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Introduction/Overview

This manual provides instructions for using the Electronic Case Filing (ECF) system
to file documents with the court or to view and retrieve docket sheets and
documents for all cases assigned to this system. You should have a working
knowledge of an ECF-compatible web browser and Adobe Acrobat or equivalent
software for creating and reading portable document files (PDF).

Help Desk

Contact the court’s ECF Help Desk between the hours of 8:00 A.M. and 5:00 P.M.
(Pacific time), Monday through Friday if you need assistance using ECF or if you
have any procedural questions.

Toll Free Help Desk: 1-866-236-5100 or 509-458-3410 in Spokane.

ECF System Capabilities

Registered users with an ECF Account, a PACER account, an ECF-compatible web
browser, Adobe Acrobat or equivalent software, and access to the Internet can
use the U.S. District Court’s website to perform the following functions:

e Open the court’s web page.

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

e Self-train on web-based ECF Tutorials.

e Attend a training course to practice entering pleadings into ECF using a
“training” database that is similar to the official live ECF database.

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

e View official docket sheets and documents associated with cases.

e View various reports for cases that are filed electronically.



Hardware and Software Requirements

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

e An Internet service provider and Web browser. The court has verified that
ECF is compatible with:

O Internet Explorer 9.x

0 Firefox 15.x

0 Safari 5.1 and 6.x
If you are using a different version of these browsers or are using
another type of browser, you may experience problems filing or
viewing documents in CM/ECF. Be aware that upgrading your
Internet browser or PDF software could cause compatibility issues
with CM/ECF.

e Software to convert documents from a word processor format to portable
document format (PDF).

e A scanner to convert paper documents to PDF format to enter
electronically into ECF (such as exhibits). Use a scanner ONLY if you cannot
electronically prepare your documents and convert them directly to PDF
format. Files created by scanning a paper document, then converting to
PDF are about ten times larger than files created by creating a PDF from a
word processing document. In addition, scanned documents are not
generally text searchable.

e Note: When scanning documents for ECF, scan at a resolution of 300 dpi
(dots per inch). All documents should be scanned with a “black and white”
setting unless color is an important aspect of the document.



PACER Registration

ECF users must have a PACER account in order to use the Query and Report
features of the ECF system. If you do not have a PACER login, contact the PACER
Service Center to establish an account. You may call the PACER Service Center at
(800) 676-6856 or (210) 301-6440 for information or to register for an account.
Also, you may register for PACER online at http://pacer.psc.uscourts.gov.

Register for Electronic Case Filing (ECF)

Participants will need to register with the court to receive a login and password
for the ECF system. The registration form can be found in PDF format online via
our website:

http://www.waed.uscourts.gov/attorney-admissions

Completed registration forms should be mailed to:

U.S. District Court - Eastern District of Washington
P.O. Box 1493
Spokane, WA 99210-1493

Once an account has been established, your login and password will be sent to
you by email. An attorney’s login and password take the place of his/her
signature in validating documents to be filed with the Court.

Registering for ECF also commits an attorney to accepting service of documents
electronically. All orders from the court will be sent electronically, as will service
by other ECF participating attorneys.


http://pacer.psc.uscourts.gov./
http://www.waed.uscourts.gov/attorney-admissions

Portable Document Format (PDF) Tips

(Note: The following tips focus on Adobe Acrobat Software. Adobe developed the PDF
document standard. However, many other PDF writers are on the market.)

What does PDF stand for?

e PDF, or Portable Document Format, is a convenient and popular method for
distributing information electronically.

e A PDF document is compatible with Windows, Macintosh, and Unix-based
computers, which means that the document can be read on screen and
printed from nearly any computer.

e In addition, a PDF document retains all the formatting and fonts of the
original.

Only documents in PDF format may be filed with the court using the ECF system,
so these documents must be converted from their native word processing
application to PDF. If PDF conversion software is not included with a word
processing program, you must install the software. Before transmitting to the
court, you should preview the PDF formatted document to ensure that it appears
in its entirety and in the proper format.

Pick a Standard Font

Two good fonts to use are Courier (12 pt) and Times New Roman (14 pt). Itis
better to minimize the number of fonts that are used in each document. Tests
have shown that the True Type fonts increase the size of the document. To set
the default fonts click on File / Document / Default Font.

Avoid Pagination Problems
Set Adobe PDF Writer as the default printer before opening the Word or
WordPerfect document.



Pagination, fonts, spacing or other formatting problems can occur if a document
is initially prepared with some other printer specified. This might require further
proofreading and editing. To keep PDF pagination problems from occurring
during the creation of a document, click File / Print and then choose Adobe PDF
as your printer before you begin to compose or edit your document. This will
make Adobe PDF the default printer for this document and the pagination will
occur as you work on the document.

How to View a PDF Document

e Open Adobe Acrobat or Acrobat Reader.

e Select FILE on the menu bar and click OPEN from the drop-down window.

e Click on the location and file name of the PDF document you wish to view.

e |f the designated location is correct, and the file is in PDF format, Acrobat
opens the file and displays it on your screen.

e If the displayed document is larger than the screen or consists of multiple
pages, use the scroll bars and buttons to move about within the document.

e Click on the VIEW menu for other options for viewing the displayed
document. Choose the option that best suits your viewing needs.

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the court’s Electronic Case Filing (ECF) system. The conversion process requires
special software (i.e. Adobe Acrobat Writer) or WordPerfect (Version 9 or higher)
with its built-in PDF conversion capabilities.

From Word Perfect Version 9 or higher:
e Open the document.
e From the menu bar, click on FILE and from the drop-down menu select
PUBLISH TO PDF.
e Save the file as a PDF file, giving it a .PDF extension.
e The file is now in PDF format under the newly designated name. The
original document remains in WP format with its original file name.

For earlier versions of WordPerfect, all versions of Microsoft Word, all
Microsoft Office products, and other software applications:
e |Install PDF conversion software on your computer.

e Follow the instructions for your software.
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File Size

File size matters in ECF. Documents larger than 20 megabytes will not be
accepted for filing. This limit was set for the purpose of achieving a reasonable
time for users to upload or download a file.

Monitor your file size to avoid wasting time. There are many ways to discover the
file size of your document. One way is from Windows Explorer:

e Right click on the Start button on the bottom of your Windows screen

e Left click on the Explore Option

e Navigate to the proper file folder

e Select the View menu, Details.

e The size column lets you see the file size of your document.

Filing Large Documents
If you need to file a large document — see our Instructions for Filing Large
Documents on our web page www.waed.uscourts.gov/case-info.

PDF Documents and Privacy Concerns

With documents you create, the safest way to redact personal identifiers is to
partially redact sensitive information when creating the word processing
document. Do not rely on electronic redaction of the PDF image, which may be
removed by someone with the proper software.

Federal Privacy Rules require that filers protect privacy by deleting all but —
e Last four digits of social security numbers
e Initials of a minor child
e Last four digits of financial account numbers
e Year for dates of birth
e City and state for home addresses in criminal cases

For more information about personal identifiers, as well as a link to the privacy
rules, visit our website at www.waed.uscourts.gov/case-info.



http://www.waed.uscourts.gov/case-info
http://www.waed.uscourts.gov/case-info

Entering the ECF System

How to Access ECF

Access the Eastern
District of
Washington Court
webpage at:

www.waed.uscourts.gov

Click on E-Filing
(CM/ECF) and PACER

Login to File or
Search

You are directed to
the 'Welcome'
screen.

UNITED STATES DIS
Eastern Distric

Honorahle anna Malouf Peterson,
7. District Court Exec

Case Infa Court Info Jury

E-Filing (CM/ECF) and PACER » Welcome

Woekoome 10 the Eastern Dustract of W ashwngton for the [ 5 Distract C ot
ot Docmment Flng Svitem
Thet mrvsage n cootaned m the file OprssonSosce ham
You may use das file 10 dert wers to cavent CM ECF operatonsl nsues

14Jay 2009

C onrt [mformaton
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http://www.waed.uscourts.gov/

Click on the
Court
Information
hyperlink to
access the
following:

Court Details

Court
Locations

PACER Details

Case Flag
Definitions

Court's Name U.5. District Court
Software Version CM/ECF-DC V6.1
ECF Go Live Date Oct 12, 2004
Maximum PDF File Size 20 MB
Maximum Merge Document Size 200 MB
Threshold for Large Docket Sheet Warning (Entries) Mot Set
Case Number Format O:YY-TY-2#222-INI example: 1:16-cv-03045-FUS
RSS Feed |:'J s
Dacket entries of type: all Last 24 hours' entries - Internet
Court Locations
Court's Name U.S. District Court
Court's Address 920 West Riverside Avenue, Room 840 Spokane, WA 99201
. Clerk's Office:1-509-458-3400
Court's Phene Number CM/ECF Help Desk: 1-866-236-5100 or 1-509-458-3410
Court's Email Address ecfinfo@waed.uscourts.gov
Court's Hours 8:00 am - 5:00 pm

Code
1 Yakima
2 Spokane
4 Richland

Pacer Details

Pacer's Address PACER Service Center, P.0Q. Box 780549, San Antonio, TX 78278-0549
Pacer's Phone Number (800) 676-6856 or (210) 301-6440 if residing in the San Antonio area
Pacer's Email Address pacer@psc.uscourts.gov

Flag Definitions

1915g 1915(g)

Click on 'Document Filing
System' to access the

Login page.

