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Preface

Purpose

The Attorney’s User Guide provides instructions on how to use the Case Management
Electronic Case Files (CM/ECF) system to file documents with the court. This guide also
provides enough information to use PACER to view and retrieve docket sheets and
documents. If more information is needed for PACER than what is provided in this guide,
then go to the following website and review the resources provided there:

Audience

The CM/ECF Attorney’s User Guide is intended for attorneys and users that file documents
electronically to the United States District Court for the Southern District of Texas. This
information may not be accurate for other districts.

Notations

The following notations are used throughout this guide:

Notation Description
@ This image indicates a warning message. The text that follows is in red. The
v/ message identifies activities that will or could cause the application to not func-
tion as expected or required.
a This image indicates that important information is being provided that the
| B reader should be aware of when using the application. The application will con-
tinue to function properly whether the information provided is used or not.
The light bulb indicates a tip or trick is being provided on how to use the appli-
@ cation to its full potential.
plain text The base font for the manual is Palatino Linotype size 11.
bolded text Dialog names are bolded.
blue text Cross references to another topic in the manual are bolded and blue. Click the

bolded, blue text to move to the cross-referenced information.

green text Image call outs are bolded and dark green in a smaller size of the base font.
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Notation Description

text Menu items, button names, and the dialog’s field/option names are in the Times
New Roman font, size 11, bolded, and italicized.

text » text Menu selection involving submenus use the » symbol. For example to select
Print from the File menu, the manual will use File » Print.

value When a value or command must be enter from the keyboard, the information is

command in the Arial font, size 10 and bolded.

value repvalue | When the value/command contains a component that must be replaced with a
value pertinent to your situation, that replacement is italicized. Afterwards, an
explanation will be given like the following:

Where repvalue is replace with __ for your court.

directory path When a directory path or directory path and filename are provided, the informa-
tion is in the Arial font, size 10.

filename When a filename is provided without a directory path, the filename is in the
Arial font, size 10 and bolded.
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Chapter 1
| ntroduction to CM/ECF

Purpose This chapter provides information that an attorney needs before getting started
using CM/ECE, including where to get help, definition of terms, system
requirements, and other CM/ECF and PACER capabilities and registration
information.

Chapter Topics The following topics are covered in this chapter:
* QOuverview, page1-2
* Help Desk, page 1 -2
* Definitions, page 1 -2
e Systems Requirements, page 1 —4
* CM/ECF System Capabilities, page 1 -5

* PACER Registration, page1-5
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Overview

Overview

This guide provides instructions on how to use the Case Management Electronic Case Files
(CM/ECEF) system to file documents with the court, or to view and retrieve docket sheets and
documents. The screen shots that display may differ slightly as you electronically file your
documents, due to enhancements or upgrades.

All users should have a working knowledge of Microsoft Internet Explorer and Adobe
Acrobat. For questions regarding these applications, please refer to their user manuals.

Before electronically filing, you should be thoroughly familiar with the following documents:
* Administrative Procedures for Electronic Filing in Civil and Criminal Cases
http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf
¢ Local Rules

http://www.txs.uscourts.gov/district/rulesproc/dclclr|2009.pdf

Help Desk

For questions regarding this guide, CM/ECE, or filing pleadings/documents, you can contact
our CM/ECF Help Desk at district_ecf_helpdesk@txs.uscourts.gov or by phone at (866) 358-
6201. Our support hours are Monday through Friday 8:00 a.m. to 5:00 p.m. CST. When
sending email, please include the case number.

Definitions
The following definitions are used throughout this guide:

Court For purposes of this guide, court is the United States District Court
for the Southern District of Texas.

Electronic Filing The uploading of a pleading or document, in PDF format, directly
from the registered user’s computer, using the Court’s Internet-based
system to file that pleading or document in the Court’s case file. Send-
ing a document or pleading to the Court via e-mail as an attachment
does not constitute “electronic filing.”



mailto:district_ecf_helpdesk@txs.uscourts.gov
http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf
http://www.txs.uscourts.gov/district/rulesproc/dclclrl2009.pdf
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Definitions

Electronic Filing
System

Filing User

Hyperlink

Notice of Electronic
Filing (NEF)

PACER

Portable Document
Format (PDF)

The Court’s automated system that receives and stores documents
which were filed in electronic form. The program is part of CM/ECEF,
which was developed for the Federal Judiciary by the Administrative
Office of the United States Courts.

A person registered to file documents electronically with the Court.
Filing users must be one of the following:

¢ Admitted to practice before the United States District Court for
the Southern District of Texas and a member in good standing
of the Court.

¢ Admitted pro hac vice.
¢ Authorized to represent the United States of America.
OR

¢ Proceeding as a nonprisoner pro se litigant approved as a filing
user by the Court.

A filing user must receive a login and password from the District to
use the Court’s electronic filing system.

A reference in a hypertext document that refers to another document
or other resource. It is similar to a citation in literature. However,
combined with a data network and suitable access protocol, it can be
used to retrieve the resource referenced. A hyperlink document can
be saved, viewed, or displayed as part of the referencing document.

An electronic notice that is automatically generated by the electronic
filing system at the time a document is docketed. The NEF includes
the time of filing and docketing, the name of the party and filing user
filing the document, the type of document, the text of the docket
entry, the name of the party, and filing user receiving the notice. If a
document is attached to the docket entry, the NEF contains a hyper-
link to the filed document allowing recipients to retrieve the docu-
ment.

Public Access to Court Electronic Records (PACER) is an automated
system allowing a user to view, print, and download Court docket
information over the Internet. Users must register with the PACER
Service Center at http://pacer.psc.uscourts.gov/.

A document file that was either created with a word processor or was
originally a paper document scanned and converted to a PDF file.
Documents must be converted into PDF format to be filed electroni-
cally with the Court. These files have the file extension .pdf.



http://pacer.psc.uscourts.gov/
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Pro Se Litigant A person who represents oneself in a Court proceeding without the
assistance of an attorney.

Scanned These are the paper documents that are converted to PDF via a

Documents scanner or multifunction copier or scanner, as opposed to converting
an electronic document from a word processor. When scanning paper
documents that will subsequently be filed electronically, filing users
should configure their scanners for 300 dpi and black and white
scanning (rather than color scanning).

Traditional Filing/  This is also referred to as “conventional filing,” which is submitting
Traditionally Filed  paper copies of pleadings and documents in the traditional or

conventional manner either in person, by courier, or via United States
Postal Service.

Systems Requirements

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

¢ A computer running a standard platform such as Windows or a Macintosh operating
system.

* Adobe Acrobat or other software capable of converting documents from a word
processor format to the portable document format (PDF)

¢ A PDF-compatible word processor like Macintosh or Windows based versions of
Microsoft WordPerfect and Word.

¢ A compatible Internet browser.

ﬂ Mozilla Firefox version 24.0 was used for all screen captures in this manual.

* Access to a scanner if non-computerized documents need to be imaged.

ﬂ A scanner should 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.
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CM/ECF System Capabilities

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

¢ Open the Court’s web page.

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

* Electronically file pleadings and documents in actual (live) cases.
¢ Self-train on PACER web-based Tutorial.

* View official docket sheets and documents associated with cases.

¢ View various reports (e.g., Cases Filed Report, Calendar) for cases that were filed
electronically.

PACER Registration

CM/ECEF users must have a PACER account with the Court in order to use the Query and
Report features of the CM/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 for information or to register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov/register.html. A link to PACER's site is provided on the Court’s
website.



http://pacer.psc.uscourts.gov/register.html
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Chapter 2
Wor king with PDF Files

Purpose This chapter provides information on the PDF file format, including how to view
them and convert Microsoft Word and WordPerfect files to this format.

Chapter Topics The following topics are covered in this chapter:
o Setting Up Adobe Acrobat, page 2 -2
* Portable Document Format (PDF), page 2 -2
* How to View PDF Files, page 2 -2
* How to Convert Documents to the PDF Format, page 2 — 4
* CM/ECF Limitation on PDF Document Size, page 2 - 5
* Common Mistakes When Filing PDF Documents, page 2 -5
* Email Notification of Filed PDF Documents, page 2 — 6

* Certificate of Service, page 2 — 6
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Setting Up Adobe Acrobat

Setting Up Adobe Acrobat

Users must set up Adobe’s Acrobat Reader or Adobe Acrobat Professional in order to view
documents that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing these products, please review and follow Adobe’s directions to
use the product effectively.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the Court using the
CM/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. The
PDF document should not include any embedded files like scripts, files, and executables.
Filings with these embedded attachments will be rejected by CM/ECF. For information on
PDF size limitations in CM/ECEF, see page 2 - 5.

How to View PDF Files

All PDF files can be viewed in Adobe Acrobat Reader or Adobe Acrobat Professional. There
are two access methods upon which you can view the files.

Directly Selecting PDF Files

The fastest method for viewing a PDF file is to select the file in Explorer. When the Adobe
Acrobat software was installed, a file association to the PDF file format should have
automatically been set. This association allows you to double-click the PDF file to open it
directly in Acrobat.

If the file association does not work: Open with Adobe Acrobat X
Print

1 . nght'Cth any PDF flle % Combine supported files in Acrobat...

Scan for Viruses...

2. Select Open with » Choose default program.  Nfevel Copy...
Open with 4 E Adobe Acrobat
, Emtermet Explorer

Share with
Restore previous versions

-4 WordPerfect X5

Send to 3

Choose default program...

Cut
Copy

Create shortout
Delete
Rename
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The Open with dialog displays.

openwath x|

~. 1 Choose the program you want to use to open this file:
)
File:  Luke Schedule.pdf

Recommended Programs

| »

Adobe Acrobat FA Internet Explorer

Microsoft Corporation

Adobe Systems Incorporated

L

| Motepad WordPerfect X5
& J Microsoft Corporation Corel Corporation

Other Programs =
Adobe Dreamweaver C55 Adobe FrameMaker 10
Adobe Systems, Inc, Adobe Systems Incorporated.

le Microsoft Office 2010 Microsoft Visual Studio Version Selector

L] 1 crosoft Corporation w Microsoft Corporation

/w. Microsoft Word 2 4 { Paint
Microsoft Corporation & ‘_"_[/ Microsoft Corporation LI
[V Always use the selected program to open this kind of file Browse. .. |

If the program you want is notin the list or on your computer, you can look for the appropriate program on the

Web,
OK I Cancel |

3. Select the Adobe Acrobat program.
4. Check the box Always use the selected program to open thiskind of file.
5. Click OK.

The file association is now set for all future selections.

Selecting PDF Fileswithin Adobe Acrobat
To select the PDF within Adobe Acrobat;
1. Open Adobe Acrobat Reader or Adobe Acrobat Professional.
2. Select File» Open.
The Windows Open dialog displays.
3. Navigate to and select the desired PDF file.
4. Click Open.

The PDF file now displays in Adobe Acrobat.
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Viewing Options
Once the PDF displays, there are several viewing options available depending on your
version of Adobe Acrobat Reader or Adobe Acrobat Professional. To learn more about the
viewing options available to you:
e Select the View menu and review the items it contains.

¢ Hover your cursor over the toolbar for a description of each toolbar icon.

¢ Select Help » Adobe Acrobat and review the online help topic Workspace » Viewing PDF
pages.

How to Convert Documentsto the PDF For mat

You must convert your documents to PDF format before submitting them to the Court’s
CM/ECF system. Both Microsoft Word and WordPerfect create text searchable PDF files as

follows:
1' Open the dOCU— @ A Documentl - Microsoft Word o B ER
ment mn Word Home Insert Page Layout References Mailings Review View e
or WordPerfect. —— i
rint
. B Save As
2. SeleCt F||e tab ~ @ Copies: 1 -
=~ Open .
and then the - print
Print item s
) Info Printer
e / Adobe PDF .
The printing R ) nrey
WlndOW N Printer Properties
. ew
displays. Settings
3. For Word S 4 Print the entire document
int Save & Send
prln er or Pages:
WordPerfect’s RElE ! Print One Sided .
destination 3 opti J Only print on one side of th...
:] Options
Collated
name, select & et B, s 13 T
Adobe PDF.
j Portrait Orientation -
Letter .
85"x11
MNormal Margins .
t— Left: 1" Right: 1"
J 1 Page Per Sheet -
f
Page Setup 1 f 0% (= o=
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4. Click the Home tab to return to the document.
The document automatically adjusts to the Adobe PDF print driver settings.

5. Scroll through the document, to verify or change the formatting and location of
section headings.

6. Select Filetab and then the Print item.
The printing window displays again.
7. Click the Print button.
The Save PDF File As window displays.
8. Navigate to the folder where the PDF file should be saved.
9. Enter a file name and click Save.

A text searchable PDF file is created.

CM/ECF Limitation on PDF Document Size

The current size limitation that CM/ECF allows for electronically filed documents, including
exhibits or attachments, is 5 megabytes. While this limit will not likely affect electronically
created documents, in the case of imaged documents, it would be the equivalent of
approximately 75 pages.

It is the responsibility of the filing user to ensure that PDF files meet the file size restrictions.
Larger electronic documents must be divided into smaller PDF files. For example, an eight
megabyte PDF file could be divided into one 5 megabyte and one 3 megabyte file.

Common Mistakes When Filing PDF Documents

Some common mistakes made when filing PDF documents include:
¢ Selecting the wrong PDF file to attach to a docket entry.

¢ Selecting the wrong document type (i.e., the original document rather than the
converted file with the .pdf extension).
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¢ Selecting the wrong docketing event from the CM/ECF menus.

* Entering the wrong case number and not discovering the error before completing the
transaction.

The CM/ECF system does not permit you, or the clerk’s office, to substitute or remove a
misfiled PDF document after it has been submitted and electronically delivered to the court.
Only the presiding judge may order the unfiling of a document once it has been filed. So,
please be careful to avoid these common mistakes.

If a mistake has been made, contact the CM/ECF Help Desk (see page 1 - 2). When calling,
you must provide the case number and document number(s) for the docket entry or entries
requiring correction.

Email Notification of Filed PDF Documents

After electronically filing a PDF document, the CM/ECF system sends a Notice of Electronic
filing (NEF) to the designated attorneys and parties who have supplied their email addresses
to the Court. The NEF also displays the names and addresses of the individuals who will not
be electronically notified of the filing.

It is the filer's responsibility to serve hard copies of the document and the NEF to

~ attorneys and parties who are not set up for electronic notification.

Individuals who receive the NEF are permitted one "free look" at the document by clicking
on the associated hyperlinked document number embedded in the NEF. The filer is
permitted one free look at the document to verify that it was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U. S. Courts, the free look is available only
once within the 15 day grace period from the date of filing.

Subsequent retrieval of the case docket sheet and document from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Certificate of Service

A certificate of service must be included with all filed PDF documents reflecting that service
on known filing users will be accomplished through the NEF and indicating the manner of
service on any party who is not a filing user. Refer to Local Rules LR 5.3.
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Chapter 3
Getting Sarted in CM/ECF

Purpose This chapter describes some basic CM/ECF information, including how to log in,
the menu items, what buttons are available for manipulating web pages, and
finally how to verify the correct case number and your CM/ECF transactions.

Chapter Topics The following topics are covered in this chapter:
* Accessing the CM/ECF System, page 3 —2
* The CM/ECF Menu Bar, page 3 -7
* Manipulating Web Pages, page 3 — 8
o Verifying Case Number while Docketing, page 3 — 8

* Reviewing Your CM/ECF Transactions, page 3 — 9
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Accessing the CM/ECF System

Accessing CM/ECF not only involves logging into CM/ECEF, but for some of its features,
requires users to also log into PACER.

Logging Into CM/ECF

Users can log into the CM/ECF system via the Internet as follows:
1. Enter the following URL address into your browser:

http://www.txs.uscourts.qov/

2. Under Quick Links, click the District Electronic Case Filings (ECF) link.
The Attorney Admissions web page displays.

3. Click the Live District CM/ECF link.
The Live CM/ECF system displays.

4. Click the Southern District of Texas - Document Filing System link.



http://www.txs.uscourts.gov/
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The ECF Login page displays.

CM/ECEF Filer or PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18
of the U.S. Code. All activities and access attempts are logged.

