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Electronic Case Filing System
Attorneys’ Manual
(Last revision: July 15, 2010)

Getting Started
Introduction
This manual provides instructions on how to use the Electronic Filing System (version 3.2.2) to file
documents with the court or to view and retrieve docket sheets and documents for all cases assigned to this
system. Users should have a working knowledge of Firefox or Internet Explorer and Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 9:00 A.M. and 4:00 P. M., Monday through
Friday, if you need assistance using ECF.

Toll Free Help Desk — Cincinnati 513-564-7500
Toll Free Help Desk — Columbus 614-719-3000
Toll Free Help Desk — Dayton 937-512-1400

If you need to contact the help desk after hours due to an emergency, you can call one of the
numbers above and the automated system will guide you to the emergency hotline, which you will
then be forwarded to the one of the Court staff.

ECF System Capabilities

The electronic filing system allows registered participants with Internet access and an internet
browser, Firefox or Internet Explorer, to perform the following functions:

. Open the Court’s web page www.ohsd.uscourts.qov

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

. Self-train on a web-based ECF Tutorial

. Practice entering pleadings into ECF using a “training” database that is similar

to the official live ECF database*
. Electronically file pleadings and documents in actual (“live”) cases

. Open new cases and removal cases after taking the tutorial and opening a test
case correctly

° View official docket sheets and documents associated with cases

. Run various reports for cases that were filed electronically

*This may only be done in the Court's training center. Contact the Court's Help Desk to schedule a time to use the
training database and to schedule additional training.
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Requirements
Hardware and Software Requirements

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

. A personal computer running a standard platform such as Windows or
Macintosh OS X.

. An Internet provider.

. A web browser, Firefox 1.5 or 2.0 and/or Internet Explorer version 6.0 or later.

Internet Explorer 7.0 is recommended.

. For Appellate Court, Java 1.6 plug-in is needed.

. Software to convert documents from a word processor format to portable
document format (PDF). Adobe Acrobat Professional 8 is recommended,
however, Adobe Acrobat Professional 6 or 7 or Acrobat

Writer 5 will work.

. A PDF-compatible word processor like Macintosh OS X, Windows-based
versions or Corel WordPerfect or Microsoft Word.

. A scanner to import documents that are not in your word processing system.

° Adobe Acrobat Reader, or similar software is need to view PDF documents.

Note:  This would only be used for documents that cannot be produced electronically.
Scanned documents lessen the level of service we provide by slowing down the
entire system. We are moving away from the utilization of scanned documents
inside the Court and are asking you to do the same when possible.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and Report
features of the ECF system. If you do not have 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.
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Registering for Access to ECF

Online registration can be accomplished on our web site at http://www.ohsd.uscourts.gov/cmecf/ or by

calling the court.

Once an account has been established, your login and password will be sent to you by the Office of the

Clerk by E-mail.

We strongly recommend that users practice in the “training” ECF database before filing documents in the
“live” ECF database. If you wish to use the training database, you can contact the Court's Help Desk and
schedule a time to use the training database and to obtain additional training from the Court.

Our web site offers the following training opportunities:

1)
2)
3)
4)

Online tutorial

Online training database

Registration for classes at the courthouse

Account upgrade after completing New Case Opening Training
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Preparation
Setting Up the Acrobat PDF Reader

If you are not using Adobe Acrobat Professional or similar product, users must set up Adobe Acrobat
Reader software in order to view documents that have been electronically filed on the system. All
pleadings must be filed in PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court using the ECF system.
Before sending the file to the court, users should preview the PDF formatted document to ensure that it
appears in its entirety and in the proper format.

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 such as
Adobe Acrobat Professional 8. When converting your document to a PDF format, you should use
the following settings in your conversion software. The settings should be black and white
document with 200 dpi resolution, and you should not OCR (optical character recognition) the
document.

How to View a PDF File

. Start the Adobe Acrobat program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be viewed.

° If the designated location is correct, and the file is in PDF format, Adobe

Acrobat Exchange loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of multiple pages,
use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the displayed document.
Choose the option that is most appropriate for the document.
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Using any word processing program:

. Install Adobe Acrobat Professional, or similar product on your computer.
. Open the document to be converted.
o Select the [Print] option (generally found in the File menu) and in the dialog

box select the option to change the current printer. A drop down menu with a
list of printer choices is displayed.

. Select Adobe PDF or similar product.*

. “Print” the file. The file should not actually print out; instead the option to save
the file as a "PDF files (*.PDF)" appears.

Save PDF File As PR

Savein: [ ) Motions - «BcrE-

N
z).

My Recent

Documents

€]

Desktop

My Documents

58
My Computer
)
by awark.  Fie name [Motion -~ Save
yPIa:Es
Save a3 ype [FDF files [ FDF) ~| Cancel
. Make a note of the file location so that you can find the document later when

you are ready to upload it. Change the location if necessary by clicking in the
“Save in” area of the window.

. Click the [Save] button.

Depending on the word processing program being used, it may be necessary to find the printer selection
option elsewhere. At that point, change the printer to Adobe PDF, and follow the directions above.

*You must have Adobe Acrobat or similar product installed on your computer to see these choices listed.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Enteringinformation in data fields
. Using command buttons to direct system activities.
. Mouse-clicking on hyperlinks.

Conventions used in this Manual:
. Command buttons are represented in this manual in [bracketed boldface type].

o Hyperlinks are represented in underlined boldface type.

Documents Filed In Error
A document incorrectly filed in a case may result from a) posting the wrong PDF file to a docket entry, b)
selecting the wrong document type from the menu, or c) entering the wrong case number and not

discovering the error before completing the transaction.

To request a correction, telephone:

Toll Free Help Desk — Cincinnati 513-564-7500
Toll Free Help Desk — Columbus 614-719-3000
Toll Free Help Desk — Dayton 937-512-1400

As soon as possible after an error is discovered, contact us. You will need to provide the case and document
numbers for the document requiring correction. If appropriate, the court will make an entry indicating that
the document was filed in error. You will be advised if you need to re-file the document. The ECF system
does not permit you to change the misfiled document(s) or incorrect docket entry after the transaction has
been accepted.

Note: When a misfile is discovered DO NOT REFILE. Contact the Clerk’s off at the next available
opportunity. The date of filing is preserved by the incorrect filing.
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Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all transactions ECF has processed with
your login and password. If you believe or suspect someone is using your login and password without your
permission, change your password immediately, and then telephone the Court’s Help Desk staff (see p. 9)
as soon as possible.

User’s Manual
You can download or view the most recent version of the ECF Attorney’s Manual (in PDF format) from

the District Court’s web page. Enter http://www.ohsd.uscourts.gov, when the court’s web page opens,
click on the CM/ECF hyperlink.
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A Step-By-Step Guide

Below is a step-by-step guide for:

. Entering the system

. Preparing a document for filing
. Filing a motion or application

o Displaying a docket sheet

We suggest that you go through the steps on the training data base before trying to actually file a document.
If you wish to use the training database, you can contact the Court's Help Desk and schedule a time to use
the training database and to obtain additional training from the Court.

How to Access the System

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

) http://ecf.ohsd.uscourts.qov

o Or, you may go to the Southern District of Ohio’s web site at www.ohsd.uscourts.gov
and click on the CM/ECF hyperlink.

. Click on Document Filing System to open the login screen and login to ECF.
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Logging In CMI/ECF Filer or PACER Login

. . Notice

The next screen is the 10g1r1 screen. This is @ Restricted Web Site for Official Court Business anly. Unauthorized
entry is prohibited and subject to prosecution under Title 18 of the .S, Code.
All activities and access attempts are logged

Instructions for filing:
Enter your CWYECF filer login and password if you are electronically filing
something with the court

If you received this login page as aresult of a link from a
Notice of Electronic Filing email:

Enter your CWFECF filer login and password. The system prompts customers
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 CWM/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 ChW/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
$.08 per page.

Instructions for viewing filed documents and case
information:

If you do not need filing capabilities, enter yvour PACER login and password. If
vou do not have a PACER login, yvou may register online at

hitp ipacer psc.uscourts. goy

Authentication

Login |

Password

i /’ client code:
(Client Code Box) [Cogin ] [Raset |

Enter your ECF Login and Password in the appropriate data entry fields. All ECF login names and
passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a pleading or to
maintain your account. If you only wish to enter ECF to query the database for case information
or to view a document, enter your PACER login and password. Beginning September 2003 you
will be charged a fee to view ECF case dockets and documents beyond your free look.

The client code box, as shown above, is where an attorney can enter their own alpha-numeric information
that they may have associated with a case or client. The information that is entered into the client code box
will be shown on your quarterly PACER report, next to the case number. This allows the attorney to easily
cross-reference the PACER charge to the client or case number.

Note: Remember to change your client code number when the work performed changes for cases
and/or clients. Otherwise, the same client number will be reflected on the PACER quarterly
report for all work performed.

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

. If the ECF system does not recognize your login and password, it will display the
following error message on a new screen.