Welcome to the Eastern District of Washimgton for the U5, District Court

U5 District Congrt - Docoment Fiing Svstem
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The login page
contains

CMI/ECF Filer or PACER Login

Motice

detailed This i5 a Restricted Web Site for Official Court Business only, Linauthorized entry is prohibited and subject to prosecutic
U5 Code. All actrities and access attempts are logged

Instructions Instructions for filing:

for fl | | ng. Enter your CMECE filer login and password if you are elactronically filng something with the court

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CME CF filer lagin and password. The systam prompls customers for a CMWMECF lagin and passward whan atl
certain types of docurnents

If you have trouble viewing a document:

After successiul entry of your CMECF login, you should be able to v ew the document. I you recenss the message "vou d
te e Ehis decurment.” viewdng the documant 1S rastricled B0 altorneys of recard in the case and the system doas not rect
the login promgt appears again, after you have enterad your CWECE login and password, it means that the “free look”™ ir

naed to entar your FPACER login and password 1o view the documsant

Instructions for viewing filed documents and case information:

bt fpacer pec uscourts o

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing
something with the court. Note: All ECF logins and passwords are case sensitive.

If you received this login page as a result of clicking on a document link from a
Notice of Electronic Filing email:

Enter your CM/ECF filer login and password. The system prompts you for a
CM/ECF login and password when attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the
document. If you receive the message "You do not have permission to view this
document," viewing the document is restricted to attorneys of record in the case
and the system does not recognize you as such. If the login prompt appears again,
after you have entered your CM/ECF login and password, it means that the "free
look" link has expired. You will need to enter your PACER login and password to
view the document, and you will be charged $.10 per page.

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you
do not have a PACER login, you may register online at:
http://pacer.psc.uscourts.gov.

12
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Difficulty logging in to file documents in CM/ECF?

The Forgotten Password program will reset your CM/ECF password and send both
the User ID and a new password directly to the attorney's email box. (Click on the
hyperlink to access the Forgotten Password page on the login screen.)

Forgot your CMIECF password? Click here to reset it

Notice of Redaction Responsibility

At the login screen you are reminded of your responsibility to redact personal
identifiers in compliance with Fed. R. Civ. P. 5. 2 or Fed. R. Crim. P. 49.1. You
must check the box to the right of the login screen before you are permitted to
login.

Authentication INPORTANT NOTICE OF REDACTION RESPONSIBILITY: Al filers must redact Social Secunty or
Login taxpayer-identfication numbers; dates of birth; names of minor children; financial account numbers; and, i
crimunal cases, home addresses, n comphance withFed E Cw P 52 orFed K Cnm P 491 This
requirement applies to all documents, incheding attachments.

Password

cliant
code:

Login Rasat

[ T understand that, if T file, T must comply with the redaction rules. T have read this notice

Verify that you have entered
your ECF login and password
correctly. If not, click on the

RESET button to erase the @@
Login and Password entries
and re-enter the correct
information.

After you enter the correct
login and password
information, click on the @
LOGIN button to transmit
your user information to the
ECF system.
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If the ECF system does not
recognize your login and
password, it will display the
following error message on a
new screen:

Click on the browser BACK
button and re-enter your
correct login and password.

Your ECF or PACER login attempt failed. Either vour login name or password is incorrect,

[ Back

After ECF accepts your
login and password, the
Main ECF screen will
display with a blue
functional selection
menu bar at the top.

Login Date and Time

The date and time you last
logged into the system
appears at the bottom of this
screen.

e You should review this
information each time
you login for security
reasons.

o If you believe your last
login date and time are
incorrect, or suspect an
unauthorized party is
using your login and
password, CHANGE
YOUR PASSWORD
IMMEDIATELY, and
then call the ECF Help
Desk (1-866-236-5100)
with this information
as soon as possible.

Criminal = - Ltiltigs = Ssarch

Emstern DHsiricl of YWashingion
U5, Tdstricd Caamt
Tl Conrd Electrouic Docmment Filing Svstem

Last login: 11-05-2009 12:22

14 July2009
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Selecting ECF Features

SECF  ovi-  comna- - uies
o F Civil Criminal Reports Utilities

ECF provides the following features that are accessible from the blue menu bar at
the top of the opening screen:
Civil - File civil case pleadings, motions, and other civil court documents.

Criminal - File criminal case pleadings, motions, and other criminal court
documents.

Query- Search ECF by specific case number or party name to retrieve information
and documents relevant to the case. You must login to PACER before you can

query a case.

Reports - Retrieve docket sheets and cases-filed reports. You must login to
PACER before you can view most ECF reports.

Utilities - View your personal ECF transaction log and maintain personal ECF
account information.

Search — Search for filing events for quick access.

Logout - Exit from ECF.

15



General Rules and Manipulations

Manipulating the Screens

Each screen has the following two buttons:

e CLEAR - Use this button to clear data from all fields on the form.
e NEXT or SUBMIT — Use these buttons to accept entered data, display the
next data-entry screen and commit and finalize your transaction.

Correcting a Mistake

Use the BACK button on the browser 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.
e You may use the Back button of your browser to correct data entry until
you see the “Attention” warning message.
e Once you click on the next button after seeing this message you will have
no further opportunity to go back and correct any mistakes.
e After clicking the final Submit button that completes your filing, never use
the Back button to return to the list of filing events. Always click on Civil,
Criminal, or Search from the blue menu bar and proceed from there.

Document Incorrectly Filed

A document incorrectly filed in a case may be the result of posting the wrong PDF
to a docket entry, selecting the wrong document type from the menu, or
entering the wrong case number and not catching the error before the
transaction is completed. Do not attempt to refile the document.

As soon as possible after an error is discovered, the filing party should contact
the Clerk’s Office with the case number and the document number for which the
correction is being requested. If appropriate, the Clerk’s Office will make an
entry indicating that the document was filed in error. The filing party will be
advised if the document needs to be re-filed.

Toll Free Help Desk: 1-866-236-5100
16



Filing Procedures

Certificate of Service

A Certificate of Service must accompany each document filed. Complete your
Certificate of Service form prior to filing your document. The Certificate may be
filed as the last page of the document, or it may be created separately and
attached to the document being filed.

The information to complete the Certificate of Service is available by logging in to
the ECF system, going to Utilities, Mailings, Mailing Information for a Case. There
will be a listing of parties to be noticed electronically, and parties that must be
noticed by mail.

Signatures

Attorney Signatures:
An electronically filed pleading or other document which requires an attorney’s
signature shall be signed in the following manner:

s/Susan Attorney

Susan Attorney/ State Bar Number
Attorney for the (Plaintiff/Defendant)
ABC Law Firm

123 South Street

Spokane, WA 99201

Telephone: 509-123-4321

Fax: 509-321-1234

Email: susan attorney@law.com

17
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Multiple Signatures:
The following procedure applies when a stipulation or other document requires
two or more signatures:

a. The filing party or attorney shall initially confirm that the content of the
document is acceptable to all persons required to sign the document and shall
obtain either the physical signatures or authorization for the electronic
signatures of all parties on the document. For purposes of this rule, physical,
facsimile, or electronic signatures are permitted.

b. The filing party or attorney may then file the document electronically,
indicating the signatories, e.g. “s/ Jane Doe” “s/ John Smith,” etc.

Non-attorney signatures:

If the original document requires the signature of a non-attorney, the filing party
may scan the entire document, including the signature page, or attach the
scanned signature page to an electronic version of the filing. The electronically
filed document as it is maintained on the Court’s servers shall constitute the
official version of the record. We suggest that the filing party maintain a paper
copy of the original document until two years after all time periods for appeal
expire.

Retention of Original Documents

We suggest that documents electronically filed and requiring original signatures
other than that of the filing attorney be maintained in paper form by the filing
attorney until two years after all time periods for appeals expire. The filing
attorney must provide original documents for review upon request of the judge.

18



Proposed Orders
Electronically-submitted proposed orders shall be filed with the motion as an

attachment and may not be combined with the motion into one document. This
will provide service of the proposed order to all registered parties.

Additionally, a courtesy copy of the proposed order in Word or WordPerfect
format must be emailed to the judge or magistrate judge hearing the motion.
The email must include the case name and number in the subject line.

The judges’ email addresses for proposed orders only are as follows:

BastianOrders@waed.uscourts.gov
DimkeOrders@waed.uscourts.gov
MendozaOrders@waed.uscourts.gov
NielsenOrders@waed.uscourts.gov
PetersonOrders@waed.uscourts.gov
QuackenbushOrders@waed.uscourts.gov
RiceOrders@waed.uscourts.gov
RodgersOrders@waed.uscourts.gov
SheaOrders@waed.uscourts.gov
SukoOrders@waed.uscourts.gov
VanSickleOrders@waed.uscourts.gov
WhaleyOrders@waed.uscourts.gov

As a convenience, we have provided a link to the proposed orders addresses for
all our judges as a CM/ECF menu item:

Motions and Related Filings
Motions
cupporting Documents/Fesponses and Eeplies

Email Proposed Orders ff—

Proposed orders on motions for default filed pursuant to Civil Local Rule 55
should be emailed to the Clerk in Word or WordPerfect format at the following

address: WAEDClerk@waed.uscourts.gov
19



mailto:BastianOrders@waed.uscourts.gov
mailto:DimkeOrders@waed.uscourts.gov
mailto:MendozaOrders@waed.uscourts.gov
mailto:NielsenOrders@waed.uscourts.gov
mailto:PetersonOrders@waed.uscourts.gov
mailto:QuackenbushOrders@waed.uscourts.gov
mailto:RodgersOrders@waed.uscourts.gov
mailto:SheaOrders@waed.uscourts.gov
mailto:SukoOrders@waed.uscourts.gov
mailto:VanSickleOrders@waed.uscourts.gov
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No other documents or pleadings, with the exception of proposed jury
instructions per LR 51.1(c), may be sent to the Court or the Clerk’s Office at these
email addresses.

Pagination
Documents, including exhibits, shall be sequentially paginated in their entirety,
with the page numbers appearing on the bottom of each page.

