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INTRODUCTION
Using this guide, you will learn how to electronically open and file a new civil action through the
Electronic Case Filing system.

GETTING STARTED

Prepare Your Documents
Your next step is to prepare and convert your filing documents to PDF.

Prepare an initiating document, such as a:
e Complaint
¢ Notice of Removal
e Complaint With Application to Proceed Without Prepaying Fees
e Petition for Writ of Habeas Corpus

Prepare as an attachment to your initiating document:
e Civil Cover Sheet

Prepare these documents as additional attachments if they apply to your case:
e Summons

Download and save the Summons form found on the court’s website at
http://www.waed.uscourts.gov/forms/all-forms . Use this fillable form each time you post a
summons to the court docket.

e Post each summons separately.

e Summons (es) will be issued by the court electronically the following day.

e You will receive a Notice of Electronic Filing (NEF) of the summons when the Clerk’s
Office enters it on the docket.

e Use the NEF hyperlink to retrieve the issued summons form to effect service of process.

The following forms are also available for downloading from our court website:
http://www.waed.uscourts.gov/forms/all-forms .

e Civil Cover Sheet
e Application to Proceed Without Prepaying Fees
e Summons


http://www.waed.uscourts.gov/forms/all-forms
http://www.waed.uscourts.gov/forms/all-forms

Convert Documents to PDF Format

Convert a document by:

Scanning to PDF

Using the conversion software included in word processing programs such as Word.
Downloading PDF conversion software, such as Adobe Standard or Professional.
Remember: Each PDF document should be under 10 MB (megabytes) in size.

THE FILING FEE

As of May 1, 2013, the filing fee is $350.00 plus a $50.00 administrative fee for a total
of $400.00.
NOTE: The administrative fee does not apply to :
0 Miscellaneous civil cases,
0 Habeas corpus cases, or
0 Cases filed by pro se prisoner plaintiffs who have been provisionally granted
permission to proceed in forma pauperis.
You must pay the filing fee through Pay.gov, but there are a couple of options available
to you:
0 Bank Account (ACH): ACH payments are like online checks; the funds are
withdrawn from your bank account.
O Plastic Card Payment (Debit/Credit): You can choose to pay the filing fee by
debit or credit card.
During case opening, you will be prompted for this payment and be guided through the
Pay.gov screens, so have your card or banking information ready.
See Paying the Filing Fee for details.

To Request a Waiver of the Filing Fee:

Have your Application to Proceed Without Prepaying Fees prepared to file as one of
your initiating documents.
For detailed instructions, see Docketing the Lead Event.




OPENING YOUR CIVIL CASE

Do not start opening your case unless you are prepared to post your initiating document(s).

e Remember they must be in PDF format and saved on your computer.
e Be sure you have a copy of your civil cover sheet available. You will need to refer to it
later in this process.

Now that you are ready to open your case, let’s get started. Log into CM/ECF as you normally
would to file documents. (Remember, you don’t need a client code.)

Authentication [ lunderstand that, if | file, | must comply with the redaction rules. | have read the notice below.

Login
IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: - In compliance with Fed. R. Civ. P. 5.2 orFed R. Crim. P. 491, all filers
Rasewerd must redact;

client
code

1. Social Security and Taxpayer Identification Numbers - redact to the last four digits;
2. Dates of Birth - redact to the year of birth;

2. Mames of Minor Children - redact to the initials;

4. Financial Accounting Information - redact to the last four digits; and

5 Home addresses in criminal cases - redact to the city and state

This requirement applies to all documents, including attachments

On the blue tool bar select “Civil.”

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

Under “Open a Case” you will see the link to: “Attorney Case Opening.” Click on this link to
begin opening your case.

Civil Events

Open a Case

Attorney Case Dpening




On the Open a Civil Case screen, select your case specific information.

At the “Select County” dropdown box select your county following the onscreen county
selection guidance.

Division will auto populate based on your County selection.

Open a Civil Case

County selection guidance:

The County 15 determined by

13 county of the first listed plantft, (f not appropriate, then 2

2) county of the first isted defendant, (if not appropnate, then 30 or
2 where action occurred.

Diwiston will auto populate after County selection

Select County v | Division: b

Date filed: 1/25/2014

These two fields are REQUIRED for Notice of Eemoval cases ONLY.
Other cowrt name

Other comrt nmnber

[ Mexd ] [ Clear ]

The “Other court name” and “Other court number” boxes are left blank, unless you are filing a
removal case.

Select County || {|*| Division: ~

Date filed: 1/2/2014

These two fields are REQUIRED for Notice of Removal cases ONLY.

Other court name

Other court number

MNext Clear

An example of “Other Court Name” could be Spokane County Superior Court.



An example of “Other Court Number” is 09-2-000000-0.

Once you have entered your case data information, select the “NEXT” button to move to the

next screen. If you need to start over on this page, select the “CLEAR” button and it will erase
all of your entries.

This next screen asks for information which can be taken directly from your Civil Cover Sheet.
Make sure to have it available so you can refer to it.

The first box is the Jurisdiction box. Use the dropdown list to select the case jurisdiction
information for your case. This box defaults to “3: Federal Question.”

Open a Civil Case

INOTE: Enter thas information from yowr civil cover sheet

Jurisdictiony | 3 (Federal Question) w

Cause of action ~ | Filter: Clear filter
Nature of swmt | 0(zero) ~ | Filter: Clear filter

Origin | 1 (Original Proceeding) ~

For this example, we will select “4 (Diversity)” for the case jurisdiction.

Open a Civil Case

NOTE: Enter this information from your civil cover sheet

Jurisdictionf | 4 (Diversity) [+ ]

Cause of action % | Filter: Clear filter
Nature of smt | 0izero) « | Filter: Clear filtter

Origin | 1 (Original Proceeding) v




Cause of Action and Nature of Suit Filter Fields
Now you will select the Cause of Action for your case. Just to the right of the cause of action

box is a “Filter” box. This allows you to search for the cause of action by entering the cause of
action number.

For this example, we are going to select Declaratory Judgment 28:2201dj. You can start typing
the cause of action in the filter box and it will search the list for you instead of having to scroll
through the entire list.

Open a Civil Case

NOTE: Enter this mformation from yowr civil cover sheet

Junsdiction | 4 (Diversity) w
Cause of action| | 28:2201dj (28:2201 Declaratory Judgement) w| Filter: [P5:2201
Nature of smt | 0 (zero) | Fitter:
Onigm | 1 (Qriginal Proceeding) w

The next box is the Nature of Suit. Start typing the nature of suit in the filter box. For this
example, we will select “Contract: Other” for the nature of suit.

Open a Civil Case

NOTE: Euter tlus mformation from vowr civil cover sheet

Jwisdiction | 4 (Diversity) ~
Cause of action | 26:2201dj (26:2201 Declaratory Judgerment) ~| Filter. 28:2201
Nature of suit|| 1490 (Contract Other) [+ Fitter: 190
Origin | 1 (Original Froceeding) [+]

At the Origin dropdown list, select either:
e (1)Original Proceeding or
¢ (2)Removal from State Court.

For this example, we are going to use (1) Original Proceeding.

Open a Civil Case

NOTE: Enter this information from vow civil cover sheet

Junisdiction | 4 (Diversity) v
Cause of action | 28:2201dj (28:2201 Declaratory Judgement) v| Fitter: [28:2201
Nature of suit | 130 (Contract Other] v | Fitter- |190
Origin | 1 (Original Proceeding) [+]




If you are requesting a Jury Demand you will select an option in the dropdown list.

Nature of smt | 190 (Contract Other)
Onigm 1 (Original Froceeding) v

Jury demand n (None) -
(As requested m the complamnt b (Both)

Class action{  d (Defendant) blleged) (v
n (Mang)
Demand ($000) | 5 (Fiaintit

Fee status | pd (paid) W

Remember: If you are requesting a Jury Demand in your case you must also demand this in
your Complaint.