Login failed either your login name or password is incorrect

) Click on the [Back] e | button in your browser and re-enter your correct
login and password.
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Once the Main Menu appears, choose from a list of hyperlinked options on the top bar.

criminal - Reports ~ Utilities ~ Seargh Logout

.S, District Conrt
Southern District of Olio
Official Comrt Electronic Document Filing System

Digtiiet CMUECE Version 3.2.2
Installed 12062008

Activity to and fr

. Document filings on this system are subject lo Federal Rule aof Civil Procedure 11, Bvidence of unauthorized

woprtate law

‘Welcome bo the U5 L

“ourt For the Southern Distnct of Ohao Ele Decument Fil

reader can be obtained by selectmg the POF

‘ystern. This page 18 For use by attorneys and firms participatmg m the electroruce filing system. The most recent

i
ttings option listed below

wersion of the Adobe PL

[Last login: 02-10-2009 13.2:

18Julv2008

Note: The date you last logged into the system appears at the bottom left corner of this screen. You should
review this information each time you login for security reasons. If you believe your last login date and
time are incorrect, or suspect an unauthorized party is using your login and password, please telephone the
court’s Help Desk (see p. 9) as soon as possible.

Selecting ECF Features

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

screen.

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

Criminal- Select Criminal to electronically file all criminal case pleadings, motions, and other court
documents.

Query- Query ECF by specific case number, party name, or nature of suit to retrieve documents that

are relevant to the case. You must log on to PACER before you can query ECF.
Reports-  Choose Reports to retrieve docket sheets and cases-filed reports. You must log on to PACER
before you can view an ECF report.

Utilities-  View your personal ECF transaction log and maintain personal ECF account information in
the Utilities area of ECF.
Search- Allows the user to search ECF for events based on keywords.

Logout- Allows you to exit from ECF and prevents further filing with your password until the next
time you log in.
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Civil Events Feature

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the Court a
variety of pleadings and other documents for civil cases. See the list of ECF documents at the Court's
website http://www.ohsd.uscourts.qov/cmecf.htm, under the General Information section, Civil Events
in ECF. This section of the manual describes the basic steps that you need to take in order to file a single
motion with the Court. The process is consistent regardless of the event.

General Rules and Manipulations
Manipulating the screens

Each screen has the following two buttons:

GBack - &4 o ,‘,.: .; / ! Search #\ Favorites (;;‘v &g v -

Correcting a mistake:

Use the [Back] & o button on the Internet 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.

Note: If you are using a version earlier than Internet Explorer 7.0, the back button may not
work properly and may require you to start the event over.

Signatures; Affidavits of Service

Documents which must contain original signatures or which require either verification or an
unsworn declaration under any rule or statute, shall be filed electronically with originally executed
copies maintained by the filer. The pleadings or other documents electronically filed shall indicate
a signature, See L.R. 83.5(d), e.g., “s/Jane Doe by Richard Roe per telephone authorization.”

In the case of a stipulation or other document to be signed by two or more persons, the following
procedure should be used:

(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.

(b) The filing party or attorney then shall file the document electronically, indicating the
agreement of other counsel or parties at the appropriate place in the document signatories,
e.g., “s/Jane Doe,” “s/John Doe,” etc.

¢) The filing party or attorney shall retain the hard copy of the document
containing the original signatures after the case ends, at least until the time for all appeals
have expired.

(d) A non-filing signatory or party who disputes the authenticity of an electronically filed
document containing multiple signatures or the authenticity of the signatures themselves
must file an objection to the document within ten days of receiving the Notice of
Electronic Filing.
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Filing a Civil Complaint

The Court will accept complaints sent by U. S. Mail or delivered in person to the Clerk's office. Fees will
be paid, as applicable.

Present the Clerk’s office with a Civil Cover Sheet (JS-44c), which lists the case party information, the
complaint and a disk containing the complaint in PDF format with a check or money order in the amount of
$350.00 or by credit card in person. If the complaint contains exhibits, each exhibit should be a separate
PDF file on the disk. If there are other pleadings being filed at the same time as the complaint, those
pleadings should also be on the disk in PDF format.

A complaint received by the Clerk’s Office will be considered filed that day, and will be uploaded to the
System within 24 hours of filing.

Alternatively, an attorney can take the Opening a New Case training course located on the Court’s website
at: http://www.ohsd.uscourts.gov/cmecf.htm under the Registration/Training section. Click the link
“New Case Opening Training for Attorneys” to begin the training. Once the attorney has completed the
training, an email will be automatically sent to the Court indicating that the attorney has completed the
training.

Once the Court has received the email, the Court will send an email to the attorney with test documents
attached and instructions on how to proceed to the test database and open up a test case. Once the attorney
has completed the test case, another email will be automatically sent to the Court indicating that the
attorney has finished the test case. The Court will review the test case, and if the test case was opened
correctly, the attorney’s CM/ECF account will be upgraded to allow the attorney to open new cases,
including removal cases, and to pay the filing fees online.

Filing Documents for Civil Cases
There are eight basic steps involved in filing a document:

1) Select the type of document to file,
(See www.ohsd.uscourts.gov/cmecf/civect.pdf for list of events);
2) Enter the case number in which the document is to be filed;
3) Select the party(s) filing the document and, if applicable, attorney/party association;
4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.
6) Add or modify docket text as necessary
7) Submit the pleading to ECF
8) Receive notification of electronic filing

Note:  Make sure to review all of the PDF documents and attachments, to make sure that they
are all free from personal identifiers. For more information see R.C.P. 5.2.

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

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

1. Select the type of document to file

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying all of the events from which you may choose for your filing. This section
of the User's Manual describes the process for filing a Motion in ECF. The process is similar
for filing other pleadings in ECF. You may also use the Search function to locate the event
you wish to use. The Search button is located on the ECF navigation bar next to the Logout
button.
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Click on Motions, under Motions and Related Filings.

EECF civil ~ Criminal -

Zivil Events

Attorney Case Opening Other Filings

Open Civil Case ADE Documents
Discevery Documents

Inmitial Pleadings and Sexrvice Motices
Complaints and Other Initiating Documents Trial Documents
Service of Process Appes Documents
Answers to Complaints Orther Documents
Other Answers Foreclosure Documents

Motions and Felated Filings
Mfctions
Eesponses and Eeplies

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

Criminal ~ Query Reports ~ Utilities ~

Motions

| Start typing to find another event

Available Events (click to select events) Selected Fvents (click to remove events)
Mew Trial || [Prelirminary Injunction

Objection to Magistrate Judge Order

Order of Sale (Motion for)

Order to

Partial Summary Judgment

Permanent Injunction

Proceed In Forma Pauperis
Produce

Protective Order

Quash

Reassign Case

Reconsideration

Recusal

Redact Transcript ~

For demonstration purposes, highlight Preliminary Injunction and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click on each
of the desired multiple forms of relief.

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

A new Motions screen opens with a Case Number field. Enter the number of the case for
which you are filing a motion and click on [Find This Case]. If a partial case number was
entered, then a list of cases will appear. Check the case number that you are filing in. Certain
events may require you to upload a PDF file at this time, if so, please see number 4 of this
section.

Motions

Civil Case Number

g-5000| Find This Case

Clear
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o If the number is entered incorrectly, click Clear to re-enter. If the computer

0 Back

prompts that you entered an invalid case number, click on to re-enter.

° When the case number is correct, click on N e }{t .

There are four parts that make up a case number. Using this number as an example, 1:00cv100,
the following is an explanation of the four parts.

1) 1:00cv100 The leading number indicates the division in which the case resides. There are 3
divisions for the Southern District of Ohio. The city designations are:

° 1 is Cincinnati
° 2 is Columbus
° 3 is Dayton

2) 1:00cv100 The second number after the colon is the year designation. The 00 represents the
year 2000.

3) 1:00cv100 The third part is the case type designation. The southern district has 6 types.
J CR is criminal

CV is civil

MC is miscellaneous

PO is petty offense

MJ is magistrate case

MDL is multi-district litigation

4) 1:00cv100 The last part is a number that is assigned to a case when it is opened. Each new
case is assigned the next consecutive number.

Anytime you are prompted to enter a case number in CM/ECF, you may enter the case number in
the following formats.

02-100

02cv100

1:02-cv-100

1-02-cv-100

1:02¢v100

3. Select the party(s) filing the document.

EECF Civil ~ Criminal ~ Query Reports ~

Motions

2.08-cy-05000-alm-tpk JOHNSOMN et al v. Cincinnati Tech Institute et al

JURY
Select the filer.
Select the Party: OR Select a Group:
Cincinnati Tech Institute [Defendant Add/Create MNew Party
: e @No Group
Johnson, Lisa [Plaintiff]
WALKER, MELINDA [Defendant] O All Defendants
O Al Plaimtiffs
C All Parties
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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. If you are filing for all
defendants, you may also click All Defendants under the Select a Group section.

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, double check to make sure the case number is correct,
otherwise, exit out and call the appropriate Help Desk.

If you are filing an answer or other initial appearance document, you will see the following
screen.

