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General Information on ECF Version 3.1 Changes
Available Events
It is no longer necessary to hold down the <CTRL> key when making multiple selections
from any “Available Events” drop down menu.  Simply click on an event and it will
automatically be added.  Once it moves to the Selected Events box, you can simply click
to remove, if necessary.

Note that once you have selected one (or more) event(s), you need to click <Next> to
continue.

Selecting Defendant in Criminal Event
The selection of the defendant now appears when you select the case number.  Therefore,
please ensure you have selected the correct defendant before proceeding.
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Help Desk Phone Numbers and E-Mail Addresses
Contact the court’s Help Desk for assistance using ECF between the hours of 8:00 A.M.
and 5:00 P.M., Monday 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 3.1 has been tested and works correctly with Firefox 1.5 and 2.0, Internet
Explorer 7.0 and 6.0 and Netscape 7.2.
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Sub-menu 
down arrow

Cascading Menus
A cascading menu system has been added.  You have the option of using the new
cascading menus or continuing to use the existing static menus.

Note:

The Civil, Criminal, Reports, and Utilities selections have a down arrow next to them,
which indicates the presence of a sub-menu.
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The new cascading menu system allows you to navigate from one ECF menu item to
another by hovering your cursor over the main blue menu bar and selecting specific menu
items from the cascading menus.

A sub-menu may have its “own” sub-menu, as indicated by the arrow to the right of the
menu name.

Placing the mouse pointer over a first sub-menu option displays the next level sub-menu.
Click the desired menu category to display the events on that menu.
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The static menu is still available, and can be accessed with a click on the blue menu bar
item.
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Search Features
From Main Menu

A Search option has been added to the CM/ECF main menu. 

Clicking on <Search> displays the Search Menus and Events window.

In the text box, type all or part of the name of the event you wish to locate.  For example,
to find an Objection to Report and Recommendations event, type “objection” in the text box
and then click <Search>.
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ECF will display a list of events which contain the entered word or string of words and the
menu on which the event can be found.

By clicking on the appropriate hyperlink, you will taken to that event.  For example, by
clicking on “Objection” under Civil Event Categories        Other Documents, you will
directed here:

Note: When searching for an event, consider the intent of the document.  For example, for
a document titled “Notice of Withdrawal of Document,” searching for “Withdrawal” instead
of “Notice” would identify the event “Withdrawal of Document,”  which is more appropriate
than the generic “Notice.”
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Scroll Event 
pick-list

From Within a Category

After selecting an event category, CM/ECF will display a list of events within the category
and an event search box.

Example: Click on <Civil> from the main tool bar.

Click on <Motions> under Motions and Related Filings.

To find an event within the category,  type  (in the search box) all or part of a word from the
name of the event, or scroll down the list.

Note:  

The search will begin with the first letter typed; therefore, the search function does not
accommodate the use of “wildcard” characters.
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To continue our example, to file a motion for summary judgment, type “summ” in the
search box. CM/ECF will display a list of events which have a word containing the
letters entered.  Click on the desired event to select it from the list.

The selected event will be added to the Selected Events box, and the list of available
events will again be displayed. 
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Continue your event selection until all necessary events have been added to the
Selected Events box. If an incorrect event is selected, click on the event to remove it
from the list.

Once all of the necessary events have been selected, click <Next> to continue.
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Via Case Number

The Case Number look-up screen has been modified to reduce the number of screens
you must navigate though to find a full case number.    

After a case number is entered, this screen will automatically display. Once the case
number is entered, click the < Find This Case> button to begin the case number look-up
process. 

Notice the grayed 
out Next button.

The Next button  
remains grayed out 

until a full case 
number is selected.
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After clicking <Find This Case>, ECF displays a list of cases containing the case
number you entered.  After you place a check mark in the box next to your case
number, the Next button becomes available.  Click <Next> to continue.
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New Features in the Docket Sheet Report
Step 1: From the blue main menu tool bar, click <Reports>, then click  <Docket
Sheet>.  

After you have entered your PACER account information (if you have not already done so
previously during your session), ECF will display the Docket Sheet screen.

Note:

The number of the last case accessed in this session, if any, will be displayed in the
Case number field.  If the correct case number is displayed, go to Step 3.  Otherwise,
continue to Step 2 below.
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Step 2: Place your cursor inside the Case number text box and begin entering the
case number. While entering the case number, the <Find This Case> button displays.  Click
<Find This Case> to locate the case.