The Class Action box defaults to “n (No Class Action Alleged)”, use the dropdown to change to
y(Class Action Alleged) if appropriate.

Origm | 1 (Criginal Froceeding) v

Jury demand
{4z requested i the complaint)

(Class action| n (Mo Class Action Alleged) | v

| niMo Class Action Alleged)
Demand ($000)(, 101505 Action Alleged)

Fee status | pd (paid) w

rn(Mone) W

If applicable, enter the monetary Demand ($S000) of the plaintiff. This must be entered in
thousands, rounded to the nearest thousand dollars. For this example, the demand is for
$149,800, so we will enter “150.” Do not include the dollar sign.

Jury demand
{&s requested m the complant)
Class action  n (Mo Class Action Alleged) (v

Demand ($000) |/ 150

Fee status | pd (paid) w

fn (Mone) hd




The Fee Status box has three choices in the dropdown list:
e pd (paid): Payment of the regular civil filing fee through Pay.Gov.
e pend (IFP pending): When filing an Application to Proceed In Forma Pauperis with your
complaint.
e wv (waived): When you are a US Attorney for the Department of Justice filing a case on
behalf of the United States.

Please leave the fee status “pd” unless you are a US Attorney or filing an Application to
Proceed In Forma Pauperis with your complaint.

Jury demand

]
(&5 requested in the complaint) n (None) =

Class action | n (Mo Class Action Alleged) [+
Demand ($000) 150

Fee status | pd (paid) v

Fee status options Choose pd (pad) to pay the regular civil fling fee through Pay.gov
Choose pend (IFP pending) if you will be filing an Application to Proceed In Forma Paupens with your complaint.
Choose wv (waved) f you are a U3 Attorney for the Department of Justice filing a case on behalf of the United States.

The Citizenship Plaintiff and the Citizenship Defendant dropdown boxes are used only in
diversity cases. You would leave these boxes blank unless your case is a diversity case.

We are going to select “4: Incorporated/Principal Place of Business —This State” as our

Citizenship Plaintiff option. For Citizenship Defendant we are going to select
“5: Incorporated/Principal Place of Business- Other State” from the dropdown list.

The next two fields apply only for diversity cases

Citizenship plamtiff| 4 {Incorporated/Frincipal Flace of Business-This State] |+

Crtizenship defendant| 5 (Incarporated/Frincipal Flace of Business-Other State) | v

[ M et ] [ Clear ]




Look over this screen and make sure you entered the correct case information. Once you are
confident that your case information is correct you are ready to proceed and select “NEXT” to
move to the next screen.

Open a Civil Case

NOTE: Enter tlas informnation from vour civil cover sheet

Jurisdiction | 4 (Diversity) v

Canse of action | 28:2201dj(28:2201 Declaratory Judgerment) ~ | Filter: |28:2201 Clear filter
Nature of smt | 130 (Contract Other) + | Filter: 130 Clear filter

Onigm |1 (Original Proceeding) v

Jury demand
. . n (Mane) v
(&5 recuested in the complaint)
Class action | n (Mo Class Action Alleged) | v
Demand ($000) 150
Fee status | pd (paid) v

Fee status options Choose pd (paid) to pay the regular civil filing fee through Pay gov
Choose pend (IFP pending) of you will be filing an Application to Proceed In Forma Paupens with your complaint,
Choose wv (wawved) f vou are a U3 Attorney for the Department of Tustice filing a case on behalf of the United States.
The next two fields apply only for diversity cases
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State) |v

Citizenship defendant | 5 (Incorporated/Principal Flace of Business-Other State) |v




EMERGENCY MATTERS

CM/ECF will prompt you to answer Yes or No if your initial filing includes a Temporary
Restraining Order.

Open a Civil Case

Will your initial filing include a Temporary Restraining Order?
OYES

ONo

If you answer yes, you will be instructed to call the Clerk’s Office immediately after posting the
Temporary Restraining Order (during regular business hours). Have your case number ready.

Open a Civil Case
You MUST call the Clerks Office immediately after posting the
Temporary Restraining Order (During regular business hours).

Clerks Office 509-458-3400

[ENexﬁ] [ Clear ]

e The Clerk’s Office will assign a judge to your case and notify them of the emergency.
e To ensure that your case receives the immediate attention it needs, please file prior to
4:30 P.M.

10



ADDING PARTIES
Before you get started, have your Complaint available. You will need this to add all parties in
this case opening process.

e This screen will allow you to enter your party names and do a search to see if these
parties are already in the court’s database.

e This screen and all subsequent screens begin displaying a partial case number. A full
case number will be assigned at the completion of the case opening process.

e Notice of Removal cases are opened by using the original caption from the state court.
For example, if the defendant is the “filer” of the removal case in Federal Court and they
remain the defendant in the case filed here.

e DO NOT select the browser back button at any time during the ‘Add Parties’ process.
You will lose your entire work product. If you need to make a change to your party
selection or simply change the spelling, utilize the icons provided in the participant tree.

Open a Civil Case
DO NOT ENTER OR MODIFY TELEPHONE OR ADDRESS FIELDS

Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Search for a party
Collapse All Expand All Last/Business Name First Name Middle Name
“1:14-ev-77777

See Quick Tips for Adding Party Names (PDF) for examples of how to search party names in a
way that will find appropriate matches.

In the Last/Business Name field, enter the party name, surname or company name only and
select Search.

e Do not enter any descriptive text in this field. The Party Text field is for that purpose.

Example: The case we will be opening is a civil case entitled: “Bluebell Farms Inc vs. Green
Meadow Grains.”

Let’s get started by entering the plaintiff’'s name, “Bluebell Farms Inc”, and then select Search.

[DO NOT ENTER. OR MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for firther instructions.
Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Search for a party
Collapse All Expand Al Last/Business Name Bluebell Farms Inc| First Name Middle Name
“1:14-cv-77777

11



e If you find an exact match from the list, highlight the name from the list and click on the
“Select Party” button.
0 If no match is found, no name will appear in the Last/Business Name box, and
search results will state “Search returned no results. Please try again or create
a new party. “
e If you do not find a match, click on the “Create New Party” button.

DO NOT ENTER OR MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Search for a party
Collapse All Expand All Last/Business Name Bluebell Farms Inc | First Name Middle Name
“1:14-cv-77777

[ Select Party ][ Create New Party ]

Once you have highlighted a name match and selected “Select Party” or selected the “Create
New Party” name button, CM/ECF will display the party information screen. You will notice
your party name on this screen. Let’s proceed with entering your party information.

[DO NOT ENTER OR. MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
|Quick Tips for Adding Parties - Complaints - Notice of Removal

i ew party

= 1IN Iorma [
Bluebell Farms Inc|
Collapse All Expand All Title

Role | Defendant {dft:pty) lhd
Prose |Mo il
Prisoner Id Unit
Office
Address1
Address 2 [ Show this address on the docket sheet
Address 3 City
State Zip Country
Prison sl
Phone Fax

Party text

Start date |1/2/2014 End date

12



The Title box is where you would enter title abbreviations such as Dr, Sgt, Hon, Rev, as
appropriate.

e Do not use this box to enter Mr., Mrs., or Ms.

e Do not put periods after the abbreviation.

e Leave this field blank if no title applies.

Party Information
Bluebell Farms Inc

Title
Role | Defendant (dft:pty) V
Prose | Mo V
Prisoner Id Unit
Office
Address1
Address 2 [] show this address on the docket sheet
Address 3 City
State Zip Country
Prison v
Phone Fax
Party text
Start date | 1/2/2014 End date

13



Now you will select the party’s role from the drop-down menu. The first party entered is the
Plaintiff or Petitioner (for Habeas Corpus Petitions). The parties should be entered in the
manner and in the order in which they are captioned on the initiating document being filed.
(Keep in mind the party name examples.)