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF 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 CM/ECF login, you should be able to view the document. If you receive the message "You do not have
permission to view this document,” viewing the document is restricted to attorneys of record in the case and the system does not
recognize you as such. If the login prompt appears again, after you have entered your CM/ECF login and password, it means that the
"free look" link has expired. You will need to enter your PACER login and password to view the document.

Instructions for viewing filed documents and case information:
If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online
at hitp://www.pacer.gov.

[IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social

Amhe_mwmm" Security or taxpayer-identification numbers; dates of birth; names of minor children; financial
Login- | account numbers; and, in criminal cases, home addresses, in compliance with Fed. R. Civ.
Passwaord: | P. 5.2 or Fed. R. Crim. P. 49.1. This requirement applies to all documents, including
: attachments.
client I
code:
" | understand that, if | file, | must comply with the redaction rules. | have read this notice.
Login | Resetl
Notice

An access fee of $0.10 per page or $2.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be
assessed for access to this service. For more information about CMVECE, click here or contact the PACER Service Center at (800) 676-6836.

CM/ECF has been tested with Firefox and Internet Explover 8 and 9.

5. Either:
¢ Enter your CM/ECF login and password if you plan on filing documents.
OR

* Enter your PACER login and password if you plan on viewing and querying
information.

@ Login names and passwords are case sensitive.

6. Read the notice boxed in red.

7. Mark the check box within the red boxed-in notice.
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Accessing the CM/ECF System

8. Click Login to have the login and password validated.

If a valid login and password combination was entered, then the system displays its
main web page (below assumes the CM/ECF information was entered).

Criminal ~ Reports ~ Utilities ~ Search Lngnu‘

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Official Court Electronic Document Filing System =

This message is contained in the file OperationNotice him_
You may use this file to alert users to current CM/ECF operational issues.

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

You can choose any menu item from the blue menu bar along the top of the web
page.

ﬂ The date and time of your last CM/ECF log in appears at the bottom of the web

. page. You should review this each time you log in. If you suspect your last login
date and time are incorrect, or that an unauthorized party is using your login
and password, contact the court’s Help Desk immediately (page 1 - 2).

If an invalid login and password combination was entered, then the system responds
with the following error message:

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

Back |

9. If this occurs, click Back.

The ECF Login page displays again.

10. Return to step 5 and re-enter the login and password.
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Logging Into PACER

During your CM/ECEF session, if you deviate from either electronically filing a document or
maintaining your user account by selecting the Query or Report menus, the system prompts
you for your PACER login information.

1. Select Query from CM/ECF’s web page.

EECF _on- _ome- IEEDIN e
o F Civil Criminal Utilities Search Logout

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN ¥

The PACER Login page displays.

PACER Login

Instructions
Enter your PACER login and password. If you do not have a PACER login, you may register online at
http://www pacer.gov. If you have a CM/ECF filer login and password, and would like to automatically log in to PACER

each time you log in as a filer, check the box below.

" Make this my default PACER login
After checking this box, you will only need to use your CM/ECF login and password, either for electronic filing or for viewing

documents via PACER.

Authentication

Login: |

Passwaord: I

Client code: |

Login | Reset |

Notice
An access fee of 50.10 per page or 52.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be assessed

for access to this service. For more information about CM/ECF, click here or contact the PACER. Service Center at (800) 676-6836.

CM/ECF has been tested with Firefox and Internet Explorer 8 and 9.

WARNING: At the bottom of the PACER Login page is a Notice detailing the
® charges for using PACER.
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Accessing the CM/ECF System

2.

3.

Enter your PACER login and password.
(optional) Enter a client code.

The Client code field is an optional field which allows PACER functions to be
tracked. It can contain up to 32 characters. If a code is entered, then it is listed on the
billing statement generated by the PACER Service Center; otherwise, it is not on the
statement. Because this code is optional, it must be enforced within a user’s office.

(optional) Select Make this my default PACER login check box.
Choosing this check box links your PACER information to your CM/ECF login and

password. This means you will not be required to enter you PACER information
again while working in CM/ECF.

ﬂ For information on breaking the link between the CM/ECF and PACER login
- information, see the PACER User Guide.

Click Login to have PACER validate the login and password.

If a valid login and password combination was entered, then CM/ECF continues to
the next web page in the process.

If an invalid combination was entered, then the system responds with the following
error message:

Invalid Your ECF or PACER login attempt failed. Either your login name or password is incorrect.

Back |

If this occurs, click Back.

The PACER Login page displays again.

Return to step 2 and re-enter the login and password.
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The CM/ECF Menu Bar

CM/ECF provides the following menu items/features in the blue menu bar located at the top
of every web page.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Menu Description
Civil Files electronically all civil case pleadings, motions, and other court documents.
Criminal Files electronically all criminal case pleadings, motions, and other court documents.
Query Performs queries in CM/ECF by specific case number, party name, or nature of suit

to retrieve documents that are relevant to the case.

ﬂ You must log into PACER before you can query CM/ECF.

Reports Retrieves docket sheets and cases-filed reports.

ﬂ You must log into PACER before retrieving these reports.

Utilities Displays your personal CM/ECF transaction log and allows you to maintain your
CM/ECF account information.

Search Searches through the CM/ECF menus and events for the specific text you enter.

Logout Exits CM/ECF and prevents further filing with your password until the next time you
log in.
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M anipulating Web Pages

The following buttons can be used to manipulate the CM/ECF web pages:

Buttons Description
R Moves the user back one web page. Internet Explorer’s back button is blue, while
Q Firefox’s is slightly larger and green. Both are located in the browser’s upper-left corner.

In both cases, you should use them to go back and correct an entry made on a previous

ﬁi web page.

ﬁ If you discover an error after the document is transmitted, contact the

. Help desk.
Clears all characters that have been entered and selections that have been made on
Clear o . i o
the web page (i.e., it restores the web page back to its starting pointing).

Accepts all input and selections made, and then displays the next

HL CM/ECF web page, if any.

Verifying Case Number while Docketing

As you electronically file, each window displays a case number in the upper left-hand corner.
This ensures that you are docketing to the correct case.

Motions
Case number——7-08.cv-02642 Plaintiff A v_Life Insurance Company

Select the pdf document and any attachments.

Main Document

Browse_ | No file selected.

Attachments Category Description

. Browse_ | No file selected. | |

MNext | Clear |

If you are uncertain this is the correct case, right-click on the case number link and select
Open in New Window to run a docket sheet for that case. You will be prompted to enter your
PACER login and password (see page 3 — 5) before viewing the docket sheet. Once you have
verified that this is the correct case, close the new window and return to the window you
were previously on.
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Reviewing Your CM/ECF Transactions

If you need to check what you have done in CM/ECE, select the Utilitiessmenu and then the
View Your Transaction Log link (see page 7 — 4). This feature allows you to review all the
transactions CM/ECF has processed with your login and password.

Besides just reviewing your transactions, you can use the transaction log to confirm if
someone is using your login and password without your permission. If you suspect someone
is using your information, immediately contact the clerk’s office. The clerk’s office will assist
you in changing your password. If you believe that a document has been improperly filed
with the court under your signature (i.e., your login and password is your electronic
signature), you need to take whatever action you deem appropriate.
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Chapter 4
Filing Documents Electronically

Purpose This chapter provides detailed instructions on opening a civil case and how to file
motions in both civil and criminal cases.

Filing users should be thoroughly familiar with the document ”Administrative
Procedures for Electronic Filing in Civil and Criminal Cases” before filing
electronically. You can find this document in the following location:

http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf

Chapter Topics The following topics are covered in this chapter:
* Opening a Civil Case, page 4 -2
¢ Filing a Motion in a Civil Case, page 4 — 20

* Filing a Motion in a Criminal Case, page 4 — 33



http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf
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Opening a Civil Case
This procedure describes the process for opening a civil case in CM/ECF.
To open a civil case:
1. Log into CM/ECF (see page 3 - 2).

The CM/ECF main web page displays.

ZEC o el . ilities, -
] F Civil Criminal Reports Utilities Search

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Official Court Electronic Document Filing System =

This message is contained in the file OperationNotice him_
You may use this file to alert users to current CM/ECF operational issues.

[This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject to

Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law
erforcement afficials.

2. Select Civil from the menu bar.

The Civil Events page displays.

Civil Events

Open a Case Other Filings Sealed Events

Civil Case - Unassigned ADR Documents Sealed Events
Admissions

Initial Pleadings and Service Notices
Complaints and Other Initiating Documents ~ Appeal Documents
Service of Process Trial Documents
Answers to Complaints Other Documents

Related Filings
Other Answers
Responses and Replies

Motions
Motions

3. Click the Civil Case - Unassigned link.
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The following Open Unassigned Civil Case page displays.

Open Unassigned Civil Case

When you proceed to the next screen, please note that the case type at the top of the screen defaults to civil (cv). If you are
opening a miscellaneous case (mc), please click on the Case tvpe dropdown and change it to me.

INEW POLICY: All new filings associated with petitions for writs of habeas corpus from state death penalty sentences should now be
filed as civil (cv) cases. This applies even if no petition will be filed immediately.

[The miscellaneous case type should be used for opening cases in which the initiating document is any of the following:

* Petition for Hearing on Naturalization Application under 8 USC 1447(b)

* Application to Proceed In Forma Pauperis (except with regard to petitions for writs of habeas corpus from state death penalty
Eentences)

* Letter Rogatory/ Request for Judicial Assistance

* Motion to Seal Case (followed by Sealed Complaint as entry #2)

* Petition to Enforce IRS Summons

* Registration of Foreign Judgment

* Qui Tam Actions

[ Other Miscellaneous Relief

Also, any Bankruptcy Appeals or Motions for Withdrawal of Reference should be electronically filed only in the bankruptcy or
pdversary case, under Bankruptcy CMV/ECF . Civil cases based on banlouptey appeal or withdrawal of reference will be opened by
court personnel.

[With the exception of qui tam cases, you must ask permission to file a new case under seal (L.R. 83.6) as follows: Opena
miscellaneous case with plaintiff named Sealed Filer. For the first entry, select event Motion to Seal Case. However, if your motion
contains confidential information, use the Sealed Motion event (under Sealed Events). For your second entry, use the Sealed
\Complaint event. If your motion is granted, the Clerk will open a sealed civil case.

To file a gui tam case: Open a miscellaneous case with the plaintiff named Sealed Filer and a defendant named Sealed

Defendant. DO NOT USE REAL NAMES OF PARTIES. Use the Sealed Qui Tam Complaint event to docket the complaint
and to pay the filing fee. The Clerk will open a sealed civil case.

M Clear |

4. Read the contents of the page.

5. Click Next.

The Open Unassigned Civil Case page changes to enter summary information.

©Open Unassigned Civil Case

Office I 'l Case type Icv 'l

Date filed: 10/7/2013

Lead case number |

Association typelconsolidated j

Other court name |

Other court number I
JPML number I

[T Related cases
Nextl Clearl

6. Select the appropriate office from the pull-down menu.
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10.

Select either cv or mc for the case type.

@ The bi and md options are for Clerk’s office internal use only. Do not select
- them.

@ Do not enter a Lead case number or change the Association type.

(optional) Either:
e Ifitis a notice of removal, enter the other court name and number.
OR

e Ifitisrelated to a pending case in the Southern District of Texas, check the
Related cases check box.

Click Next.

The Open Unassigned Civil Case page changes to enter additional case information.

Open Unassigned Civil Case

Jurisdiction |3 (Federal Question) j

Cause of action | =] Filter: | Clear filter |
Nature of suit |0 (zero) =] Filter: | Clear filter |

Origin |1 (Original Proceeding) j
Citizenship plaintiff | =]
Citizenship defendant | |

Jury demand In (Mone) 'l Class action |n (Mo Class Action Alleged}j Demand (5000) I
Arbitration code I 'l County IAnderson 'l
Fee status |pd (paid) j Fee date [10/7/2013 Date transfer I

M Clear |

Enter the following information:

* Jurisdiction, Nature of suit, Cause of action, Origin, Jury demand, Class action,
Demand ($000) in thousands of US dollars (i.e., the system automatically adds
the zeroes for you), and County of the filing party is always required.

* Filter can be used to narrow the Cause of action and Nature of suit fields. If
filing a contract case, type contract in the Filter field to limit the drop-down
choices to only those which contain contract in the name. You can also type
numbers into the Filter field.
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¢ (Citizenship plaintiff and Citizenship defendant are only necessary for cases
with jurisdiction based on diversity of citizenship.

¢ Fee status and Fee date select as appropriate.
* Arbitration code and Date transfer should always be left blank.
11. Click Next.

The Open Unassigned Civil Case page changes to enter the plaintiff’s name.

Open Unassigned Civil Case

Add New Party | Create Case | Search for a party
Last/ . :
Collapse All Expand All B“Sma:ss | First Middle
“4:13-ev-72777 Name Name) Name
Search |

12. Enter the business name or last, first, and middle name of the plaintiff.

13. Click Search.

The Open Unassigned Civil Case page changes to list the search results.

Open Unassigned Civil Case

Add New Party | Create Case | Search for a party
b LSt : Middle
L:)olla se All Expand All Business |Smith Llrst Luke
~4:13-cv-77772 Name aC Name
Search |

Search Results

-

Select Party Create New Party

Search returned no results. Please try again or create a new party.

14. Either:

* Select a name in the results list and click Select Party to verify their information
before proceeding.

OR

*  When the results list is empty, click Create New Party.
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The Open Unassigned Civil Case page changes. Below a new plaintiff is being

added.

Open Unassigned Civil Case

Add New Party |

Collapse All

Create Case | Party Information

Expand All

Last name |Smith

First name |Lu|-(e

Middle name I Generation I
Tite [
Role |Defendant (dft:pty) j
Pro se |N0 j
Prisoner Id | Unit |
Office |
Address1 |
Address 2 | "' Show this address on the docket sheet
Address 3 | City |
State | Zip | Country I
Prison | j
Phone I— Fax I—
E-mail |
Party text |
Startdate [1077/2013 | Enddate [
Corporation m Notice IE,

Add Party |

15. Enter the following plaintiff information:

¢ Change the Role to Plaintiff (pla:pty). The role defaults to defendant so you must
make this change.

@ Leave all address information blank for represented parties.

* Enter the Party text if stated on the complaint (Example: Individually, Successor

to, etc.).

16. Click Add Party.
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The plaintiff is added to the Open Unassigned Civil Case page.

Open Unassigned Civil Case

Add New Party | Create Case | Search for a party

413077 Name Name Name
ELuke Smith pla.# & Search |
~Alias ¥

orporate Parent or other affiliate "3
ttorney

17. If the plaintiff has an alias, do the following;:
a. Click the icon to the right of the word Alias in the tree structure.

The Open Unassigned Civil Case page changes to allow searching for the plain-
tiff’s alias.

Open Unassigned Civil Case

Add New Party | Create Case | Search for an alias for Luke Smith
Collapse All Expand All
i Last/ Business Name I
SiLuke Smith pla” & Search |
~Alias ¥
; orporate Parent or other affiliate "3
Attorney

b. Enter the plaintiff’s alias.

c. Click Search.

The Open Unassigned Civil Case page changes to list the search results.

Open Unassigned Civil Case

Add New Party | Create Case | Search for an alias for Luke Smith

Collapse All Expand All

é""4:13—cv—'?'?'?'?'? Last/ Business Name W
Ié!-Luke Smith pla” & Search |
Alias ¥
orporate Parent or other affiliate "3

Attorney Search Results

-

Select Alias Create New Alias

Search returned no results. Please try again or create a new alias.
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d. FEither:

* Select a name in the results list and click Select Alias to verify their

information before proceeding.

OR

¢ When the results list is empty, click Create New Alias.

The Open Unassigned Civil Case page changes. Below a new alias is being

added.
Open Unassigned Civil Case

Add New Party | Create Case Alias Information

Last/Busi 0 .

Collapse All Expand Al ame |Smith's Taxi
- 999
4:13-cv-7777" Middle name I—
ElLuke Smith pla /" &

Atias Typeldba vl

é"{:orporate Parent or other affiliate 3 Add Alias |

Attorney

First name I

Generation I
Start date |1[]_f?.f2013

e. Click Add Alias.