Step 3: After you have selected the correct case number (and/or defendant, in a
criminal case), the <Run Report> button becomes available.

Notice the 
grayed out 
“Run Report”
button.
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Prior to running the report,  the various fields listed below are possible search criteria:

• Filed or Entered.  It is required to select either the Filed (date filed with the court)
or Entered radio button (date entries were made in CM/ECF). Entering start and end
dates is optional.  Notice that Filed is the default.

• Documents.  Enter one document number in both text boxes or a from/to range of
document numbers. If a document number range is specified, docket entries that do
not have numbers are not listed.  If no document number range is entered, all
events are listed whether or not they have numbers. 

• Include.  Click to place a checkmark by any of the items to be included in the docket
sheet report. 

- Parties and counsel

- Terminated parties.

- List of member cases.  (If unchecked, the Lead Docket label and case
number hyperlink appear on the docket sheet, along with a second View
Member Cases hyperlink, providing links to the member cases. If checked,
the lead case number hyperlink appears with a list of member cases under
a Member Cases label on the docket sheet. Each member case would be
listed as a hyperlink to its docket sheet.)

- Links to Notices of Electronic Filing. These NEF links appear as silver balls
adjacent to each docket entry. 

• Document options. Click to place a checkmark by any of the following options:

- Include footers when displaying PDF documents. When checked, a PDF
footer will be added to the report  (if you also select the PDF paginated in the
Format section) and to the documents that display.

- View multiple documents. Check to select multiple documents to display as
one document.  After the docket report displays, you may check any or all
documents to either view or download.   Refer to section titled “Viewing
Multiple Documents and Docket Sheets” starting on page 18.

• Format.  You now have the option of running the Docket Report in either HTML
(unpaginated) or PDF (paginated) format.

• Sort by.  You can select to sort the events displayed by oldest or most recent date
first. 
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• Make these options my default.  Click this check box to save the current settings,
which then will be used for future docket reports.

Note

“Make these options my default” does not apply to the "Include footers when displaying
PDF documents" option.  It will always be enabled during subsequent sessions even
though you uncheck this box and then click on the "Make these options my default"
box.   Therefore, in order to disable footers during the retrieval of a docket report, you
must manually disable this feature via the docket report preferences screen (regardless
of whether you had attempted to save this setting as a default during previous
sessions.)
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Step 4: Based on your settings on the Docket Sheet screen, create the docket report
by clicking the <Run Report> button. 
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The Docket Sheet Report screen displays.
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Viewing Multiple Docket Sheets
The new “Multiple Docket Sheets” option allows you to enter several case numbers and
then view all of the docket sheets at once. The docket sheets appear one after another.
The only selection criteria for the Multiple Docket Sheets option is the case number field,
in which multiple case numbers can be entered (separated by commas, spaces, or
semicolons).  The utility uses any default selection criteria from the Docket Report screen.

Step 1: From the blue main menu tool bar, click <Reports>, then click  <Multiple
Docket Sheets>.

The Multiple Docket Sheets screen displays.

Notice the grayed 
out Submit button.
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Step 2: Enter the first case number, press the spacebar to create a space (or
separate the case numbers by either a comma or a semi-colon), and enter the second case
number.  Note that a button titled <Find This Case> appears as you begin typing the first
case number.

Step 3: Click <Find This Case>.  After locating the cases, the Multiple Docket
Sheets screen now displays each case number in a separate text box.

Notice the grayed 
out Submit button.

Notice the grayed 
out Submit button.
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Step 4: Using the check boxes to the left of the case number and/or defendant, select
the correct cases you wish to view.

Step 5: When all of the desired case numbers have been selected, click <Submit>.
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The docket sheets for all selected cases will be displayed, separated by a dark blue line:
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Cross - Document Hyperlinks
Introduction
You can now file PDF documents that include hyperlinks to:
• previously filed documents in the same case.
• previously filed documents in other cases that reside in the District of Arizona’s ECF

database.
• previously filed documents in cases that reside in another court’s ECF databases.

Details about the new functionality
• The hyperlink, as set by you as the filer, may link to the start of the document or to

a specific page in the document.
• You can file a document that includes a hyperlink to a document that is being filed

simultaneously (in the same docketing transaction) with the primary document (e.g.,
a Memo in Support of Summary Judgment may have hyperlinks to the attached
documents that are part of the same docketing transaction).  (For example, a main
document can contain a hyperlink to an attachment/exhibit which is e-filed in the
same transaction.)