Party Information
Bluebell Farms Inc

Title
Role | Plaintiff (pla:pty)
Estate Defendant (estd:pty) A
Pro se Estate Plaintiff (estp:pty) :
Prisoner ld | Estate of (estatepty) Unit

Executor Defendant (exedft:pty)
Office |Executor Plaintiff (exepla:pty)
Fourth Party Defendant (4pd:pty)
Address1 Fourth Party Plaintiff (4pp:pty)
Garnishee (gar:pty)

Address 2 |Guardian ad Litem (gal-pty) | Show this address on the docket sheet
In Re {inre:pty) _
Address 3 ||nterested Party (ip:pty) City

Interpleader {intpl:pty)
€ lIntervenor (intv-pty)
Intervenor Defendant (intvd:-pty)
Intervenar Plaintiff (intvp:pty)
Phone |Material Witness (mw:pty) Fax
Mediator (med:pty)
Mavant {maov:pty)
s = Objectar (obj:pty)
Petitioner (pet:pty)

Stat untry

Prison

Start date | date

Hotice |Feceiver (rcopty)
Respondent (res:pty)

Add Party | Special Master (sm:pty)

Start a Mew £ 1axpayer (tax:pty)
ThirdParty Defendant (3pd:pty)
ThirdParty Plaintiff (3pp:pty)
Trustee (trust:pty)
Unknown {unknown:pty) 4
Witness (witness:pty) Il

14



Do not enter any party information in the address, phone number, or fax fields, UNLESS the
party is Pro Se. Then enter the address and phone number ONLY.

Party Information
Bluebell Farms Inc

Title

Role | Plaintiff {pla:pty)

Prose | Mo

x|

Prisoner Id Unit
Office
Address1
Address 2 [] show this address on the docket sheet
Address 3 City
State Zip Country
Prison v
Phone Fax
Party text
Start date |1/2/2014 End date

Hotice | yes v

Add Party

Start a Mew Search

15



The Party Text field is for information describing the party in further detail. For example, if
the party is a company, party text might be “a Washington corporation.” The party might be
“an individual” or “husband and wife, and the marital community. “

In our case sample, we will enter “a Washington corporation” in the text box for Plaintiff
Bluebell Farms Inc.

Party Information
Bluebell Farms Inc

Title
Role | Plaintiff (pla:pty) hd
Prose |Mo ]
Prisoner Id Unit
Office
Address1
Address 2 [] Show this address on the docket sheet
Address 3 City
State Zip Country
Prison el
Phone Fax

Party text |a VWashington Corporation

Start date |1/2/2014 End date

Notice |yes |+

Add Party

Start a Mew Search

16



The start date box will automatically fill in with the current date. You will not be able to modify

this date.

Party Information
Bluebell Farms Inc

Title
Role | Plaintiff (pla:pty)
Prose | Mo
Prisoner Id
Office
Address1
Address 2
Address 3
State Zip
Prison

Phone

Party text |a Washington Corporation

Start date [1/2/2014

Notice | yes |+

Add Party

Start a MNew Search

Unit

[ Show this address on the docket sheet
City

Country

Fax

End date

If you are not adding any additional information select the Add Party button.

Party text a Washington Corporation

Start date |1/2/2014

Motice | yes v

Add Party

oian a [Mew —earch

17
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ADDING ADDITIONAL ATTORNEYS

Since you logged into ECF as the attorney filing this case, you do not need to enter your name
as attorney of record. The ECF system will ask you later in this process if you are associated with
the party that you are representing.

You may enter additional attorneys associated with this case by selecting the Add Attorney %
icon next to Attorney.

Do NOT add attorneys for the opposing parties UNLESS this is a Notice of Removal case.

DO NOT ENTER OR MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Search for a party
Collapse Al Expand All Last/Business Name First Name Middle Name
g""l:l4—cv—'."."."?'.’
EBluebell Farms Inc pla# &

lias ¥

orporate Parent or other affiliate "3
i Attorne ]

Icons
These icons located next to the names on the left allow you to make modifications, edits and
add new alias. These are the Icon Descriptions:

Delete this party from the case.

Add new alias, corporate parent, or attorney.

v

o Copy attorney(s) from other parties in the case to this party.

Edit the party, alias, corporate parent or attorney. Only displays
beside actual names of participants, so if no participant has been
added, this icon is suppressed.

k| ®

N

18



When you click on the add attorney icon, you will go to the Attorney search screen, which
resembles the Party Search screen.

Let’s add John T. Smith as an additional attorney in this case and then select Search.

Search for an attorney for Bluebell Farms Inc

Bar ld

Last Name | Smith First Name | Jon| Middle Name

As with the Party Search screen, you will see search results which allow you to select the
attorney’s name from the dropdown list. Choose the attorney from the dropdown list. You can
only add additional attorneys that are registered with CM/ECF. DO NOT enter Pro Hac Vice
Attorneys.

Search for an atterney for Bluebell Farms Inc

EBar i

Last Name |Smith First Mame |John Middle Name | T

Search Results
Srmith, John T

Select Attorney

19



Once you have highlighted the attorney’s name from the list, you will click on “Select
Attorney”.

Search for an attorney for Bluebell Farms Inc

Bar Id

Last Name Smith First Name |John Middle Name [T

$earch Results

Select Attorney

20



On the Attorney Information screen, do not alter the information in the fields.

Do not report a change of address to the Clerk’s Office. Clerk’s Office staff will verify the
information for the attorney.

Attorney Information
John T Smith

Title

Office g of John Smith

Address /800 Stewart St

Addresyg 3

Fax E-mail ||

Pro Hac Vice | no | v Lead attorney | ve

Designation | Fetained V
sealFlag iyesiv) Notice | yes |+
Start date | 12/5/2013 End date

Add Aftornesy

otart a bew searc

Accept the information by clicking “Add Attorney”.
This returns you to the Attorney Information screen.

® Notice the attorney name you just added on the left screen for the party Bluebell Farms
Inc.

® Repeat this process until you get all the associated attorneys entered.

DO NOT ENTER. OR MODIFY TELEPHONE OR. ADDRESS FIELDS
Click a link for further instructions.

Quick Tips for Adding Parties - Complaints - Notice of Remowal

Add New Party Search for an attorney for Bluebell Farms Inc

Collapse All Expand All

C114-cv-77772 Barld

ElBluebell Farms Inc pla# ® Last Name First Name Middle Name
dlias ¥

Corporate Parent or other affiliate %5
| Elattorney 15 [0

H1ohn T smith 7 &

21



Once you have all the attorney names entered, select the Add New Party button. This will bring
you back to the Party Information screen so you can continue to add all parties.

ADDING AN ALIAS
If you are adding an alias, select the Alias icon.

DO NOT ENTER. OF. MODIFY TELEPHONE OF. ADDRESS FIELDS
Click a link for firther instructions.
Oick: Tips for Adding Parties - Complaints - Notice of Removal

[ Add New Party ] [ Create Case ] Search for an alias for Bluebell Farms Inc
Collapse All Expand All

é""l:H—cv—'?'?'?'?'? Last / Business Name

I_%l-BIueheII Farms Inc pla+"

 mias [B

é-forpcrrate Parent or other affiliate "3

Iél-httomey"s_:'

“John T Smith + &

22



Search for the name of the alias.

[ Add New Party ] Search for an alias for Bluebell Farms Inc
Collapse All Expand All

Last | Business Name |iehell Organic Farms|

CBluebell Farms Inc pla &
Alias

. Corporate Parent or other affiliate "3

Elattorney 18 [0

 “JohnTsmith /&

Highlight the name from the list of search results and click Select Alias, or click Create New
Alias if there are no search results.

Open a Civil Case

DO NOT ENTER. OFR. MODIFY TELEPHONE OF. ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - WNotice of Removal

[ Add New Party ] Search for an alias for Bluebell Farms Inc
Collapse Al Expand All _ :
v 77977 Last/ Business Name ebell Organic Farms
=Bluebell Farms Inc pla .+ #

plias ¥

é--{:orporate Parent or other affiliate "3

Iélmtomey"ﬁ i Search Results

“John T Smith .+ & :Bluebell Organic Farms
Select Alias ] [ Create New Alias
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Select the Alias Role Type from a drop down list.