The alias is added beneath the plaintiff's name.

Open Unassigned Civil Case

Add New Party |
Collapse All

FElLuke Smith pla.# &

Halias ¥

. Smith's Tax /B

~Corporate Parent or other affiliate L1
5---Atlorney

Create Case | Search for an alias for Luke Smith

Expand All
Last/ Business Name I
Search |

18. Use the same procedure to add additional plaintiffs or defendants. (see steps 12

through 17)

19. Click Add New Party.
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The additional parties are added to the Open Unassigned Civil Case page.

Add New Party |

Collapse All

I?!-Luke Smith pla” &
- Blalias 1
. smiths Tax & &

. -Attorney
Erica Jones dit &
-Alias ¥

-Attorney

Open Unassigned Civil Case

~Corporate Parent or other affiliate "3

~Corporate Parent or other affiliate "3

Create Case | Search for a party

Last/
. Business |

Name

Search |

First Middle

Name Name

20. Add the remaining parties.

21. Click Create Case.

A Case Opening message displays.

Add New Party
Collapse All

“ILuke Smith pla .+
ZIAlias
Smith's Taxi .+ &
Corporate Parent or other affiliate #
Attorney
-lErica Jones dit+ &
Alias
Corporate Parent or other affiliate #
Attorney

Open Unassigned Civil Case

D e Search for a party

Last/

Expand All Middle

" First li
2 Name

Opening

Case will be created. Proceed?

22. Click Yesfor the message.

23. Click Next to proceed.

The Open Unassigned Civil Case page changes to show the docket text.

Docket Text: Final Text

Have you redacted?

Open Unassigned Civil Case

Attention!! 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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24. Click Next.

The Open Unassigned Civil Case page changes to show the case number.

Open Unassigned Civil Case

[Case Number 13-52 has been opened.

Docket Lead Event?

25. Click on the Docket Lead Event? link.

The Complaints and Other Initiating Documents page displays.

Complaints and Other Initiating Documents

Start typing to find an event.

Available Events (click to select an event)

Selected Event

Amended Complaint/Counterclaim/Crossc i
Application to Proceed In Forma Pauperis (misc. case only)

Claim

Complaint

Complaint (Student Loan)

Complaint - Prisoner Civil Rights

Complaint in Interpleader

Counterclaim

Crossclaim

Fourth Party Complaint

Intervenor Complaint

Letter Rogatory/Request for Judicial Assistance (misc case only)
Motion to Appoint Counsel (death penalty misc. case only)
Motion to Seal Case (misc. case only)

Motion to Vacate Set Aside Correct Sentence (2255) x|

[ext | Clear |

26. Select the appropriate event for your situation from the drop-down menu.

The selected event is placed in the Selected Event text box.

27. Click Next.

The full case number displays.

Complaints and Other Initiating Documents

Civil Case Number
[4:13cv-52

M Clear |

28. Verify the case number.

29. Click Next.
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The Complaints and Other Initiating Documents page changes to provide the
following message concerning summons.

Complaints and Other Initiating Documents

¥ 13-cv-00052 Smith v. Jones

If the document you are filing requires service by summons under Fed. R. Civ. P. Rule 4, yon may submit your
prepared summons electronically using the Summons - Reguest for Issuance event in the Service of Process list.
Please review the Rule to determine whether vou require issnance of summons.

Most initiating doc ts for miscell cases do not.

|A Summons form is available on the federal courts web site, under forms.

M Clear |

30. Click Next.

The Complaints and Other Initiating Documents page changes to show all the
parties in the case.

Complaints and Other Initiating Documents

¥ 13-cv-00052 Smith v. Jones

Pick Filer | Select the filer.

Collapse All Expand All

é---Erica Jones dft Select the Party:

-Luke Smith pla Jones, Erica [dft

Next| Clear | NewFiler

31. Select the name of the filer (i.e., plaintiff).

32. Click Next.
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The web page for making the association between the plaintiff and the attorney
displays.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

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

[Please check the box on the left of the screen forassociations
which should be created.

If the association shouldnot be created, be sure the box is
unchecked.

¥ Luke Smith (pty:pla) represented by attyl (aty) W Lead W Notice

M Clear |

33. Click Next.

The Complaints and Other Initiating Documents page changes to show all of the
parties in the case.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Pick Party | Please select the party that this filing is against.
Collapse All Expand All
Luke Smith pla Select the Party: OR Select a Group:

~Erica Jones dft

% No Group
 All Defendants
" All Plaintiffs
 All Parties

Next| Clear | HewParty |

34. Either:
* Select the party that is being filed against (i.e., defendant).
OR

* Select the appropriate group.

35. Click Next.
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The Complaints and Other Initiating Documents page changes to select the PDF

document and attachments.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Select the pdf do t and any attach ts

Main Document

Browse_ | Mo file selected.
Attachments Category Description
L. Browse_ | Nofile selected. | |

MNext | Clear |

It is imperative that you attach an electronic
copy of the actual document when prompted
by the system. Failure to do so causes
CM/ECF to display the error message shown to
the right.

()

Please select a main document.

36. For the Main Document, click Browse.

The Windows Choose File to Upload dialog displays.

fj Choose File to Upload x|
@( )v | . = Computer - Local Disk (C:) - source - case files - m I Search case files [_.]
Organize *  New folder = - 0O '@'
- N )
' Favorites Name | Date modified | Type |
B Desktop T 4-08-cv-00143_11 5/18(2011 2:51PM Adobe Acrobat Doc...
& Dovinloads = 4-09-cv-00206_7 5/18/20112:43PM  Adobe Acrobat Doc...

J=ll Recent Places

T 7-09-cv-00206_7_attachment
) 7-10-cr-03001-1_4_judge25

5/18/2011 11:53 AM
5/18/2011 11:53 AM

Adobe Acrobat Doc...
Adobe Acrobat Doc...

4 Libraries
3 Documents -“; dvil_attachment 5/18/2011 11:59 AM  Adobe Acrobat Doc...
fJ'. Music ‘; civil_case 5/18/2011 2:48 PM Adobe Acrobat Doc...
| Pictures -“; criminal_attachment 5/18/2011 2:50 PM Adobe Acrobat Doc...
B videos T criminal_case 5182011 2:50 PM Adobe Acrobat Doc...
1M Computer
£, Local Disk (C2) il ml | i
File name: | =] JauFies ¢ |
Open I Cancel |
4
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37. Navigate to and select the PDF to upload.

@ The selected PDF must meet CM/ECF size limitations (page 2 — 5).

You must select a PDF file. Selecting another file format causes CM/ECF to display

the following error message after clicking the

Next button:

IComplaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Error File: C:fakepath Memo re Plaintiff A Case wpd

Submitted Entries

ERROR: Document is not a well-formed PDF document (no further information is available).

|File Tvpe |Filename

| Category

Description

|Majn Document |C:"-fakepath"-_\'Iamo re Plaintiff A Case wpd |—

Back |

If you receive this message, click the Back button and select a PDF formatted file.

38. (optional) Verify you selected the correct document by right-clicking it and selecting
Open or Open with Acrobat (whichever is available).

fj Choose File to Upload

58 HO (\ITXSH-D1\DATA\SHARE' T civil_attachment.pdf
5 Cheryl_Strehler (N:) 17y e
8 COMMON (\{TXSH-D 1\DATAYL

Select
'@ criminal_attz

x|
( )v | .~ Computer + Local Disk (C:) ~ source - case files - @ I Search case files [.‘]‘
Organize *  New folder = - 0O '@'

. N : =

‘v Favorites =1  MName | Date modified | Type | =l
X 4-08-cv-00143_11.pdf 5/18/20112:51PM  Adobe Acrobat Doc. ..
B Desktop X 4-09-cv-00206_7.pdf 5/18/20112:48PM  Adobe Acrobat Doc. ..

= Librari
U; |hran|es y F 7-09-cv-00206_7_attachment. pdf 5/18/2011 11:55 AM  Adobe Acrobat Doc...
Cheryl Strehler

18 Computer '@ 7-10-cr-03001-1_4_judge25.pdf 5/18/2011 11:59 AM  Adobe Acrobat Doc...
£, Local Disk (C2) X bankruptcy_attachment. pdf 5/18/2011 11:59 AM  Adobe Acrobat Doc. ..
\ﬁl DVD RW Drive {D:) '@ bankruptcy_case.pdf 5/18/2011 2:48 PM Adobe Acrobat Doc...

5/18/2011 11:59 AM  Adobe Acrobat Doc...

Boi1 2:43 PM Adobe Acrobat Doc...

L Systems Common (Q:)

5 DC (\TXSH-D1IDATA) (v:) =4l Print

'@criminal_cast Open with Adobe Acrobat X k

12:50 PM Adobe Acrobat Doc...
Il 2:50PM Adobe Acrobat Doc...

E—

) % Combine supported files in Acrobat...
File name: Ici\ril_case.pdf

Scan for Viruses...

[ Al Files (77)

MNNovell Capy...

Open I Cancel

&\_IL I;|<I

The PDF file opens in Acrobat. Once verified, close Acrobat.

39. Click Open.
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CM/ECEF inserts the PDF file name and location in the Complaints and Other
Initiating Documents page.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Belect the pdf document and any attachments.

Main Document
Browse_ |civi|_case.pdf

Attachments Category Description
1. Browse_ | Nofile selected. j|
MNext | Clear |

If there are no attachments to the document, skip to step 40. If there are attachments,
continue to the next step. The procedure to add attachments is similar to adding the
main document.

40. (optional) Add an attachment as follows:

a.

For the attachment, click Browse.
The Windows Choose File Upload dialog displays.

Navigate to and select the PDF file to upload.

@ The PDF must meet CM/ECF size limitations (page 2 - 5).

Click Open.

CM/ECF inserts the PDF file name and location in the Complaints and Other Ini-

tiating Documents page. Notice that the space for the next attachment is automat-
ically added.

Complaints and Other Initiating Documents

4:13-cv-00052 Smith v. Jones

Select the pdf document and any attachments.

Main Document
Browse_ |civi|_case.pdf

Attachments Category Description

1. Browse_ | civil_attachmentpdf |Appendix jl Removel
2. Browse_ | Nofile selected. | jl

M Clearl
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d. You must:
* Use the Category pull-down menu to select the attachment type.
AND/OR
¢ Enter a clear and concise description for the attachment.
e. Return to step 39 a. for each attachment that must be added.
41. Click Next.

The Complaints and Other Initiating Documents page changes to ask a question to
determine whether a fee is charged for the filing.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Is this filed with an application to proceed without prepayment of fees (application to proceed in forma pauperis) Y/N?
or
Is this filed on behalf of the USA Y/N?

or

Is this filed under the Seamans Act with citation of 28 USC 1916 Ya"N'.’I”|

M Clear |

42. Answer either Y or N, which ever is appropriate for your situation.
43. Click Next.

If a fee is to be charged, the Complaints and Other Initiating Documents page
changes to show the fee amount.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

[Fee: 3400

Clear |

44. Click Next.

The Online Payment page displays.
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System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1

Pay Via Bank Account (ACH) About ACH Debit

Required fields are indicated with a red asterisk *

Account Holder Name: |atty1 *

Payment Amount: 5400.00
Account Type: l—;l *
Payment by Routing Number: li *
electronic check AccountMumber:| *
Confirm Account Number: li *
Check Number: l—

Routing Mumber Account Number Check Mumber

Yoasaneraat lRanaesragal luasl

Payment Date: 10/08/2013

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
Continue with ACH Payment I Cancel

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)
Required fields are indicated with a red asterisk *

Account Holder Name: |atty1 *

Payment Amount: $400.00
Billing Address: |515 Rusk *
Billing Address 22
Payment by o
ay:

credit or debit N State / Province:l ------ =]
card Zip / Postal Code: | 77002
*
Country: | United States ﬂ

Card Type:l—;l* visa e E W-:';
Card Number: li * (Card mumber vaiue should
Security Code: l— * Heip figing vour ssourty cogs

Expiration Date: l_L[ * "l_;l *

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

| Continue with Plastic Card Payment I Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.
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45. Complete all required information for the payment.

After the payment, the case number and name displays.

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

M Clear |

46. Click Next to proceed.

The Complaints and Other Initiating Documents page changes to show you the
final docket text and documents being filed.

IComplaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

Docket Text: Final Text

COMPLAINT against Erica Jones (Filing fee $ 400 receipt number 0541-414453) filed by
Luke Smith. (Attachments: # (1) Appendix)(atty1, )

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

Source Document Path (for confirmation only):
civil _casepdf pages:1
civil_attachment pdf pages: 1

Clear |

47. Review the docket text and correct any errors by using the browser’s back button to
find the page you need to change.

ﬂ This is the last opportunity to abort the CM/ECF filing, which can be done by
- clicking on any CM/ECF menu item or clicking the browser’s back button until
you reach the beginning of the event.

48. Click Next.
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After processing, CM/ECF displays the Notice of Electronic Filing (NEF).

Complaints and Other Initiating Documents
4:13-cv-00052 Smith v. Jones

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Notice of Electronic Filing

[The following transaction was entered by attyl, on 10/7/2013 at 10:47 AM CDT and filed on 10/7/2013

ICase Name: Smith v. Jones
ICase Number: 4:13-cv-00052
[Filer: Luke Smith

[Document Number: 1

Docket Text:

COMPLAINT against Erica Jones (Filing fee $ 400 receipt number 0541-414453) filed by Luke Smith.
Attachments: # (1) Appendix)(atty1, )

#:13-cv-00052 Notice has been electronically mailed to:
#:13-cv-00052 Notice has not been electronically mailed to:

Atty1
515 Rusk
Houston, TX 77002

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

Document description:Main Document

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1045387613 [Date=10/7/2013] [FileNumber=351741-0]
[99526e31d21848e364046cal026bf272a358ef58731c138578bd5b909188f56a9dd42
Re3fc6a0d4560edc3 8feeRf4986c319948299c7d8d3abeddcSbedbactdal]]

Document description: Appendix

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1045387613 [Date=10/7/2013] [FileNumber=351741-1]
[5a0b07fdde852a2ae47497d4d692691047cb59d202c896e5049829214aa48393a58
H03d8db28dbd27b73bed9480b456ae2d8636735f86b90eTa2525e6cf5b6]]

The NEF confirms that CM/ECF opened the case and that the parties were notified. 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.

ﬂ The system does not assign a Judge at this time. One will be assigned later via
- the clerk’s office.
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49. Select the browser’s Print icon to print the document receipt.

50. Select File» Save As to save the receipt to a file on your PC.

ﬁ The NEF is your confirmation that the filing was accepted.

If you are not familiar with the email notifications of filed PDF documents and of the NEF,
see page 2 - 6.

FilingaMotion in a Civil Case

This procedure describes the process for filing a motion in a civil case. The process is similar
for filing other civil case pleadings in CM/ECF.

To file a motion in a civil case:
1. Loginto CM/ECEF (see page 3 - 2).

The CM/ECF main web page displays.

ZECF _om- _cmm- s W
] F Civil Criminal Reports Utilities Search

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Official Court Electronic Document Filing System =

This message is contained in the file OperationNotice him_
You may use this file to alert users to current CM/ECF operational issues.

[This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject to
Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law
erforcement afficials.
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2. Select Civil from the menu bar.

The Civil Events page displays.

Civil Events

Open a Case Other Filings Sealed Events

Civil Case - Unassigned ADR Documents Sealed Events
Admissions

Initial Pleadings and Service Notices
Complaints and Other Initiating Documents ~ Appeal Documents
Service of Process Trial Documents
Answers to Complaints Other Documents

Related Filings
Other Answers
Responses and Replies

Motions
Motions

3. At the bottom of the page, click the Motionslink.

The following Motions page displays.

Motions

Civil Case Number

[ 99-12345, 1:99-cv-12345, 1-99-cv-12345, 99cv12345, or 1:99cv12345

M Clear |

4. Enter the number of the case for which you are filing a motion.

As you enter a case number, the Motions page changes to the following;:

Motions

Civil Case Number

|4:09-cv-00208| Find This Case |
Iext | Clear |

5. Click Find This Case.
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If the case number is found, the Motions page changes to the following and the Next
button becomes available:

Motions

Civil Case Number

|4:09-cv-206

M Clear |

If the case number is not found, the Motions page changes to the following. You can

click the Clear button to remove your entry and start over or correct the entry that is
already there.