• Immediately after a document is filed in ECF, that document will be available to be
linked as a hyperlink in a subsequently filed document.

• A hyperlink to an ECF document will be retained even if the case or document is
moved to a different server.

• If you can access an ECF server, but the document cannot be found (e.g., the case
or document has been deleted), a message will be displayed to that effect. If you
click on a hyperlink to an ECF document stored on a server that cannot be accessed
(e.g., the system is down, network issues), a standard error message will be
displayed.

• You cannot access a hyperlink to a restricted document (e.g., a private entry, sealed
document) unless you have appropriate permissions.
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Information about cross-document hyperlink usage
• Any document that includes a hyperlink must also include a description of the

standard citation to the hyperlinked material. The hyperlink is a convenience, not a
citation replacement.

• The changes for ECF Version 3.1 only pertain to hyperlinks to ECF documents; the
ability to file documents with hyperlinks to any external URL (e.g., Westlaw, Lexis)
are not affected by the new cross-document hyperlink functionality.

• Editing a docket entry will not affect the unique location of the document.
• The ECF application will not verify the validity of URLs included as hyperlinks within

documents filed in ECF.
• This functionality has been tested and works properly with Corel WordPerfect 11 or

higher and Microsoft Word 2002 or higher. Hyperlinks added to documents created
in other word processing programs may not function properly once the documents
are converted to PDF format.
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Creating Hyperlinks to Documents Already in the Electronic Case File

A file can be linked to another document in any database in the federal courts: District
(Version 3.1), Bankruptcy (Version 3.2) and/or Appellate (functionality available as of July
2006). To create a link between a document being filed in ECF and a document that
already exists in ECF, follow the steps starting on page 23 for Corel WordPerfect or starting
on page 30 for Microsoft Word.

Note

You should not copy hyperlinks from NEFs. The document hyperlinks in NEFs contain
special information that allows them to provide one "free look" to qualified recipients of
the NEF.  Instead of copying hyperlinks in NEFs, you should run a report in ECF, such
as the Docket Report, and copy the document number hyperlink from the report.
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Using WordPerfect to Create Hyperlinks to Existing ECF Documents

Step 1: Run the Docket Report for the case that contains the document to be linked.
(Other ECF reports containing document links may also be used.)

Step 2: Locate the document.

Step 3: Copy the URL of the document:
• Place the mouse cursor over the document link  (not “silver ball” NEF

receipt link) and right click.
• Select Copy Shortcut (Internet Explorer/Netscape) OR Copy Link

Location (Firefox).
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Step 4: Open WordPerfect and locate the document to which the hyperlink should be
added.
• Select and highlight the appropriate text to be hyperlinked, such as

“IT IS ORDERED” shown in the example below.
• Click Tools on the menu toolbar.
• Select Hyperlink from the drop-down list. 

Note

You should NOT copy hyperlinks from Notices of Electronic Filing.  NEFs contain
special information associated with the “free look” to qualified recipients and should not
be used for Cross-Document Hyperlinks.
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Step 5: The Hyperlink Properties dialog box appears:

• Paste the URL of the document copied in Step 1 into the Document/Macro
field. 

• Click the OK button.
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Step 6: Convert the WordPerfect document to PDF format.
• Click File on the menu toolbar.
• Select PDF.

Step 7: Save the document.

Step 8: E-file the appropriate ECF event and upload the PDF document as usual.

Note:

• Do not print a WordPerfect document to Adobe PDF Writer for Cross - Document
Hyperlinks functionality.

• Publish to PDF must be used if a document contains a hyperlink.



30District of Arizona ECF Version 3.1 Effective December 1, 2007

Using WordPerfect to Create Hyperlinks Between Documents Filed in the
Same Event 

Step 1: Using WordPerfect, create the attachment document (secondary document)
to which the main document will be linked.

Step 2: Save the document.

Step 3: Publish the attachment document to PDF format. 
• Click File on the menu toolbar.
• Select PDF.

Step 4: Create and save the main WordPerfect document. (The document that will
have the hyperlink to the attachment document.)
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Step 5: Open the main WordPerfect document.
• Select the text to be displayed as a hyperlink.
• Click Tools on the menu toolbar.
• Select Hyperlink from the drop-down selection.
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Step 6: Displayed next is the Hyperlink Properties dialog box.  Click the Folder icon
located to the right of the Document/Macro field. 
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Step 7: Navigate to the folder that contains the secondary document  (attachment
document) to be linked. 