Open a Civil Case

DO NOT ENTER OR MODIFY TELEPHONE OR. ADDRESS FIELDS
Click a link for further instructions.

Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Alias Information
Collapse Al Eupand A L@stBusiness name Bluebell Organic Farms First name
1 14-cv-77777 Middle name Generation
EBluebell Farms Inc pla #* &
; © Type | agent Startdate |1/2/2014
Alias
E"Corporate Parent or other affiliate ¥ addflas
I_;‘Att 80 Start a Mew Search
‘Attorney 5 (L
) fdba
“John T Smith " & fka
nee
nka
oho
other
pi

ta

The Alias role options from the drop down list are identified below

agent:
aka:
dba:
fdba:
fka:
nee:
nka:
obo:
other:
rpi:
ta:

Agent of

Also known as

Doing business as
Formerly doing business as
Formerly known as

Born (usually refers to maiden name)
Now known as

On behalf of

Other

Real party interest

Trading as
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Now that you have your Alias name entered and the role selected, select the “Add Alias”
button. This will return you to the Party Information screen.

Open a Civil Case

DO NOT ENTER OR. MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Removal

Add New Party Alias Information
Collapse All Expand ol -@stBusiness name |Bluebell Organic Farms First name
1:14-cv-77777 Middle name Generation

E'Bluebell Farms Inc pla " & i
Type | fka il Start date | 1/2/2014

-Alias ¥ _
E"Corporate Parent or other affiliate "3 wdgplias
: tart a New Search

EI-Atlorney "3 _—]
“John T Smith " &

CORPORATE PARENT OR OTHER AFFILIATE

The next option is the “Corporate Parent or Other Affiliate” button.
® DO NOT SELECT THIS OPTION.
e [f you are the attorney representing the corporation, you are required to file a
Corporate Disclosure Statement which provides this information, and add all corporate

parents and other affiliates to the case during the filing of the Corporate Disclosure
Statement.

Open a Civil Case

DO NOT ENTER OR. MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complamts - Notice of Removal

[ Add New Party ] Search for an a

Collapse All Expand All )

;_,,_1:14{‘___????.? Last/ Business I

S Bluebell Farms Inc pla " &
alias ¥

“-Bluebell Organic Farms .+ &
é"{iorporate Parent or other affiliat
Ié!-nttorney B

“-John T Smith 7 &

When you are satisfied that the information for the first party is correct, click on “Add New
Party” and proceed to the next party. Enter all parties in this same manner.
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Finish adding all your parties before proceeding to the next step.

CREATE CASE

ONLY when you are finished adding all parties, click on the Create Case button on the
Participant Tree. Once you click Create Case, you will not be able to go back and add any
further parties or attorneys to the case.

NOTE: Clerk’s Office staff checks all new cases filed electronically and will verify and add any
missing parties or attorneys.

Open a Civil Case

DO NOT ENTER OR. MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Remaoval

B ew pary Seatch for a paty
Collapse Al Expand All| Last/Business Name First Name Middle Name
g""l:l4-cv-?’.’???
EBluebell Farms Inc pla =

- Halias B
“Bluebell Organic Farms .+ &

“Corporate Parent or other affiliate "3

I‘;!-Aﬂorney "3 _J

 “JohnTsmith /@

HGreen Meadow Grains dit /&
Alias ¥
é--{:orporate Parent or other affiliate "3
é-"mtorneﬂ,r "3 _3

Once the “Create Case” button is selected, you will see the box below that states: ”Case will be
created. Proceed?” Select “Yes” if you are ready to proceed with filing of this case.

Note: this case will not be opened until the initiating document is filed and the filing fee is
paid.

Case Opening

Case will be created. Proceed?

Yes No

H
H
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Click on the Docket Lead Event hyperlink to continue to attach your initiating documents and
pay the filing fee.
Open a Civil Case

Note that your new case number is 14-3000. The case will be opened after docketing the Complaint Notice of Removal (initiating documents) and paying the filing fee

Docket Lead Event?

DOCKETING THE LEAD EVENT

Next you will need to file your initiating documents in the case.
e Click on “Docket Lead Event?” to proceed.
e ECF will automatically open the event Complaints and Initiating Documents screen.

Complaints and Other Initiating Documents
sStart typing to find an event.
Awailable Events (click to select an event)

Complaint - Amended

[ComplaintWith Application to Proceed Without Prepaying Fees]
Caunterclaim

Counterclaim - Amended
Crassclaim
Crassclaim - Amended
Intervenar Complaint

Matice of Remowal

Fetition for Wit of Habeas Corpus
Third Farty Camplaint

Third Farty Camplaint - Amended

Clear

Lead Event Types
There are three types of initiating documents or “lead events” to choose from. Each has its
own unique workflow.

e Complaint

e Notice of Removal

e Complaint With Application to Proceed Without Prepaying Fees
e Petition for Writ of Habeas Corpus
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Complaint
Select Complaint from the Available Events menu. Clicking on the word "Complaint" places it
in the Selected Event box. Click NEXT.

Complaints and Other Initiating Documents

Ayrailable Events (click to select an event) Selected Event
Application far IFF - Complaint™ —? Complaint
[Complaint |

Complaint- Amended
Counterclaim

Counterclaim - Amended
Crossclaim

Crossclaim - Amended
Intervenor Complaint

Matice of Remowval

Fetition for Wit of Habeas Corpus
Third Party Complaint

Third Party Camplaint - Amended

[ Mext I [ Clear ]

You will notice the case number appears. Click NEXT.

Complaints and Other Initiating Documents

Civil Case Humber

1:14-cv-3000|

Select the party filing the document being represented by you in this case and click NEXT.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties.
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Pick Filer Select the filer.

Collapse All Expand All
-Bluebell Farms Inc pla Select the Party:

~Green Meadow Grains dft Bluehell Farms Inc_[pla]
Green Meadow Grains [dft]

[Next] [Clear][ New Filer ]

This screen appears when the attorney appears in the case for the first time. Leave all boxes
checked and click NEXT. This will add the attorney's information to the docket and activate
electronic notice.

Complaints and Other Initiating Documents
1:14-cv-03000 Bluebell Farms Inc v. Green Meadow (Grains

The following attorney/party associations do not exist for the above
case(s).

Please check the box on the left of the screen for associations which
should be created.

If the association should not be created, be sure the box is unchecked=

Bluebell Farms Inc (ptyvpla) represented by Test Attorney7 (aty) [v] Lead

Select the party or parties you are filing against.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties, or click on the All Defendants radio button.
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Pick Party

Collapse All
-Bluehell Farms Inc pla

é---anaen Meadow Grains dft

Please select the party that this filing is against.

Expand All
Select the Party: OR

Bluebell Farms Inc [pla]

iGreen Meadow Grains _[dft]

[Next] [Clear][ Hew Party ]
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Attach the Complaint
All documents must be in PDF format and cannot exceed 10 MB (megabytes) in size.
e Starting with the Main Document, click Browse.

Attach main document (Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document

Browse. ..

Attachments Category

Browse... |

Description

]

I

e Navigate to the appropriate directory and file on your computer to locate the
Complaint. Always check your document before you upload it. Right click on the
filename and choose Open from the right click menu to do this.

e With the file name highlighted, click Open, or simply double click on the file name to

upload the file to CM/ECF.