Criminal -

Motions
1.08-cv-05000 Johnson et alv. Cincinnati Tech Institute et al

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

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

If the association should zof be created, be sure the box 15 urnchecked=

MIAMES JOHNSON (ptypla) represented by attyew (aty) [ Lead [¥] Notice

Double check to make sure that you represent the party, if it is not correct, click on the

Q Eack

button to select the correct party.

If the party is correct, check the “Lead” box if the attorney is the lead counsel on the case.
Leave the “Notice” checked so that the attorney will receive the Notice of Electronic Filing.

4. Specify the PDF file name and location for the document to be filed.
ECF accepts the party or parties you selected and refreshes the screen to display a new

Motions screen depicted below. ECF displays a field for locating and entering the PDF file
of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST reside
in PDF format. Otherwise, ECF will not accept the document and users will be
unable to retrieve and read your document from within ECF.

EECF civil ~ criminal ~ Query

Motions
1:08-cy-05000 Johnson et alv. Cincinnati Tech Institute et al

Select the pdf document {for example: CA159cw501-21.pdf).

Filename

Browse

\Attachments to Document: ® Mo O Yes
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Click on the [Browse] button. ECF opens the following screen.

Choose file
Look in: [1 Motions = « ¥ E8-
A
i z/)
My Recent
Documents
7*‘}
Deskiop
My Documents
w::
8
My Computer
)
Mp Nebwork File name: |Mnt\nn j Open
Flaces
Files of type: |HTML [ htmn, = html] ﬂ Cancel

If you need to, change the Files of type from the default setting to:

Files of type:

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

Highlight the file to upload to ECF.

Note:

In order to verify that you have selected the correct document, right mouse click on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that you
selected. You should view it to verify that it is the correct document.

CM/ECF Attorneys’ Manual (Rev. May 2009)

| 2 Maotiong
P o

Select

MEEC

Open with Acrobak &
Prink

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button on the File Upload window. ECF closes the File Upload screen
and inserts the PDF file name and location in the Motions screen.

SECF

Civil ~ Criminal ~

Motions
208-cy-05000-alm-tpk JOHMNSOMN et al v, Cincinnati Tech Institute et al
JURY

Select the pdf document (for example: CA19%cv501-21 pdf).
Filename

CDesktopihaotion. pdf

Attachments to Document: & o O Yes
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. If there are no attachments to the motion, click on [Next]. A new Motions window
opens. Go to Section 6, “Add or Modify Docket Text as Necessary,” to proceed
with your filing.

° If you have Attachments to your motion, you will select [Yes] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed.”

In the event you selected and highlighted a file that is not in PDF format, ECF will display the

following error message after you click on the [Next] button.

EEEOE: Document is not a well-formed PDF document (ho further information is available).

e ECF will not permit you to select a file for your pleading that is not in PDF format.

e  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.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

Microsoft Internet Explorer @

! \ Mote: You have not selected a document,
.

If you click [OK] from the screen depicted above ECF will return you to the Motions screen.
You cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed.

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

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

2:08-cv-05000-alm-tpk JOHNSON et alv. Cincinnati Tech Institute et al

JURY

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)
Filename

2) Before proceeding to step 3, describe the document using the Category list, the Description box, ot both,
Category Desciption

v

%) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, clicl on the Next button

’7 Add to List

Remove from List

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

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

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

. Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions screen
opens to display the file name of the newly attached document.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

2:08-cv-05000-alm-tpk JOHNSON et al v, Cincinnati Tech Institute ef al
JURY

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)
Filename

2) Before proceeding to step 3, describe the document using the Category list, the Description box, or both.
Category Description

v

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

C:\Case 123\Exhibit A pdf “Add 1o List

. Repeat the sequence for each additional attachment.
. After adding all of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed can be submitted in paper format with
leave of Court. Present the Order, pleading(s) with attachments and a CD with the PDFs of the
documents being filed, to the clerk's office for handling. Attachments and exhibits that are greater
than SMB when scanned can be divided into smaller files and then filed electronically.

Note:  Make sure to review all of the PDF documents and attachments, to make sure that they
are all free from personal identifiers. For more information see R.C.P. 5.2.

6. Add or Modify Docket Text as Necessary.

ECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Motions

2:08-cv-05000-alm tpk JOHNSOM et alv_Cincinnati Tech Institute et al

JURY

Docket Text: Modify as Appropriate.
¥ MOTION for Prelnnmary Injunetion by James Johnson. Motions referved to Terence P. Kemp. (attycw, )

Click on the button shown here to open a modifier drop-down list. Select a modifier if
appropriate.
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*Listings are for
example
purposes only.
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Motions

2.08-cy-05000-alm-tpk JOHNSOM et alv. Cincinnati Tech Institute et al
JURY

Docket Text: Modify as Appropriate.
¥ MOTION for Prelimmary Injunction

by James Johnson. Motions referred to Terence P. Kemp. (attycw, )

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

Q po 0go
Motions

2:08-cy-05000-alm-tpk JOHNSOM et al v. Cincinnati Tech Institute et al

JURY

Docket Text: Modify as Appropriate.

Second ¥ MOTION for Preliminary Injunction cease and desist fron| by James Johuson. Motions veferred to Terence P. Kemp. (attycw, )

Submit the pleading.

. Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

[ ]

Review the docket text and correct any errors. If you need to modify data on a

previous screen click the button on the Internet browser toolbar to find
the screen you wish to alter.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Motions
1:08-cy-05000 Johnson et al v. Cincinnati Tech Institute et al

Docket Text: Final Text
Second MOTION for Preliminary Injunction cease and desistby JAMES JOHNSON. (attycw, )

Attention!! Pressing the INEXT button on tlus sereen comnits this tvansaction. You will have no further opportunity to modify tlus transaction if you
contmue

Saurce D Puth (for canf ian anly):
H\Scanned\travel voucher pdf  pages: 2

o Click on the [Next] button to file and docket the pleading.
Note:  The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.
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At any time prior to this step, you can abort the ECF filing or return to previous screens by:

° Clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

. Clicking on the Web Browser [Back] button until you return to the desired screen.

8. Notice of electronic filing.

ECF opens a new Motions window displaying an ECF filing receipt.

criminal ~ Query Reports ~ Utilities - Search Logout
Motions
2:08-¢v-05000-alm-tpk JOHNSON et al v, Cincinnati Tech Institute et &
JURY

U.S. Distuact Court - Southern District of Ohio
Southern District of Ohio

Notice of Electronic Filing

[The following transaction was entered by attycw, on 2/12/2009 at 1:50 PM EST and filed on 2/12/2009
Case Name: JOHIESON et al v. Cincinnati Tech Institute et al

Case Number: 2:08-cy-05000-alm-tpk

Filer:

Document Number: 3

Docket Text:

Second MOTION for Preliminary Injunction cease and desist from by James Johnson. Motions referred to Terence P. Kemp. {attycw, )
2:08-cv-5000 Notice has been electronically mailed to:

2:08-cv-5S000 Notice has been delivered by other means to:

attycwr

Chris Williams (Attorney Account)

Lawrence A Fuller

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

Document description:Main Document

Oniginal filename:n/a

[Electronic document Stamp:

[STAMP deecfStamp TD=1040326255 [Date=2/12/2009] [FileMumber=10457-0]

[4d839dalad 3ffdb 506e0c5d45679c754 1 3ea54{3524 2925123 dee ToBb 52df 32696255
31d3207bee26c802973e4403d85d05bE079cbd9c Te2ad dbAf54f0f 1 e d2b]]

. The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays the
date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

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

. Select [File] on the Internet browser menu bar, and choose Save File As...from the
drop-down window to save the receipt to a file on the hard drive of your computer.

Note:  The Notice of Electronic Filing represents your Certificate of Service. The Court
strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.

. ECF will electronically transmit the Notice of Electronic Filing to the attorneys and
parties to the case who have supplied their E-mail addresses to the Court. The ECF
filing report also displays the names and addresses of individuals who will not be
electronically notified of the filing. It is the filer’s responsibility to serve hard copies
of the pleading and the Notice of Electronic Filing to attorneys and parties who are
not set up for electronic notification.
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic Filing to the
designated attorneys and parties who have supplied their E-mail addresses to the Court.
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 Court strongly urges you to copy the Notice of Electronic Filing and pleading documents to
your hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
CM/ECF must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who have indicated they do not have E-
mail accounts.

Linking Documents (Refer to existing event)

Some pleadings such as Briefs and various Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented with the
following screen.

= C il ~ iminal -
UE F Ciwil Criminal Reports

Notices
1:08-cyv-05000 Johnson et al v, Cincinnati Tech Institute et al

[[1Should the decument you are filing link to another document in this case?

Filed to

Documents to

An “event” in CM/ECF is anything that has been filed in a case. 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?” and click [Next].

Note:  Ifyou are linking to another document, you may narrow the documents displayed by
providing the Filed date and/or Document number range, otherwise, all documents will
be listed on the next screen.