Motions

Civil Case Number

[4:09-cv-32206 Cannot find civil case 4:09-cv-32206

M Clear |

If CM/ECF finds multiple matches, the Motions page shows the following. After
selecting which case you want, the Next button becomes available.

Motions

Civil Case Number

|[]g.5 Hide Case List |

Select a case:
7 2:09-cv-00006 Bird v. Cat

[ 4:09-cv-00006 Mario's Bike Shop v. Ms. Brenda
[ 4:09-mc-00006 Explorer v. Monkey

[ext | Clear |

6. Click Next.
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The Motions page changes to select the motion type.

Motions

Start typing to find an event.
Available Events (click to select events) Selected Events (click to remove events)

Abate

Abstain

Add Party

Alter Judgment

Amend

Amended Motion

Appeal In Forma Pauperis
Appear

Appear Pro Hac Vice
Appointment

Approval

Attorney Fees

Bifurcate

Bill of Costs x|

M Clear |

7. FEither:

* Begin entering the event name in the text box to have CM/ECF automatically trim

the list of available events.h

Motions
h Click your selection. or use arrows to highlight it and press Enter.
Available Events (click to select events) Selected Events (click to remove events)

ear Pro Hac Vice I
Hearing
Hold in Abeyance
Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum

M Clear |

OR

¢ Use the scroll bar to locate the event you need.

8. Select the appropriate event from the Available Events listing.

@ The selected event determines which web pages CM/ECF displays.
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The selected event is placed in the Selected Events text box.

Motions

Hold in Abeyance

In Limine
Interlocutory Appeal
Intervene

Issuance of Warrant
Joinder

Judgment

Jury Trial

Leave to Appeal
Leave to File Document
Letters Rogatory

Lift Stay
Miscellaneous Relief
Maodify

M Clear |

Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)

[Hearing

@ To delete a selected event, click the event in the Selected Events text box.

9. Click Next.

The Motions page changes to designate the party or parties filing the document.

Motions

4:09-cv-00206 Plaintiff v Harris County, Texas

Pick Filer |
Collapse All
wHarris County Texas dft
wKim Plaintiff pla

Expand All

Select the filer.

Select the Party:

Harris County Texas [dft]
Plaintiff, Kim [pla]

Next| Clear | Newfiler |

10. Highlight the name of the party or parties for whom you are filing the motion.

If you represent multiple defendants or plaintiffs, you can select more than one party

by holding down the Ctrl key while making your selection.

11. Click Next.
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The Motions page changes to select the PDF document and attachment(s).

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Select the pdf doc t and any attack ts

Main Document
Browse_ | No file selected.

Attachments Category Description
1. Browse_ | No file selected. | |
MNext | Clear |

@ It is imperative that you attach an electronic
copy of the actual pleading when prompted by
the system. Failure to do so causes
CM/ECF to display the error message shown to

the right.

Please select a main document.

12. For the Main Document, click Browse.

The Windows Choose File to Upload dialog displays.

/2 Choose File to Upload =
( )( ) | .~ Computer + Local Disk (C:) ~ source - case files - @ I Search case files !_.]
Organize *  New folder = - 0O '@'
B Desktop ;I Name “ | Date modified | Type |
4. Downloads -
- 7 4-08-cv-00143_11 5/18(2011 2:51 PM Adobe Acrobat Doc...
J=ll Recent Places —
? 4-09-cy-00206_7 5/18/2011 2:48 PM Adobe Acrobat Doc...
-l Libraries -“; 7-09-cv-00206_7_attachment 5/18/2011 11:59 AM  Adobe Acrobat Doc...
3 Documents T 7-10-cr-03001-1_4 judge2s 5/18/2011 11:59 AM  Adobe Acrobat Doc...
@' Music = civil_attachment 5/18/2011 1:53 AM  Adobe Acrobat Dac...
[ Pictures ) civil_case 5/18/20112:48PM  Adobe Acrobat Doc...
B videos =
- criminal_attachment 5/18/2011 2:50 PM Adobe Acrobat Doc...
18 Computer -“; criminal_case 5/18/2011 2:50 PM Adobe Acrobat Doc...
£, Local Disk (C2)
8 HO (1TXSH-D1\DATA\SHARE'D!
# pC (WsHD1paTA) (1) x| 4] | |
File name: || =] JauFies ¢ |
Open I Cancel |
4

13. Navigate to and select the PDF file to upload.

@ The selected PDF must meet CM/ECF size limitations (page 2 — 5).
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You must select a PDF file. Selecting another file format causes CM/ECF to display
the following error message after clicking the Next button:

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

ERR.OR: Document is not a well-formed PDF document (no firther information is available).

Error File: N-\source information'word_document docx

Bubmitted Entries

File Type Filename Category Description
Main Document N-\source information'word_document docx - -

Back |

If you receive this message, click the Back button and select a PDF formatted file.

14. (optional) Verify you selected the correct document by right-clicking it and selecting
Open or Open with Acrobat (whichever is available).

f,"; Choose File to Upload

X
<_) <_) | . = Computer - Local Disk (C:) - source - case files - lmj I Search case files ﬂ
Organize v  MNew folder =R E;l '@'
- - - -
' Favorites =1 MName | Date modified | Type | il
'@ 4-08-cv-00143_11.pdf 5/18/2011 2:51PM Adobe Acrobat Doc...
P Desktop

Adobe Acrobat Doc...

= Librari
=y Lbraries FL 7-03-cv-00206_7_attach Adobe Acrobat Doc...
A Cheryl Strehler @ ) Open with Adobe Acrobat X
18 Computer @ 7-10-cr-03001-1_4_judg Print Adobe Acrobat Doc...
y:il - . bankruptcy_attachment. Adobe Acrobat Doc...
- Local Disk (€:) % Combine supported files in Acrobat...
<3 DVD RW Drive (D:) '@ bankruptcy_case.pdf Adobe Acrobat Doc...
S HO (\\TXSH-D1\DATA\SHARE! '@ civil_attachment.pdf TEAT Adobe Acrobat Doc...
x? Cheryl_Strehler (N:) T civil_case.pdf INMovel Copy... Adobe Acrobat Doc...
52 COMMON (1TTXSH-DTIDATAIE '@ criminal_attachment.pdf  Open with 3 Adobe Acrobat Doc...
Systems Common (Q:) . . -
j DC (WIXSH-DLIDATA) (V:) '@ criminal_case.pdf Restore previous versions Adobe AcrobatDoc... =
= o B | Send to 3 _I _’I_
File name: [4-09-cv-00206 7.pdf cut ) =l
Copy
| Cancel |
Create shortout 4
i |

The PDF file opens in Acrobat. Once verified, close Acrobat.

15. Click Open.
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CMY/ECEF inserts the PDF file name and location in the Motions page.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Select the pdf document and any attachments.

Main Document

Browse_ | 4-09-cv-00206_7 pdf

Attachments Category Description

1. Browse_ | No file selected. | |

MNext | Clear |

If there are no attachments to the motions, skip to step 17. If there are attachments,
continue to the next step. The procedure to add attachments is similar to adding the
main document.

16. (optional) Add an attachment as follows:

a.

For the attachment, click Browse.
The Windows Choose File to Upload dialog displays.

Navigate to and select the PDF file to upload.

@ The PDF must meet CM/ECF size limitations (page 2 - 5).

Click Open.

CM/ECEF inserts the PDF file name and location in the Motions page. Notice that
space for the next attachment is automatically added.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Belect the pdf document and any attachments.

Main Document

Browse_ | 4-09-cv-00206_7 pdf

L. ?-DB-CV-DDZDS_?_aﬂachmentpdf|Appendix j | Remove |

2. Browse_ | Nofile selected. | j|

Attachments Category Description

MNext | Clear |
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d. You must:
* Use the Category pull-down menu to select the attachment type.
AND/OR
¢ Enter a clear and concise description for the attachment.

e. Return to step 16 a. for each attachment that must be added.

17. Click Next.

18.

19.

In our example, we are filing a motion for hearing on a Pending Summary Judgment
motion. The Motions page changes to enter the type of hearing and to link the
document (if appropriate).

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

[What type of Hearing? |

[If the proposed hearing pertains to a document, click on box to refer to the document.
IOn next screen if vou are unsure as to which category you should select, hold down control key and highlight all
categories listed to pull up entire docket sheet.

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

M Clear |

In the text box, enter Motion.

If the document you are filing should link to another document, then continue to
step 19. Otherwise, skip to step 23.

(optional) Select the check box to link the document.

The web page should look as follows.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

What type of Hearing? |M01i0ﬂ

If the proposed hearing pertains to a document, click on box to refer to the document.
On next screen if vou are unsure as to which category yvoun should select, hold down control key and highlight all
categories listed to pull up entire docket sheet.

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

M Clear |
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The Motions page changes to select the relating event category.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Belect the category to which your event relates.

EXTEND =
Type

adr

answer

appeal
appeal-cr
charge-cr

cmp
detention-cr
discov x|

Filed | to |

Documents | to |

Nextl Clear |

20. Select all categories in the text area using one of the following methods:

¢ Hold down the Ctrl key and drag your mouse from the first to the last item in the
list to highlight all categories.

OR

¢ Highlight the first item in the list, go to the last item in the list, and then hold
down the Shift key and click the last item.

21. Click Next.

The Motions page changes to select the event to which you are linking.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

\Select the appropriate event(s) to which your event relates:

7 12/16/2010 5 MOTION for Summary Judgment by Harris County Texas, filed Motion Docket
Date 1/6/2011. (mbaird. )

[T 12/16/2010 6 MOTION for Extension of Time Time to File Response by Kim Plaintiff, filed.
Motion Docket Date 1/6/2011. (mbaird, )

[T 05/20/2011 8 MOTION for motion Hearing re: 5 MOTION for Summary Judgment by Kim
Plaintiff, filed Motion Docket Date 6/10/2011. (attyl.)

[T 05/20/2011 9 MOTION for Motion Hearing re: 5 MOTION for Summary Judgment by Kim
Plaintiff, filed. Motion Docket Date 6/10/2011. (Attachments: # 1 Appendix)
(attyl.)

M Clear |

22. Select the MOTION for Summary Judgment event.

23. Click Next.
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The Motions page changes to show the docket date.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Motion for Hearing

Motion Docket Date

Date 10/28/2013

Clear |

24. Click Next.

The Motions page changes to allow for changes to the docket text.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Docket Text: Modify as Appropriate.

I 'l MOTION for Motion Hearing re: [5] MOTION for Summary Judgment by
[ lled. Motion Docket Date 10/28/2013. (Attachments: # (1) Appendix) (attyl, )

Agreed
Amended
Corrected
Cross

Ex Parte
First
Fourth
Joint
Opposed
Renewed
Second
Supplemental
Third
Unopposed

25. (optional) If applicable to your event, use the pull-down menu to select a value for
your event.

26. Click Next.
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The Motions page changes to show the final docket text and documents being filed.

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

Docket Text: Final Text

MOTION for Motion Hearing re: [5] MOTION for Summary Judgment by Kim
Plaintiff, filed. Motion Docket Date 10/28/2013. (Attachments: # (1) Appendix)
(atty1,)

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

Source Document Path (for confirmation only): 1
4-09-cv-00206_7 pdf pages: 1
7-09-cv-00206_7_attachment pdf pages: 1

Clear |

27. Review the docket text and correct any errors by using the browser’s back button to

find the page you need to change.

A
you reach the beginning of the event.

| This is the last opportunity to abort the CM/ECF filing, which can be done by
clicking on any CM/ECF menu item or clicking the browser’s back button until

28. Click Next to file and docket the pleading.
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After processing, CM/ECF displays the Notice of Electronic Filing (NEF).

Motions
4:09-cv-00206 Plaintiff v Harris County, Texas

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Notice of Electronic Filing

[The following transaction was entered by attyl, on 10/7/2013 at 11:41 AM CDT and filed on 10/7/2013

Case Name: Plaintiff v Harris County, Texas
Case Number: 4:09-cv-00206
Filer: Kim Plaintiff

Document Number: 11

Docket Text:
MOTION for Motion Hearing re: [5] MOTION for Summary Judgment by Kim Plaintiff, filed. Motion
Docket Date 10/28/2013. (Attachments: # (1) Appendix)(atty1, )

4:09-cv-00206 Notice has been electronically mailed to:
4:09-cv-00206 Notice has not been electronically mailed to:

latty 1
515 Rusk
Houston, TX 77002

Joe Lawvyer
123 Legal Lane
Houston, TX 77002

Uohn Doe
1234 Rusk
Houston, Tx 77002

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

[Document description:Main Document

IOriginal filename:n'a

[Electronic document Stamp:

[STAMP dcecfStamp ID=1045387613 [Date=10/7/2013] [FileNumber=351744-0]
[a7al9b40238862cafbal0b78121a09c6d715%cadc0d439d5b857abd4b880a300382
c48a8a03eef0a2be88f09c91b37e9 1 cScdeabf75fe2806ad6bb 1dd68c433]]
[Document description:Appendix

IOriginal filename:n'a

[Electronic document Stamp:

[STAMP dcecfStamp ID=1045387613 [Date=10/7/2013] [FileNumber=351744-1]
[lec634dfe86a5c2b6d8791735d0b172f9c82223639c5834385%c%abd8aal3f4dd3d
B87£fd54179c0ff5a00facf926a81cc877b1daSbc002b26803ade107358951]]

The NEF confirms that CM/ECF has registered your transaction and that 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(s). You should
note the number(s) on the PDF file(s).

29. Select the browser’s Print icon to print the document receipt.
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30. Select File» Save As to save the receipt to a file on you PC.

@ The NEF is your confirmation that the filing was accepted.

If you are not familiar with email notifications, see page 2 - 6.

FilingaMotion in a Criminal Case

Filing users must electronically file certain criminal documents as sealed pursuant to
the "Administrative Procedures for Electronic Filing in Civil and Criminal Cases". You
can review this document in the following location:

http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf

This procedure describes the process for filing a motion in a criminal case. The process is
similar for filing other criminal documents in CM/ECF.

To file a motion in a criminal case:
1. Loginto CM/ECF (see page 3 - 2).

The CM/ECF main web page displays.

ZEC o el . ilities, -
] F Civil Criminal Reports Utilities Search

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Official Court Electronic Document Filing System =

This message is contained in the file OperationNotice him_
You may use this file to alert users to current CM/ECF operational issues.

[This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject to
Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law
erforcement afficials.
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2. Select Criminal from the menu bar.

The Criminal Events page displays.

Criminal Events

Charging Instruments and Pleas
Plea-Related Documents

Motions and Related Filings
Motions

Responses and Replies

Other Filings
Discovery Documents
Waivers
Service of Process
Notices
Trial Documents
Appeal Documents
Other Documents

3. Under Motions and Related Filings, click the Motions link.

The following Motions page displays.

Motions

Criminal Case Number

M Clear |

4. Enter the number of the case for which you are filing a motion.

As you enter a case number, the Motions page changes to the following;:

Motions

Criminal Case Number

M Clear |

4:10-cr-01200] Find This Case |

5. Click Find This Case.
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If the case number is found, the Motions page changes to the following and the Next
button becomes available.

Motions

Criminal Case Number

[4:10-cr-1200

M Clear |

If the case number is not found, the Motions page changes to the following. You can
click the Clear button to remove your entry and start over or correct the entry that is
already there.

Motions

Criminal Case Number

f4:10-cr-12000 Cannot find criminal case 4:10-cr-12000

M Clear |

) Sealed cases are not available in CM/ECF. If you are absolutely sure you are
. entering the correct case number, then it is possible the case is sealed. Motions
for sealed cases must be filed in the Clerk’s office.

When multiple case numbers match the one typed in (i.e., there are multiple
defendants on the case), then the Motions page changes to the following. You can
click in the check boxes to mark the defendants to which the filing relates. If it relates
to all defendants, then select the case number without a defendant number but with
et al at the end.