• Highlight the file name.
• Click the Select button.
• Click OK on the Hyperlink Properties dialog box. 

Step 8: Save the main WordPerfect document.

Step 9: Publish the document to PDF.  (See Step 3 on page 27.)

Step 10: E-file the appropriate ECF event and upload the main document and
attachment document as usual.

Note

The file selected to be linked must be in PDF format.
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Using Microsoft WORD to Create Hyperlinks to Existing ECF Documents

Step 1: Access ECF and run the docket report for the case that contains the
document you want to link to.

Step 2: Locate the document among the docket entries.

Step 3: Copy the URL of the document to the clipboard. To do this, hover over the
document link and click the right mouse button. Select Copy Shortcut (Internet
Explorer/Netscape) or Copy Link Location (Firefox) from the selection list. (Note: The
document link displays after the filed date and is represented by a number with an
underscore, e.g. :2).

Step 4: In Microsoft WORD, open the document you want to add the hyperlink to. In
the document, highlight the citation text for which you wish to create the hyperlink.

Step 5: Click Insert on the toolbar and select Hyperlink from the drop down selection
list.

Step 6: The Insert Hyperlink window opens. Paste the URL into the Address field
(by clicking the right mouse button and selecting Paste, or by using the Ctrl + V command).
The URL of the ECF document is pasted (displays) in the address field. You can append
to the URL a citation to a specific page number within the document, if desired. To do this,
enter ?page=<page number> at the end of the URL, for example, https://ap10-dev-
dcn.td.ocads.ao.dcn/doc1/00103032?incHeader=y?page=23. Click the OK button and the
dialog box will close. The hyperlink text now is underlined indicating a hyperlink has been
created.

Step 7: Save and close the word processing document.

Step 8: To convert the WORD document to PDF format, the Adobe Acrobat
application must be used. There are a number of ways to convert a WORD document; the
following illustrates conversion from within Adobe Acrobat. (Note: If the document is open
when the next step is executed an error message is returned. The WORD file must be
closed before converting it to PDF.)

Step 9: Open the Adobe Acrobat application. Click on File in the toolbar and select
Create PDF and then From File... .

Step 10: A navigation window opens.  Navigate, if necessary, to the directory/folder
where the WORD document is stored. Select the document and click the Open button.
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Step 11: A series of windows open as the document is converted. When the
conversion is completed, the document is displayed in an Adobe Acrobat window. (Note:
The hyperlink is converted automatically.)

Step 12: Close the Adobe file.  Respond Yes to the save changes message and store
the PDF document in the appropriate directory/file.

Step 13: E-file an event in ECF and upload the PDF file to the docket entry as usual.
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Using Microsoft WORD to Create Hyperlinks between Documents Filed in the
Same Event

Step 1: Create the secondary WORD document(s) (i.e., the attachment) to which the
main document will be linked. Publish the secondary document(s) to PDF.
See Steps 8-12 starting on page 29.

Step 2: Create/open the main document (i.e., the document that will have the
hyperlink to the secondary document).

Step 3: Select the text in the main document that will be displayed as the hyperlink.
Click Insert on the toolbar and select Hyperlink from the dropdown selection
list.

Step 4: Navigate to the folder in which the secondary document you wish to link to
is located. Highlight the file and click the OK button. (Note: The file selected
as the link must be in PDF format.)

Step 5: The name of the selected file displays in the Address field. You can append
to the file name a citation to a specific page number within the document, if
desired. To do this, enter ?page=<page number>, e.g., Exhibit
2.pdf?page=23.

Step 6: Click the OK button and the dialog box will close. The hyperlink text will be
underlined.

Step 7: Save the WORD document. Publish the document to PDF using Adobe
Acrobat.

Step 8: E-file an event in ECF and upload the main document and attachments as
usual.
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Accessing Documents via Hyperlinks in Other Documents
Accessing documents via a cross-document hyperlink works the same as when documents
are accessed via a document number hyperlink in a report or query.  If you click on a
hyperlink to a ECF document but have not logged in to a ECF server, a PACER log in
screen is presented before the document can be displayed. Once you have logged in to a
ECF server as a PACER user, this login ID will provide access to documents on other ECF
servers for the duration of the browser session or until you log out of the ECF application.
The billing receipt and confirmation will be displayed before the document is displayed.
The PACER login ID will provide access to documents on the other court's server for the
duration of the browser session or until you  log out of the application.