Filing Example: If you are filing a 5 page Declaration along with a 3 page Exhibit A
and a 10 page Exhibit B, the page numbers on your document would be 1-18.

Adding Attachments during Filing

After browsing and selecting the appropriate Main Document, you should click
the Browse button in the attachments section to add the first attachment. Once
a PDF document is selected, you must describe the document(s) using the
Category list, and Description box, or both. As the process of adding an
attachment is completed, a new row will appear so you can then add a second
attachment if necessary. Additional rows will automatically be added as needed.

NMotions
2:09-cv-00312 Fibonacci. et al v Bohr. et al
JURY

S elect the pdf docunent and any attachiments.

INVEinn I o cuan ent

ONECF Documentsimotion. pof

Attachinents Category Description
1. |[OAECF Documentsiexhibit1. pdf Exhibit ~| [~ pg 10-12
2. [CECF Documentsiexhibitz pdf Exhihit ~|[B pg13-18
. =

rio
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Linking Documents

To link the document you
are currently filing to a
previously filed document,
check the box in front of
“Should the document you
are filing link to another
document in this case?”

You also have the option of
entering filed dates or
document numbers if you
would like to further
narrow your search.

Once you click NEXT you
are presented with a list of
documents that match
your search criteria. Click
the checkbox for the
document you wish to link
to and click NEXT.

The docket text indicates
the link.

{Should the document you are filing link to another document in this case?

Filed to
Documents to

JICTY. AVIOUINCU U1 &/ @7 LUV DY, )

[ 02/06/2007 6 Second MOTION to Dismiss FOR FAILURE TO COMPLY WITH COURT
ORDER by Defendant Earle Grey. (Attachments: £ (1) Proposed Order)Noting
Date 2/23/2007.

[] 02/06/2007 7 Second MOTION to Dismiss For Failure to Comply with Court Order by
Defendant Earle Grey. (Attachments: # (1) Proposed Order)Noting Date
2/23/2007.

BRIEF re [7] Second MOTION to Dismiss For Failure te Comply with Court Order
by Defendant Earle Grey.
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Selecting the Filer / Adding New Parties

Docketing — Select the Filer Screen

Responses and Replies
<1 O e DO ] L St el LS A

Pick Filer

Collapse Adl

=lJohn Smithh pet
| ElAmtormes Select the Party:
: LElise Barker

Select thhe filer.

Sraith. John [pet]
=S, res LI=sa [res]
=1 ATEO T e

fRobin L Jones

[ mexx | [ crear | [ Mew Fuer |

When selecting the filer, the case participant tree is in the left pane and the right
pane displays the existing parties. In the right pane, click the name of the party for
whom you are filing the document, or, if the Select a Group option is presented
and you represent all defendants or plaintiffs you may select a group by clicking in
the circle next to the group.

To add a new party, you should click the New Filer button located in the right
pane. A new search screen will be displayed from which you can search for and
add a new party.

To search for a new filer, type in the first three letters of the party's last name, or
if a business, the first three letters of the business name. Be sure to scroll down
through the list of names that come up on the screen. If the system finds the
correct name, select the name already in the database to eliminate different
versions of the same party name. If no match is found, click the Create New Party
button and complete the Last Name, First Name and, if applicable, Middle Name
and Generation fields. Do not enter a party’s address or email address. Select
the correct role of the party and click the Add Party button.
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Add Party Information Screen

Expand Al

(7] Show this addrass o

After searching for, selecting, and adding a filer, the filer’'s name appears in the

participant tree and is added to the party pick list and is highlighted in the list. At
this point you can either:

° add an alias or corporate parent by clicking on the corresponding “add”
icon,
° edit the party information by clicking on the pencil “edit” icon,

° delete the party by clicking the red X “delete” icon,

° add a new party by clicking on the Add New Party button at the
top left of the screen.

When a new party is added, he/she is added to the party pick list, highlighted in
the list and added to the participant tree in the left pane. To add more parties,
repeat this process. Parties that are added to civil cases during docketing will have
control icons in the participant tree so you can add aliases, corporate parents, etc.
for the party during this process. There are no icon controls for existing
participants in the participant tree during docketing.

If a new participant is added during the docketing process, then icon controls will

be available for the new participant only. Attorneys may link themselves to a
party but may not add other attorneys to the docket.
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Icons

The following table provides a description for each of the icons that may appear in
the participant tree.

Delete this party from the case.

o
o
=]

Add new alias, corporate parent, or attorney.

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.

0N |®

Change the name of the party.

Additionally, the + and - icons for each branch expand or collapse the branch,
respectively.

24



Civil Events

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

Filing Documents in Civil Cases

The steps involved in filing a civil document are:

e Select the type of document to file.

e Enter the case number.

e Designate the party or parties filing the document.
e Specify the PDF document to be filed.

e Add attachments to the document being filed.

e Modify docket text as necessary.

e Submit the pleading to ECF.

e Receive notification of electronic filing.

Select the type of document to file.
This section describes the process for filing a motion in ECF. The process is similar
for filing other documents.

Select Civil from the blue menu bar at

the top of the ECF screen.

Select Motions under Motions and

. MMotions and Related Filings
Related Filings.

Idotions
cupporting Documents/Fesponses and Eeplies
Emal Propozed Orders

Filer Tip: To avoid looking through
event menus, use Search from the blue

menu bar at the top of the ECF screen
and type in the event you are looking m

for.
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Search for a filing event.

This screen allows you to search for an available filing event within Motions.

Type at least
the first three
letters of the
description of
the document
you wish to
file.

Click on the
event name to
select it. In
this example,
Preliminary
Injunction.

If you select
the wrong
event, click on
it under
Selected
Events and it
is removed
from the list.

Click NEXT to
continue.

Motions
prel

Available Events {click to select events)

Chele wour selechion, or use arrows to haghhpght o and press Enter.

Selected Events (chck to remove events)

Fraliminany Injunction

Motions
Start typing to find another event.
Available Events (click to select events)
.Juljl:;urlu'll ol Farbeilung -~
Judgment on Parial Findings
Judgment on the Fleadings
Judgment under Fule 54b
Leave to Appeal
Leawe to File Document
Lefars Rogatony
Miscellanacues Rehal
hdaore Definite Siatement
Mew Tral
Cibtain ECF Login and Password (Fro Se Filer Only)
Order of Sale
Fartial Surmmary Judgment

Fermansnt Injunciion
Mt Clear

Selected Events (chck to remove events)
Fralimanary Injunchon
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FILERTIP: If
the type of
motion you
are looking for
does not
appear on the
list, select
Miscellaneous
Relief. You
will be
prompted to
describe your
filing.

Motions
Start typing to find an event.
Avallable Events (chck to select events)

Judgment of Fordeiture o
Judgment on Farial Findings

Judgment on the Pleadings

Judgment under Rule 54b

Leawve to Appeal

Leawe ta File Document

Letters Rogato

Miscellaneous Belief

Mare Definite Statement

Mew Trial

Ohtain ECF Login and Password (Fro Se Filer Onlby)

Order of Sale

Fartial Summary Judgment

Fermanent Injunction

Freliminary Injunction h

Clear

Enter the case number.

Enter the case number, and then
click Find This Case. ECF will search
the court’s database for the case

number.

Motions
Civil Case Number

§-312

| Find This Case

Clear
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If multiple cases are found for the
same case number, they are displayed
for you to select.

Click NEXT to continue.

Case Flag Definitions appear
under the case caption.

Motions
Civil Case Number

2:09-0-312
Select a case

2:09-mc-00312-JL0Q Lane v. Nickels

| Newt | | Clear |

Motions
2059-cv-00312 Fibonacel, et al v Bohr, et al
JURY
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Designate the party or parties filing the document.

Highlight the name of the party
or parties for whom you are
filing the motion. If you
represent all defendants or all
plaintiffs you may select the
entire group by holding down
the CONTROL key while
pointing and clicking on each
party of the group.

Alternatively, you may select a
group from the radio buttons to
the right if you represent all
plaintiffs or all defendants.

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

FILER TIP: If your party does
not appear, you can add or
create a new party, as outlined
in Selecting the Filer/Adding
New Parties on Page 25.

Select the filer.

Select the Party: OR

Echr, Miels [dft

Fibonaccl, Leonardo [pla
Tesla, Mikola [dft]

[ Next ] [ Clear H New Filer ]

Select a Group:

® no Group

O Al Defendants
O Al Plaintiffs
O Al Parties
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Specify the main PDF document to be filed.

ECF displays a field for locating and entering the PDF file of the document you are

filing.

1. Click BROWSE.
Search your
computer for
the document
to be filed.

2. Navigate to the
appropriate
directory and
file name to
select the PDF
document you
wish to file.
(All documents
that you file in
ECF must be in
PDF format.
ECF will not
accept other
formats.)

Select the pdf docoment and any attachonents.

Main Docmnent

| {Browse

Artaclunents

L

Category

| Clear

() ECF Documents W T

. affidavit pdf

= exhibitl . pdf
wexchibit2. pdf

* enoition, pdf

mabice af hearing, pdf
proposed order. pdf
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3.

In order to
verify that you
have selected
the correct
document and
that it contains
all pages, right
mouse click on
the highlighted
file name to
open a quick
menu and left
mouse click on
“Open With”.

Adobe Acrobat
or Acrobat
Reader will
launch and
open the PDF
document that
you selected.

I
Select

Open with Acrobat 8

Print
& Combine supported files in Acrobat...
Scan for Viruses...

@ Convert to Macromedia Flash (.swf)
= Convert to PDF using Macromedia FlashFaper
Convert to PDF and Email using Macromedia FlashPaper

Open With 4
to Bluetooth 4
Send To 4

Cut
Copy

Create Shortcut
Delete
Rename

Froperties

MOTION

(Sample Document)
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Once you have

will return you to the Motions
screen. You cannot proceed
without attaching a PDF document.