Motions

Criminal Case Number

[6:10-cr-00001 Hide Case List |

Select a case:

7 6:10-cr-00001 USA v. Smith et al =
[ 6:10-cr-00001-1 Bryan Smith
[ 6:10-cr-00001-2 Suzanne Smith
[ 6:10-cr-00001-3 Dennis Smith
[ 6:10-cr-00001-4 Rachel Smith

M Clear |

6. Click Next.
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The Motions page changes to designate the party or parties filing the document.

Motions

1-10-cr-01200 USA v. Defendant

INTERPRETER

Collapse All

SA pla

mith James mw
+Bernardo Defendant dft

Select the filer.

Exoand A Select the Party:

USA [pla]
James , Smith [mw]
Defendant, Bernardo [dft]

Next | Clear |

7. Highlight the name of the party or parties for whom you are filing the motion.

If you represent multiple defendants, you can select more than one party by holding
down the Ctrl key while making your selection.

8. Click Next.

The Motions page changes to select the motion type.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Accelerate Sentencing
Acquittal

Additional Separate Challenges
Adopt Motions of Other Defendants
Adopt Objections

Agents to Retain Notes

Allow Counsel to Voir Dire
Alter Judgment

Amend

Appeal In Forma Pauperis
Appear

Appear Pro Hac Vice

Appoint Counsel

Appoint Expert

Attorney Fees

[ext Clear |

| Start typing to find an event.
Available Events (click to select events)

Selected Events (click to remove events)
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9. Either:

* Begin entering the event name in the text box to have CM/ECF automatically trim
the list of available events.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER
dism| Click your selection. or use arrows to highlight it and press Enter.

IAvailable Events (click to select events) Selected Events (click to remove events)
Dismiss I

Dismiss Case

Dismiss Count(s)

Dismiss Party

Dismiss/Lack of Jurisdiction

Dismiss/Speedy Trial

Dismiss/\Want of Prosecution

[ext | Clear |

OR
¢ Use the scroll bar to locate the event you need.

10. Select the appropriate event from the Available Events listing.

ﬂ The selected event determines which web pages CM/ECF displays.

The selected event is placed in the Selected Events text box.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

| Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
Dismiss |Dismiss

Dismiss Case
Dismiss Count(s)
Dismiss Party
Dismiss/Lack of Jurisdiction J
Dismiss/Speedy Trial

Dismiss/\Want of Prosecution

Disqualify Counsel

Disqualify Judge

Disqualify Juror

Early Termination of Probation

Enforce IRS Summons

Equal Access to Informant

Examine x|

M Clear |

@ To delete a selected event, click the event in the Selected Events text box.
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11. Click Next.

The Motions page changes to select the PDF document and attachment(s).

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Select the pdf document and any attachments.

Main Document
Browse_ | No file selected.

Attachments Category Description

1. Browse_ | Nofile selected. j|

MNext | Clear |

@ It is imperative that you attach an electronic Please select & main document.
copy of the actual pleading when prompted by
the system. Failure to do so causes
CM/ECF to display the error message shown to

the right.

12. For the Main Document, click Browse.

The Windows Choose File to Upload dialog displays.

/2 Choose File to Upload =
( )( ) | .~ Computer + Local Disk (C:) ~ source - case files - @ I Search case files !_.]
Organize *  Mew folder =~ 0 .@.
B Desktop ;I Name “ | Date modified | Type |
4. Downloads -
- 7 4-08-cv-00143_11 5/18(2011 2:51 PM Adobe Acrobat Doc...
J=ll Recent Places —
? 4-09-cy-00206_7 5/18/2011 2:48 PM Adobe Acrobat Doc...
-l Libraries -“; 7-09-cv-00206_7_attachment 5/18/2011 11:59 AM  Adobe Acrobat Doc...
3 Documents T 7-10-cr-03001-1_4 judge2s 5/18/2011 11:59 AM  Adobe Acrobat Doc...
@' Music = civil_attachment 5/18/2011 1:53 AM  Adobe Acrobat Dac...
[ Pictures ) civil_case 5/18/20112:48PM  Adobe Acrobat Doc...
B videos =
- criminal_attachment 5/18/2011 2:50 PM Adobe Acrobat Doc...
18 Computer -“; criminal_case 5/18/2011 2:50 PM Adobe Acrobat Doc...
£, Local Disk (C2)
8 HO (1TXSH-D1\DATA\SHARE'D!
2 DC (WPsHD1PATA) () x| 4] | |
File name: || =] JauFies ¢ |
Open I Cancel |
4
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13. Navigate to and select the PDF file to upload.

@ The selected PDF must meet CM/ECF size limitations (page 2 — 5).

You must select a PDF file. Selecting another file format causes CM/ECF to display
the following error message after clicking the Next button:

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

ERROR: Document is not a well-formed PDF document (no further information is available).

Error File: N-\Attorney User Manual source information'word_document docx

Submitted Entries
File Type Filename Category Description

Main Document N-\Attorney User Manual source information'word _document docx |- -

Back |

If you receive this message, click the Back button and select a PDF formatted file.

14. (optional) Verify you selected the correct document by right-clicking it and selecting
Open or Open with Acrobat (whichever is available).

/2 Choose File to Upload =
( )( :) | . = Computer - Local Disk (C:) - source - case files - IEZJJ I Search case files @
Organize *  MNew folder ==~ O l@l

= . : :

‘v Favorites =1 MName | Date modified | Type | Size
X 4-08-cv-00143_11.pdf 5/18/20112:51PM  Adobe Acrobat Doc. ..
B Desktop X 4-09-cv-00206_7.pdf 5/18/20112:48PM  Adobe Acrobat Doc. ..

= Librari
"’; |hran|es .y T 7-09-cv-00206_7_attachment.pdf 5/18/2011 11:50 AM  Adobe Acrobat Doc...
Cheryl Strehler

18 Computer '@ 7-10-cr-03001-1_4 judge25.pdf 5/18/2011 11:59 AM  Adobe Acrobat Doc...
£, Local Disk (C2) X bankruptcy_attachment. pdf 5/18/2011 11:59 AM  Adobe Acrobat Doc. ..
t_J, DVD RW Drive (D:) '@ bankruptcy_case.pdf 5/18/2011 2:48 PM Adobe Acrobat Doc...
59 HO (\ITXSH-D1\DATA\SHARE! | T ivil_attachment.pdf 5/18/2011 11:59 AM  Adobe Acrobat Doc...
¢ Cheryl_Strehler (N:) T civil_case.pdf 5/18/20112:48PM  Adobe Acrobat Doc. ..

8 COMMON (\{TXSH-D 1\DATAYL
L Systems Common (Q:)
8 DC (\\TXSH-D1\DATA) (V:)

3 PUBLIC (\WTXSH-BDRISYS) (X: _I_I—

File name: Icriminal_case.pdf

X criminal_attachment. pdf 5;13;20 112:50PM  Adobe Acrobat Doc...
E criminal

Adobe Acrobat

Open with Adobe Acrobat X
Print

Files () |
{5 Combine supported files in Acrobat... Open I Cancel |

Gean for Virses v

The PDF file opens in Acrobat. Once verified, close Acrobat.

15. Click Open.
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CMY/ECEF inserts the PDF file name and location in the Motions page.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Select the pdf document and any attachments.

Main Document
Browse_ |crimina|_case.pdf

Attachments Category Description
1. Browse_ | Nofile selected. j|
MNext | Clear |

If there are no attachments to the motions, skip to step 19. If there are attachments,
continue to the next step. The procedure to add attachments is similar to adding the
main document.

16. (optional) Add an attachment as follows:
a. For the attachment, click Browse.

The Windows Choose File to Upload dialog displays.

b. Navigate to and select the PDF file to upload.

@ The PDF must meet CM/ECF size limitations (page 2 - 5).

c. Click Open.

CM/ECEF inserts the PDF file name and location in the Motions page. Notice that
space for the next attachment is automatically added.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Select the pdf document and any attachments.

Main Document
Browse_ |crimina|_case.pdf

Attachments Category Description
L. Browse_ | criminal_attachment pdf |Proposed Order jl Remove |
2. Browse_ | Nofile selected. | | |
M Clear |
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d. You must:

¢ Use the Category pull-down menu to select the attachment type.

AND/OR
¢ Enter a clear and concise description for the attachment.

e. Return to step 18 a. for each attachment that must be added.

17. Click Next.

The Motions page changes to allow you to link the document.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

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

Filed | to |

Documents | to |

M Clear |

18. (optional) Select the check box to link the document.

This example does not illustrate linking a document. If you want to make the link,
select the check box and click Next. A listing of available events will display from
which you can then select an event to which your document relates.

) An example of linking a document was shown for filing a motion on a civil case
. starting with Step 19 on page 4 — 28.
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19. Click Next.

The Motions page changes to allow for changes to the docket text.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Docket Text: Modify as Appropriate.

k MOTION to Dismiss | by Smith James , Bernardo
f Bernardo Defendant , filed. (Attach ts: # (1) Proposed Order) (attyl,)

Agreed
Amended
Corrected
HCross

Ex Parte
First
Fourth
Joint
Opposed
Renewed
Second
Supplemental
Third
Unopposed

20. (optional) If applicable, use the pull-down menu to select a value for your event.
21. (optional) If applicable, add text in the text box for your event.

22. Click Next.
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The Motions page changes to show the final docket text and documents being filed.

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

Docket Text: Final Text

MOTION to Dismiss by Smith James, Bernardo Defendant as to Bernardo Defendant,
filed. (Attachments: # (1) Proposed Order)(atty1, )

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no

further opportunity to modify this transaction if vou continue.
Have you redacted?

Source Document Path (for confirmation only):
criminal_case pdf pages: 1
criminal_attachment pdf pages: 1

Clear |

23. Review the docket text and correct any errors by using the browser’s back button to
find the page you need to change.

) This is the last opportunity to abort the CM/ECF filing, which can be done by
. clicking on any CM/ECF menu item or clicking the browser’s back button until
you reach the beginning of the event.

24. Click Next to file and docket the pleading.
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After processing, CM/ECF displays the Notice of Electronic Filing (NEF).

Motions
4:10-cr-01200 USA v. Defendant

INTERPRETER

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Notice of Electronic Filing

The following transaction was entered by attyl, on 10/7/2013 at 1:31 PM CDT and filed on 10/7/2013

Case Name: USA v. Defendant
Case Number: 4:10-cr-01200
Filer: Dft No. 8888 - Smith James

Dft No. 1 - Bernardo Defendant
Document Number: 13

Docket Text:
MOTION to Dismiss by Smith James, Bernardo Defendant as to Bernardo Defendant, filed. (Attachments: #
(1) Proposed Order)(atty1, )

4:10-cr-01200-1 Notice has been electronically mailed to:
4:10-cr-01200-1 Notice has not been electronically mailed to:

atty1
515 Rusk
Houston, TX 77002

Bob Lawvyer
AUSA

515 Rusk

Houston, Tx 77002

Houston Interpreter

Jane Jones
1234 Justice Ctr
Houston, Tx 77002

Joe Lawyer
123 Legal Lane
Houston, TX 77002

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

Document description:Main Document

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp ID=1045387613 [Date=10/23/2012] [FileNumber=334233-0
1 [1baa3fbbcb6c5689535Tfef43f1e670e31d9117bladact2eet 534f28c5d1d30%ee
416a052ab4e6c8clcaaafl54a2938b1b16f05c080cTdabe04c14c8a960271]]
Document description:Proposed Order

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp ID=1045387613 [Date=10/23/2012] [FileNumber=334233-1
1 [59384850e3b582348b7e0531306f72c¢72173c89a09¢c2ae88f3dda3 1bd1d6dd99ec
5b07e69c8f3327c2c76c095628623ead0bbeaecbe1202094bef0edaT cf8caf]]
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The NEF confirms that CM/ECF has registered your transaction and that the motion
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(s). You should note
the number(s) on the PDF file(s).

25. Select the browser’s Print icon to print the document receipt.

26. Select File» Save As to save the receipt to a file on you PC.

@ The NEF is your confirmation that the filing was accepted.

If you are not familiar with email notifications, see page 2 - 6.
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Chapter 5
Querying the CM/ECF Database

Purpose This chapter provides information on how you can query the CM/ECF database
for information. Included are some sample queries to help you get started.

Chapter Topics The following topics are covered in this chapter:
¢ Accessing Query Mode, page 5 —2
* Sample Queries, page 5 -3

* Case Query Page, page 5 -9




CM/ECF Attorney’sUser Guide Chapter 5—-Querying the CM/ECF Database
Accessing Query Mode

Accessing Query Mode
CM/ECF allows registered participants to query its system for specific case information.

To enter the query mode of CM/ECEF:

1. Select Query from the menu bar.

SEC wi - crminal - [T - utities -
] F Civil Criminal gueryr Reports Utilities Search Logout

The PACER Login page displays.

PACER Login

Instructions

Enter your PACER login and password. If you do not have a PACER login, you may register online at

http://www pacer.gov. If you have a CM/ECF filer login and password, and would like to automatically log in to PACER
each time you log in as a filer, check the box below.

" Make this my default PACER login
After checking this box, you will only need to use your CM/ECF login and password, either for electronic filing or for viewing
documents via PACER.

Authentication

Login: |

Passwaord: I

Client code: |

Login | Reset |

Notice
An access fee of 50.10 per page or 52.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be assessed
for access to this service. For more information about CM/ECF, click here or contact the PACER. Service Center at (800) 676-6836.

CM/ECF has been tested with Firefox and Internet Explorer 8 and 9.

2. Enter your PACER login and password (see page 3 — 5 for instructions).
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After a successful PACER login, CM/ECF displays the Query page.

Query

WARNING: Search results from this screen are NOT subject to the 30 page limit
on PACER charges. Please be as specific as possible with your search criteria.

Search Clues Mobile Query
Case Number |

or search by

Case Status: C Open ( Closed ¢ All
Filed Date [ to|
Last Entry Date | tol
4
METeTiar [1]1%e(lrr?;urance}
120 (Contract: Marine) =l
4
LoTRTiaEiT 32(!\[11313013?[]8;:403??T:ngeEnlaedc}tion Commission: Failure Enforce C)
02:0437 (02:437 Federal Election Commission) x|
Last/Business Name | [ Exact matches only
First Name [ | MiddeName| |
Type I—;, Prisoner ID I—

Run Query | Clearl

Sample Queries

The following are but a few sample queries to get you started using the Query page. They are
not meant to be an all inclusive list.

No Search Criteria

Even though the Run Query button is immediately available, clicking it before entering
criteria for the query produces the following error messages:

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Log‘

No search criteria were entered.

If you receive this message, click your browser’s back button to return to the Query page.
Afterwards, enter some criteria before clicking the Run Query button again.
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Search by Case Number

To search CM/ECEF based on a case number:

1. Enter your case number.

The Query page changes to make the Run Query button unavailable and to include a

button for finding the case.

Query

WARNING: Search results from this screen are NOT subject to the 30 page limit
on PACER charges. Please be as specific as possible with your search criteria.

Find This Case |

or search by

Mobile Query

Search Clues
Case Number [4:10-cr-1200]
Case Status: C Open ( Closed ¢ All
Filed Date [ to|
Last Entry Date | to |
0 ‘ 0 (zero)
METeTiar 110 {Insurance)

120 (Contract: Marine)

Canse of Action 0 (Mo cause code entered)

LastBusiness Name |

Run Query | Clearl

02:0431 (02:431 Fed. Election Commission: Failure Enforce C)
02:0437 (02:437 Federal Election Commission)

[ Exact matches only
First Name I Middle Name I
Type I 'l Prisoner ]:DI

2. C(Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Run Query button becomes available again after a unique case number is found
or after you select a case or cases from the matched listing.

@ You can fine tune your query by adding more criteria on the Query page.
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Sample Queries

3. Click Run Query.

A Query page displays listing the case information you can view.