If a document is restricted for any reason, you must log in to the server on which the
document resides with your attorney login ID and have the appropriate access rights to the
document. If a hyperlink to a restricted document is created in a document stored on
another server, the hyperlink will not access the document from the other server.

If you do not have access rights to a document, or a document cannot be found, an
applicable message will be displayed.

PACER Billing
When you access a document for the first time via the Notice of Electronic Filing, you will
not incur fees for accessing the newly filed document, but access to any hyperlinked
document from within the original document will incur a fee.

When you access a document after the first look, or access it from a docket sheet, you will
be charged for the original document and any documents displayed when using a hyperlink.

If documents filed in the same transaction contain hyperlinks to each other, the free look
will be available from the document number hyperlink displayed on the NEF document
submenu, not from the hyperlinks in the documents themselves. The following note was
added to the document submenu screen: "To view the main document and its
attachments without incurring a PACER fee, click on the hyperlinks displayed on this
menu. You will incur a PACER fee to view ECF documents from hyperlinks within the
documents."

If you do not have your PACER login already linked to your ECF login, you will be prompted
for the PACER login for the first document you try to view.
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Things to Remember

• Cross - Document Hyperlink functionality applies only to documents associated
with ECF docket entries.

• Hyperlinks may link to the start of a document or to a specific page in the
document.

• You can file main documents that include hyperlinks to attachment documents
that are part of the same docketing transaction.

• Hyperlinks to ECF documents are retained as long as the case remains in the
primary ECF database.

• Hyperlinks to restricted (ex: sealed) documents are not accessible unless you
have appropriate permissions.

• Any documents that includes a hyperlink must also include a description of the
standard citation to the hyperlinked material. The hyperlink is a convenience, not
a citation replacement.

• ECF does not verify URL addresses included as hyperlinks within documents.

• Cross - Document Hyperlink functionality works with WORDPerfect 11 or higher
and Microsoft WORD 2002 or higher.
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Non-Sealed Ex Parte Motion - Civil

E-mail Notice Results and Restrictions Applied  -  There is no e-mail notice to any counsel.
E-mail notice is only to the presider judge and any referral judge for the case.  On the day
docketed, the entry and document will not be viewable by the public.   On the following day,
both the entry and document will be viewable by the public.

Description and Purpose -   There is only one event selection for Ex Parte Motion.   It is
intended for any type of ex parte motion.

Step 1: From the Civil Events Categories screen, click on <Ex Parte Motion>.

WARNING

This will allow you to file ex parte motions that are NOT intended to be sealed.
Only court staff will receive the Notice of Electronic Filing (NEF) via e-mail. The
entries will be made public the next business day.
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The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document.

Step 2: Click <Next> to continue.

Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box. 

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Step 7: Select your party, then click <Next>.

Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document (ex: the Proposed Order) and have
changed your radio button from “no” to “yes” during Step 8, the following screen will
appear.  (Follow the instructions on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: If you wish to link this filing to another document in this case, place a check
mark in the box to the left of the question, then click <Next> to continue. Otherwise, just
click <Next> to continue and continue to Step 11 in this document.

Step 10: Place a check mark in the box to the left of the document you are linking to,
then click <Next>.
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Step 11: Modify docket text, if appropriate.  Click <Next> to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 12: Click <Next> to receive your Notice of Electronic Filing (NEF)
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.  The entries will be made public the next business day.
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Non-Sealed Ex Parte Documents - Civil

E-mail Notice Results and Restrictions Applied  - There is no e-mail notice to any counsel.
E-mail notice is only to the presider judge and any referral judge for the case.  On the day
docketed, the entry and document will not be viewable by the public.   On the following day,
both the entry and document will be viewable by the public.

Description & Purpose -  There is only one event selection for Ex Parte Documents.   It is
intended for any type of ex parte document.

Step 1: From the Civil Events Categories screen, click on <Ex Parte Documents>.

WARNING

This will allow you to file ex parte documents that are NOT intended to be sealed.
Only court staff will receive the Notice of Electronic Filing (NEF) via e-mail. The
entries will be made public the next business day.
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The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document.

Step 2: Click <Next> to continue.

Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box. 

