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From the blue menu bar, click on “Reports”

Then, click on “Docket Sheet”

After entering your case number, place a check mark in the box to the left of  “Create
Appendix” on the Docket Sheet screen.

Click <Run Report> to continue.

NOTE:  You will be  unable to select “Include headers when displaying PDF documents”
or “View multiple documents” when creating an appendix.
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Documents are selected by checking the box in the third column titled “clear” and
entering a number in the “Sort Order” box (limit of 3 digits).  For instance, if document #
4 should appear in the appendix first, you would enter "1" in the fourth column titled
“Sort Order” box next to document # 4.  

The size of the pdf document is included under the box in the “clear” column.  A
message will appear instructing you to select fewer documents if the total file size
exceeds 20MB. 
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NOTE

If there is not a pdf attached to the selected entry, the NEF will appear in the appendix.

The footer format default is a page number that will appear in the lower right hand
corner.  You can add unlimited characters to this field.

You can include the full docket sheet or an abridged docket sheet and you will select
document pdfs or hyperlinks.  

There are options to either “View” or “Download” the appendix.  View will place
bookmarks on the left side of the screen with the docket sheet and pdfs/hyperlinks on
the right hand side.  Download will create a pdf of the docket sheet and pdfs/hyperlinks.

The appendix will present the full or abridged docket sheet, followed by the document
pdfs or hyperlinks.
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When the Docket Report is run with the Create Appendix option selected, two new radio
buttons are included at the bottom of the report: Include documents in Appendix and
Include document hyperlinks in Appendix.
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Creating an Appendix with the Include Documents in
Appendix Option

If the Include documents in Appendix option is selected when the appendix is
generated, the application produces a PDF version of the docket sheet with the selected
documents appended.
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Creating an Appendix with the Option Include Document
Hyperlinks in Appendix

If the Include document hyperlinks in Appendix option is selected when the appendix is
generated, the application produces a PDF version of the docket sheet that does not
include the documents from the case record.  Instead, this PDF includes document
hyperlinks which directs you to click on them back to the district court‘s CM/ECF
application to view the document(s) (see figure below).

For PACER billing purposes, this report bills in a similar fashion to the previous
appendix function already available to you.

When you (in Create Appendix mode) want to click on any document number hyperlink
from within the generated PDF version of the appendix, you must ensure that your
default browser is the same as the one that you are logged in to CM/ECF with;
otherwise you will need to log in again after clicking on any of the document number
hyperlinks in the PDF version of the appendix.