4:10-cr-01200 All Defendants USA v. Defendant
Date filed: 10/20/2010
Date of last filing: 10/07/2013

Mobile Query
Query

Alias View a Document
Associated Cases
Attorney

Case File Location...
Case Summary
Corporate Parents
Deadlines Hearings...
Docket Report ...
Filers
History/Documents...
Party

Related Transactions...
Stafus

From this page you can click on the information you want to see. For further details on this

page, see “Case Query Page” on page 5 - 9.
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Sample Queries

Search by Name

To search CM/ECF based on a party or attorney name:

1. Enter the last name of the party (or attorney) in the appropriate field.

Query
WARNING: Search results from this screen are NOT subject to the 30 page limit
on PACER charges. Please be as specific as possible with your search criteria.
Search Clues Mobile Query
Case Number |
or search by
Case Status: C Open ( Closed ¢ All
Filed Date | tol
Last Entry Date | tol
Nature of Suit 0 (zero) 3
110 {Insurance)
120 (Contract: Marine) x|
Canse of Action 0 (Mo cause code entered) :I
02:0431 (02:431 Fed. Election Commission: Failure Enforce C)
02:0437 (02:437 Federal Election Commission) x|
Last/Business Name | [ Exact matches only
First Name jones Middle Namel
Type I 'l Prisoner ]:DI
Run Query | Clear |

2. Click Run Query:.
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Sample Queries

If more than one person with that name exits in the CM/ECF database, a page

displays listing all the matches.

people.

JOnes. TomE e
JOnes. Two
Jones

Jones

Jones

Jones, April
Jones, Arthur R
Jones, David
Jones, David L
Jones, David R

Select A Person

There were 112 matching

(ty)
(ty)
(ty)
(ty)
(ty)
(ty)
(aty)
(ty)
(aty)

(aty)

3. Click on the party name you need.

If the individual is a party to more than one case, CM/ECF displays a page listing all

of the cases that party is associated with.

This person is a party in 28 cases.

1:05-po-00002 USAv. Jones
1:05-po-00002-1 David Jones

1:05-po-00004 USAv. Jones
1:05-po-00004-1 David Jones

1:05-po-09000 USAv. Jones
1:05-po-09000-1 David Jones

Select A Case

filed 11/16/05
filed 11/16/05

filed 11/16/05
filed 11/16/05

filed 11/12/05
filed 11/12/05

3:05-cv-00002 Plaintiff v. Defendant filed 05/11/05

closed 11/16/05
closed 11/16/05

closed 11/16/05
closed 11/16/05

closed 11/12/05
closed 11/12/05

closed 05/17/05

4. Click on the appropriate case number.

A query page that is similar to the Query page that displayed for the case number query

appears. For further details on this page, see “Case Query Page” on page 5 - 9.
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Sample Queries

Search by Nature of Suit

To search CM/ECEF based on the nature of suit:

Select the nature of the suit from the pull-down menu.

Query

WARNING: Search results from this screen are NOT subject to the 30 page limit
on PACER charges. Please be as specific as possible with your search criteria.

Search Clues Mobile Query
Case Number |

or search by

Case Status: C Open ( Closed ¢ All
Filed Date [ to|
Last Entry Date | to |

:840 (Trademark)

METeTiar 850 (Securities/Commodities) el
861 (Social Security: HIA) x|
. 0 (Mo cause code entered) :I
LEmsChachor 02:0431 (02:431 Fed. Election Commission: Failure Enforce C)
02:0437 (02:437 Federal Election Commission) x|
Last/Business Name | [ Exact matches only
First Name I Middle Namel
Type I 'l Prisoner ]:DI

Run Query | Clearl

Click Run Query:.

This zearch could produce many records and lead to a large biling charge. Click OK to run the search.

OK Cancel

3. Click Cancel to return to the Query page.
4. Enter a date range for the search.

5. Click Run Query:.

A message displays stating that the search could produce many records. It is
suggested that a date range be placed on these kind of searches to reduce the number
of records found.
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Case Query Page

With input in the date fields, the message concerning the number of records does not
display. Instead, CM/ECF displays a list of cases matching the date range and nature

of suit.

4:11-cv-00775

4:10-cv-00003

4:11-cv-00773

411-cv-00774

Seinfeld v. Leno

Doe v. Smith

Doe

Smith v. Jones

Select A Case

filed 01/12/10

filed 05/23/11

filed 05/23/11

filed 05/23/11

840(Trademark)

840(Trademark)

840(Trademark)

840(Trademark)

6. Click on the appropriate case number.

A query page that is similar to the Query page that displayed for the case number query
appears. For further details on this page, see below.

Case Query Page

Once you have used CM/ECF query mode to find the case you need, the following Query

page displays.

Mobile Query

Query
Alias
Associated Cases
Attorney
Case File Location...
Case Summary
Corporate Parents
Deadlines Hearings...
Docket Report ...
Filers
History/Documents...
Party
Related Transactions...
Stafus

3:10-¢v-00001 Plaintiff v. Barnhart
Vanessa D Gilmore, presiding

John R Froeschner, referral
Date filed: 01/21/2010

Date of last filing: 11/01/2012

View a Document
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Case Query Page

At the top of the page CM/ECF displays the case number, case style, presiding judge, date
that the initial claim was filed or charging document was filed. If the case is closed it will also
list the terminated date. You can choose specific case information from a large list of query
options by simply clicking on the appropriate hyperlink name.

The following are but a few samples of the type of information you can view. They are not
meant to be an all inclusive list.

Attorney Information

To obtain attorney information, click the Attorney link. CM/ECF displays the names,
addresses, and telephone numbers of the attorneys who represent each of the parties in the
case.

3:10-cv-00001 Plaintiff v. Barnhart
Vanessa D Gilmore, presiding
John B Froeschner, referral
Date filed: 01/21/2010
Date of last filing: 11/01/2012
Attorneys
Asst US Attorney
Office of the US Atty
0000 Justice Street " Jo Anne B Barnhart
Houston, TX 00000 FEPISSENUNE  Defendant)
Assigned: 01/21/2010
ATTORNEY TO BE NOTICED
| PACER Service Center
| Transaction Receipt
| 10/08/2013 09:37:04
[PACER Login: [us0288 [Client Code: |
|Desl:riplion: |Attome_\-‘ List |Sean:h Criteria: |3:10-c:\'—00001
|Bil]able Pages: |1 |Cnsr: |0.10
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Case Summary Information

To obtain summary information on the case, click the Case Summary link. CM/ECF displays a
summary of the current case.

3:10-¢v-00001 Plaintiff v. Barnhart
Vanessa D Gilmore, presiding
John B Froeschner, referral
Date filed: 01/21/2010
Date of last filing: 11/01/2012

Case Summary

Office: Galveston Filed: 01/21/2010

Jury Demand: None Demand: $10000

[Nature of Suit: 861 Cause: 42:206 Social Security Benefits

Hurisdiction: U 5. Government Defendant  Disposition:

County: Galveston Terminated:

Origin: 1 Reopened:

[Lead Case: 3:10-cv-00001

[Related Case: None Other Court Case: None
[Defendant Custody Status:

[Flag: MAG

Plaintiff: Test Plaintiff
Defendant: Jo Anne B Barnhart represented by Asst US Attorney

| PACER Service Center

| Transaction Receipt

| 10/08/2013 09:39:25

[PACER Login: [us0288 [Client Code: |
|Descripﬁon: |Case Summary |Sear‘ch Criteria: |3: 10-cv-00001
|Bil]able Pages: |1 |Cnst: |0.10
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Deadlines/Hearings | nfor mation

To obtain information on the deadlines and hearings on the case:

1. Click the Deadlines/Hearings link.

The page shown to the right displays allowing you to  peadlines/Hearings
query CM/ECEF to obtain hearings and other schedule

deadlines. Sort by [ETEEERNG—
I jv
2. Use the drop-down menus to select how the r—— 4

information should be sorted. ¥ Pending deadlines hearings

[ Terminated/satisified deadlines/hearings
3. (optional) Select whether to include pending and/or

. . pe . . Run Qi Cl
terminated/satisfied deadlines/hearings. in Query | [Clar|

4. Click Run Query.

The Deadlines/Hearings page sorts and displays the deadlines and hearings per your
selection.

3:10-¢v-00001 Plaintiff v. Barnhart
Vanessa D Gilmore, presiding
John B Froeschner, referral
Date filed: 01/21/2010
Date of last filing: 11/01/2012

Deadlines/Hearings
Doc. . . Event . .
No. Deadline/Hearing Filed Due/Set Satisfied | Terminated

[[*5]

@ Objections to R&R Deadline |01/21/2010 |02/01/2010

4 | ® Objections to R&R Deadline |03/25/2010 |04/08/2010

12 | ® Discovery Hearing 05/19/2011 |05/26/2011
at 09:00 AM

9 | ® Final Hearing 05/19/2011 |05/31/2011
at 10:00 AM

| PACER Service Center

| Transaction Receipt

| 10/08/2013 09:47:10

[PACER Login: [us0288 [Client Code: |
[Description:  [Deadline/Hearings [Search Criteria: [3:10-cv-00001
|Bil]able Pages: |1 |Cost: |0. 10

Clicking on a blue underlined document number causes CM/ECEF to display that document
when you have permissions to view it. Clicking on a gray sphere causes CM/ECF to display
the docket information and related docket entries for the hearing you selected.
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Docket | nformation

To obtain a docket sheet:
1. Click the Docket Report link.

The Docket Sheet page displays allowing you to decide what CM/ECF should
include on the docket sheet report.

Docket Sheet

Case Number
3:10-cv-00001 Plaintiff v. Barnhart

¢ Entered fo
Documents | to |
Include: Document options:
[¥ Parties and counsel [¥ Include headers when displaying PDF documents
¥ Terminated parties ™ View multiple documents

[ List of member cases

[ Links to Notices of Electronic Filing Format:
& HTML (unpaginated)
" PDF (paginated)

Sort by I Oldest date first 'l
Run Report | Clearl

ﬂ Leaving the range fields blank causes CM/ECF to display the entire docket
" sheet.

2. (optional) Select a date range for the report.

3. (optional) Select a range of docketing numbers.

4. (optional) Mark the options you wish to include on the docket sheet.
Parties and counsel and Terminated parties are selected by default.

5. (optional) Change any other options on the page as you deem appropriate.

6. Click Run Report.
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CM/ECF runs and displays your customized docket sheet.

TU.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN (Galveston)
CIVIL DOCKET FOR CASE #: 3:10-cv-00001

Plaintiff v. Barnhart Date Filed: 01/21/2010

Assigned to: Judge Vanessa D Gilmore Jury Demand: None

Referred to: Magistrate Judge John R Froeschner Nature of Suit: 861 Social Security: HIA
Demand: $10,000 Jurisdiction: U.S. Government Defendant

Member case: (View Member Case)
Cause: 42:206 Social Security Benefits

Plaintiff

Test Plaintiff represented by Test Plaintiff
PRO SE

V.

Defendant

Jo Anne B Barnhart represented by Asst US Attorney

Office of the US Atty

0000 Justice Street

Houston, TX 00000
ATTORNEY TO BE NOTICED

Date Filed # | Docket Text

01/20/2010

I—

COMPLAINT against Jo Anne B Bamhart (Filing fee $ 350) filed by Test Plaintiff.
(rwestmoreland. ) Modified on 1/21/2010 (rwestmoreland, ). (Entered: 01/21/2010)

01/20/2010

=)

MOTION/APPLICATION to Proceed In Forma PauperisMotions referred to Calvin
Botley. by Jo Anne B Barnhart. filed. Motion Docket Date 2/11/2010. (rwestmoreland. )
Modified on 1/21/2010 (rwestmoreland. ). (Entered: 01/21/2010)

1%}

Cllell’lg on a blue underlined 01/21/2010 REPORT AND RECOMMENDATIONS re 1 Complaint. Objections to R&R due by
2/1/2010. ORDER. granting 2 Motion for Leave to Proceed in forma pauperis. ( Signed
document number causes by Magistrate Judge Calvin Botley) Parties notified (rwestmoreland. ) (Entered:

CM/ECF to display that 01:212010)
document when you have 01/21/2010 CONTINUATION OF ENTRY #3 FOR STATISTICAL PURPOSES - ORDER
.. A . . . granting 2 Motion for Leave to Proceed in forma pauperis. Signed by Magistrate Judge
permissions to view it. Chcklng Calvin Bofley) Parties nofified (rwestmoreland_ ) (Entered: 01/21/2010)
ona gray sphere causes CM/ECF | o3 REPORT AND RECOMMENDATIONS re 1 Complaint Objections to R&R. due by
. . 4/8/2010.( Signed by Magistrate Judge Calvin Botley) Parties notified (rwestmoreland, )
to display the Notice of (Bntered 03/12512010)

Electronic Filing (NEF). 0712612010

=}
G
[
=}
=
o
[E

ILn

ORDER Granting Application to Proceed IFP.( Signed by Magistrate Judge Calvin
Botley) Parties notified (rwestmoreland, ) (Entered: 07/26/2010)

11/03/2010 6 | NOTICE of Resetting. Parties notified. Bench Trial reset for 1/3/2011 at 09-00 AM in
Sixth Floor Courtroom before Judge Kenneth M Hovt. filed (ccarnew. ) (Entered:
11/03/2010)

11/03/2010 7 | NOTICE of Resetting. Parties notified Bench Trial set for 1/3/2011 at 09:00 AM i Sixth
Floor Courtroom before Judge Kenneth M Howt, filed (ccarnew, ) (Entered: 11/03/2010)

11/03/2010 § | NOTICE of Resetting. Parties notified. Bench Trial set for 11/5/2010 at 09:01 AM in
Sixth Floor Courtroom before Judge Kenneth M Hoyt, filed (brogers, ) (Entered:
11/03/2010)

05/19/2011

=]

NOTICE of Setting. Parties notified. Final Hearing set for 5/31/2011 at 10:00 AM before
Judge Kenneth M Hoyt, filed. (tferguson, ) (Entered: 05/19/2011)

05/19/2011 10 | NOTICE of Setting. Parties notified. Docket Call set for 5/27/2011 at 09:00 AM before
Judge Kenneth M Hovt. filed. (Hferguson. ) (Entered: 05/19/2011)

05/19/2011 11 | NOTICE of Setting. Parties notified. Docket Call set for 5/26/2011 at 01:00 PM before
Judge Kenneth M Howt. filed. (tferguson. ) (Entered: 05/19/2011)

05/19/2011

ko

NOTICE of Setting. Parties notified. Discovery Hearing set for 5/26/2011 at 09:00 AM
before Judge Kenneth M Howt. filed. (tferguson. ) (Entered: 05/19/2011)

| PACER Service Center

| Transaction Receipt

| 10/08/2013 09:32:12

[PACER Login: [us0288 [Client Code: [
|Des|:n'prion: |Doc1:et Report |Searth Criteria: |3: 10-cv-00001
|Bi]1a1b]e Pages: |2 |Co:t: |0.20
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Chapter 6
Reports Availablein CM/ECF

Purpose This chapter provides information on how to access and run the reports provided
by CM/ECEF.
Chapter Topics The following topics are covered in this chapter:

* Accessing the Reports, page 6 —2

e Sample Reports, page 6 — 3
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Accessing the Reports

To access the reports available in CM/ECF

1. Select Reports from the menu bar.

UE C F Civil Criminal Query Reports Utilities Search

CM/ECF displays the Reports page.

Reports

Docket Sheet  Criminal Reports Civil and Criminal Reports
Criminal Cases Calendar Events
Civil Reports Written Opinions
Civil Cases
Judgment Index

2. Click the report link for the report you want to run.
The following reports require you to log into PACER:
* Docket Sheet
¢ (Civil Cases
¢ Judgment Index

¢ Criminal Cases

3. If the PACER Login page displays, enter your PACER login and password (see page
3 - 5 for instructions).

What displays next depends on the selected report. For more information, see the sample
reports section that follows.
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Sample Reports

Sample Reports

The following are sample reports that you can run from CM/ECEF.

Docket Sheet
To run a docket sheet report:
1. Click the Docket Sheet link.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 5 for instructions).

After a successful PACER login, CM/ECF displays the Docket Sheet page.

Docket Sheet

Case number ||

" Entered fo

Documents | to |
Include:

[¥ Parties and counsel

¥ Terminated parties

[ List of member cases

[ Links to Notices of Electronic Filing Format:

& HTML (unpaginated)
" PDF (paginated)

Document options:
[¥ Include headers when displaying PDF documents
™ View multiple documents

Sort by I Oldest date first 'l
Run Report | Clearl

3. Enter the case number for the docket sheet you want to view.
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4. The Docket Sheet page changes to include a button for finding the case.