Criminal ~ Query Reports -
Notices
2:08-cw-05000-alm-tpk JOHNSOM et alw. Cincinnati Tech Institute et al
JURY

wlect the appropriate event(s) to which your event relates:

O 0110/2008 1 COMPLATNT with JURY DEMAND aganst Cincinnat Tech Institute,
MELIND A WALKER ( Filing fee § 350 paid - receipt number: 18637) filed by
JAMES JOMSON, Lisa Johnson, (Attachments: # 1 Summons Form # 2
Summens Form # 2 Crvil Cover Sheet) (Ful ler, Lawrence)

[0 02/11/2008% 2 MOTION to Appoint Expert by MELINDA WALEER. Motions referred to
Terence P. Kemp. (attycw, )

[0 02112/2009 2 Second MOTION for Preliminary Injunction cease and desist fram by James

Johnson Motions referred to Terence P. Kemp. (attycw, )

Click the checkbox for the document you wish to link to and click [Next].

CM/ECF Attorneys’ Manual (Rev. May 2009) Page 24 Ohio Southern District Court




Criminal Events Feature
Filing Documents for Criminal Cases
There are 11 basic steps involved in filing a criminal document:

1)Select the type of document to file and event, if applicable,
(See www.ohsd.uscourts.gov/cmecf/crimecf.pdf);
2) Enter the case number in which the document is to be filed;
3) Select the defendant that the filing relates to;
4) Verify that the case number and caption are correct;
5) Select the party(s) filing the document and attorney/party association;
6) Select the event, if applicable;
7) Specify the PDF file name and location for the document to be filed;
8) Add attachments, if any, to the document being filed;
9) Add or modify docket text as necessary;
10) Submit the pleading to ECF;
11) Receive notification of electronic filing.

Note:  Make sure to review all of the PDF documents and attachments, to make sure that they
are all free from personal identifiers. For more information see R.C.P. 5.2.

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

UE F Ciwil Criminal Query Reports Utilities Search

1. Select the type of document to file and event, if applicable.

Select Criminal from the blue menu bar at the top of the ECF screen. While other types of
documents may allow you to select an event at this stage, motions will not. This section of
the User's Manual describes the process for filing a Motion in ECF. The process is similar
for filing other pleadings in ECF. You may also use the Search function to locate the event
you wish to use. The Search button is located on the ECF navigation bar next to the Logout
button.

Other event types may allow the selection of an event at this time, if so, see #6 in this section
for selecting events.

Click on Motions, under Motions and Related Filings

Crimmal Events

Chargmg Instruments and Pleas
Plea-Related Documents

Motions and Related Filmgs
Motions
Eesponses and Replies

Other Filings
Discovery Documents
Waivers
Service of Process
Motices
Trial Documents

Appeal Documents
Cther Documents
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2. Enter the case number in which the document is to be filed.

A new Motions screen opens with a Case Number field. Enter the number of the case for
which you are filing a motion and click on [Find This Case].

EECF civil - Criminal ~

Motions

Criminal Case Number

£-5000 Find This Case

Clear

. If the number is entered incorrectly, click [Clear] to re-enter. If the computer
prompts that you entered an invalid case number, click on [Back] to re-enter.

. When the case number is correct, click on [Next].

There are four parts that make up a case number. Using this number as an example, 1:00cr100,
the following is an explanation of the four parts.

1) 1:00cr100 The leading number indicates the division in which the case resides. There are 3
divisions for the Southern District of Ohio. The city designations are:

° 1 is Cincinnati
. 2 is Columbus
° 3 is Dayton
2) 1:00cr100 The second number after the colon is the year designation. The 00 represents the
year 2000.
3) 1:00cr100 The third part is the case type designation. The southern district has 6 types.
J CR is criminal
. CV is civil
. MC is miscellaneous
. PO is petty offense
° MJ is magistrate case
° MDL is multi-district litigation

4) 1:00cr100 The last part is a number that is assigned to a case when it is opened. Each new
case is assigned the next consecutive number.

Anytime you are prompted to enter a case number in CM/ECF, you may enter the case number in
the following formats.

02-100

02cr100

1:02-cr-100

1-02-cr-100

1:02cr100
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3. Select the defendant(s) that the filing relates to.

Motions

Criminal Case Number

3:08-cr-5000-1 Hide Case List

Selact a case:

C3:08-cr-05000-tmr USA v, Smith =
208-cr-05000-tmr-1 Rick Smith
(13:08-cr-05000-tmr-2 James E Fowler

Click in a box 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. When finished selecting defendants
click on [Next].

4. Verify the case number and caption are correct.

Motions

2:08-cr-05000-tmr USA v Smith

Click NE]{t .

5. Select the party(s) filing the document.

Some events may require you to upload a PDF at this time, if so, please see number 7 of this
section.

Motions
2:08-cr-05000-trmr US A v, Smith

Select the filer.
Select the Party: OR Select a Group:

USA [Plaintif] :

Smith, Rick (1) [Defendant] & No Group

Fowler, Jarnes R (2) [Defendant] -
O All Defendants
O All Plaintiffs
O All Parties
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Highlight the name of the party or parties filing the motion. If the filing is for all defendants
or all plaintiffs or for all parties in the case, you may select the appropriate group listed to the
right of the individual parties. Once complete, click on the [Next] button.

If you are making an initial appearance, you will see the following screen at this time.

Civil ~ Criminal - Query Reports

108 cy-00009-55b-tsh JOHMNSOM et al v, Cincinnati Tech Institute at al
JURY

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

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

If the association should zef be created, be swre the box is unchecked=

VI TAMES TOHISOM (ptypla) represented by attyew (aty) [ Lead [ MNotice

Double check to make sure that you represent the party, if it is not correct, click on the

O Eack
to select the correct party.

If the party is correct, then check the “Lead” box if you are the lead counsel on the case.
Leave the “Notice” check if you wish to receive Notice of Electronic Filing.

Select the event, if applicable.

The Motions screen will appear and displays a motion selection field with a scroll bar next to
it. Scroll through the menu until you find the type of motion or application you wish to file.

Motions
303-cr-00010-ThWE USA v, Phillips

s

Substantial Assistance ;l
Substitute Attorney
Suppress

Take Deposition
Trawel

Unsesl Case
Unseal Document
“acate

M Clearl

i

For demonstration purposes, highlight Suppress and click on [Next].
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7.

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

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF file
of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format.

EECF civil ~ criminal ~ Q

Notices
308-cr-05000-tmr USA v, Smith

select the pdf document (for example: CA139cv501-21 pdf).
Filename

Browse..

Attachments to Document: ® Mo O Yes

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

Laok, in: |_; Maotions j = oF EE-

A,
<)

My Recent
Documents

Desktop

My Documents

48
My Computer
<«
M N;ﬁork File name: |M0l\un ﬂ Open
PF'Iaces )
Files of type: [HTML [ htm, = htmi] -l Cancel
° If you need to, change the Files of type from the default setting to:
Files af tppe:
. Navigate to the appropriate directory and file name to select the PDF document you

wish to file.

. Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse click on
the highlighted file name to open a quick menu and left mouse click on [open].
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Adobe Acrobat or Acrobat Reader will launch and open the PDF document that you selected.
You should view it to verify that it is the correct document.

|_)M0ti0ns j (=]

-
=

select

Open with Acrobat &

Print

. Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button in the lower right corner of the File Upload window. ECF closes

the File Upload screen and inserts the PDF file name and location in the Motions
screen.

EECF civil ~ criminal ~ ]

Notices
208-cr-05000-tmr USA v, Smith

Select the pdf document (for example: CA129cvd01-21.pdi).
Filename

C:\MationstMation. POF

Attachments to Document: & Mo O Yes

. If there are no attachments to the motion, click on [Next]. A new Motions window
opens. Go to Section 9, “Add or Modify Docket Text,” to proceed with your filing.

If you have Attachments to your motion, you will select [Yes] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 8, “Adding
Attachments to Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

EEEOE: Document 15 not a well-formed PDF document (no further information 15 avalable).

ECF will not permit you to select a file for your pleading that is not in PDF format.

. Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.
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Failure to Select A Document to File

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

depicted below.
Microsoft Internet Exploren [E]
ﬂ Mote: You have not selected a document,
. If you click [OK] from the screen depicted above ECF will return you to the Motions

screen. You cannot proceed without attaching a PDF document.

8. Add attachments to documents being filed.

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

Criminal = Query Reports = Utilitins = Swargh Legout

SO OS000-tme LISA Y _Smith

Select one ar meae attachements
1) Enter the paf docoment that contens atachment (Sor exsemple: Clappendoe paf)
Filename
| Browse__|
[2) Before proceedeg to sep 3, describe the document usng the Category Bst, the Descrption bo, of bath,
Category Desciiption

3) Add the Bleniame 1o the Bet bo below TF ou hawe more astachments, go back to Step 1. Whes the et of Benames i complete, chek on the Heat buttea

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

. Next to the field for Category, click on the arrow and ECF opens a pull down screen.
Highlight the type of attachment from the displayed selection. This will be displayed
in the docket text when finished.