@ Choose File to Upload

-

——— v W -
- o s
@@v| | . » Sample PDFs » v| +y ‘ | Search Sample PDFs R |
T—  ee— —
Organize * New folder =~ O @
~ Favorites ol Name Date modified Type Size i
g Appearance Bond pdf 11/19/2002 10:40 ..  Adobe Acrobat D.. 6K
: .| Libraries ! Appl for Writ of Garmishment.pdf 4/18/2003 1:38 PM Adobe Acrobat D... 7K
. Documents X Arrest Warrant.pdf 2/27/2003 257 PM  Adobe Acrobat D... 8 K
& Music E "X Cert of Record.pdf 2/11/2003 5:.08 PM  Adobe Acrobat D... 3K[E
2. Pictures T oA Apt.pdf 2/27/2003 8:58 PM  Adobe Acrobat D... 9K
‘, Videos X ca 20.pdf 11/19/2002 10:29 ..  Adobe Acrobat D... 5K
|Bl Complaint.pdf 11/19/2002 944 A.. Adobe Acrobat D... 6K
‘& Computer n g Corporate Disclosure Statement.pdf 5/1/2003 11:52 AM  Adobe Acrobat D... 6K
& Default (C) " Declaration.pdf 4/18/2003 1.39 PM Adobe Acrobat D... 5K
% kness (\\seasan01 “X Exhibit 2.pdf 3/31/2003 215 PM  Adobe Acrobat D... 5K
% images (\\seaimg T Exhibit.pdf 3/31/2003 2:15 PM Adobe Acrobat D... 5K
% OShare (\\seadc0 . ‘|m' . T — " : - | T
File name: Complaintpdf v [AuFiles () ~|
[ Open |v] l Cancel ]
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e The name of your document will appear in the Filename window.

Attach main document (Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

|Main Document

:ingSUaime_White‘uDesktDp‘nCUmplaint.pdﬂ

Attachments Category Description

1. Browse... | M

e To attach the Civil Cover Sheet, click Browse under Attachment #1.

Attach main document (Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Docuoment

ings\Jaime_White\Desktop\Complaint. pdf

Attachments Category Description

1- = 8

32



Navigate to the appropriate directory and file on your computer to locate the Civil Cover Sheet.
After verifying it is the correct Civil Cover Sheet, with the file name highlighted, click Open, or
simply double click on the file name.

6\(Ihoose File to Upload

| » Sample PDFs » Training PDFs v| e |l

| Organize ~ | New folder =z O @
B _J:; Eavorites Name i Date modified Type Size
e - Answer.pdf 11/25/2002 1:34 PM  Adobe Acrobat D... 5KB
4 (] Libraries |“3_; Civil Cover Sheet.pdf 3/12/2010 1214 PM  Adobe Acrobat D... 6 KB
b L% Documents “X Declaration.pdf 4/18/2003 1:39PM  Adobe Acrobat D... 5KB
b & Music = "% Exhibit 2.pdf 3/31/2003 215PM  Adobe Acrobat D.. 5KB
> 5 Pictures = Exhibit.pdf 3/31/2003 215PM  Adobe Acrobat D... 5KB
» & videos “L Motion.pdf 11/19/200210:31.. Adobe Acrobat D... 5 KB
“L Order.pdf 11/25/2002 230 PM  Adobe Acrobat D.. SKB
4% Computer | ™X Response.pdf 6/24/2003 2:37 PM  Adobe Acrobat D.. 8 KB
i & Default (C) L trainingMO.pdf 2/23/2006 9:11 AM  Adobe Acrobat D.. 26 KB
b < kness (\\seasan01 L trainingorder.pdf 2/23/2006 9:11 AM  Adobe Acrobat D.. 25K8
I> % images (\\seaimg
> % OShare (\\seadc0 . ¢ | i "
File name: Civil Cover Sheet.pdf A INI Files (*%) 'l

e —

The name of your document will appear in the Filename window.

Attach main document (Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document
LingsUaime_White\Desktop\Complaint.pdﬁ[ Browse... |

Attachments Category Description
1. sime_White\Desktop!Civil Cover Shest pdf[ Browse.. ] | ] | | [_Remove |
2| |[(Browse._] | | |
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Describe the Civil Cover Sheet using the Category drop down list.

Attach main document {(Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document

iings\Jaime_White\Desktop\Complaint.pdf

Attachments Category Description

1. sime_White\Desktop\Civil Cover Sheet.pdf Civil Cover Sheet |
2 il

Appendix

:Civil Cover Sheet
Exhibit
Supplement
Text of Proposed Order
Summans

Attach the Summons
Prepare one summons per defendant, convert to PDF and file as separate attachments.

Click Browse under Attachment #2 to upload the summons. Describe the summons (es) under
Category and or Description.

IAttach main document (Complaint) and all attachments (Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Docoment

iings\Jaime_White'\Desktop\Complaint. pdf

Attachments Category Description
1. sime_White\Desktop\Civil Cover Sheet.pdf Civil Cover Sheet v
2. lings\WJaime_White'\Desktop\Summons.pdf |_Browse.. | | Summons V
3. ]
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Notice of Removal

Select Notice of Removal from the Available Events menu. Clicking on the event name places it
in the Selected Events box on the right.

Complaints and Other Initiating Documents

Available Events (click to select an event) Selected Event
Counterclaim - Amended | | Motice of Remaval
Crossclaim

Crossclaim - Amended

Intervenor Complaint

Motion to Vacate/Set Aside/Correct Sentence - 2255

MNotice of Condemnation

Motice of Removal [
Petition for Wit of Habeas Corpus |
Petition for Writ of Habeas Corpus - Amended

Petition for Writ of Habeas Corpus - Received

Petition to Enforce IRS Summaons

Petition to Perpetuate Testimony

Registration of Foreign Judgment

Third Party Complaint

Third Party Complaint - Amended hal

Click NEXT. Select the party you are representing in this case.

NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties.

Complaints and Other Initiating Documents
21 3-cw-00027 Bluebell Farms Inc v. Yellow Swan Designs

Ouick Tips for Adding Parties - Complaints - Motice of Eemowal

Pick Filer Select the filer.

Collapsze All Expand All
HBluebell Farms Inc pla

Select the Party:

“Yellow Swan Designs dit

Bluebell Farms Inc[pla)
“rellow Swan Designs [dft] §

[ Ne:xt ] [ Clear ][ New Filer
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This screen appears when the attorney appears in the case for the first time. Leave all boxes
checked and click NEXT. This will add the attorney's information to the docket and activate
electronic notice.

Complaints and Other Initiating Documents
2 13-cv-00027 Blugbell Farms Inc v, Yellow Swan Designs

The following attorney/party associations do not exist for the above case(s).

Please checl the hox on the left of the screen for associations which should be created.

If the association should #of be created, be sure the box is rnckecked=

Tellow Swan Designs (pty.dit) represented by Test Attorneyd (aty) Lead
[ et ] [ Claar ]

Now select the party or parties you are filing against. Click NEXT.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties, or select one of the Select a Group radio buttons.

Complaints and Other Initiating Documents
213-cy-00027 Bluebell Farms Inc v, Yellow Swan Designs

Quick Tips for Adding Parties - Complamnts - Notice of Eemowval

Flease select the party that this filing is against.
Collapse All Expand All
“Yellow Swan Designs o Selectthe Party: OR  Selecta Group:
#Bluebell Farms Inc pla “ellow Swan Designs [off]
:Bluehell Farms Inc[pla] ® Mo Group

O All Defendants

O All Plaintiffs

O All Parties

[ Next | [ clear || New Party |
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Attach the Notice of Removal
All documents must be in PDF format and cannot exceed 10 MB (megabytes) in size.

Starting with the Main Document, click Browse.
Attach main document (Notice of Removal) and all attachments (Exhibits, Civil Cover Sheet).

Select the pdf document and any attachments.

Main Docoment

[ Browse.. |

Attachments Description

] |

Category

1.| |[ Browse... | |

Navigate to the appropriate directory and file on your computer to select the Notice of
Removal.