Verlfled the Look inc | (3 ECF Documents - O 5 i
document is -:_-Ziifﬁ
correct, close D iﬂﬁf
Adobe Acrobat (B | Erecimimer
and click on Daskiop
the OPEN
==
button, or by Diocumes
double-click on -
: 58
the file name. My Comgater
‘-‘i Fib= naarras: motion. pdé L D
6. ECF closes the MyNehirk | Fleacipe: Al Fies o e
Choose File
screen and
inserts the PDF Select the pdf documment and any attachments.
file name and )
location Mlam Docwment
' |O:\,ECF Documentshmotion. pof |[ Browse .
7. Inthe event you selected and ERROR: Document i not a well-formed PDF document (o further information is available).
highlighted a file that is not in PDF e
format, ECF will display the =
following error message after you
click on the NEXT button: “Error: Document is not a well-formed PDF
document.”
8. 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. _
The page at hitps:/fect-test.waed. uscourts..... |
9. If you. fail to select a.l documen.t to Pl calict 5 malh dacament,
file with your pleading, ECF will ._L
display this error message: E
10. If you click OK from this screen, ECF
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Add attachments to documents being filed.

To attach the proposed order to your motion, follow the next three steps:

1. Click BROWSE, under

Attachments. Search your
computer for the document file
name of the attachment, find
the document you want,
double-click it and ECF will
insert it in the Filename field.

Name the attachment. Choose
from either the Category drop
down menu, or Description text
box where you can type a
description, or both. If you
choose both Category and
Description, ECF will display the
Category name first, then the
Description in the docket text.

FILER TIP: You will receive an error
message if you attempt to skip this

step:

3. After adding all of the desired

PDF documents as
attachments, click NEXT.

Select the pdf docmment and any attachments,

Main Document

OMECF Documentsimoation. pdf Browse.. |

Atrtaclonents Category

1. '| Browse... ’_ i

M Clear |

Select thee pdf docmment and any attachonents,

Bladm Tha et
OIECE Docummntsncon et |
Adtachments Dresorigion
L. | ZAECF Decurnentsipropossd ander.pdl | Browss. |LTed of Proposed Order Rsrivwn |
L. Erowss. »
(et ] [Gear ]

T Please select a category ar pravide a description of attachment 1.
Ley
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Note the Motion for Hearing

1. Select type of

hearing.
Is hearing WITH oral argument? Y/N:
[ Med ] [ Clear ]
If hearing type is WITH oral argument, you must first obtain the hearing
date and time from the Courtroom Deputy.
If hearing type is without oral argument, location and time will default
to Without Oral Argument at 6:30 p.m.
Filing Tip: The text in your PDF document should also contain the date,
time, and place of the hearing.
Motices
2:09-cv=-00312 Fibonaccl, t al v Bohr, &t al
JURY

2. Enter Watioe of Hearing on Matton

Hearing Date | Motion Hearing

and Time Drake | 1171872009 Calendar | Tume 0200 O AM & PM
Locaton | Fichland * Tudge Shea, Edward F. ipre) w
O Scliedule additional Motion Hemmig

Filer Tip: Movernber v ||2009 -

Clicking on the
Calendar will display
the current month’s
calendar, which can
be changed by
clicking on the < or>
symbols.

[ << JL< ) Tooay J[ > J( >> |

s )T

8 )8 J(10 )11 Jr2 JL1a J s
16 || 16 || 17 || 18 | 19 || 20 | 21

22 | 23 )24 | 25 || 26 |[ 27 | 28

0 o [

£
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Modify docket text.

1.

Click on the modifier
drop-down list. Select
a modifier if
appropriate.

Click in the open text
(white box) area to
type additional text
for the description of
the pleading, if
necessary.

DMIIMGW as Appropriate.
Second MOTION for Preliminary Injunction

Fibomacei. (Attachments: # (1) Text of Proposed Order) (Mauk, Attorney)

Next | [ Clear

Docket Text: Modify as Appropriate,
Second * MOTION for Preliminary Injunction 1o cease and desist
Fibonacei. {Attaclunents: # (1) Text of Proposed Ovder) (Mauk, Attormey)

by Leonardo

by Leonardo
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Submit the document

1.

Click NEXT. A new
window appears with
the complete text for
the docket report.

FILER TIP: There is full
path and filename
feature that displays
on the Final Docket
Text screen during
docketing. This will
allow you to confirm
that the proper
documents have been
uploaded before
posting the document.

Also on this screen
the following warning
is displayed:

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

Docket Text: Final Text

Second MOTION for Preliminary Injunction fo cease and desist by Leonardo Fibo
|Attachments: # (1) Text of Proposed Orderj{Mauk. Aftorney)

Adtention!! Pressing the NEXT button on (hiz screen commits this (ransaction,
‘om will have no further opportumity to modify this transaction if you continue.

Sonrce Document Path (fer confirmation only).
motion.pdf  pages: 1

proposed order.pdf  pages: 8

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

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

You will also be reminded to make sure that you have redacted
your document.

Have you redacted?

&
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5. Click NEXT to file and
docket the pleading.

6. Atany time prior to

abort the ECF filing by o B

clicking on any menu
on the Blue ECF menu
bar at the top of your
screen. ECF will reset
to the beginning of
the process you just

selected.

Notice of Electronic Filing

Easterm District of Washington [TEST)
1.5, District Cowmt [TEST]
Motice of Electronic Filing

The followmg transaction was entered by Mauk, Attorney on 11/6/2009 at 2:49 PM PST and filed on 11/6/2000
Case Name: Fibonacci, et al v Bohr, et al

Case Number: 2:09-cv-00312

Filer: Leonardo Fibonacc

Document Nmnber: 2

Docket Text:

Second MOTION for Preliminary Injunction to cease and desist by Leonardo Fibonacci. (Attachments: # (1) Text of
Proposed Order)(Mauk, Attorney)

2:09-cv-00312 Notice has been electronically mailed to:

Attormey Mauk  lee_ann_ mauki@waed. uscourts. gov

Bamaby Jones  none{@nospam.net

2:09-¢cv-00312 Notice has been delivered by other means to:

ECF opens a new window displaying an ECF filing receipt, called the Notice of
Electronic Filing. This notice 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.
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e To print the notice, select PRINT on the browser toolbar to print the
document receipt.

e To save the notice, select FILE on the browser menu bar, and choose SAVE
AS from the drop-down.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their email addresses
to the court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing.

e |tisthe filer's responsibility to serve paper copies of the pleading and the
Notice of Electronic Filing to attorneys and pro se parties who have
indicated they do not have email accounts.

Email Notification of Documents That Were Filed - “Free Look”

¢ 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. The “free
look” expires 15 days after the Notice of Electronic Filing is sent.

e The filer is permitted one "free look" at the document to verify that the
pleading was properly docketed. Again, the “free look” expires 15 days
after the Notice of Electronic Filing is sent.

e If adocument is restricted, e.g., it was filed ex parte, you will get a login
screen after clicking on the document link in the Notice of Electronic filing.
When that happens, enter your ECF login and password. The system uses
your ECF account to verify you are authorized access to the document.

® The court strongly urges you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. Subsequent
retrieval of documents from ECF must be made through your PACER
account and are subject to regular PACER fees.
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Criminal Events

SECF

Civil ~ Criminal -

Filing Documents in Criminal Cases

The steps involved in filing a criminal document are similar to those in civil:

Select the type of document to file.

Enter the case number.

Designate the defendant that the filing relates to.
Designate the party(s) filing the document.

Specify the PDF document to be filed.

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

Note the motion.
Modify docket text as necessary.
Submit the pleading to ECF.

ECF assigns a separate case number to
each defendant. Click the boxes to
place a check next to each defendant’s
name that this filing relates to. If it
relates to all defendants in the case,
check the top box as indicated and
leave the other boxes unchecked.

. When finished selecting defendants

click NEXT.

. Follow the steps outlined in the civil
instructions pages 28-43 to efile your
documents.

Mext |

Criminal Case Number
3.07-cr-2345 [ Hide Case List |

Select a case:

#13:07-cr-02345-RJB USA v. Smith et al =
F.07-cr-02345-RJB-1 Bill Smith
F07-cr-02345-RJB-2 Bob Smith
3:07-cr-02345-RJB-3 Cassandra Smith

Clear |

39




Query Feature

Ciick on Query from the bive menu | B EIETEETE

bar of ECF to search the Electronic
Case Filing (ECF) system for specific
case information.

If you do not have a default PACER PACER Login
login set for your account, ECF OPENS | s s s s
the PACER Login screen. You must iGN '

e checking thes box. you wil iy naed ta use your CWECF login and password, either for eleckronic fing orfor viewng documents via PACER

enter your PACER login and password | s

before ECF permits you to query the e
database. e

This ts 2 Restricted Web Site
Sommation, coetazt he PACER

NOTE: Your PACER login and password are different from your ECF login and
password. Your ECF login allows you to file and determines which restricted
documents you may access. Your PACER account is used to bill you for the
documents you view or download. To register, contact PACER at 1-800-676-6856
or online at www.pacer.psc.uscourts.gov.

After you enter your PACER login and Query
password, ECF opens a Query data Search Clues
Case Number
entry screen. '
or search by
Case Status: QOOpen OClosed OAll
Filed Date to
Last Entry Date to
Nature of Suit E:I1ZI]Er 'r?zslurance‘.
'g![_}uf-_ii_ontra_cl h;‘larine] -
or search by
Case Status OOpen CClosed OAl
LastBusinzss Name  smith (Examples: Desoto, Des™t)
First Name Middle Name
Type ¥
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If you know the case number that the
court has assigned to the case, enter it

Query

Search Clues

Fa) o N T

in the Case Number field.