J To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment. This will also be displayed in the docket
text when finished.

. Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions screen opens
to display the file name of the newly attached document.

Criminal = Query Reports - Utilities = Swargh Logout

Select ane or mare attachments
1) Enier the pdf decument that contans attachmens (for ample: Cappendo pi)
Filename

Browse
) Before procesdng to thep 3, deseribe the document using the Category lst, the Description b, or beth
Categary Deseription

3

3) Add the Blenmne 1o the bt bos below. 1 you huve more sttactuents, go back to Step 1. When the st of Besmnes is complete, chck on the Hexd button

C\Mations\E whibit PDF m
Remave fram List
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° Repeat the sequence for each additional attachment.
. After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed can be submitted in paper format with
leave of Court. Present the Order, pleading(s) with attachments and a CD with the PDFs of the
documents being filed, to the clerk's office for handling. Attachments and exhibits that are greater
than SMB when scanned can be divided into smaller files and then filed electronically.

Note:  Make sure to review all of the PDF documents and attachments, to make sure that they
are all free from personal identifiers. For more information see R.C.P. 5.2.

9. Add or Modify docket text as Necessary.

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

Motions
3 08-cr-05000-tmr USA v Smith

Docket Text: Modify as Appropriate.
¥ | MOTION to Suppress by Rick Smith as to Rick Smith, James R Fowler . (attycw, )

[ ]
\

Click on the button shown here to open a modifier drop-down list. Select a modifier if
appropriate.

Criminal ~ Query Reports ~ Utilities - Search

208 cr05000-tmr USA v, Smith

Listings are
for example

purposes Only. Docket Text: Modify as Appropriate.
~ | MOTION to Suppress by Rick Smith as to Rick Smith, James R Fowler . (attyew, )

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

Civil - Criminal -~ Reports - Utilities - Search Logout

308-cr-05000-tmr USA v, Smith

Docket Text: Modify as Appropriate.
Second | MOTION to Suppress |® retrieved from defendant's car| by Rick Smith as to Rick Smith, James R Fowler . (attyew, )
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10. Submit the pleading.

. Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.
° Review the docket text and correct any errors. If you need to modify data on a

previous screen, click the| & ===« | button on the Internet browser toolbar to find
the screen you wish to alter.

. Click on the [Next] button to file and docket the pleading.

Criminal ~ Query Reports - Utilities ~ Search Logout

Motions
3:08-cr-05000-trmr USA v. Smith

Docket Text: Final Text
Second MOTION to Suppress evidence retrieved from Defendant's car by Rick Smith. (Attachments: # (1) Exhibit A) (attycw, }

Attention!! Pressmg the NEXT button on tlus screen commts this transaction. You will have no further opportwuty to modify tlus transaction o yvou
confmue

Seurce Document Path {for confirmation only):
Cilfotions\Motionpdf  pages: 1
C\Motions'Exhibit & pdf  pages: 1

Note:  The screen depicted above contains the following warning.

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

At any time prior to this step, you can abort the ECF filing or return to previous screens

by:

. Clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

. Clicking on the Web Browser [Back] button until you return to the desired

screen.
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11. Notice of electronic filing.

ECF opens a new Motions window displaying an ECF filing receipt.

EECF Civil = Criminal ~ Query Reports ~ Utilities ~ Seargh Logout

Motions

US Dastrict Comnt - Southerm District of Olue
Seuthern District of Olao

Motice of Electronic Filing

The followmng transacton was entered by attyew, on 2/17/2009 at 343 PM EST and fled on 2/17/2009
Caze Naume

Caze Number 3 08-cr-05000-tmr

Filer

Docmnent Number: 13

Docket Text
Second MOTION to Suppress evidence retrieved from Defendant’s car by Rick Smith. (Attachments: # (1) Exhibit A) (attycw, )

3:08-c1-5000-1 Notice has been electrone ally maled to
3 08-cx-5000-1 Notice has been delvered by ather means to

attycw

Chne Wilkamas (Atomey Account)
The followng document(s) are associated with this transaction

Document deseription: Mam Document

Ongmal filename:n/a

Flectrome docmment Stamnp

[STAMP deecfStamp_ID=1040326259 [Date=2/17/2009] [FileMumber=10484-0]
[86daaaaeBcI9b65eb(1b67ad68e 74 2ech 7 5c 3fecB4al 09 BE2036ac0db 749647 78
cdeSceefb71942c637d4cad05ebefBfad24496ccef630845984554b0004])
Docmment description: Extubit A

Ongmal filename:n/a

Flectrome document Stamp

[STAMP dcecfStamp_ID=1040326259 [Date=2/17/2009] [File Number=10484-1)
[2790c26af1e53M01237fe3c 1aebae 16a77efd5e0356a253879d7b8abdf0ce0dal 7225

416656204b73c97f9dcccf03150b000576475c9765d84ca%cfB058b24be )]

. The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

. Select [Print] on the Internet browser toolbar to print the document receipt.

. Select [Eile] on the Internet browser menu bar, and choose Save File As...from
the drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urges you to copy it to a file on your computer hard-drive, print
it, and retain a hard copy in your personal files.

. ECF will electronically transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addresses to the Court.
The ECF filing report also displays the names and addresses of individuals who
will not be electronically notified of the filing. It is the filer’s responsibility to
serve hard copies of the pleading and the Notice of Electronic Filing to
attorneys and parties who are not set up for electronic notification.
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic Filing to the
designated attorneys and parties who have supplied their E-mail addresses to the Court.

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 filer is permitted one free look at 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 the case docket sheet and pleading from
CM/ECF must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who have indicated they do not have E-
mail accounts.

Linking Documents (Refer to existing event)

Some pleadings such as Briefs and various Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented with the
following screen.

Civil ~ Criminal ~ Query Reports

2:08-cr-05000-tmr USA v, Smith

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

Filed to

Docunents to

An “event” in CM/ECF is anything that has been filed in a case. 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?” and click [Next].

Note: If you are linking to another document, you may narrow the documents displayed by
providing the Filed date and/or Document number range, otherwise, all documents will
be listed on the next screen.
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ECF Civil = Criminal ~ Query Reports ~ Utilities ~

Notices
3 08-cr-05000-tmr USA v Smith

Welact the appropriate event(s) to which your event relates:

3:08-cr-05000-tir James R Fowler

[ 12/04/2006 4 CTA 23 Fmancial Affidavit by James B Fowler, approved by Judge Michael B
Merz (gh, ) [3:06-my-00267]
[ 12/04/2006 1 COMPLATHT as to Tames B Fowler (13 (gh, 3 [306-mj-00267)]

[ 12/04/2006 2 ARREST Warrant Issued by Michael . Merz in case as to James B Fowler. (gh, )
[3:06-mj-00267]

[ 12/04/2006 3 MOTION for Pretrial Detention by TTSA as to James B Fowler. (gh, ) [3:06-mj-
00267] (Tervunated)

[0 12/04/2006 5 CRDEE APPOITING FEDERAT PUBLIC DEFENDER. Cheryll & Bennett for
James B Fowler. Signed by Judge Michael B Merz on 12/04/2006. (gh, ) [3:.06-
mj-00267]

[ 12/04/2006 6 Whnute Entry for proceedings held before Judge Michael B, Merz Inihal
Appearance as to James R Fowler held on 12/4/2006 Detention Hearing set for
12/4/2006 02:00 PM m Courtroom 4 before Mark B Abel Prelminary
Ezatination set for 124/2006 02:00 PI in Ceurtroom 4 before Iark R Abel.
(gh, ) [3:06-mj-00267]

[ 12/04/2006 7 NWinute Entry for proceedings held before Tudge Michael E. Merz Preliminary
Ezatnination as to James B Fowler held on 12/4/2006, Detention Hearing as to
Tames B Fowler held on 12/4/2006 (gh, ) [3:06-mj-00267]

[ 12/04/2006 8 BINDOVER AND DETENTION ORDER. granting 3 IMotion for Pretrial
Detention as to James B Fowler (1), Signed by Judge Michael E. Mferz on
12/04/2006. (gh, ) [3:06-my-00267]

[ 05012008 Attorney update in case as to Rick Smith, Tames R Fewler. Attorney Sheila Gay
Lafferty for TSA added. (sc,)

[] 05/01/2008 10 Supercedng Indictment as to Fick Stuth (1) count(s) 1s, 23, James E. Fowler (2)

count{s) 1, 2 {sc, )

Click the checkbox for the document you wish to link to and click [Next].
Query Feature

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

:‘. - @ Reports - Utilities ~ Search Logout

ECF opens the PACER Login screen. You must enter your PACER login and password before ECF
permits you to query the ECF database.