@.Choose File to Upload

Organize ~ New folder
I ., Favorites el Name - Date modified Type Size i
= Letter.pdf 4/18/2003 5:51 PM Adobe Acrobat D... 4K
;':;] Libraries - Mandate.pdf 2/11/2003 5:08 PM  Adobe Acrobat D... 3K
. Documents 0 Minutes.pdf 11/19/2002 10:35 .. Adobe Acrobat D... 5K
4. Music = X Motion - Memorandum.pdf 1/16/2003 %10 AM  Adobe Acrobat D... 10K
5. Pictures b - Motion.pdf 11/19/2002 10:31.. Adobe Acrobat D... 5K
! Videos “X Notice of Appeal.pdf 2/11/2003 5:.07 PM  Adobe Acrobat D... 3K
“X Notice of Appearance.pdf 11/19/2002 4:38 PM  Adobe Acrobat D... 6 K:
& Computer B “X Notice of Dep.pdf 11/19/2002 4:38 PM  Adobe Acrobat D... 6 KH.
& Default (C) “X Notice of Hearing.pdf 3/6/2003 5:47 PM Adobe Acrobat D... 9K
% kness (\\seasan01 “X Notice of Lawsuit.pdf 11/19/2002 9:58 A.. Adobe Acrobat D... 8K
% images (\\seaimg |"1 MNotice of Removal.pdf 4/18/2003 1:40 PM  Adobe Acrobat D... 5K |
& OShare (\\seadc0 . |m|- S —— ,”1 — E | "," 1
File name: Motice of Removal.pdf - IAII Files (*.%) ']
I Open |v| l Cancel l

After verifying it is the right Notice of Removal for this case, with the filename highlighted, click
Open or simply double click on the file name.
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Your document will display in the Filename area.

\Attach main document (Notice of Removal) and all attachments (Exhibits, Civil Cover Sheet).
Select the pdf document and any attachments.

Main Document

me_VWhite\Desktop\Notice of Remuval_pdﬂ

Attachments Category Description

1. Browse... | M

Click Browse under Attachment #1 to upload the Civil Cover Sheet.

Attach main document (Notice of Removal) and all attachments (Exhibits, Civil Cover Sheet).
Select the pdf document and any attachments.

Main Document

me_White\Desktop\Motice of Remaoval_pdf]

Attachments Category Description

1. Browse... | M
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Navigate to the appropriate directory and file to locate the Civil Cover Sheet. To upload it, with
the filename highlighted, click Open, or simply double click on the filename.

% 4 Sample PDFs » Tralnmg PDFs v |4y il Search Trr:rmmg PDFs
Organize ~ New folder = - :B Q
- Favorites * ' Name i Date modified Type Size
x Answer.pdf 11/25/2002 1:34 PM  Adobe Acrobat D... 5KB
-4 Libraries |",'_L' Civil Cover Sheet.pdf 3/12/2010 1214 PM  Adobe Acrobat D.. 6 KB
", Documents “L Declaration.pdf 4/18/2003 1:39 PM  Adobe Acrobat D... 5KB
4 Music = ®E Exhibit 2.pdf 3/31/2003 215PM  Adobe Acrobat D.. 5 KB
4= Pictures “X Exhibit,pdf /31/2003 215PM  Adobe Acrobat D.. 5 KB
& videos X Motionpdf 11/19/2002 10:31 ..  Adobe Acrobat D.. 5 KB
b = Order.pdf 11/25/2002 2:30 PM  Adobe Acrobat D... 5KB |
W Computer | "L Response.pdf 6/24/2003 237 PM  Adobe Acrobat D.. 8 KB
&> Default (C) "L trainingMO.pdf 2/23/2006 911 AM  Adobe Acrobat D.. 26 KB
% kness (\\seasan01 “L trainingorder.pdf 2/23/2006 9:11 AM  Adobe Acrobat D... 25KB I
% images (\\seaimg
% OShare (\\seadc0 — | i i |
File name: Civil Cover Sheet.pdf ~ [ Al Files (=) v

| Open |vH Cancel ]

The file appears under Attachment #1. Describe it, either by using the Category drop-down box
and/or the Description text box.

Complaints and Other Initiating Documents
2:13-cv-00005 Evergreen Gardens v. Grass Roots Inc

Select the pdf document and any attachments.

Main Document
C-\Users'kness\Desktop'\Sample PDFs\h| Browse. .

test
Attachments Category Description

1. C:\Userstkness\Desktop\Sample PDFs\T[ Browse_. | Civil Cover Sheet - Remave
Appendix

2. _Browse... | Certificate of Service
Civil Cover Sheet

Clear Errata
Exhibit

Proposed Acceptance of Plea

Proposed Order

Report on Copyrights (A0 Form121)

Report on Patents and Trademarks (AO Form120)
Supplement

Summons

When you are done, click NEXT.
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Complaint With Application to Proceed Without Prepaying Fees

Select Complaint With Application to Proceed Without Prepaying Fees*** from the Available
Events menu. Click NEXT.

Complaints and Other Initiating Documents

Awailable Events (click to select an event) Selected Event

Complaint Complaint With Application to Proceed Without Frepaying Fees™

Complaint=-Amended
|CDmpIaint With Application to Proceed YWithout Frepaying Fees’i '
CoOunterclalm

Counterclaim - Amended
Crossclaim

Crossclaim - Amended

Intervenor Complaint

Motice of Removal

Petition for 'Writ of Habeas Corpus
Third Farty Complaint

Third Party Complaint- Amended

Select the party you are representing in this case.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired

parties.
DO NOT ENTER. OF. MODIFY TELEPHONE OF. ADDRESS FIELDS

Click a link for firther nstructions.
Cuicle Tips for Adding Parties - Complaints - Notice of Femoval

Pick Filer Select the filer.

Collapse All Expand All
#Bluebell Farms Inc pla Select the Party:

~Green Meadow Grains dft Bluebell Farms Inc_[pla]
Green Meadow Grains [dft]

[Next] [Clear ][ Mew Filer
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This screen appears when the attorney appears in the case for the first time. Leave all boxes
checked and click NEXT. This will add the attorney's information to the docket and activate
electronic notice.

Complaints and Other Initiating Documents
1:14-cv-03000 Bluebell Farms Inc v. Green Meadow Grains

The following attorney/party associations do not exist for the above
case(s).

Please check the box on the left of the screen for asseciations which
should be created.

If the association should not be created, be sure the box is unchecked=

Bluebell Farms Inc (ptvpla) represented by Test Attorney7 (aty) [v] Lead

Select the party or parties you are filing against. Click NEXT.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties, or click on the All Defendants radio button.

DO NOT ENTER OR MODIFY TELEPHONE OR ADDRESS FIELDS
Click a link for further instructions.
Quick Tips for Adding Parties - Complaints - Notice of Remowval

Please select the party that this filing i1s against.
Collapse All Expand All
#Bluebell Farms Inc pla Selectthe Party: OR  Selecta Group:

é---Grman Meadow Grains dft

Bluebell Farms Inc [pla]

iGreen Meadow Grains [dit] : @ No Group
O All Defendants
O All Plaintiffs
O All Parties

[Next] [Clear][ New Party ]
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Attach the Application to Proceed Without Prepaying Fees
NOTE: All additional documents to the Application must be filed as attachments. When your
filing is complete, you should only see your Application with attachments on the docket.

All documents must be in PDF format and cannot exceed 10 MB (megabytes) in size.

Starting with Main Document, click Browse.

Complaints and Other Initiating Documents
1:14-cv-03004 Smith v. Colvin

Attach main document (Application to Proceed Without Prepaying Fees). All additional documents must be filed as attachments (Complaint, Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

(Main Document

Browse...

Category

1 Browse .

Navigate to the appropriate directory and file on your computer to select the application. After
verifying that this is the correct application, with the filename highlighted, click Open, or simply
double click on the filename.