Docket Sheet
Case number [3:10-cv-00001 Find This Case |
¢ Entered fo
Documents | to |
Include: Document options:
[¥ Parties and counsel [¥ Include headers when displaying PDF documents
¥ Terminated parties ™ View multiple documents
[ List of member cases
[ Links to Notices of Electronic Filing Format:
& HTML (unpaginated)
" PDF (paginated)
Sort by I Oldest date first 'l
Run Report | Clear |

5. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Run Report button becomes available after a unique case number is found or
after you select a case from the matched listing.

6. (optional) Customize your docket sheet by designating:
* A document range. (Leaving the documents blank means to include all of them.)

¢ The items to include. (Parties and counsel and Terminated parties are selected
by default.)

¢ Document, format, and sort by options.

7. Click Run Report.
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Sample Reports

CM/ECF runs and displays your customized docket sheet.

Clicking on a blue underlined
document number causes CM/ECF
to display that document when you
have permissions to view it. If you
chose Links to Notices of Electronic
Filing, then clicking on a gray
sphere causes CM/ECF to display
the Notice of Electronic Filing
(NEEF).

SOUTHERN DISTRICT OF TEXAS - TRAIN (Galveston)

Plaintiff v. Barnhart

Assigned to: Judge Vanessa D Gilmore
Referred to: Magistrate Judge John R Froeschner

Demand: $10.000

Member case: (View Member Case)
Cause: 42:206 Social Security Benefits

Plaintiff

Test Plaintiff

V.
Defendant

Jo Anne B Barnhart

TU.S. District Court

CIVIL DOCKET FOR CASE #: 3:10-cv-00001

Date Filed: 01/21/2010

Jury Demand: None

Nature of Suit: 861 Social Security: HIA
Jurisdiction: U.S. Government Defendant

represented by Test Plaintiff
PRO SE

represented by Asst US Attorney
Office of the US Atty
0000 Justice Street
Houston, TX 00000
ATTORNEY TO BE NOTICED

Date Filed

Docket Text

01/20/2010

I—

COMPLAINT against Jo Anne B Bamhart (Filing fee $ 350) filed by Test Plaintiff.
(rwestmoreland. ) Modified on 1/21/2010 (rwestmoreland, ). (Entered: 01/21/2010)

01/20/2010

=)

MOTION/APPLICATION to Proceed In Forma PauperisMotions referred to Calvin
Botley. by Jo Anne B Barnhart. filed. Motion Docket Date 2/11/2010. (rwestmoreland. )
Modified on 1/21/2010 (rwestmoreland. ). (Entered: 01/21/2010)

01/21/2010

%)

REPORT AND RECOMMENDATIONS re 1 Complamt. Objections to R&R due by
2/1/2010. ORDER. granting 2 Motion for Leave to Proceed in forma pauperis. ( Signed
by Magistrate Judge Calvin Botley) Parties notified (rwestmoreland. ) (Entered:
01/21/2010)

01/21/2010

CONTINUATION OF ENTRY #3 FOR STATISTICAL PURPOSES - ORDER
granting 2 Motion for Leave to Proceed in forma pauperis.( Signed by Magistrate Judge
Calvin Botley) Parties notified (rwestmoreland, ) (Entered: 01/21/2010)

o
-
(=]
U
[
S
=
o

I

REPORT AND RECOMMENDATIONS re 1 Complaint Objections to R&R. due by
4/8/2010.( Signed by Magistrate Judge Calvin Botley) Parties notified (rwestmoreland, )
(Entered: 03/25/2010)

07/26/2010

ILn

ORDER Granting Application to Proceed IFP.( Signed by Magistrate Judge Calvin
Botley) Parties notified (rwestmoreland, ) (Entered: 07/26/2010)

11/03/2010 6 | NOTICE of Resetting. Parties notified. Bench Trial reset for 1/3/2011 at 09-00 AM in
Sixth Floor Courtroom before Judge Kenneth M Hovt. filed (ccarnew. ) (Entered:
11/03/2010)

11/03/2010 7 | NOTICE of Resetting. Parties notified Bench Trial set for 1/3/2011 at 09:00 AM i Sixth
Floor Courtroom before Judge Kenneth M Howt, filed (ccarnew, ) (Entered: 11/03/2010)

11/03/2010 § | NOTICE of Resetting. Parties notified. Bench Trial set for 11/5/2010 at 09:01 AM in
Sixth Floor Courtroom before Judge Kenneth M Hoyt, filed (brogers, ) (Entered:
11/03/2010)

05/19/2011 9 | NOTICE of Setting. Parties notified. Final Hearing set for 5/31/2011 at 10:00 AM before
Judge Kenneth M Hoyt, filed. (tferguson, ) (Entered: 05/19/2011)

05/19/2011 10 | NOTICE of Setting. Parties notified. Docket Call set for 5/27/2011 at 09:00 AM before
Judge Kenneth M Hovt. filed. (Hferguson. ) (Entered: 05/19/2011)

05/19/2011 11 | NOTICE of Setting. Parties notified. Docket Call set for 5/26/2011 at 01:00 PM before
Judge Kenneth M Howt. filed. (tferguson. ) (Entered: 05/19/2011)

05/19/2011 12 | NOTICE of Setting. Parties notified. Discovery Hearing set for 5/26/2011 at 09:00 AM

before Judge Kenneth M Hogt, filed (tferguson, ) (Entered: 05/19/2011)

| PACER Service Center

| Transaction Receipt

| 10/08/2013 09:32:12

[PACER Login: [us0288 [Client Code: [
|Des|:n'prion: |Doc1:et Report |Searth Criteria: |3: 10-cv-00001
|Bi]1a1b]e Pages: |2 |Co:t: |0.20
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Civil Cases

To run a civil cases report:

@ WARNING: This report queries ALL civil cases for information that matches your
criteria. Therefore your criteria could produce many pages of information for which you
will be billed.

If you want information for a single civil case, use the menu options Query or Reports »
Docket Sheets.

1. Click the Civil Caseslink.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 5 for instructions).

After a successful PACER login, CM/ECF displays the Civil Cases Report page.

Civil Cases Report

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

You will be hilled for the total number of pages. If vou want to run a report for a single case, you can use the Query Menu or the Docket Report.

Office T Case type Nature
Brownsville Civil of suit |0 (zero)
Corpus Christi x| Miscellaneous x| 110 (Insurance) x|

Cause
0 (Mo cause code entered)
[]2 0431 (02:431 Fed. Electmn '
Jurisdiction — Case flags - Terminal digit(s}l 247 ¥ Open cases
iversity
Federal Question 2255 x| JPML numberl I" Closed cases
Filed [9/30/2013 to |10m2013
Sort blease Numberj | j | j

@ isplay
Output Format Formatted Display

" Data Only

Run Report | Clearl

3. Enter your criteria for generating the report.

4. Click Run Report.
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Sample Reports

CM/ECEF runs and displays the Civil Cases Report.

Civil Cases Report

U.S. District Court — SOUTHERN DISTRICT OF TEXAS - TRAIN

Filed Report Period: 3/7/2011 - 3/12/2011

Case Number/
Title

Days

Case Dates Pending

Notes

4:11-cv-00334
Tall v. ABC Electronics

Case filed: 03/07/2011 597

Cause: 05:552 Right to Privacy Act
NOS: 190 Contract: Other

Office: Houston

Jurisdiction: Federal Question
Presider: Unassigned

Jury demand: None

4:11-cw-00335
United States of America v.
Defendant

Case filed: 03/07/2011 597

Cause: 20:1080 Student Loan Recovery
NOS: 152 Contract: Recovery Student
Loan

Office: Houston

Jurisdiction: U.S. Government Plaintiff
Presider: Unassigned

Jury demand: None

Case flags: STUDENT_LOAN

4:11-cw-00336
United States of America

Case filed: 03/11/2011 593

Cause: 20:1080 Student Loan Recovery
NOS: 152 Contract: Recovery Student
Loan

Office: Houston

Jurisdiction: U.S. Government Plaintiff
Presider: Unassigned

Jury demand: None

Case flags: STUDENT_LOAN

4:11-cw-00337
United States of America

Case filed: 03/11/2011 593

Cause: 20:1080 Student Loan Recovery
NOS: 152 Contract: Recovery Student
Loan

Office: Houston

Jurisdiction: U.S. Government Plaintiff
Presider: Unassigned

Jury demand: None

4:11-cv-00338
United States of America

Case filed: 03/11/2011 503

Cause: 20:1080 Student Loan Recovery
NOS: 152 Contract Recovery Student
Loan

Office: Houston

Jurisdiction: U.S. Government Plamtiff
Presider: Unassigned

Jury demand: None

Case flags: STUDENT LOAN

Total number of cases reported: 5

Selection Criteria for Report
|office
|Case Type |Aﬂ
[Nature of Suit [Al
|Cause |A]1
|Jurisdiction A1
[Filed Date  [3/712011 - 311202011
|Case Flags |A]1

| Houston

| Terminal Digits | A1
|0pen Cases |Yes
|Closed Cases |No

| Sort by |case mumber

PACER Service Center

Transaction Receipt
10/08/2013 12:43:57
PAC.ER us0288 ‘Clhml Code:
Login:
Description: Civil Cases  [Search Filed From: 3/7/2011 Filed
PHOR: g e port Criteria:  |To: 3/122011

Billable ‘1 Cost: ‘0,10
Pages:
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Judgment Index
To run a judgment index report:
1. Click the Judgment I ndex link.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 5 for instructions).

After a successful PACER login, CM/ECF displays the Judgment Index Report page.

Judgment Index Report

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

Case Number I
Last namel First namel Middle namel

Judgment date range [1/4/2000  to [10/8/2013
Sort by: | Case number |
Run Report | Clear |

3. Enter your criteria for generating the report.

4. Click Run Report.
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CM/ECEF runs and displays the Judgment Index Report.

U.5. District Court - - SOUTHERN DISTRICT OF TEXAS - TRAIN

Judgment Index Report

Report Period: 01/04/2000 - 10/08/2013

Case Number/Title

‘ Judgment Description Status

4:04-cv-00001 Top Flight v. Blue's
Clues

(I favor aof: Top Flight
l4gainst: Blue's Clues
ldmount: $ 5000.00
|Date: 07/22/2004
|Document: 12
|Iterest: 0.00%

Court Cost: $ 0.00

[Fully Satisfied
07/22/2004

4:04-cv-00002 Test v. Testtest

UIn favor of: Testtest
lAgainst: Test
ldmount: $ 5000.00
|Date: 05/26/2005
|Dacument: 32
(Tnterest: 0.00%
Court Cost: $0.00

[No Payment
105/26/2005

4:06-cv-00001 Top Flight v. Blue's
Clues

(I favor oft Top Flight
|Against: Blue's Clues
ldmount: $ 5000.00
|Date: 07/22/2004
|Document: 12
[nterest: 0.00%

Court Cost: $ 0.00

[No Payment
07/22/2004

‘Judgmenl Index Report Selection Criteria
‘ Sort by |Case Number

PACER Service Center

Transaction Receipt

10/08/2013 12:50:36

PACER o Client

Login: [ps0288 Code: ‘

Description: Tudgment Index |Search Filed From: 1/4/2000
prion: [Report Criteria: Filed To: 10/8/2013
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Criminal Cases

To run a criminal cases report:

@ WARNING: This report queries ALL criminal cases for information that matches your
criteria. Therefore your criteria could produce many pages of information for which you
will be billed.

If you want information for a single criminal case, use the menu options Query or
Reports » Docket Sheets.

1. Click the Criminal Caseslink.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 5 for instructions).

After a successful PACER login, CM/ECF displays the Criminal Cases Report page.

Criminal Cases Report

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

You will be hilled for the total number of pages. If vou want to run a report for a single case, you can use the Query Menu or the Docket Report.

Office - Case types ~| Case flags -
Brownsville Criminal 1326
Corpus Christi 4| Magistrate Judge 4| 2255 4|

Citationl
Count Status W Pending I Disposed
[nclude CVB Cases  Yes & No
Filed [10/1/2013  to [10/8/2013
Terminal digit(s) I— 2,47 ¥ Pending defendants
" Terminated defendants

Sort b}-‘l Case Number x| | | | =l

Output Format * Formatted Display

" Data Only
Run Report | Clear |

3. Enter your criteria for generating the report.

4. Click Run Report.
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CM/ECEF runs and displays the Criminal Cases Report.

Criminal Cases Report

U.S. District Court - SOUTHERN DISTRICT OF TEXAS - TRAIN
Filed Report Period: 3/17/2011 - 3/17/2011

Case Number/ Days

Title Case Dates Pending Notes
4:10-cr-00650 Case filed: 03/17/2011 Office: Houston
USA v. Corleone et al
| 1-Fredo Corlcone Added: 03/17/2011 |s87 | Presider: Lyan N. Hughes
| 2- Vireil Sollozzo Added- 03/1712011 |s87 | Presider: Lyan N Hushes
4:10-cr-00876 Case filed: 03/17/2011 Office: Houston
TUSA v. Barzini et al
| 1-Don Emilio Barzini Addzd: 03/17/2011 |587 | Presider: Lynn N. Hushes
| 2-Don Cammine Cunco Added: 03/17/2011 |s87 | Presider: Lyan N. Hughes
4:10-cr-01001 Case filed: 03/17/2011 Office: Houston
USA v. Corelone et al
| 1-Don Vito Corelone Added- 03/1712011 |s87 | Presider: Lyan N Hushes
| 2- Michael Corleone Addzd: 03/17/2011 |587 | Presider: Lynn N. Hushes
4:11-cr-05000 Case filed: 03/17/2011 Office: Houston
TUSA v. Houston
| 1-Test Honston Added: 03/17/2011 |s87 | Presider: Nancy . Atas
411-cr-05001 Case filed: 03/17/2011 Office: Houston
USA v. Houstonl
| 1-Test Houstonl Added: 03/17/2011 |s87 | Presider: Vanessa D Giimore
4:11-cr-05002 Case filed: 03/17/2011 Office: Houston
TUSA v. Houstonl et al
| 1-Test Honstonl Addzd: 03/17/2011 |587 | Prasider: Melinda Harmon
| 2- Test Houston? Added: 03/17/2011 |s87 | Presicier: Melinda Harmon
411-cr-05003 Case filed: 03/17/2011 Office: Houston
USA v. Houstonl et al
| 1-Test Houstonl Added: 03/17/2011 |s87 | Presicier: Melinda Harmon
4:11-cr-05004 Case filed: 03/17/2011 Office: Houston
TUSA v. Houston
| 1-Test Houston Addzd: 03/17/2011 |587 | Presider: Nancy F. Adas

Total Number of Cases Revorted: 8

Selection Criteria for Report

|office

‘ Houston

|Case Type

|

| Citation

Al

|Pend.ing Counts

‘Yes

|Dispused Counts

‘No

|Filed Date

‘3-“17:"2011 - 3/17/2011

|Case Flags

A

| Terminal Digits

|

| Pending Defendants

‘Yes

|Term.inated Defendants ‘No

| Fugitive Defendants ‘ No

|Non—F|1gith'e Defendants ‘Yes

| Sort by ‘case number

PACER Service Center

| Transaction Receipt
|

10/08/2013 13:00:14

[PACER

Login: us0288

‘C’l.ient Code:

Criminal Cases
Report

Search

[Description: (Criteria:

Filed To: 3/17/2011

Filed From: 3/17/2011

[Billable

Pages: Cost:

f

‘0.10
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Calendar Events

To run a calendar events report:

1. Click the Calendar Eventslink.
CM/ECF displays the Calendar Events Report page.
Calendar Events Report
Case"
number
o (1) B Nature
Corpus Christi (2) of suit |0 (zero)
Galveston (3) x| 110 (Insurance) x|
Calendar Calend
e [T Set 102472012 to | alendar |
ADI Installation x| " Both © AM © PM
Time | C AM C PM
¥ Include docket text M Include closed cases
¥ Display terminated parties
Sort b}'ITime 'l
Run Report | Clearl
2. Enter a date range for the report.
This is the only required input for the report.
3. (optional) Enter remaining criteria as deemed appropriate for your report.
4. Click Run Report.