¥

Note:  Your PACER login and password are different from your ECF login and password. You must
have a PACER account in order to retrieve, view, and print certain documents. You will be
charged a fee of $.08 per page to access documents, docket sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted on the
next page. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted in Figure 2 on page 38.
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Civil - Criminal - Query Reports

Query
Search Clues
Case Mumber
or search by
Case Status: OOpen OClosed OAl
Filed Date to
Last Entry Date to
~
Nature of Suit ?1(02?[:)Surance)
120 (Contract: Marine) hd
or search by
Case Status: OOpen OClosed OAl
Last/Busmess Name {Examples: Desoto, Des™t)
First Marme Middle Name
Type v
(Fun Gumny ) (G

You may query the ECF database by the name of a party or an attorney to the case. Enter the last name of
the party in the appropriate field. If more than one person with that name is in the database, ECF returns a
screen from which to select the correct name (Figure 1). If you click on the name of the party, ECF will
open the query screen depicted in Figure 2. 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 and ECF opens the query
screen depicted in Figure 2.

Figure 1

Select A Person

There were 4 matching
persons.

Geldberg, Dale (aty)
Goldenstein-Lewis, Beth {aty)

Gonzales, John Manuel  (aty)

Goodin, Eileen Sue {aty)

After querying the database by case number, name, or nature of suit, ECF opens the Query window for the
specific case you selected. See Figure 2.

You may also query a case by the nature of suit. You must enter a range for either the filed date or the last
entry date in order for the query to run. To search for all cases of a certain type, use the date 1/1/1970 as
the "beginning of time." When you run the query, if there is more than one case that meets those criteria,
you will get a screen similar to the one in Figure 1, but listing multiple case numbers.
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Figure 2

Query
Alias Party
Associated Cases Motions Report.
Attorney Eelated Transactions. .
Calendar - Monthly..  Speedy Tnal
Case Assignment Statug

Case File Location. ..

Case Summary
Corporate Parents
Deadlines/Heanngs. ..
Docket Report ..
Filers
HistorgilDocuments. .
Judge

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date that the
initial claim was filed, and date of last filing for the case. You may choose specific case information from
a large list of query options by clicking on the appropriate hyperlinked name on the screen. The following
paragraphs describe several of the available case-specific query options.

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 as represented below.

Case Summary
3:08-c1-05000-tmr US4 v. Smith
Date filed: 04/30/2008
Date of last filing: 02/17/2009

Rick Smith (1

Office: Dayton Filed: 04/30/2008

County: MONTGOMERY Terminated: Reopened:

Magistrate Case: 3:08-mj-00101

Count: 1 Citation: 18:922G F Offense Level: 4
18 T5C 522 FELLON IN POSSESSION OF FIREARMS

Count: 15 Citation: 18:922G.F Offense Level: 4
18 USC 22(g) FELON I POSSESION OF FIREARMS

Count: 2 Citation: 21:841A=MD F Offense Level: 4

21 USC 841(a) AND 18 USC 2 POSSESS WITH INTENT TO DISTEIBUTE AND DISTRIRUTE COCATNE A SCHEDULE I CONTROLLED SUBSTANCE AND ATDING AND ABETTING
Def Custody Status:

Defendant: Rick Smith represented by attycw

Plamntiff: T34 represented by Sheila Gay Lafferty Phone:937-225-25310
Fax: 513-225-2564

James R Fowler (2

Office: Dayton Filed: 04/30/2008

County: MONTGOMERY Terminated: Reopened:

Magistrate Case: 3:06-mj-00267

‘Complaint Citation: Offense Level: 4
21 U3C 841 POSSESS WITH INTENT TO DISTRIBUTE COCATNE

Count: 1 Citation: 18:922G.F Offense Level: 4
18 USC 922(g) FELON IN POSSESION OF FIREARMS

Count: 2 Citation: 21:841A=ND F Offense Level: 4

21 USC 841{z) AND 18 USC 2 POSSESS WITH INTENT TO DISTRIBUTE AND DISTRIBUTE COCAINE A SCHEDULE I CONTROLLED SUBSTANCE AND AIDING AND ABETTING
Def Custody Status:

Defendant: James E Fowler represented by Cheryll A Bennett(Designation Public Defender or Comumumnity Defender Appomtment)

Defendant: James E Fowler represented by Mark Knight(Designation CT& Appointment)

Plamntiff: T34 represented by Sheila Gay Lafferty Phone:937-225-2910
Fax: 513-225-2564
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Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing and other
schedule deadlines. If you query as illustrated below, ECF opens the Deadline/Hearings screen as
depicted.

Deadlines/Hearings

Sort by |

Pending deadlines/hearings
[ Terminated/satisified deadlinesihearings

[ Run Guery ] [Clear]

After the window opens, if you click on a document number, ECF will display the actual Scheduling Order
for the conference or hearing.

Deadlines/Hearings
Il:;:' Deadline/Hearing EF;?:: Due/Set | Satisfied | Terminated
2 @ Answer dus 02/10/2003 | 01/30/2004
7 @ Motions Deadline 02/11/2003 | 06/25/2003 0211172003
7 @ Discovery Deadline 02/11/2003 | 05/25/2003 02/11/2003
12 | @ Appeal Record Deadline 020122003 | 04/12/2003

@ Appeal Record Deadline 02/12/2003 | 03/12/2003

4 @ Response Deadline 02/11/2003 | 03/03/2003 02/11/2003
B @ Response Deadline 02/11/2003 | 03/03/2003 02/11/2003
@ Transcript Deadline 02/12/2003 | 03/03/2003

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket information
and related docketing entries for the hearing that you selected.

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

EECF civil ~ Criminal ~ Query Reports ~
Docket Sheet

Case Number
308-cr-03000-tmr TT3A v, Smuth

@ Filed
O Entered 8
Documents to
Include: Document options:
[“]Parties and counsel [OInclude headers when displaying PDF documents
[l Terminated parties [ View multiple documents

[List of member cases

[Links to Notices of Electronic Filing ~ Format:
® HTML (unpaginated)
O PDF (paginated)

Sort by | Oldest date first v

[Make these options my default.
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You may 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 box
to Include links to Notice of Electronic Filing if you wish to view them from the docket sheet. After you
have selected the parameters for your report, click on the [Run Report] button. ECF will run your custom
docketing report and display it in a window as depicted.

The document numbers in the middle column of the figure below are hyperlinks to PDF files of the actual
documents. Place your pointer on the button next to the document number and click to display the
Electronic Notification Report for the document.

UECF Civil Criminal Query Reports Utilities

Date Filed # | Docket Text
0712372007 @1 | Covil Cover Sheet (sr) (Entered: 07/24/2007)

0772372007 @2 | COMPLATNT filed by Plamitiff Wendy Philippe against Defendant Allen County Chld
Document) (st (Entered: 07/24/2007)

07/23/2007 @ | Civil Case Filing fee: § 330, receipt number 257261 (ar) (Entered: 07/2472007)

08/23/2007 @3 | MOTION to Distiss or Alfernatively to Trangfer by Defendant Allen County Child
08/23/2007)

09/14/2007 @4 | EESPONSE in Opposttion re 3 MOTION to Distniss or Alfernatively to Transfer i

09/18/2007 @5 EESPONSE i Oppostion re 3 MOTION to Distniss ar Alfernatively to Transfer L
Dismiss or Alternatively to Trangfer filed by Defendant Allen County Child Support

09/18/2007 @& | EEFLY to Eesponse to Motion re 3 or Alternatively to Transfer MOTION to Distriss
Agency. (kch) (Entered: 09/1%/2007)

09/1%9/2007 @ | Motice of Correction: Former docket #5 (Eesponse in Opposition to Metion) filed by
Motion) to correct ECF filing event. (kch) (Entered: 02/19/2007)

09/26/2007 @7 | MOTICE of Hearing: Preluninary Pretrial Conference set for 10/26/2007 @ 10:30 A
10/18/07. (shl, ) (Entered: 09/26/2007)

History/Documents

This selection queries the database for case event history and documents associated with the case. After you
click on the History/Documents hyperlink, ECF opens the screen depicted in Figure 3. You may select the
sort order for the query report and choose to exhibit all events or only those with documents attached. ECF
also offers you the option to display the docket text in the report.

Figure 3

History/Documents

@ All events (history)
0 Only events with documents

[ Display docket text

Sort by | Oldest date first v

dlE

Most recent date first
Fun STy ] [ STEAT

CM/ECF Attorneys’ Manual (Rev. May 2009) Page 40 Ohio Southern District Court




After making your selections, click on the [Run Query] button. ECF queries the database and builds your
report. Figure 4 depicts a portion of a History/Documents report. This particular report lists all of the
events and documents associated with the case in reverse chronological order. It also displays the docketing
text for all docketed events.

Figure 4

Reports - Utilities ~ Search Logout

3:08-cr-05000-tmr US4 v. Smuth
Date filed: 04/30/2008
Date of last filing: 02/17/200%

History

Daoc.
No.