Attachments Description

43 Choose File to Upload -—*- — —— ﬂ I
=t —— S —
@C—,}V| | T Samp!g PDFs » _ — == - | +¢_|| Search Sample PDFs jeo |
= ———————
Organize ~ New folder =~ 1 @
| | Favorites “  Name } Date modified Type Size >
= Complaint.pdf 11/19/2002 944 A.. Adobe Acrobat D.. 6K
| Libraries '31 Corporate Disclosure Statement.pdf 5/1/2003 11:52 AM  Adobe Acrobat D... 6K
. Documents X Declaration.pdf 4/18/2003 1:39 PM Adobe Acrobat D... 5K
4. Music = “L Exhibit 2.pdf /31/2003 2:15 PM Adobe Acrobat D... 5 KE
5. Pictures g - Exhibit.pdf 3/31/2003 215 PM Adobe Acrobat D... 5K =
& Videos “X Fin Afdt.pdf 11/19/2002 10:26 ... Adobe Acrobat D... 6 K—
|B1 IFP FORM.pdf 472172003 9:21 AM  Adobe Acrobat D... 5K
& Computer B e Indictment.pdf 11/25/2002 2:27 PM  Adobe Acrobat D... 6K
& Default (C) . Information.pdf 11/19/2002 10:46 .. Adobe Acrobat D... 6K
% kness (\\seasan01 “L Joint Status Report.pdf 5/1/2003 11:52 AM  Adobe Acrobat D... 6K
l % images (\\seaimg X Judgment.pdf 2/11/2003 5:.07 PM  Adobe Acrobat D... 3K
< Oshare (Nseadcolo| lﬁi o i Lsrmnonan 0t D e | e =
*
File name: IFP FORM.pdf - [ Al Files () -
[ Open !vJ l Cancel l

The application will appear in the Filename box.
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Complaints and Other Initiating Documents
1:14-cv-03004 Smith v. Colvin

Attach main document (Application to Proceed Without Prepaying Fees). All additional documents must be filed as attachments (Complaint, Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document

#\Desktopwoucher memos\Application. pdf

Attachments Category Description
L v

Attach the Complaint
To attach the Complaint, click Browse under Attachment #1.

Complaints and Other Initiating Documents
1:14-cv-03004 Smith v. Caolvin

Attach main document (Application to Proceed Without Prepaying Fees). All additional documents must be filed as attachments (Complaint, Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document

s\Desktopwoucher memos\Application_pdf|

Attachments Category Description
! I 3

Navigate in the same manner to the appropriate directory. Double click on the filename to add
it to the Filename area under Attachment #1.

Describe the attachment, either by using the drop-down box and/or the description text box.

Complaints and Other Initiating Documents
1:14-cv-03004 Smith v. Colvin

Attach main document (Application to Proceed Without Prepaying Fees). All additional documents must be filed as attachments (Complaint, Exhibits, Civil Cover Sheet, Summonses).
Select the pdf document and any attachments.

Main Document

#\Desktopwoucher memos\Application._pdf

Attachments Category Description
L. te\Desktop'voucher memos\CompIa\m.pdﬁ %
: v

Repeat these steps for the Civil Cover Sheet, Summons, and any additional documents you wish
to file. The fields expand as you add more attachments.

When you are done, click NEXT.
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Petition for Writ of Habeas Corpus

Select Petition for Writ of Habeas Corpus from the Available Events menu. Clicking on the

event name places it in the Selected Events box on the right. Click NEXT.
Complaints and Other Initiating Documents

Available Events (click to select an event) Selected Event
Application for IFP - Complaint™=* Petition for ‘Wit of Habeas Corpus
Complaint

Complaint - Armended

Counterclaim

Counterclairm - Amended

Crossclaim

Crossclaim - Amended

Intervenor Complaint

Motice of Rermowal |
| Petition for rit of Habeas Corpus |
Third Pamy Complaint

Third Party Complaint - Amended

Select the Petitioner as the filer of the document.

Pick Filer Select the filer.

Collapse All Expand All
Blg Joe Warden res Select the Party:

~Walter White pet Warden. Big Joe [res]

White, Walter [pet]

[Mext] [Clear][ Mew Filer
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This screen appears when the attorney appears in the case for the first time. Leave all boxes
checked and click NEXT. This will add the attorney’s information to the docket and activate
electronic notice.

Complaints and Other Initiating Documents
4:14-cv-05000 White v. Warden

The following attornev/party associations do not exist for the
above case(s).

Please check the box on the left of the screen for associations
which should be created.

If the association should net be created, be sure the box is
unchecked=

Walter White (pty-pet) represented by Test Attornev7 (aty) [¥] Lead

Select the party or parties you are filing against.
NOTE: If there are multiple parties, hold down the Ctrl key and click on each of the desired
parties, or click on the All Defendants radio button.

Please select the party that this filing 15 against.
Collapse All Expand All
=Walter White pet Selectthe Party: OR Selecta Group:
~Big Joe Warden res White, Walter [pet]
MWarden, Big Joe [res] @ No Group

O All Defendants

O All Plaintiffs

O All Parties

[Next] [Clear][ New Party ]
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Attach the Habeas Corpus Petition
All documents must be in PDF format and cannot exceed 10 MB (megabytes) in size.
e Starting with the Main Document, click Browse.

Attach main document (Petition).
Select the pdf document and any attachments.

Main Document

Browse...

Attachments Category Description
L ¥

e Navigate to the appropriate directory and file on your computer to locate the Petition.
Always check your document before you upload it. Right click on the filename and
choose Open from the right click menu to do this.

e With the file name highlighted, click Open, or simply double click on the file name to
upload the file to CM/ECF. Click Next.

Attach main document (Petition).
Select the pdf document and any attachments.

Main Document

ettingsh. _ \Deskmp\F'etition_pdf

Attachments Category Description
1. o

MNext

The filing fee is $5.00. (See page 58 for details on paying the filing fee)

Complaints and Other Initiating Documents
4:14-cv-05000 White v. Warden

Attorneys filing electronically must pay by credit card or bank account debat.

Accept filing fee amount by pressing the next button. Fee: $5
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PAYING THE FILING FEE

If you are filing a Complaint, Petition, or Notice of Removal, this screen appears after you attach
your documents. As of May 1, 2013, the filing fee is $350, plus an administrative fee of $50.00,
for a total of $400.00.

Complaints and Other Initiating Documents
2:13-cv-00005 Evergreen Gardens v. Grass Roots Inc

Attorneys filing electronically must pay by credit card.
Accept filing fee amount by pressing the next button.

Fee: $400

Clear

NOTE: The administrative fee does NOT apply to:
e Miscellaneous civil cases (Filing fee $46)
e Habeas corpus cases, or to (Habeas case filing fee is $5)
e Cases filed by pro se prisoner plaintiffs who have been provisionally granted permission
to proceed in forma pauperis.
e You must pay the filing fee through Pay.gov, but there are a couple of options available
to you:
0 Bank Account (ACH): ACH payments are like online checks; the funds are
withdrawn from your bank account.
O Plastic Card Payment (Debit/Credit): You can choose to pay the filing fee by
debit or credit card.
e During case opening, you will be prompted for this payment and be guided through the
Pay.gov screens, so have your card or banking information ready.

ECF verifies the filing fee amount and directs you to press NEXT to accept.

Press NEXT to proceed to the first of two Pay.gov screens, where you enter payment
information. The Pay.gov website will launch.
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ﬂAUTION! Do not use the browser Back button in the Pay.gov screens. This may result in
duplicate billing of the filing fee as well as an incomplete transaction. Use the navigation
hyperlinks in Pay.gov whenever possible.

Problems or Questions with Your Billing?

0 Credit Card Payments: If you believe you’ve been billed in error, call the Clerk’s
Office Financial Department at 509-458-3400.

0 ACH payments: If Pay.gov does not accept your payment, you must contact your

k bank. Do not contact the court.

~

PAY.GOV PAYMENT SCREEN

Option#1: Bank Account Debit (ACH)

This option allows Pay.gov to withdraw the filing fee from your checking or savings account.