CM/ECF runs and displays the Calendar Events Report.

U.S. District Court
SOUTHERN DISTRICT OF TEXAS - TRAIN
Calendar Events Set For 3/14/2011-3/14/2011

03/14/2011
10:00 AM

1:10-po-09099-1 USA v. Ochoa DEFENDANT TERMINATED on 03/13/2011
Initial Appearance
Federal Public Defender (Brownsville PO) representing Joaquin Ochoa (Defendant [T])
ICE (Brownsville PO) representing USA (Plaintiff)
US Attorney (Brownsville PO) representing USA (Plaintiff)
@ COMPLAINT as to Joaquin Ochoa (1), filed. Initial Appearance set for 3/14/2011 at 10:00 AM
before Magistrate Judge Ronald G. Morgan
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Written Opinions

This report shows you any opinion that has been loaded on the CM/ECF system by the
Chambers of the District and Magistrate Judges for the Southern District of Texas.

To view a written opinion:

1. Click the Written Opinionslink.
CM/ECEF displays the Written Opinions Report page.
Written Opinions Report
Case Number ||
Last Name | First Name | Middle Name I
Office Nature of
Brownsville Suit |0 (zero)
Corpus Christi x| 110 (Insurance) x|
Case Type Cause
Civil 0 (Mo cause code entered)
Criminal x| 02:0431 (02:431 Fed. Election...)
Case Flags
1326
2255 x|
Filed between |9/24/2012 and [10/24/2012 € Summary text
@ Full docket text
Sort byICase MNumber 'l
Run Report | Clearl
2. Enter a date range for the report.
This is the only required input for the report.
3. (optional) Enter remaining criteria as deemed appropriate for your report.
4. Click Run Report.
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CM/ECEF runs and displays the Written Opinions Report.

Written Opinions Report

U.S. District Court - SOUTHERN DISTRICT OF TEXAS - TRAIN
Filed Report Period: 5/23/2011 - 5/23/2011

Casehl;l.:r:;rer & ]i]‘:;l;::l*: D#oc. Description: Notes:
3:2011-cr-01658 05/23/2011 | 1 |REPORT AND RECOMMENDATION - Office: Galveston
USAv. Two Guilty Plea as to One Two. Objections to R&R

due by 6/9/2011.( Signed by Micaela Alvarez)

Parties notified. (dkelly, )
5:2009-cr-00001 05/23/2011 | 19 |REPORT AND RECOMMENDATION - Office: Laredo
USAv. Lardo Guilty Plea as to Test Lardo. Objections to

R&R due by 6/9/2011.( Signed by Magistrate

Judge J. Scott Hacker) Parties notified.

(tferguson, )

Total number of opinions reported: 2

Selection Criteria for Report

|Case Number |A]1

|Office Al

|Case Type |A]1

|Case Flags |A]1

Nature of Suit |Al

|Cause |A]1

Filed Date

| 5/23/2011 - 5/23/2011

| Sort by

| Case Number
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Chapter 7

The UtilitiesMenu

Purpose

Chapter Topics

This chapter provides information on how to access and run the utilities provided
by CM/ECEF.

The following topics are covered in this chapter:
* Accessing the Utilities, page 7 — 2
* Your Account Utilities, page 7 — 3

* Miscellaneous Utilities, page 7 — 8
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Accessing the Utilities

The CM/ECEF utilities provide the means for registered users to maintain their account in
CM/ECF and to view all of their CM/ECF transactions.

To access the utilities feature:

1. Select Utilities from the menu bar.

= . Que Repo Utilities * ogout Y

CM/ECF displays the Utilities page.

Utilities
Your Account Miscellaneous
ECF Login Internet Payment History
Maintain Your Address Legal Research ...
Maintain Your LoginPassword Mailings. ..
Maintain Your E-mail Verify a Document

View Your Transaction Log
Change Client Code

Change Your PACER Login
Review Billing History

Show PACER. Account

Remove Default PACER. Account

2. Click the link for the utility you want to use.

What displays next depends on the selected utility.
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Your Account Utilities

The links in this section pertain to the user’s CM/ECF or PACER account.

Maintain Your Account

This utility allows you to update your address, phone information, and other personal
information.

To use this utility:
1. Click the Maintain Your Address link.

The Maintain User Account page displays.

Maintain User Account

Last name |latty1 First name |
Middle name I— Generation l—
Gender I_;, ATY Type I—;,
Title |
Bar number Type aty
Prisoner id | ¥ Add Headers to PDF Documents
Office |
Unit |

Address 1 |515 Rusk

Address 2 |
Address 3 |
City |H0ust0n State |TX Zip |??UU2
Country I— County I—;,
Phone | Fax [713-250-5434
Initials DOB End date

Submit | Clear |

2. Change any data as required.

3. Click Submit to accept changes.
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Your Account Utilities

View Your Transaction Log

This utility allows you to review all the transactions CM/ECF has processed with your login
and password. If you believe or suspect someone is using your login and password without
permission, change your password immediately, then email the Court’s Help Desk as soon as
possible (page 1-2).

To use this utility:
1. Click the View Your Transaction Log link.

The View Transaction Log page displays.

View Transaction Log

Enter the Date Selection Criteria for the Transaction Log Report
Start Date: |3_."24_.f2[]11 End Date: |3_.f24_.f2[]1 1|
Run Report | Clear |

2. Enter the date range for your report.
3. Click Run Report.

CM/ECEF displays the Transaction Log of all your transactions within the date range
you specified.

Transaction Log

Report Period: 03/24/2011 - 03/24/2011

Id | Date | Case Number | Text
334904 | 03/24/2011 16:18:59 | [Updated person record: atty1 Prid: 2038
334904 | 03/24/2011 16:18:59 | [Updated user record: atty1 2038

[otal Number of Transactions: 2
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Change Client Code

This utility allows PACER users to change the client code, which is used for identifying
charges made to the current PACER account.

ﬁ If the user has a PACER preference set (via the PSC website) which requires a client
. code in a specific format, in order to change the client code, you must follow the
designated format.

To use this utility:
1. Click the Change Client Code link.

The following page displays.

Enter new Client codeﬂ

Submit | Clearl

2. Enter a new or changed client code.

3. Click Submit to accept changes.

Change Your PACER Login
This utility allows the user to enter a different PACER login and password.
To use this utility:
1. Click the Change Your PACER Login link.
The PACER Login screen displays.
2. Enter the new PACER login and password.
For details on logging into PACER, see page 3 —5.
3. Click Login.

CM/ECF displays the message Pacer login stored stating that the change has been accepted.
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Review Billing History

This utility displays the number of CM/ECF pages accessed and the charges incurred for the
PACER account currently being used. If client codes are entered when CM/ECF is accessed,
the charges are totaled for each code.

To use this utility:

1.

Click the Review Billing History link.

The PACER CASE SEARCH SIGN IN page displays.

CASE SEARCH SIGN IN

Your browser must be setto accept cookies in order to login to this site. If your browser is
setto accept cookies and you are experiencing problems with the login, delete the stored
cookie file in your PC. Close and reopen your browser before trying again.

rLogin

PACER Login: ||
Password: I

Client Code: I @

Login I Cancel |

Need an account? | Forgot vour password?

NOTICE: This is a restricted government web site for official PACER use
only. Unauthorized entry is prohibited and subject to prosecution under

Title 18 of the U.S. Code. All activities and access attempts are logged.

2. Enter your PACER login and password.

3.

(optional) Enter a client code.

4. Click Login.
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Your Account Utilities

The PACER BILLING HISTORY page displays.

BILLING HISTORY

User wus0288 - Southern District of Texas - Consold.

& Al Courts
Court -
s |P.A.CZEF: Case Locator j
Today
= = This Week
Date Range |10f24f2012 to I This Month
This Quarter
Transactions prior to 02/01/200%
Sort Order |Transacti0n Date j
™ summary
Options
" Download

Submit Form | Clear Form |

5. Enter the date range for your report.

6. (optional) Set other options per your requirements.
7. Click Submit Form.

The BILLING HISTORY report displays.

BILLING HISTORY

Detailed Transaction Report by Date
All Courts
from 04/01/2011 to 05/27/2011

Wed Oct 24 09:28:33 2012
us0288 - Southern District of Texas - Consold.

Mo transactions found

Show PACER Account

This utility displays the current PACER login ID and client code. To use this utility, click the

Show PACER Account link.

CM/ECEF displays the following:

[Your current PACER. account is us0288
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Remove Default PACER Account

This utility removes the link between the current CM/ECF user account and the associated
default PACER account. To use this utility, click the Remove Default PACER Account link.

CM/ECEF displays the following:

Default Pacer Account now removed.

M iscellaneous Utilities

The links in this section are those that do not pertain to the user’s CM/ECF or PACER
account.

I nternet Payment History

This utility allows users to review the credit card payments made for electronic filing.
To use this utility:
1. Click the Internet Payment History link.

The Internet Payment History page displays.

internet Payment History

From [4/27/2011 to [5/27/2011|

Run Report | Clearl

2. Enter the date range for your report.
3. Click Run Report.

The credit card transactions for the designated time period displays.
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Miscellaneous Utilities

L egal Research

This utility is provided by the Southern District of Texas to the user as a research tool on legal
matters.

To use this utility:

1. Click the Legal Research link.

Legal Research

Law Dictionary

The Legal Research page displays. Medical Dictionary

Westlaw via the Internet

2. Click the link for the website you want to visit.

Mailings

This utility allows users to find out who receives email notices, who requires manual
noticing, and to print mailing labels.

To use this utility:

1. Click the Mailingslink.

Mailings

The Mailings page displays.

Mailing Info for a Case
Mailing Labels by Case

2. Click the link for the information you need.

Mailing Info for a Case

This link provides a list of people who receive email notices and the people who require
manual noticing.

1. From the Mailings page, click Mailing Info for a Case.

The Mailing Information for a Case page displays.

Mailing Information for a Case

Enter the case mmmber to view the recipient list.
Case Number: ||

Submit | Clearl

2. Enter your case number.
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Miscellaneous Utilities

The Mailing Information for a Case page changes to include a button for finding the
case.

Mailing Information for a Case

Enter the case number to view the recipient list.

Case Number: |4:10-cr-01200| Find This Case |
Submit | Clearl

3. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Submit button becomes available after a unique case number is found or after
you select a case or cases from the matched listing.

4. Click Submit.

The Mailing Information for a Case page displays.

Mailing Information for a Case 4:10-cr-01200

Electronic Mail Notice List

The following are those who are currently on the list to receive e-mail notices for this case.
s (Mo e-mail recipients)

Manual Notice List

The following is the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual
hoticing). You may wish to use your mouse to select and copy this list into your word processing program in order to create
notices or labels for these recipients.

Houston Interpreter

r

Hane Jones
1234 Justice Ctr
fouston, Tx 77002

Bob Lawyer

ROSE

P15 Rusk

fouston, Tx 77002

Joe Lawyer
123 Legal Lane
Houston, TX 77002

pttyl
P15 Rusk
Houston, TX 77002
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Mailing Label by Case
This link provides the ability to print mailing labels for a designated case.
1. From the Mailings page, click Mailing Labels by Case.

The Mailing Labels by Case page displays.

Mailing Labels by Case

Case number ||

W ANl Select ALL participants for case
OR
Select any combination of the following

Participants |ADR Provider :I
Amicus x|

[ Judges

[ Attorneys

Print format |2 columns
3 columns

M Clear |

2. Enter your case number.

The Mailing Labels by Case page changes to include a button for finding the case.

Mailing Labels by Case

Case number [4:10-cr-1200] Find This Case |

W ANl Select ALL participants for case

OR

Select any combination of the following

Participants |ADR Provider :I
Amicus x|

[ Judges

[ Attorneys

Print format |2 columns
3 columns

M Clear |

3. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Next button becomes available after a unique case number is found or after you
select a case or cases from the matched listing.
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4. Make your selections on who should receive labels.
You can:
¢ Check the All check box.

OR

* Check the Judges and/or Attorneys check box and make selections from the
Participants drop-down menu. Multiple selections in the Participants drop-
down menu can be made as follows:

¢ Hold down the Ctrl key and click on individual participants. This allows
you to make multiple selections not in a continuous range.

* For a continuous range:
¢ Drag your mouse from the first to the last participant in the range.

OR

¢ C(lick the first participant in the range, then go to the last one and hold
down the Shift key and click the last participant in the range.

5. Select a print format based on printer labels and printer being used.

6. Click Next.

The Search Results page displays. This is the page that should be sent to the printer
for printing the labels.

Search Results

Jane Jones
1234 Justice Ctr
Houston, Tx 77002

Joe Lawyer
123 Legal Lane
Houston, TX 77002

Total labels: 4

Not printed due to inadequate address: 6

Bob Lawyer

AUSA

515 Rusk

Houston, Tx 77002

attyl
515 Rusk
Houston, TX 77002
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Verify a Document

This utility verifies that the electronic signature of a document is the same as when the
document was filed. If it is different, the document may have been altered.

To use this utility:
1. Click the Verify a Document link.

The Verify Document(s) page displays.

Verify Document(s)

Bpecify the case mmmber and document mmmber of the docket entry containing the document to be verified.

Case Number
fl 9912345, 1:99-cv-12345, 1-99-cv-12345, 99cv12345, or 1:99cv12345

Document Number: I
[ext | Clear |

2. Enter your case number.

The Verify Document(s) page changes to include a button for finding the case.

Verify Document(s)

Bpecify the case mmmber and document mmmber of the docket entry containing the document to be verified.

Case Number
[4:10-cr-1200] Find This Case |
Document Numbar:l

M Clear |

3. Click Find ThisCase.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Next button becomes available after a unique case number is found or after you
select a case or cases from the matched listing.
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4. Enter your document number.
5. Click Next.

The utility verifies the signature on the document and displays the following
information:

Verify Document(s)

H:10-cr-01200 USA v. Defendant

Date # Docket Text
05/24/2011 11 MOTION to Dismiss by Bernardo Defendant, filed (Attachments: # 1 Proposed Order)(attyl, )|

File size is 21047

File size is 21047

Original Signature(s)

Document No: 288365

Document description:Main Document

Original filename:C-\source'case files\criminal _case pdf

Electronic document Stamp:

STAMP deecfStamp_ID=1045387613 [Date=5/24/2011] [FileNumber=288365-0]
a256124ed405dd65cd82b80850f8483586dc4ee70e025727c039c8628a0fabbld3e
Ef63eabbda38aa29dd0c]2a2c1de238aalbeba81805215684a225a956a4d]]

Document No: 288365
Document description:Proposed Order
Original filename:C-\source'case files\criminal _attachment pdf
Electronic document Stamp:
STAMP deecfStamp_ID=1045387613 [Date=5/24/2011] [FileNumber=288365-1]
3ebble57344das90513c25c1f2aae04de5c230a511779d3546b80422402c62f61bca
Pb154f996315b9c5c003670deac3 3{e794feb192919651 74fbad 7 5a5dc]]

Verified Signature(s)

Document No: 288365

Document description:Main Document

Original filename:C-\source'case files\criminal _case pdf

Electronic document Stamp:

STAMP deecfStamp_ID=1045387613 [Date=5/24/2011] [FileNumber=288365-0]
a256124ed405dd65cd82b80850f8483586dc4ee70e025727c039c8628a0fabbld3e
Ef63eabbda38aa29dd0c]2a2c1de238aalbeba81805215684a225a956a4d]]

Document No: 288365
Document description:Proposed Order
Original filename:C-\source'case files\criminal _attachment pdf
Electronic document Stamp:
STAMP deecfStamp_ID=1045387613 [Date=5/24/2011] [FileNumber=288365-1]
3ebble57344das90513c25c1f2aae04de5c230a511779d3546b80422402c62f61bca
Pb154f996315b9c5c003670deac3 3{e794feb192919651 74fbad 7 5a5dc]]

Outcome of verification ——The documents signatures are the same

If the list of cases shown above is incorrect, click the back button of the browser to change it.
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