1 |Filed & Entered: 12/04/2006| @ Complaint
2 |Filed & Enterad: 12/0412006 @ Warrant Tssusd

Filad & Futarad: 12082006 | @ Motion for Pretrial Detention
Ternnnaied: 12/04/2006

4 |Filed & Entered: 120412006 @ Financial Afidavit - CTA23

5 |Filed & Entered: 12/04/2006 @ Order Appointing Public Defender
6§ |Filed & Entered: 12/04/2006| @ Initial Appearance
7
8
1

Dates Description

Filed & Bntered: 12/04(2006 | @ Prelimmnary Examination
Filed & Bntered: 12004/2006 | @ Order on Motion for Pretrial Detention
Filed & Entered: 04{05/2008|@ Complaint

Filed: 04/30/2002 | @ Add and Terminate Tudges
Entarad.: 05/01/2008

2 |Filed & Entared: 04/30/2008| @ Indictment
Filod & Entered: 05/01/2008|@ Add and Terminate Attorneys
10 | Filad & Futarad: 05012008 | @ Add Counts
11 |Filed & Entered: 0201142009 @ Motion to Appoint Expert
12 |Filed & Entered: 020172009 @ Motion to Suppress
13 |Filed & Entered: 020172009 @ Motion to Suppress

You may view a PDF file of actual documents by clicking on the document number in the far-left column
of the onscreen report.

Other Queries
The process for selecting and running other queries in the Query feature of ECF is similar to what has been
described above.

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 5.

Figure 5

Reports

Docket Sheet

Civil Reports
Crwil Cases
Judgment Tndex

Crimmal Reports
Criminal Cases

Civil and Crominal Reports
Calendar Events

Docket Activity
TWritten Opindons
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If you select Cases Filed or Docket Sheet from the screen depicted in Figure 5, ECF will ask you to login to
PACER. You may view Court Calendar Events for a case without logging into PACER.

Docket Sheet

Click on the Docket Sheet hyperlink in Figure 5 and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the [Login] button and ECF will open the Docket Sheet
report query window depicted below.

EECF Civil ~ Criminal ~ Query Reports ~
Docket Sheet

C'ase number3:08-cr-5000 Hide Case List

Select a case:

[0 3:08-cr-05000-tror TSA v Strith =
[13:08-cr-05000-tmr-1 Eick Smmith
[13:08-cr-05000-tmr-2 James . Fowler

@ Filed .
O Entered °
Documents to
Include: Document options:
Parties and counsel [OInclude headers when displaying FDF documents
Termnated parties [View multiple documents

[List of member cases
[ Litks to Motices of Electronic Filing  Format:
@ HTML (unpaginated)
O PDF (paginated)
Sort by | Oldest date first w

[IMake these options my default.

This is the same query window that ECF displayed when you selected Docket Report from the Query
feature (Page 39). Enter the case number for your docket sheet in the Case Number field. Select
parameters for the remainder of the data entry fields and click on the [Run Report] button. ECF will
display a full docket sheet for the case you selected. See the Query feature section of this manual for a
depiction of a partial docket sheet report. If you do not need a 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.

Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to locate cases
electronically filed within a specific date range, or by Nature of Suit and Cause Code. When you click on
the Civil Cases hyperlink, ECF displays a query screen as depicted here.

EECF Civil = criminal ~ Query Reports - Utilities ~ Search Logout
Civil Cases Report

Wauning: This veport is not subject to the 30 page billing cap.

You will be billed for the total munber of pages. If yon want to run a report for a single case, you can use the Query Menn or the Docket Report.

Office | ~ Case type [N ~| Notue A
Cincinnati Civil of suit |0 (zer0)

Columbus & Miscellaneous v 110 (Insurance) -
Cause IR

0 (No cause code entered)

00/0000 (000000 Cause Code U.) ¥

Jurisdiceion IREEG_— Case flags NG 7] Open cases
Diversity AOBANK Terminal digit(s) 247 o -
Fedsral Quastion v |AOPROC " L [ Clased cases
Filed 21172009 o 2124/2009

Sort by Case Number ¥ v -

Output Format @ Formatted Display
O Data Ouly

Run Repont ] Clear | [ Make these options my default,
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Note: If you are not logged into PACER, ECF will display the PACER login screen. Login to PACER
and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause Code, if you wish to
narrow your search. If you leave all fields blank, ECF will display a report for all cases opened in ECF.
This picture depicts part of a report of all cases filed in ECF at the U.S. District Court from 9/23/2002 to
10/23/2002.

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

.5, District Conrt - Southern District of Ohio -- Southern District of Ohio
Filed Report Peviod: 1/1/2008 - 2/24/2009

(¢ nseTIi;l:nhn R e PZ’I:E.‘I= Notes
1:08-cv-00001-sjd-tsh Case filed: 01/01/2008 420 Clause: 05.0554 Constitutionality of Manitime Statutes
Snyder v. ABC' Corporation NOS: 890 Other Statutory Actions

Qffica: Cincinnati
Jurisdiction: Federal Question
Presider: Susan J. Dlott
Referral: Timothy S. Hogan
Jury demand: Mone

1:08-cv-00002-55b Clase filed: 01/01/2008 420 Car 212101 Americans with Disabilities Act
Johnson et al v. Cincinnati Tech Institute et al NOS: 442 Cuvil Rights: Jobs

Office: Cincinnat

Jurigdiction: Federal Question

FPresider: Sandra 5. Beckwith

Settlement: Tunothy S Elack

Jury demand: Plaintiff

Case flags: CASREF

Clase filed. 01/01/2008 420 Cauge: 42:12101 Americans with Disabilities Act
‘incinnati Tech Institute et al NOS: 442 Civil Rights: Jobs

Qfffice: Cincinnati

Jurisdiction: Federal Question

Presider: Sandra 5. Beckwith

Jury demand: Plaintiff

Case flags: TURY, R/R

1,08-cv-0

Johnson

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you click on a
particular case number, ECF opens the Docket Sheet report window from which you can retrieve the
docket sheet for the selected case. Follow the instructions in the previous section for a Docket Sheet report.

Written Opinions

Published written opinions can be downloaded free of charge.

Criminal - Query Reports ~ Utilities ~

ritten Opinions Report

Case Number ||
Last Name First Name Middle Name
Office A Nature of A
Cincinnati Suit |0 (zero)
Columbus # 110 {Insurance) et
Case Type - Cause -~
Civil 0 (Mo cause code entered)
Criminal bt 00:0000 (00:0000 Cause Code U} »
Case Flags ~
AQBANK
ADFROC v
Filed between 102552009 and 2£24,2009 O Slum'flﬂl'_\,-' text
® Full docket text
Sort by | Case Mumber +
Run Repoart ] [Clear]
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Utilities Feature

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

all of their ECF transactions.

Criminal ~

Utilities

Your Account
ECF Login
Maintain Your Account
Maintain Your Address
Maintain Your E-mail

Nhscellaneous
Legal Research ..
Mailings
Venfy a Document
Internet Payment History

Maintain Your Login/Password

View Your Transaction Log

Change Client Code

Change Your PACER Login

Rewiew Billing History
Show PACER Account

Our present version of ECF allows you to change your client code, your PACER login and show your
PACER account. “Review Billing History” and “Internet Payment History” will become active when
payment of fees through the use of the Internet becomes activated.

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

Maintain Your Account

your transactions within ECF.

Click on the Maintain Your Account hyperlink to open the Maintain User Account information

screen.

This screen displays all of the registration information that is contained within the ECF database
for your account with the Court. This includes Bar Identification and Bar status. Check the
“Policy and Procedural Manual” for further information on procedure for changing your

address.

Civil ~ Criminal -~
Maintam User Account
First name

Last name | attycw

Middle name Generation
Gender ATY Type
Tatle

Bar munber Type
Prisoner id
Office |Chris Williams (Attormey Account)

Unut

Address 1
Address 2
Address 3
City State
Country County
Phone Fax
Initials DOB End date
[ Email information... ] [ More user information... ]
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Reports ~

aty
Ldd Headers to PDF Documents

Zip

(Figure 6)
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Clicking on the [E-mail information] button opens the following screen. You may click the
[Clear] button at anytime to clear all information and start over. Clicking the [Submit] will
update the information.

UECF Civil Criminal Query Reports Utilities

FEmail Informnation for attyew

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
email@email.com HTML * || Individual NEF | Tes Tes Hide Options v
Secondary E-mail Addresses
[ Add Additional E-mail Addrass ] | Return to Persan Information Screen | [Clear ]

(Figure 7)

ECF will E-mail to parties their Notices of Electronic Filing based upon the information entered
in this screen. On this screen you can perform the following:

. Format - change the format in which you receive e-mails, either text or HTML.
. Delivery Method - change the NEF from Individual or Summary.
. Individual NEF will send one e-mail per docket entry per case for every case

that you are associated with or additional cases that you have added. The e-mail
will be sent immediately after someone has filed in the case.

° Summary NEF will send you one e-mail listing all of the filings in all cases that you are
associated with or additional cases that you have added. This e-mail will be sent out at
12:00 a.m. every day.

. Additional Options - There are two options, Additional Cases and Delivery Method
Exceptions.
. Additional Cases allows you to add (or remove previously added) cases that

you are not associated with, but would still like to receive a NEF.