To search by the name of a party or
attorney, enter the last name of the
party or attorney in the Last/Business
Name field. Choose “Party” or
“Attorney” in the Type field.

You can enter part of a name and then
enter an asterisk (*) for a broader
search of the database.

BSE-TEReer-PP

S

or search by

Case Status: OOpen OClosed OAll
Filed Date to
Last Entry Date to
~ i 0 {zero)
Nature of Suit 110 (Inguranca)

120 (Contract Marine)
or search by

O All

LastBusinzss Namé | smith |L2xamp]es: Desoto, Des™t)
J

First Name Middle Name

Type ¥

To search by Nature of Suit, | Query
choose the appropriate
three digit number from

the drop-down list.

Search Claes

Case Mumber

Cage Statua
Filed Date

Last Entry Drate
To search by Cause of

Action, select the
appropriate cause from the
drop-down list.

Y

Hature of Swt

Cange of Acten

First Hame

Type

LastBusmess Mame

or search by
D Open O Clozed O Al
ti
€]
0 (zero) A
110 {Insurance)

120 (Contract Marnine)

0 (Mo cavse code entered)
0204371 (0F 431 Fad Elechon Commission; Failurg Enfance C)
02:0437 (02437 Federal Election Commission)

(Examples: Dezoto, Des™)
Lfiddle Mame

Fun Ouery |

Clear |

You may want to enter a
date range in the “filed
date” fields to avoid
receiving an excess amount
of data.
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Click Run Query.

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

If the individual is a party to more than
one case, ECF will open a screen listing
all of the party’s cases.

Click on the case number hyperlink to
view the Query screen:

Select A Person

There were 15 matching persons.

Smith, Bill pty)
Smith, Bob (pty)
Smith, CC (aty)
Smith, Cassandra (pty)
Smuth, James (aty)
Smith, Joe (ptyd
Smith, Joe (pty)
Smith, John (aty)
Smith, Jon L (pty)
Smouth, Mary (pty)
Select A Case

This person is a party in 10 cases.

2:07-cr-03000-MJP USA v. Smith filed 02/13/07

207-r-03000-MJP-1  Bill Snith filed 02/13/07
2:07-cv-00049 filed 02/09/07
2:07-ev-00050 filed 02/09/07

2:07-cv-03000-MJIP  Smithv. USA filed 02/13/07

2:33-c1-00321-CVB~ USA v. Randy filed 11/21/06 closed 11/29/07
2:33-¢1-00321-CVB-2  Bill Smith filed 11/21/06 closed 11/29/07

USA v. Smith et al filed 02/13/07

307-cr-02345-RJB-1  Bill Smith filed 02/13/07

At the top of the menu, ECF displays:
e (Case number
e Parties to the case,
e Presiding judge,
e Date that the case was initially
filed, and
e Date of the last document filed.

3:07-er-02345-BJIB USA v. Smith «t al
Date fled: 02132007
Drate of last flimg: 041172008
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Choose specific case information from a
large list of Query options by clicking on
the appropriate link on the screen:

Alias

Displays party names and any
additional names added, “also known
as”, or “doing business as”, among
others.

Associated Cases
Displays any case associations.

Attorney

Displays the names, addresses, and
telephone numbers of the attorneys
who represent each of the parties to
the case.

Case Summary
Provides a summary of current case-
specific information.

Deadlines/Hearings

Displays hearing and other schedule
deadlines. Can be sorted by Due/Set,
Document Number, Deadline/Hearing,
Filed, Satisfied, Terminated, and Party.

Query

Alas

Deadines Hearngs

View a Dhocumrent
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Docket Report

When you select Docket Report, ECF
opens the Docket Sheet criteria
screen:

Select a date range for your docketing
report as well as a range of docketing
numbers. If you leave the range fields
blank, ECF will default to print the
entire docketing report. Place a
checkmark in the following boxes to
view these from the docket sheet:
e Include terminated parties
¢ Include links to notices of
electronic filing
e Include list of parties and
counsel
e Include list of member cases
(for consolidated or MDL cases)

View Multiple Documents

This feature allows you to view all the
documents from single docket entries
at the same time.

Run the docket report and check the
box next to the document(s) you wish

Docket Sheet

Case Number
3:07-cr-02345-RJB USA v. Smith et al

 Filed

\ to
) Entered

Documents 1o |
Include:
[¥] Parties and counsel
[#] Terminated parties

Document options:
[0 View multiple documents

[#]List of member cases
[#| Links to Notices of Electronic Filing
Sort by | Oldest date first v

Run Report | [ Clear | []Make these options my default

Document options:
[ View multiple documents

Date Filed # | clea

5

Docket Text

02/13/2007 1| [ |INDICTMENT as to Bill Smith (1) cor
027132007 1 Judge update m case as to Bill Smuth B
02/13/2007 2 = MOTION to Vacate, Set Aside or Cg

Civil case 3:07-cv-54 opened. (Additic
132'13 2007 :; [ MOTION to Vacate, Set Aside or Co

to view.

Civil case 3:07-cv-56 opened. (Additic

MOTION to Vacate, Set Aside or Co
Civil case 3:07-cv-5000 opened. (Add

NOTICE OF ATTORNEY APPEAR

Second MOTION to Suppress evider
(Attachments: # 1 Proposed Order)(Fr

021372007 4

03/06:2007 |3
04/11/2008 1
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After clicking View or Download
Selected, you are presented with the
PACER billing information screen.

To view the file, click View Selected.

To save in a zip file, click Download
Selected.

Scroll down to view all your PDF
images.

The Docket Sheet
You can click on the silver ball to view
the Notice of Electronic Filing that was

sent.

Click on the hyperlink to view the

View Selactad

or

| Download Selected |

Case XOFG0ZMRAUD  Documendl  FleaGinE0T PagEion)

Indictment

(Sam

ple Document)

document. PACER fees apply.

| Date Filed 4 | Docket Text
(02132007 | @1 |INDICTMENT as to Bill Smsith (1) count
lﬂl 1372007 & |Judge update in case as to Bll Smith, Bol
O3 2007 G; MOTION to Vacate, Set Aside or Corme
| Cnvil case 307-cv-54 opened. (Addtion
021372007 B2 | MOTION to Vacate, Set Aside or Come
Cnal case 3:07-cv-56 opensd. {Addtion
lgrzon0s @01‘[0_\' to Vacate, Set Asde or Corre
| vl case 3:07-ov-5000 opened. (Addity
03062007 &5 | NOTICE OF ATTORNEY APPEARA!L
041172008 D7 | Second MOTION 1o Suppress avidence

# | Proposed Order(Frost, Jack) (Enter
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Filers

Sorted by filer’s name, role, date
added to the case, and date
terminated from the case.

History/Documents
Displays case event history and
documents associated with the
case.
e Choose to display all events
or only those with
documents attached.

e Display the docket text in
the report.

e Select the sort order for the
Query report (Oldest date
first or Most recent date
first.)

e After making your
selections, click Run Query.

ECF queries the database and
builds your report. This particular
report lists all of the events and
documents associated with the
case in chronological order. It also
displays the docketing text for all
docketed events.

Filers
Name Type Added @ Terminated
Bill Smith (1 Defendant | 02/13/2007
Bob Smith (2) Defendant | 02/13/2007
Cassandra Smith (3} | Defendant | 02/13/2007
Histﬂrymocumants

) All events (history)
' Only events with documents

Sort by | Oldest date firs! v

[ Run Guery ] [ Clear]

1 |Filed & Entered:

3 |Fliled & Entered:

L]
History

Dates Descrp

Filed & Entored: D2/13/2007 | Add and Termenate Judges

Docker Texe: Judge update in case s 10 Bill Smuth, Bob Snath, Cassandra South. Judge Robert ], Bryan added
Filed & Enrerad: 02/13: 2007 | Indictment

Docker Texe: INDICTMENT as to Bll Samigh (1) coust(s) 1, Bob Saith (J) coumit(s) 1, Cassandra Smith (3) oo
0271372007 2155 Mosion to Vacate, Set Aside or Comrect Sente
Docket Text: MOTION to Vacate, Set Asde or Comect Sentence (pursuant to 28 US.C. 2255) by Bl Saith.
Crl case 3:07-cv-54 opened (Additional attachment(s) added on 4112008 & (1) Proposed Order) (KN)
02/13:2007 | 2232 Motion to Vacate Set Aside or Coerect Sent
Docket Texe: MOTION to Vacate, Set Asde or Correct Sentence (pursnant 1o 28 U.S.C. 2235) by Bob St
Cral case 3:07-cv-56 opened. (Additional attachment(s) added on 4/11/2008: & (1) Proposed Order) (KN)
Filad & Entered: 02/1372007 | 2235 Mosion to Vacate, Set Aside or Corect Sents
Docker Texe: MOTION to Viacate, Set Aside or Correct Sentence (pursuaat to 28 US.C. 2255} by Cassandn
Civdl ease 3:07-cv- 2000 opened. (Additional attackment(s) added an 411/2008: # (1) Propased Onder) (KN}
Filed & Entared: 0306/ 2007 [Notee of Attomey Appeamace - Defendant
Docket Taxt: NOTICE OF ATTORNEY APPEARANCE: Valeric Barber appeaning for Cassandra Smith
Filod & Entered: 0471172008 | Mosica to Suppress

Docket Texe: Second MOTION to Suppress evidence by Bill Smith as to Bl Smith, Bob Smith, Cassandra S

Proposed OrderFrost, Jack) n
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View a PDF image of actual
documents by clicking on the
underlined document number in
the far left column of the onscreen
report.

Party
This option displays party names
and their counsel.

