiecf-train txed uscourts. govjogi-binflogin, pl?94 32266060501 23-L_238_0-1 R a GO Links ¥

Query Reports Logout
Transaction Log o
Report Period: 01/01/2004 - 04/26/2004
Ia Date Case Number Text

136655 02/06/2004 13:32:15 Updated person record: George Orangetree Prid: 1301

136665 02/06/2004 14:12:14 Updated person record: George Orangetree Prid: 1301

136679 02/06/2004 14:45:57 Updated person record: George Orangetree Prid: 1301

137355 02/17/2004 12:20:32 6-48-cv-1 F‘n's:t MOTION for Bill ?f Costs <I=-Free Text... Anything Here</T> by Samuel J
Smith Jr. (Orangetree, George)

137437 02/19/2004 15:27:02 Updatecd person record: George Orangetree Prid: 1301

137437 |02/19/2004 15:27:02 Updated user record: george 1301

137465 02/24/2004 10:06:25 6-04-cv-65 First MOTION for Discovery by Wrong Brothers. (Orangetree, George)

137499 02/25/2004 14:47:37 6-04-cv-65 Fust MOTION for Protective Order by Wrong Brothers. (Orangetree, George)

137500 02/25/2004 14:49:04 6-04-cr-65-1 First MOTIOS to Appoint Expert <I=Wing Sparrow=/I= by Wrong Brothers.
(Orangetree, George)

137502 02/26/2004 11:08:16 6-04-¢cv-65 ANSWEER. to Complaint by Wrong Brothers.{Orangetree, George)

137503 02/26/2004 11:10:31 6-04-cv-65 I\«‘IOTION for Extension of Time to File Answer by Wrong Brothers. (Orangetree,
George)

137505 02/26/2004 14:52:08 Updated person record: George Orangetree Prid: 1301

137505 02/26/2004 14:52:11 Updated user record: george 1301

137506 02/26/2004 14:59:14 6-04-cv-65 Fiurst MOTION Leave to File by Wrong Brothers. (Orangetree, George)
Second MOTION for T.eave to Annear To be here bv Wrong Brothers. i

&] cCapitalization counts. The asterisk wildcard may be used ko broaden the criteria entered

v .:istan = A&

2 @ Internet




53

Use this feature of ECF to review your transactions and to verify that:
. all of the transactions you entered are reflected in the Transaction Log; and

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

Miscellaneous

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

. Legal Research
. Mailings
. Verify a Document

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

Select the Verify a Document hyperlink to open a query screen and enter data in the screen
fieldsto locate a particular document attached to a specific case number.

The Mailings hyperlink opens a new screen for making or requesting mailings from ECF.

L ogout

After you have completed all of your transactions for a particular session in ECF, you
should exit from the system. Click on the Logout hyperlink from the ECF menu bar. ECF
will log you out of the system and return you to the ECF login screen.

EECF Civil * Criminal * Query °* Reports * Ulilities * Logout
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Known Problems and Troubleshooting

Known Problems
Converting documents to PDF

If WordPerfect 5.1 or 7.0 is used to write the document, and the document
is more than three pages, Adobe Acrobat will not convert all pages to the
PDF format. The converted document will have missing pages. Use Adobe
Exchange to ensure the integrity of the converted PDF document.

Cannot login to the LIVE System

A session can only be established using Netscape Navigator 4.6x, 4.7x or
Internet Explorer 5.5.

If you are using Netscape Navigator 4.6x, 4.7x or Internet Explorer 5.5 and
your password and login have both been correctly typed, and you still
cannot login to the system, please call the clerk’s office.

To ensure the documents transmitted have arrived in their entirety, itis
important to read the document after it is received by the court. This can be
done by viewing the docket sheet for the case and selecting the transmitted
document. The number of the transmitted document appears on your
electronic filing receipt.

Trouble-shooting Hints

If your login or password is not accepted, please ensure that they are typed
correctly. The logins and passwords are case-sensitive.

Technical Failures

The Clerk shall deem the TXED Public Web site to be subject to atechnical failure
on agiven day if the Siteis unable to accept filings continuously or intermittently
over the course of any period of time greater than one hour after 12:00 noon that
day, in which case filings due that day which were not filed due solely to such
technical failures shall become due the next business day. Such delayed filings
shall be rejected unless accompanied by a declaration or affidavit attesting to the
filing person’sfailed attempts to file electronically at least two times after 12:00
p.m. separated by at |east one hour on each day of delay due to such technical
failure. If you have questions about ECF, please call the clerk’s office.
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Notice of Electronic Availability of Case File Information

The United States District Court for the Eastern District of Texasis an electronic case
management court (CM/ECF) which has been accepting electronically filed pleadings and making
the content of these pleadings available on the court’ s Internet website. Any subscriber to
CM/ECF and/or PACER will be able to read, download, store and print the full content of
electronically filed documents with the exception of exhibit attachments to documentsin excess
of 10-15 pages. Exhibit attachments are being maintained in paper only and will be availablein
the clerk’ s office. The clerk’s office will not make electronically available documents that have
been sealed or otherwise restricted by court order. Attorneys of record in acase are given one free
access. For additional access opportunities and for other interested viewers there are minimal
charges associated with case access and the requirement of a PACER password. (See
Administrative Procedures Guide).

Y ou should not include certain types of sensitive information in any document filed with the court
unless such inclusion is necessary and relevant to the case. You must remember that any other
personal information will be made available over the Internet via CM/ECF and/or PACER.
If sensitive information must be included, certain personal and identifying information, i.e., Social
Security numbers, financial account numbers, dates of birth and the names of minor children,
must be redacted from the pleading, whether it isfiled traditionally or electronically. In addition,
exercise caution when filing documents that contain the following:

Personal identifying number, such as driver’s license number;
Medical records, treatment and diagnosis;

Employment history;

Individual financia information; and

Proprietary or trade secret information.

agrwNPE

Counsel is strongly urged to share this notice with all clients so that an informed decision about
the inclusion, redaction and/or exclusion of certain materials may be made. It isthe sole
responsibility of counsel and the parties to ensure that redaction of personal identifiersis done.
The clerk will not review each pleading for redaction. Counsel and the parties are cautioned that
failure to redact personal identifiers and/or the inclusion of irrelevant personal information in a
pleading or exhibit filed electronically with the court may subject them to the full disciplinary and
remedial power of the court, including sanctions pursuant to Fed.R.Civ.P. 11.
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