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Electronically Filing Civil Case Opening Documents 

with a “Master Case” 
 

Please Note 

 In order to submit a civil case, attorneys must be admitted to practice in WAED and have completed 

CM/ECF registration. 

 Sealed, miscellaneous and habeas corpus cases will be submitted to newcases@waed.uscourts.gov    

 Case initiating documents must be submitted in ECF by electronically filing the initiating documents in 

a "master case."  The Clerk's Office reviews the master case for new filings and will open the new civil 

case.  Once the case is opened, a notice will be sent electronically and it will include the actual case 

number and judge assignment.   

 The fee to file a new civil case is $400.00. 

 Please read the information on each screen carefully and answer all of the questions accurately.  Your 

answers impact the functionality of the system. 

 

Step 1: Click Civil on the blue menu bar at the top of the ECF screen.  The Civil Event categories window 

opens, displaying all of the categories and subcategories you may choose for your filing.  Click  

File a New Civil Case - Attorney under the heading Open a Case. 
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Step 2: Please read this screen carefully, then click Next to continue.  Please note that all documents 

should be attachments to the initiating document. 

 

 

 

Step 3: In the following screen, you are prompted to enter only the first listed Plaintiff and the first 

listed Defendant in order to help the Clerk’s Office identify the case from the docket text.  The 

Clerk’s Office will add all parties when the case is opened.  Click Next to continue. 
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Step 4: You must now click on the New Civil Case event in the available events menu.  Clicking on the 

New Civil Case populates the Selected Event.  Now the Next button can be clicked to proceed. 

 

The case initiating document, such as the Complaint, is the document that will be filed.  All other case 

initiating documents, such as those listed on the screen below, must be attached to the Complaint.  They are 

not filed separately.  Please read carefully, then click Next to continue.   
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Step 5:  Click on the Browse button to search for and attach your PDF document. 

 

NOTE: All documents should be attachments to the Main Document. 

 Click on the Browse button to search for and attach your complaint in the main document field.  It is a 

good idea to right-click on the document you want to attach to double check that it is the correct 

document.  Choose Open or Open With… to open the document in an appropriate program to view and 

ensure it is the correct document. 

 Click the Browse button on the Attachments line to attach any other initial documents.   

 For the Category field, click on the drop-down arrow to view the available document types.   

 If there is no category that matches your attachment in the drop down menu, type in an appropriate 

word to describe it in the text field under “Description.” 

 

When you are finished adding all of your documents, click Next to continue. 
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Step 6:  Please read this screen carefully and select whether you are requesting a TRO.  Please notice  

  that the default is "no."  Click Next. 

 

 

If you are filing a TRO, the next screen will provide you with instructions for contacting the Clerk’s Office.  Click 

Next to confirm and proceed. 

 

Step 7:  The following screen asks if your filing is exempt from paying the filing fee at this point, either  

  because you are a US Attorney or you submitted an Application to Proceed In Forma Pauperis  

  with your initial documents.  Select the appropriate option, then click Next. 
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The following screen simply is a reminder of the cost of filing the case.  

 

Step 8:  After clicking on Next, you will be transferred over to the first of two secure Pay.gov website  

  pages for payment.  The items marked with an asterisk are required fields.  The name on the  

  credit card and billing address do not need to match that of the attorney filing the case. 
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Remember to avoid navigating away from this screen using your browser’s back button – this may lead to incomplete 

data being transmitted, which could result in the fee being charged without the case being opened.  

Please read carefully, then click Next to continue. 

 

 

Click Next to submit your case to the Master Case. 
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Print a copy of this page as it will serve as a receipt for your new case filing.   

You have now completed the submission of your new case filing to a master case.  You will receive an NEF with 

your actual case number shortly. 

Remember if you have filed a motion for a TRO as part of this case opening procedure to contact the Clerk's 

Office at (509) 458-3400 to advise of the motion. 