History

Do,
Na.
- \Filed & Engerad: 02/13/2007 | Add and Termnate Judges
Docker Taxr: Judge update in cate 54 10 Bill Smith, Bob Snath, Cassandra South. Judge Robert J. Bryan added
Filed & Enreved: 02/13:2007 | Indicement
Docker Texe: INDICTMENT as 1o Bill Semigh (1) coumt(s) 1, Bob Swesth (1) coust(s) 1, Cassanden Seth (3) oo
027132007 | 2155 Mosion to Vacate, Set Aside or Comrect Sente
Docker Texe: MOTION to Vacate, Set Aside or Comrect Sentence (pursuase to 28 US.C. 2235) by Bl Smith

n  (Crd case 3:07-cv-54 opened. (Additional alachment(s) added on 4/11/2008: & (1) Proposed Order) (KN)

3 | Fllsd & Enteved: 02132007 2258 Mosion to Vacats Set Aside or Corvect Sente
Docket Texe: MOTION to Vacate, Set Aside or Correct Sentence (pursuant 1o 28§ U S.C. 2235) by Bob Sl
Cvil case 3:07-cv-56 opened, (Additionsl attachment(s) added on 41172008 & (1) Propossd Order) (KN)

4 Filed & Entered: 02/13/2007 2255 Mosice to Vacats_ Set Aside or Comrect Sents
Docker Texy: MOTION to Vacate, Set Aside or Correct Sentence (pursuant to 28 US.C. 2255) by Cassandn
Chil ease 3:07-cv-3000 opened . (Additional anackment(s) added on 41 172008: 2 (1) Proposed Onder) (KN}

3 | Filod & Enrered: 03062007 Notee of Arorney Appearance - Defendant
Docker Texr: NOTICE OF ATTORNEY APPEARANCE: Valerie Barber appeanng for Cassandra Seith

1 (Filed & Entered: 04/11/ 2008 Mosice to Suppress
Docker Texe: Second MOTION to Suppress evidence by Bill Sauth as to B Soath, Bob Smith, Cassandra S
Proposed OvderFrost, Jack)

Dates Descrip

s |Filed & Enored:

3:07-cr-02345-RJB USA v. Smith et al
Date filed: 02132007
Date of last filing: 04/11/2008

Parties

Bill Smith (1)
LOMPOC

U.S. PENITENTIARY
Inmate Mail Parcels
3901 KLEIN BLVD
LOMPOC, CA 93436
Added: 02/13/2007
(Defendant)

Bob Smith (2)
Addad: 02/13/2007
(Defendant)

Cassandra Smith (3)
Added: 02/13/2007
(Defendany)

Valerie Barber

Assigned: 03/06/2007

LEAD ATTORNEY
ATTORNEY IO BE NOTICED

represented by

usa
Added: 02/13/2007
(Plaineefl)

Related Transactions

Related Transactions

. Filed | to |
Run Query to display |

. . Duuments| o
each transaction in the '

) Document type b
case along with any ] Pending
other transactions to [ Terminated
which it is related. Sort by | Filed Date v

[ Run Quary ] [ Claar ]

47




To view the document,

Related Tramsactions

Nore: Each selected rransaction in this case is shown below in a box with @iy other transactions to which it is related.

. . . o Event
CI I C k O n t h e d OC u m e nt Doe. No. Event Name Event Filed TEI’II:‘:‘I:tE‘d
ber link 1 @ Indictment 021132007 |
numbper link.
_— 2 I @ 2255 Motion to Vacate, Set Aside or Correct Sentence 021132007 |
4
. 3 @ 2255 Motion to Vacate, Set Aside or Correct Sentence 02132007 |
To view the docket
report click on the link n @ 2255 Motion fo Vacate, Set Aside or Correct Seatence 0211372007 |
@ 44d and Terminate Judges 0211312007 |

\ 3 @ Notice of Attorney Appearance - Defendant 03/06/2007
7 04/11/2008

@ Motion to Suppress

Docket Report

Status

Lists pending statuses in cases. Click
on the silver ball in the “Status set
by” box to display the docket entry
which sets the status. You can view
the document for that entry by
clicking on the document number.
(PACER charges apply.)

If there are any statuses which were
previously set, you will see the
words, “Click here” to view
terminated Statuses below the table
of pending statuses. Click on the
word “here” to see them.

NO IMAGE AVAILABLE
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View Document

This feature allows you to access PDF
documents in a case without first
running a Docket Report.

Enter one document number. When
you click Run Report, you will see the
document, if there were no
attachments; if attachments were
submitted, you must first select the
main document or an attachment to
view.

View Document

Case Number
307-c-02345-RJB USA v. Smith et al

Docament 1|

| RunRepont | | Clear |

Mobile Query

The mobile PACER Case Locator (PCL) provided by the PACER service center is
now linked to the District CM/ECF application.

The mobile query interface offers a simplified user experience optimized for
display on mobile devices. This interface incorporates the following functions:

] Search interface

J Party selection from party name search result list

J Case selection from case search result list based on case or party
name search

. Attorney information for selected case

. Party information for selected case

J Deadlines/Hearings for selected case

J Docket entries for selected case

J PACER login
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Users can access the mobile query via
one of the following locations:
1. the Mobile Query link on the
Query selection criteria page

WARNING: Search resulis from this screen are N0
on FACER charges. Please be as specilic as possibl

Searih O

i Varizon

TECF

it enere-nma Mosic e al v. Booih «i al

George B Gamma, presuding
Date fled: DX20/20012

Date af last filimg: 100042012
2. the Mobile Query link on the
Query results page.
Reports Feature
This feature provides you with several report options.
EE c F Ciwil = Criminal - Query Reports ~

After selecting the Reports feature
from the blue menu bar, ECF
opens the Reports screen.

If you select Civil or Criminal
Reports or Docket Sheet, the
PACER login screen will display.
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You must log in to PACER, and Reports
fees will apply to view documents.
Criminal Reports
. Docket Sheet Crmnal Cases
You can view Calendar Events and
Weritten Opinions for a case Civil and Criminal Reports
. . . Civil Reports Calendar Events
without logging into PACER. P e
These events are free of charge. Judoment Index  Written Opinions

Docket Sheet

See the Query feature section of this manual for a depiction of a partial docket
sheet report. If you do not need a complete docket sheet, you can narrow the
query using the date filed/entered fields. ECF also offers various sorting options
from the Docket Sheet query screen.

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 Run
Report. ECF will display a
full docket sheet for the
case you selected.

Docket Sheet

Case number307-cr2345
Select a case:
¥13:07-cr-02345-RIB USA v. Smith et al B (41l Defendanrs)

3:07-cr-02345-RJB-1 Bill Smith
3:07-cr-02345-RJB-2 Bob Smith
3:07-cr-02345-RJB-3 Cassandra Smith

@ Filed

t
O Entered °

Documents to

Document options:
[ View nmiltiple documents

Include:

[¥] Parties and counsel

Terminated parties

[ List of member cases

[ Links to Notices of Electronic Filing

Format:

& HTML (unpaginated)
O PDF (paginated)
Sort by | Oldest date first hd

[ RunReport | [ Clear | [Malke these options my default.
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You can now run a
combined docket report
for a subset of criminal
defendants in a
multidefendant case. The
View Combined Docket
Report checkbox allows
you to run the combined
form of the report for the
chosen subset of
defendants.

Case number |2:09-cr-334-1,3

Select a case:

[12:09-¢r-00334-JLQ USA v. Jones et al
2:09-¢r-00334-TLQ-1 Dasy Jones
[12:09-¢r-00334-TLQ-2 Henry Johnson
2:09-¢r-00334-TLQ-3 Hailey Brown

¥} View Combined Docket Report

| Hide Case List

Civil Cases

The Civil Cases report provides you with the flexibility to query the ECF database
to locate cases filed within a specific date range, or by Nature of Suit and Cause

Code.

When you click on the Civil Cases
link, ECF displays a query screen.

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

If you are not logged into PACER,
ECF will display the PACER login
screen before you can view this
report.

Civil Cases Report

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

Office NN
Seals

Case trpe IS « Natere IR
of suir 7 128%9]
v 110 finsurance!

= L
S .. Ops cases
4 Terminal digit(s) A Otosed cases

Filed 1172002
Sort by | Case Nuwbs ¥

Output Format ' Formatted Display
Data Oualy
FanRapon || Clear | T1Make thece options my defuss

Here is an example of part of a report.
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The far-left column of the report Civil Cases Report
contains hyper‘“nked case number‘s, U.S. District Court - United States District Court for the Western District of Washington

Filed Report Perdod: 112008 - 4142008

Case Number [ Days

. . : Case Dates 5 Notes
If you click on a particular case = e L
Krasry v. Comic Book Guy of Comemmicarion:
number, ECF opens the Docket Sheet | ™™™ ' N 1 e Ot

report window from which you can
retrieve the docket sheet for the |

204-cv-02186.TST (‘-xc,r".:d 031172008
selected case. Seibers . Burs

Follow the instructions in the i Q12208 @
previous section for a Docket Sheet

report.