Email Information for attyew

Delivery In Al
Primary E-mail Address Format Method ~ Active My Cases Additional Options
email@eamil.com HTML ¥ ||Individual NEF v Yes Yes Additional Cases b

Enter case number and click |_Add to List

| Add Additional E-mail Adkgss | | Return to Person Information Screen |

. Click on the pull down window to select Add or Remove.
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. To Add a case, select the Add option in the pull down menu and click in the box
labeled Enter case number.

. Enter the case number and click [Add to List]

° A new window may appear and ask you to specify the case, if so, check
the box for your case and click [Next].

° To Remove a case, select the Remove option from the pull down menu.

Criminal ~ Query Reports ~ Utilities ~

FEmail Information for attycw

Delivery InAll
Pramary E-mail Address Format Method  Active My Cases Additional Optiens
email@email. com HTML ¥ | Individual NEF v Yes Yes | Additional Cases v

¥ Additional Cases to Receive NEFs

The 'free look' does not apply when viewing documents in these cases.

2:0B-cv05000-alm-tpk - JOHNSON et al v. Cincinnati Tech Institute et al

Select case from list and click [ Remove freayList

i~
[ Add Additional E-mail Address ] | Retum tu%u.lgfurmaﬁun Screen |

Select the case that you want to remove and click [Remove from List].

. Delivery Method Exception - Depending on which option you selected for the
Delivery Method from above, this will allow to you specify which cases you do
not want to follow the standard method. For example, if you selected Individual
NEF for your cases, in this option you can add cases in which you would only
like to receive Summary NEF.

Criminal ~ Query Reports ~ Utilities ~

FEmail Information for attycw

Delivery InAll
Primary F-mail Addvess Format Method ~ Active My Cases Addiional Options
email@email.com HTML ¥ | Individual NEF | Yes Yes | Additional Cases v

Hide Options
Additional Cases
Delivery Method Exceptions

Remove ¥ Additional C'ases to Receive NEFs
The'free look' does not apply when viewing documents in these cases

Select case from bist and click

1 P
| Addaddtional E-mail Address AT, Return to Person Information Screen ] | Clear
—
. Select Delivery Method Exception from the pull down menu.
. Just as above with adding or removing additional cases, select the Add

or Remove option from the pull down menu.
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Criminal ~ Query Reports ~ Utilities ~

FEmail Information for attycw

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
email@email.com HTML ¥ | Individual NEF + Yes Yes Delivery Method Exceptions

Add ¥ Delivery Method Exceptions
The following cases will receive Summary NEF e-mails

Select case to add to list here v and Ehckl Add to List
Select case to add to list here @J

2 08-cv-05000-alm-tpk - JOHNSON et al v. Cincinnati Ted!
3:06-mj-05000-1 - SIMPLETON JONES

) To Add a case, select Add. Next, click on the pull down menu [Select
case to add to list here].

. Select the case you want to add and click [Add to List].

Repeat the step until all desired cases have been added.
To Remove a case, select Remove from the pull down window.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~

Fmail Information for attyew

Delivery InAl
Prmmary E-mail Address Format Method  Active My Cases Additional Options
email@email. com HTML | Individual NEF v Yes Yes Delivery Method Exceptions ¥

¥ | Delivery Method Exceptions

The following cases will receive Summary NEF &-mails

2:08-cv-05000-alm-tpk - JOHNSON et al v. Cincinnati Tech Institute et al
3:08-mj-05000-1 - SIMPLETON JONES

Select case from fist and click [ Remove from List
-l
| Add Additional E-mail Address |1 Retum to Person Informasgn Screen | -C\ear

° Next, select the case or cases that you want to remove. You may select
multiple cases either by hold the left mouse button down and drag the
mouse pointer over the cases or by holding the [Control Key] on your
keyboard and clicking individual cases.

. Once all of the cases have been selected, click the [Remove from List]
Button.
. If you wish to add additional e-mail accounts to receive NEF, click the [Add Additional

E-mail Address]. You can click this button multiple times to open multiple email
address boxes.

Civil - Criminal ~ Query Reports ~ Utilities ~

Email Information fpr attyew

Delivery In All
Primary E-mail Addyess Format Method Active My Cases Additional Options
emailg@email com| HTML ¥ || Individual NEF v | Yes Tes Hide Options v

[ Add Additional E-mail Address ] [ Return to Person Information Screen ] [Clear]
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° Next, enter all of the e-mail addresses that you want to receive NEF.

UECF Civil Criminz: Query Reports Utilities

Email Information for attycw

Delivery In All
Primary E-mail Address Pormat Method Active My Cases Additional Options

email@email.com HTML + || Individual NEF v | Tes Tes Hide Options v
Secondary E-mail Addresses

Secondaryemail@ermail.com HTML * || Individual NEF  + O Hide Options v

[ Add Additional E-mail Address ] [ Return to Person Information Screen ] [Clear]

. Just as above, the Secondary E-mail Addresses has the following options; Format,
Delivery Method and Additional Options. See the previous section for more
information.

. Two new options are available for Secondary E-mail Addresses.

. Active - Click this box if you want the Secondary E-mail Address to receive
only NEF from active cases of the Primary E-mail Address.

. In All My Cases - Click this box if you want the Secondary E-mail Address to
receive NEF from all of the cases (Active or Inactive) of the Primary E-mail
Address. This includes the additional cases that have been entered under the
Primary E-mail Address.

After updating your account information, click on the [Return to Person Information Screen]
button will save the information and return you to your Maintain User Account screen (Figure6).

To edit or view login information about your account, select the button labeled [More user
information] (as shown on Figure 6) from the Maintain User Account screen. ECF opens the
screen depicted in Figure 8 below.

Figure 8
= ivil - iminal ~ -
UECF Ciwil Criminal Query Reports
More User Information for attycw
Login |attycw Last login 02-24-200% 14.08
Password | ™ Cwirent login 02-24-200% 14:.08
Create date 10/30/2007
Regstered T Update date 10/30/2007
Internet Credit Card T
Groups Attorney

[ Return to Account screen ]

This screen displays user login information and provides the means to change your ECF password.
Notice that ECF displays a string of asterisks in the Password field. To change your ECF
password, place your cursor in the Password field and delete the asterisks. Type in your new
password. ECF displays the actual characters of your new password as you type. When you have
completed your interface with ECF from this screen, click on the [Return to Account screen]
button to reopen the Maintain User Account screen.

When you are satisfied that all of your account information is accurate and up-to-date, click on the
[Submit] button at the bottom of the Maintain User Account screen to submit your changes to
ECF. ECF will notify you onscreen that your updates were accepted. If you changed passwords,
you may begin using the new password during your next ECF session.
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View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF 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 on the [Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See Figure 9 for a sample transaction log report.

Figure 9

ECF Civil ~ Criminal ~ Query Reports ~ LUtilities - Search Logout

Transaction Log

Report Period: 01/01/1996 - 02/24/2009

Id Date Case Number Text
22812 | 0211172009 15:47:26 |3-08-cr-5000-1 First MOTION to Appoint Expert <I=Surveyor</I> by Rick Smith (attycw, )
22813 | 0211172009 16:37.04 |2-08-cv-5000 MOTION to Appomt Expert by MELIND A WALKER. Motions referred to Terence P. Kemp. (attyow, )
22815 | 02/12/2009 13:50:06 |2-08-¢v-5000 Second MOTION for Prelimmary Inunction <I>cease and desist from</T> by James Johnson Motions referred to Terence P. Kemp. (attycw, )

22860 | 0211772009 13:30:02 |3-08-cr-5000-1 Second MOTION to Suppress <I>evidence retrieved from Defendant</T> by Riclk Smith, (Attachments: # (1) Exbibit &) (attycw, )
22868 | 0211772009 15:43:22 |3-08-cr-5000-1 Second MOTION to Suppress <I>evidence retrieved from Defendant's car</I> by Rick Smith. (Attachments: # (1) Exhibit 4) (attyew, )

Total Number of Transactions: 5

Use this feature of ECF to review your transactions and to verify the following.
o All of the transactions you entered are reflected in the Transaction Log.

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

Miscellaneous

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

° Legal Research

° Mailings

° Verify a Document

° Internet Payment History

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF opens a
new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary, Westlaw, and
LexisNexis via the Internet.

There is also a Mailings hyperlink that opens a new screen for making or requesting mailings
from ECF.

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

When click on Internet Payment History ECF opens a screen with two fields for entering a date
range. Enter the date range for your report and click on the [Run Report] button. ECF displays a
report of all your payments within the date range you specified.
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Logout

After you have completed all of your transactions for a particular session in ECF, you should exit from the
system.

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system and return
you to the ECF login screen as depicted by the Figure on page 12 of this manual.

EECF Civil ~ Criminal - Query Reports Utilities ~ Search Logout

Additional Information Regarding ECF
Sealed Documents
Sealed documents must be brought to the District Court Clerk’s office for filing.
CM/ECF Update
CM/ECEF will be upgraded to version 4.0 during 2009. When the Release Notes are available to
the public, they will be posted on the Court’s website. Please review the changes in the Release

Notes. Some of the changes will include opening civil cases and how to maintain your email
addresses.
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