Online Payment Return to your originating application

Step 1: Enter Payment Information 1
Pay Via Bank Account (ACH) About ACH Debit

Required fields are indicated with a red asterisk *

Account Holder Name: Test Attorney 5
Payment Amount: $400.00

Account Type: Business Checking[~|*

Routing Number: 0285939438 *

Account Number: 2022883944 *

Confirm Account Number: 2022883944 *
Check Number: 1234

Routing Number Account Number Check Number

doapqLe?a I lganireraqale L asy!

Payment Date: 04/19/2013

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
[ Continue with ACH Payment l | Cancel |
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Enter Payment Information
e Complete all required fields marked with a red asterisk. (*)
e Account type options are:
0 Personal Checking
0 Personal Savings
O Business Checking
O Business Savings.
e (lick Continue with ACH Payment.

Option #2: Credit/Debit Card Option

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: Test Attorney 5 *

Payment Amount: $400.00
Billing Address: 5 LEGAL STREET ~ *
Billing Address 2:

City: SEATTLE
State / Province: Washington - WA [~]
Zip | Postal Code: 98101
*
Country: | United States E

VISA fom o= oo
Card Type: Visa [»]* c ey

*

Security Code: 989 * el finding vour securty code

Expiration Date: | 11[+|*//2015]~ *

[ Continue with Plastic Card Payment H Cancel |

Enter Payment Information
e Complete all required fields marked with a red asterisk. (*)
e C(lick Continue with Plastic Card Payment.
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Card Number: 4222222222222 (Gard number value should not contain spaces or dash

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.



Authorize Payment

e Enter your e-mail address for confirmation.

e You can also select additional e-mail addresses in the CC: field.

e Check the Authorization and Disclosure Agreement box.

e Click Submit Payment. ECF will return you to the case opening program to complete the

process.
Online Payment Return to your originating application
Step 2: Authorize Payment 2
Payment Summary  Edit this information
Address Information Account Information Payment Information
Account Holder Test Attomey 5 Card Type: Visa Payment l.\mount: $400.00
Name: Card Number:; ™"********2232 Transaction Date 04/17/2013 18:17

5LEGAL and Time: EDT
Billing Address: STREET
Billing Address 2:
City: SEATTLE
State / Province: WA
Zip | Postal Code: 93101
Country: USA

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

Email Address: testattorney@wawd.uscourts.gov

Confirm Email Address: testattorney@wawd.uscourts.gov

%]

CcC:

1
o

Authorization and Disclosure

Required fields are indicated with a red asterisk *

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement.

Press the "Submit Payment" Button only once. Pressing the button more than once could result in multiple transactions.
[ Submit Payment l | Cancel |

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

After completing the payment screens, CM/ECF returns you to the case opening program to
complete the process.

Enter “y” for yes, or “n” for no, at the prompt for a jury demand, then select “NEXT.”

Complaints and Other Initiating Documents
2:13-cv-00005 Evergreen Gardens v. Grass Roots Inc

Does this complaint include a jury demand? y/n

You have one opportunity to describe your document by entering text in the box if appropriate
and then select the “NEXT” button.

Complaints and Other Initiating Documents
2:13-cv-00005 Evergreen Gardens v. Grass Roots Inc

Docket Text: Modify as Appropriate.
COMPLAINT for damages| against defendant(s) Grass Roots Inc (Receipt # 0981-2771386) , filed by Evergreen Gardens. (Attachments: # (1) Certificate of Service, #
(2) Summons) (Test Attorney 5, )

This screen displays the final text as it will appear on the docket.

Review this carefully; because once you click on the “NEXT” button, you will have no further
opportunity to modify any part of this transaction.

If the information entered is correct, select “NEXT.”

Complaints and Other Initiating Documents
2:13-cv-00005 Evergreen Gardens v. Grass Roots Inc

Docket Text: Final Text

COMPLAINT for damag i lefendant(s) Grass Roots Inc (Receipt # 0981-2771386), filed by Evergreen Gardens. (Attachments: # (1) Certificate of
Service, # (2) Summons)(Test Attorney 5, )

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

Source Document Path (for confirmation only):

Cillsers\k \Desktop'Sample PDFs\Complaintpdf  pages: 1
C:\Users\kness\Desktop\Sample PDFs\Training PDFs\Civil Cover Sheerpdf pages: |
C:\WUsers\kness\Desktop'\Sample PDFs\summons executed.pdf  pages: 1

[Next| | Clear
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NOTICE OF ELECTRONIC FILING
Once the docket text has been finalized, you will see the Notice of Electronic Filing screen

which tells you that your document has been filed, and who has been electronically notified of
this new case.

U.5. District Court
[Test Application] United States District Court for the Western District of Washington

Notice of Electronic Filing

The following transaction was entered by Test Attorney 5, on 0:4/17/2013 at 3:22:11 PM PDT and filed on 04/17/2013
Case Name: Evergreen Gardens v. Girass Roots Inc
Case Number: 2:13-cv-00005

Filer: Evergreen Gardens
Docament Number: |

Docket Text:
COMPLAINT for d. i lefendant(s) Grass Roots Inc (Receipt # 0981-2771386), filed by Everagreen Gardens. (Attachments: # (1) Civil Cover Sheet # (2) Summons)(Test Attorney 5, )

2:13-cv-00005 Notice has been electronically mailed to:
Test Attorney 5 testattorney5(@example com
Jon Smith  jsmith@example.com

2:13-cv-00005 Notice will not be electronically mailed to:

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

/ Just a Reminder! \

Follow these steps to file an emergency matter:

e Open the case.

¢ File your emergency matter documents.

e Have your case number ready.

e Immediately call the Clerk’s Office.

O 509-458-3400

e The Clerk’s Office will assign a judge to your case and notify them of the emergency.

K e To ensure that your case receives the immediate attention it needs, please file prior to

4:30 P.M. /
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Quick Tips for Adding Parties

e Before you get started, have your Complaint available. You will need this to add all
parties in this case opening process.

e DO NOT select the browser back button at any time during the ‘Add Parties’ process.
You will lose your entire work product. If you need to make a change to your party
selection or simply change the spelling, utilize the icons provided in the participant
tree.

e The ultimate goal is to have only one version of a particular name in the system.

e [f the party name is already there, DO NOT add them again.

Search

e Inthe Last/Business Name field, enter the party name, surname or company
name only and select Search.

e You can search with a minimum of two letters in the Last/Business Name field
followed by an asterisk * for a wildcard to broaden the criteria entered.

Select or Create New Party

e If you find a match from the list, highlight the name from the list and click on the
“Select Party” button.

e If no match is found, no name will appear in the Last/Business Name box, and
search results will state “Search returned no results. Please try again or create a
new party. “

e If you do not find a match, click on the “Create New Party” button.

Enter Party Information
Punctuation: Do not use any punctuation in any field.

Initial Caps: Only capitalize the first letter of a name or business unless the name is
actually all capitals.

Title: The Title box is where you would enter title abbreviations such as Dr, Sgt, Hon,
Rev, as appropriate.

e Do not use this box to enter Mr., Mrs., or Ms.

e Do not put periods after the abbreviation.

e Leave this field blank if no title applies.

Role: The first party entered is the Plaintiff. The parties should be entered in the
manner and in the order in which they are captioned on the initiating document being
filed.



Party Information: Do not enter or edit any party information in the address, phone
number, or fax fields, UNLESS the party is Pro Se. Then enter the address and phone
number ONLY.

Examples of How to Enter Party Names

Individual Names:

Caption Name: Jane Doe Smith

Last Name: Smith

First Name: Jane

Middle Name: Doe

Caption Name: Jon Adolfo Cruz-Navi
Last Name: Cruz-Navi

First Name: Jon

Middle Name: Adolfo

Business Names:
e Enter the full name of the business in the Last Name field.
e Do not use First Name or Middle Name fields.
e Drop the small words such as “The” or “A” that precede the name of the

business.
Caption Name: The Boeing Company
Last Name: Boeing Company
Caption Name: www.followdirections.com

Last Name: www.followdirections.com
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