Newman v. United States of America

Judgment Index

oy Judgment Index Report
Search by a specific
‘Warning: This report is not subject to the 30 page billing cap.
2 P ) pag g cap.
ca S e n u m b e r’ n a m e’ O r' You will be billed for the total number of pages. If vou want to run a report for a single case, vou can use the Query Menu or the Docket Report.
Case Number |
d ate ra nge * Last name First name Middle name

Judgment date range |1/1/2008 to |4/14/2008

Sort by: | Case number v

Run Report

Judgment Index Report

Case Number/Tile Judgment Description Status

Click on the case number
U.S. District Court - - United States District Court for the Western District of Washington
[2:33-cv-00321-RSL In favor of: Federalist Party Fully Satisfied

to run a docket Sheet, or Report Period: 01/01/2007 - 04/14/2008
the hyperlinked document

. :ia;:;-Andannrksm 01/17/:2007
number to view the actual

Document: 48
i ma g e Irterest: 0.00%
. Court Cost: $ 0.00
In favor of; Federalist Party Fully Satisfied
Againse: Andrew Jackson 031212007
Amouwnt: $ 1.00 no remarks other than remarking that there are no remarks
Dare: 032172007
Document: 140
Intarest: 1.00%
Cowrt Cost: $ 1.00

In faver of: Federalist Party No Payment
Against: Andrew Jackson 05/01/2007
Amouwnt: $ 23.00

Date: QFTOTII00
Documpne: 167
Fnteresk 0.00%
Court Cost: §0.00

Criminal Cases Report

This report provides you with the flexibility to query the ECF database to locate

cases electronically filed within a specific date range, terminal digit (last digit of
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case number), with pending defendants, terminated defendants, fugitive
defendants or non-fugitive defendants.

When you click on the Criminal
Cases link, ECF displays a screen
as depicted here.

You can sort by case number,
terminal digit, or office. Click Run
Report. On the Transaction
Receipt screen, click Continue to
accept the PACER charges for the
report.

Criminal Cases Report

‘Warning: This report is not subject 10 the 30 page billing cap.

You will be billed for the total aumber of pages. I vou want o ren 3 report For 3 singh 26, you can wis the Query Monn or the Daocket Repart.

Office I—
Seatle
Citation
Couat States 7 Praddng (] Doposed
Fied 477200 o 4147002

Terminal digit(s) 2,47 [ Pending defeadanss

L] Terminared defondanes

| Fagitive delesdants

-| Nun Fugitive deleudants
Sert by | Cave Numoer
© Formatted Display

Data Oaly

] Make Shese opbons my defat

Outpat Format

|_Fum Report | | Clear |

Here is an example of a
criminal case report, sorted by
case number.

The report displays the case
number and case title; date
filed and date defendants
added, days pending, judge,
and office originated from.

Each defendant is assigned a
case number, as you learned in
the Criminal section.

Criminal Cases Report

U.S. District Court — United States District Court for the Western District of Washington
Filed Report Period: 4/7/2008 - 4/14/2008

Case Number/ Days

N
Title Case Dates Pending ot
288-0r-00021-JCC Case filed: 04/14/2008 Office: Seattle
USA v. Snake
1 - Snake Acided: 04/14/2008 0 Presider: Jobn C Coughenour
Added: 04/14/2008 0 Presider: John C Coughenour
Case filed: 04/09/2008 Office: Seattle
Aded: 04/09/2008 5 Presider: Richard A Jones
Case filed: 04/09/2008 Office: Seatlle
Added: 04/09/72008 s Presider: Rebert S. Lasnik
Added: 04/09/2008 5 P bet S. Lasnik
Added: 04/09/2008 s Pr bert S. Lasnk
Added: 04/09/2008 5 | Presider: Robert S. Lasak
5 - Janna Kropeinicki Added: 04/09/2008 5 : Robert . Lasnk
Docket Sheet
Case number 7-55 [ Hide Case List

SeteTr A Tase
T12:07-cr-00055- ISA v. Sleepy etal =
[02:07-cr-00055-TSZ- <
[12:07-¢r-00055-TSZ-2 Doctor

[02:07-cr-0000TSZ-3 Im Shy
[0 2:07-cr-00055\\RZ-4 Snow White

G Eiled

O Entered

Documents
Include:
[¥]Parties and counsel
Tenmmated parties
[JList of member cases
[Links to Notices of Electronic Filing

ocument op

entire case.

Click on the case number to
view a docket sheet for the

Sort by | Oldestdate first ~

[] Make these opt

Click on an individual
defendant to view a docket
sheet for their case.
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Docket Activity Report

‘Warning: This report is not subject to the 30 page billing cap.

Query a particular case You il e billed forth etalsumber of page, I son vont 0 v  reposfor o sl e, v can . e Query M the Docket Repor.
num be r fo r fl I | ng a CtIVIty . Docket Activity Report PUBLIC ACCESS

Case |

You can choose to search in sumber

[] Open cases

[ Ouly cases to which I am linked [] Closed cases

Office ﬁ Case type CN“—A
cases to which you are _

Event NN ~ Case flags [ INEEE—_—
- |EXTEND ARBITRATION
MEL

linked. You can also search T b ot
by Office, Case type, Event | ™ s ool
category, or Case flags. ———
Choose a date range,

Summary or Full docket text
display, and sort by Case

Number or Date Entered.

Here is an example of a Docket Docket Activity Report
Act ivi ty R e p 0 rt . U.S. Distriet Court — United States District Court for the Western District of Washington

Report Filed Period: 1/1/2008 - 4/14/2008

Case Number/Title Dates Category/ Docketed by Notes
Event g
255 er 00005 TSZ Entered: | Category: motion H Office: Seatte
USA v White 02012008 | Event: Depart from Sentencing Guidelines Bigney-Russell |Presider: Thomas S Zily
14:53:29 Document: 19 @ Type: crt \Case Flags: APPEAL
CLOSED
Category: motion K. Ness
Event: Reduce Seatence re Crack Cocaine 183582 Tuper ot
Dec ")
Category: motion K Ness
Evens: Unopposed Motion Reduce Seatence re Crack Cocaine | Type: crt
153582
Filed: Documerit: 22 @
020172008

Utilities Feature

EE c F Ciwil = CGriminal - Query Reports - Utilities - l

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 a log of all your
transactions within ECF.
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Maintain Your Email

ECF will email to parties the Notice of Electronic Filing based upon the
information entered in this screen.

The Email Information screen in Your Account has been modified to provide more
streamlined functionality. Cutting and pasting multiple case numbers from one

person account to another and/or from one delivery method to another is now
allowed.

The initial Email Information screen is divided into two panes. In the left pane, the
primary email address and secondary email addresses, if any, appear as
hyperlinks.

Email Information Screen — Initial Screen

FEmail Information for John Jones

Registered e-mail addresses Confisuration options

\Erirrrearn a-rriceid address: Zelect an e-mail address to configure.
john jones@@emailaddress. com

Sooapdary e-prail addresses:
add new e-mail address

[ Feturn to Person Information Screen ][ Clear ]

When you click the primary or secondary email address hyperlink in the left pane,
configuration options appear under the email address in the right pane.

For the primary email address, the default is Yes. To disable the primary address,
select No. If set to No, the primary and secondary email addresses will not
receive Notices of Electronic Filing (NEFs). We recommend that this setting
always be set to Yes.
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Email Information Screen — Configuration Options

[Email Information for John Jones

Registered e-mail addresses

Configuration options

Frimary e-mail address:

jobn_jones@emailaddress.com

Secondary e-mail addresses:
add new e-mail address

Fietum to Person Information Screen ][ Clear ]

iohin_jonez@emailaddress. com

Showuld this e-mail address receive natices? & Tes O Mo
How should notices be sent to this e-mail address? & Per Filing @] Summary Report
In what format should notices be sent to this e-mail address? @ HTML O Text

Should this e-mail address receive general announcement notices from this court? ® ves O Ho

Show all cases for this e-mail address ] (Copp case lists fFom here)

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (defoult method)
4:09-c-00001 -DGK. Jones . Smith [Clozed on 01/13/2009) - Representing &nne S mith

These cases will send notice as a summary report. (altermate method)
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Following is an explanation of each of the Configuration Options that appear on

page 60:

Description

Should this email address
receive notices?

For the primary email address, the default is Yes. If set to No,
the primary and secondary email addresses will not receive
Notices of Electronic Filings (NEFs). We recommend that this
setting always be set to Yes.

How should notices be
sent to this email address?

Sets the default delivery method for notices sent to this
address. If Per Filing, an email will be sent for each individual
NEF. If Summary Report, one daily summary email notice that
lists all the filings for that day will be sent; if this option is
selected, an additional option is added to the screen: Should
this email address receive a “no activity” notice when no
summary noticing occurs? If Yes, the Daily Summary Report
email will include the message “no transactions found for this
time period” if no activity occurs in the cases for which the
user is configured to receive summary notices. If No, then no
email will be generated when there is no activity in the cases.

In what format should
notices be sent to this
email address?

Controls the format of the emails — either HTML or Text.
HTML is the preferred format.

Show all cases for this
email address?

Displays a list of all of the cases for which the user is
configured to receive NEFs.

Add additional cases for
noticing

Allows you to add cases in which you are not an active
participant, but would like to receive NEFs. There is no free
look associated with these Notices.

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

An email will be sent for each individual NEF.

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

One daily summary email notice that lists all the filings for
that day will be sent.

58




To receive NEF’s in additional cases that interest you, enter the case number(s) in
the Add additional cases for noticing text field in the bottom right pane and then
either click Enter or Find This Case. After selecting the appropriate case(s), click
Add case(s). This will add the case(s) to the list of cases in the default method of
service list (the first list of cases).

To move cases from the default method list to the alternate method list, click the
case number(s) in the primary list and then click the Change selected cases to
notice as a summary report button (if summary noticing is the default method,
then this button will be labeled Change selected cases to notice per filing). The
cases will be moved to the alternate method list. To delete cases from the default
method list or the alternate method list, select the case(s) and then click the
Delete selected cases button.

On the following screens, only the bottom right portion of the Email Information
screen is shown.

