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Case Opening: Cause of action and  Nature of suit 

When opening a new civil case, the Cause of action and Nature of suit fields now permit
you to “filter” (or narrow) the items displayed in the drop down menu pick list. 

The Cause of action and Nature of suit Filter fields permit
you to narrow  the items displayed in the drop down menu
pick list. You can enter characters in the Filter field, which
immediately narrows the drop down list to just the items that
match the characters entered. 
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For example, typing in “prop” in the filter text box next to Nature of Suit will narrow the drop
down list to only those items that contain the letters “prop” in it. 

To change the filter, you can type over the characters already entered, or click the Clear
filter button. The Clear filter button, when clicked, returns the contents of the drop down
menu to the complete list.  Therefore, if you have already selected your Nature of Suit
and/or Cause of Action, if you delete the characters in the Filter text box, all entries will be
cleared and you will have to start over.
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Adding Parties to Your Case

The party search screen will allow you to enter all parties to the case, one at a time. Please
read the screen before you proceed.  First, you must perform a search to see if your party’s
name has already been entered in the ECF system.

NOTE that the left hand column (called a participant tree) contains the controls to Add
New Party and Create Case. Since no participants currently exist for this new case, the
tree is empty. The Expand All hyperlink displays all the participants in the case, once they
are added. The Collapse All hyperlink displays only the parties in the case, with the other
participants collapsed in the tree. (The search fields in the right pane on the screen are
unchanged and function as they always have.)

• In the Last/Business Name field, type the first few letters of the last name of the
individual or business name of the party you wish to add, then click <Search>.

NOTE: Please refer to the court’s Party Name Standards
(http://www.azd.uscourts.gov/azd/cm-ecf.nsf/docview/files/$file/party+n
ame+entry+standards+for+ecf+users.pdf) when adding parties to a
case. 
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• After you click on the <Search> button, the system will look for any matches to your
party name entry. If a match is found, the results will display in a new window. Scroll
down the list of names to search for the party to your case. If you find a name that
matches the party to your case, click on it and then click on the <Select Party>
button. If you do not find a name that matches the party to your case, click on the
<Create New Party> button.
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• Enter party specific information on this screen. Enter the Party name (if you
selected <Create New Party>), Role and Party text (if any).  For a company, enter
the entire company name in the Last Name field.   IMPORTANT:  The role type
defaults to Defendant.  Be sure to enter the proper party role from the drop down
menu.  "Party text," if any, MUST be added to enter additional descriptive party
information. For example, if a company name is added, party text might be “A
California corporation.” Do not enter any other information on this screen,
including address, phone or e-mail information.

• Click <Add Party> to continue.
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NOTE that the left hand column (the participant tree) shows you all parties added to date,
their role, and, if entered, their Alias and/or Corporate Parent or other affiliate.

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

• To add an alias or corporate parent to the party in the case, simply click on this icon
to the right of the <Alias> or <Corporate Parent> at the left of the below screen.  

• A new screen will display to allow you to add an Alias or Corporate Parent.
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NOTE that you cannot enter attorney(s).  The attorney “connection” to the party will be
added when you file your Complaint event.

To add other parties, click on the <Add New Party> button:

.

• Repeat the <Add New Party> sequence for each additional party.

• All named parties must be entered.  When all of the named plaintiffs and
defendants have been entered, click <Create Case>.
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Adding Attachments to Your Filing

• Click on <Browse> to search for and attach your .pdf document.  Attachments to
your main document will now be added on this screen.

Enter your attachments in .pdf format.

• Click on <Browse> to search for and attach the document.

• For the Category field, click on the pull-down arrow to view the available document
types.  The document types in this field are:  Affidavit; Appendix; Civil Cover Sheet;
Errata; Exhibit; Supplement; Text of Proposed Order. 

• If there is no category to describe your attachment in the drop down menu, type in
the word in the text field under "Description.”

NOTE: Use a scanner ONLY if you cannot electronically prepare your
documents with a word processing software package and convert them
to PDF format. When scanning documents for ECF, scan at a resolution
of 300 dpi (dots per inch). Individual PDF documents must not exceed
ten (10) megabytes (MB) in size.
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• ECF adds the selected document as an attachment to the main pleading, which is
the motion in this example. The screen expands to allow you to add additional
attachments as needed.  If you attached a document in error, simply click on the
“Remove” button.

• When you are finished adding all your attachments, click <Next> to continue.
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New Numbering System for Attachments

• In the previous versions of ECF, the main document was still numbered per the
docket sheet, but the attachments were numbered beginning with 2 (etc..)  The
attachments now begin at number 1.
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• In the docket report (or, when you open your Notice of Electronic Filing (NEF) from
your email) the attachments are now numbered beginning at number 1.  For this
example, clicking on docket number 3 opens this screen:
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Have Questions?

We strongly encourage all ECF users to view the Electronic Case Filing Reminders
(http://www.azd.uscourts.gov/azd/CM-ECF.nsf/cba3dc2a3d4bade0072570a8006f0834/
6f469a5c39d324c3072570a8006faafc/$FILE/ECF%20Reminders.pdf).

Please visit our website at www.azd.uscourts.gov and click on the Electronic Case Filing
tab.  Most of your questions can be answered by reviewing the information included in
these sections:

• Administrative Policies and Procedures Manual
• E-Filing Procedural Information
• Frequently Asked Questions (FAQs)
• Training and User Manual

You may click on the Support tab to obtain additional help if you still have questions after
reviewing this information. 

The Federal Rules of Civil Procedure, Local Rules, General Orders as well as judge
specific orders and policies are also found on the website.

Help Desk Phone Contact the court’s Help Desk for assistance using ECF
Numbers and between the hours of 8:00 A.M. and 5:00 P.M., Monday
E-Mail Addresses through Friday: 

Phoenix (602) 322-7688 ecfhelpphx@azd.uscourts.gov 

Tucson (520) 205-4687 ecfhelptuc@azd.uscourts.gov 

Toll Free (866) 587-7644

Internet Browsers ECF Version 4.0.1 has been tested and works correctly with
Firefox 3.0, and Internet Explorer 6 and 7.
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