Email Information Screen — Case-Specific Options

Before Moving Cases from Default
Method List to Alternate Method List

After Moving Cases from Default
Method List to Alternate Method List

Case-specific aptions

Ldd addional cases for noticing

These cazes will send notice per filing. (defult method)

500
4:08-cr-00002 USAv. Beethoven

[ Delete selected cases ] [ Change selected cases to notice as & summary repart

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

Case-specific aptions

(Add additional cases for noticing

These cases will send notice per filing. (defauit method)
A:08-cr-00002 USA v, Beethowen

These cases will send notice as a supsmary report. falternate method)

7:08-cv-00001-FJF Foleyv. Dawvis
6:08-cr-00001-LRL-FJF USA v, Johnson

For secondary email addresses, an additional option - Should this email address
receive notice for all cases in which this individual is a participant? - appearsin
the Configuration Options section of the screen. You can answer Yes or No.
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To remove an email address, click on the address in the left pane. This will cause
the email address to display in a text field in the right pane, along with all the
configuration options and case lists (if any) associated with the email address.
Remove the email address from the text field. If you want to change the email
address to a different one, you should immediately type the new address in the
text field. If you click anywhere outside the text field while a complete email
address is not in the text field, all of the configuration options and case lists will
disappear from the screen, and the previous email address and settings will be
removed.

MAINTAIN YOUR LOGIN

This screen displays user login information and provides the means to change
your ECF login and password.

Notice that ECF displays a string of e e L
asterisks (*****) in the Password field. Login frosi|

Password =
To change your ECF password, place
your cursor in the Password field and
delete the asterisks.

Password |k

Type in your new password. ECF
displays the actual characters of your Login [frost]
new password as you type. Click
SUBMIT to save.

Password Iic e|

Updating person record...
i i Update P Prid: 740

ECF will notify you onscreen that your pate Terson

updates were aCCepted. If you cha nged The update was successful.... prid 740 - Jack Frost

paSSWOFdS, youcan begm using the new Updating user record

password during your next ECF session. | [Theuserupdate was successful

The update was successful ...
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Change of Address

Eastern District of Washington Administrative Procedures for Electronic Filing
require that “an attorney whose name, email address, mailing address, telephone
or fax number has changed from that of the original Attorney Registration Form
shall timely file a notice of change of address and serve a copy of the notice on all
other parties, and also update their account in the ECF System.”

Filing Your Notice of Change of Address
Use the Civil or Criminal event “Notice of Change of Address” to efile your address

change notice.

Maintain Your Address
On this screen you can update your name, mailing address and/or phone number.

Llamtam User Account

Last name Descartes Furst name Fene
Liiddle name .Joseph (renerafion
Gender  Male d ATY Tvpe o
Title
Bar immber Tvpe aty
Frisomer 1l Add Headers to FDF Documents
Office
Vot

Address 1 2323W Whikehouse Wy

Address 2
Address 3
City Walln Walla State WA Zip 93330

Comnny oty w

Phone 503-333-3333 Fax 509-444-4444

Twatials DORB AD rode End date

Civil ref style » Criminal ref sryle w
Drate sworn Stats i
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e Enter your address using only letters and numbers. Use standard postal
codes. Do not use any punctuation marks or symbols.
e Always enter the area code in front of your phone and fax numbers.

Please do not use parentheses.

Use this format: 111-222-3333

e Do not provide or change any information in the remaining fields after the

fax number.

e |f your name has changed, please contact the Attorney Admissions Clerk at

509-458-3400.

e Click on the Submit button.

The system searches for existing Attorney Records, then prompts you to select
the cases to be updated. VERY IMPORTANT!! Click on Update All, then Submit, so
that all the cases to which you are linked will be updated.

View Your Transaction Log

Use this feature of ECF to review your transactions and to verify that:
e All of the transactions you entered are reflected in the Transaction Log.
e No unauthorized individuals have entered transactions into ECF using your
login name and password.

ECF opens a screen with two
fields for entering the Date
Selection Criteria for a
Transaction Log Report.

Enter the date range for your
report and click Run Report.

ECF displays a report of all your
transactions in ECF within the date

range you specified for Date
Selection Criteria.

View Transaction Log

Enter the Date Selection Criteria for the Transaction Log Report

Start Date: 1/1/08|

End Date: 4/14/2008

[ RunReport || Clear | [[1Make these options my defauilt

179271 | 02/01/2008 16:1404 |2-55-¢1-5-1

IMOTION to Depart from Sentencing Guidelines by Snow White. Noting Date 2/29/2008

179278 | 02/01/2008 16:25:06 |2-55-cs-5-1

MOTION for Retroactive Apphcation of Sentencing Guidelines to Crack Cocame Offense 18 USC 3582
by Snow White, Noting Date 2/29/2008

179281 | 02/01/2008 162555 |2-55-cr-5:1

Unopposed MOTION for Retroactive Application of Sentencing Guidelines to Crack Cocaine Offense 18
[USC 3582 by Snow White

179335 | 0200712008 104250 2-35-e1-5-1
179351 | 02/13/2008 16:30:07 |2-08-cv-1234

|SENTENCING MEMORANDUM by St Whie (Frost Jack]
ANSWER to [1] Comlat with JURY DEMAND by Mrs Lovetr (Frost, Jack)
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Miscellaneous

Legal Research

Contains links to external sites:

Legal Research

Law Dictionary
Medical Dictionary

Westlaw via the Internet  Lexis via the Internet

Mailings

Contains the following links:

¢ Mailing Info for a Case - Lists parties that will receive email notification and
which parties or list of attorneys will not receive email notification and will
require manual noticing.

e Mailing Labels by Case — Create mailing labels.

Verify a Document

Locate a particular
document attached to a
specific case number.

Case number, document
number, date filed and
docket text are displayed.
Clicking on the document
link displays the PACER
login screen. Enter your
PACER login and password
to view the image. (PACER
charges apply.)

Verify Document(s)

Spectfy the case number and document mumber of the docket entry containing the document to be verified.
Case Number

81234 Find This Case

Document Number: 3|

Verify Document(s)

2.08-cv-01234-RAJ Todd v. Lovett

Date  # Docket Text

021152008 3 MINUTE ORDER SETTING TRIAL DATE AND RELATED DATES, AND DESIGNATING CASE FOR MEDIATION; Length of Trial: *3
weeks®. Mediation shall be completed no later than thirty (30) days prior to the trial date. Jury Trial is set for 1/2/2009 at 09:00 AM in Courtroom
12A before Richard A Jones. Joinder of Parties due by 6/1/2008; Amended Pleadings due by 7/6/2008; Expert Witness Disclosure/Reports under
FRCP 26(a)2) due by 7/6/2008; Discovery completed by 9/4/2008; Dispositive motions due by 10/4/2008; Setdement conference to be held by
11/3/2008; 39.1 mediation to be completed by 12/3/2008; Motions m Limine due by 12/5/2008; Pretrial Order due by 12/19/2008; Trial briefs to
be submitted by 12/26/2008; Proposed vorr dire/jury mstructions due by 12/26:2008; Proposed Fndings of Fact and Conclusions of Law to be
submitted by 12/3/2008; by Richard A Jones. (hbr)

63




Search Feature

This option allows you to search for filing events.

Click on Search to

display the Search
Menus and Events
window.

In this window,
enter all or part of
the name of the
desired event. For
example,
“objection”. Click
Search.

A list of events is
displayed which
contain the entered
word or string of
words and the
menu in which the
event can be found.

Click on the
appropriate event
to continue the
filing.

Civil - Criminal = Query Reports ~ Utilities - Search

ECF

Search Menus and Events [x]

objection]|

Civil Events — ADR Documents

Objection to Beport of ArbatratorMediaton

Civil Events — Other Answers
Objection to Report and Reconunendations
Civil Events — Other Documents

Objections

Objections to Answer to Wit

Criminal Events — Other Documents

Objection
Objection to Presentence Investigation Eeport
Objection to Beport and Beconunendahions

Civil ~

Criminal ~

Utilities ~

Reports ~ Search

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

Documents filed in sealed cases must be filed in paper.

Pro se parties must file in paper, unless the court has granted them specific
permission to file electronically.

For documents that are longer than 100 pages, including all attachments,
the filer must submit a courtesy paper copy to the court, in addition to
filing an electronic copy of the document.

Documents Requiring Special Handling

For new Sealed Civil Cases and Miscellaneous Cases These
documents cannot be filed in ECF by attorneys. The court will accept these
by email, U. S. Mail, or delivered in person to the Clerk’s Office.

If you email, it must be in PDF format and sent to:
newcases@waed.uscourts.gov

Sealed/Ex Parte Documents

In cases that are not sealed, motions to seal documents, sealed
documents, and ex parte documents shall be efiled. To ensure these
documents are filed accurately, contact the ECF Help Desk 1-866-235-
5100 and utilize detailed instructions that will be mailed to you.

Proposed Orders/Jury Instructions
When attaching a proposed order to a document filed in ECF or filing
jury instructions, there is an extra step in addition to the filing of the

document. You must email the presiding judge a copy of the proposed
order in Word. See page 22.
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Training Classes
Our court offers ECF training classes. Call to register for training:

Spokane: Training is held at the Thomas S. Foley U.S. Courthouse, 920 West
Riverside, 7th Floor, Spokane, Washington.
Call Jaime White at (509) 458-3400 to register.

Yakima: Training is held Wednesday afternoons at the Wm. O. Douglas
Courthouse, 25 South Third, Yakima, Washington.
Call Curt Robins at (509) 573-6617 to register.

Richland: Training is held Thursday afternoons at the U.S. Courthouse and Federal
Building, 825 Jadwin Avenue, Richland, Washington.
Call Debbie Brasel at (509) 943-8173 to register.

Classes are 2 hours long. Please bring a picture ID for entrance into the building.
Written training materials will be provided. Two CLE credits have been granted
for attendance at this class.

Practice Filing in ECF

To practice ECF activities, you can visit a training version of the system on the
Internet at: https://ecf-train.waed.uscourts.gov.

Instructions for using the training system along with logins/passwords are at
http://www.waed.uscourts.gov/training-information.

We strongly recommend that you practice in the “training” ECF database before
filing documents in the “live” ECF database.
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