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Step 7: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 7, the following screen will appear.  (Follow the instructions
below.)  Otherwise, continue to Step 8.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 8: Select your party, then click <Next>.
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Step 9: Modify docket text, if appropriate.  Click <Next> to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 10: Click <Next> to receive your Notice of Electronic Filing (NEF)
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.  The entries will be made public the next business day.



55District of Arizona ECF Version 3.1 Effective December 1, 2007

Non-Sealed Ex Parte Motion - Criminal

E-mail Notice Results and Restrictions Applied -    There is no e-mail notice to any counsel.
E-notice is only to the presider judge and any referral judge for the case.  On the day
docketed, the entry and document will not be viewable by the public.   On the following day,
both the entry and document will be viewable by the public.

Description and Purpose -   There are two event selections under Ex Parte Motion:

1. Ex Parte Motion is intended for any type of ex parte motion.
2. Investigative/Expert/Other Services.

WARNING

This will allow you to file ex parte motions that are NOT intended to be sealed.
Only court staff will receive the Notice of Electronic Filing (NEF) via e-mail.  The
entries will be made public the next business day.
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Step 1: From the Criminal Events Categories screen, click on <Ex Parte Motion>.

The next screen is a reminder to not file an ex parte document until you have finished
reading both the Administrative Policies and Procedures Manual and this Release Notes
document.

Step 2: Click <Next> to continue.

Step 3: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.



57District of Arizona ECF Version 3.1 Effective December 1, 2007

Step 4: Select the correct case and defendant from the options.  (If there is only one
case number in ECF, only that case number will display.)

Step 5: Once you have selected the correct case number and defendant,  the <Next>
button becomes available for your use.  Click <Next> to continue.

This is a reminder screen to select only the defendant you are filing the motion for.  If you
have done so, click <Next> to continue.

Notice the grayed 
out Next button.
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Step 6: Select your party, then click <Next>.

Step 7: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box. 

Click <Next> to continue.
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Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.



60District of Arizona ECF Version 3.1 Effective December 1, 2007

If you have an attachment to your main document (ex: the Proposed Order) and have
changed your radio button from “no” to “yes” during Step 8, the following screen will
appear.  (Follow the instructions on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: If you wish to link this filing to another document in this case, place a check
mark in the box to the left of the question, then click <Next> to continue. Otherwise, just
click <Next> to continue and continue to Step 11 in this document.

Step 10: Place a check mark in the box to the left of the document you are linking to,
then click <Next>.
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Step 11: Modify docket text, if appropriate.  Click <Next> to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 12: Click <Next> to receive your Notice of Electronic Filing (NEF)
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.  The entries will be made public the next business day.
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Please read the information in the Administrative Policies and Procedures
Manual and this document (found on our web site at www.azd.uscourts.gov)
before you begin filing sealed documents in non-sealed cases.

E-Filing Sealed and Sealed Ex Parte Events in Non-
Sealed Cases
Introduction

Effective December 1, 2007, you may now file sealed and sealed ex parte events in non-
sealed cases in ECF in the District of Arizona.   However, there will be a grace period
where you can file through ECF or continue to submit the paper documents according to
the Administrative Policies and Procedures Manual.  Effective January 1, 2008, e-filing
of sealed documents in non-sealed cases will be mandatory.

E-mail notice results and restrictions applied to the docket text entry and/or document vary
depending on events selected and whether docketed in a civil or criminal case. This
document provides this information for each event.  It is advised you read and understand
the e-mail notice Results and Restrictions Applied for the category/event you are selecting
before you begin filing sealed, sealed ex parte, and ex parte documents.

Also, sealed and sealed ex parte events available for attorney users are limited.  Use these
events only for documents which match the description and purpose of the event.
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Below is a screen shot of the events you may file in the Civil Event Categories

Below is a screen shot of the events you may file in the Criminal Event Categories

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Sealed Motions (To Seal Case or Doc. Only) - Civil

E-mail Notice Results and Restrictions Applied -   E-mail notice is to all counsel.   The
document only is sealed and will not be viewable by the public.  The docket text entry will
be viewable by the public.

Description and Purpose -  Select Seal Case (NEF) when motioning to seal the entire case
and the motion to seal case itself should be sealed.   If the motion to seal case does not
need to be sealed, use the Motions category.

Description and Purpose - Select Seal Document (NEF) when motioning to seal a
proposed document, i.e, a document that is not yet on the docket.   If motioning to seal a
document that was previously entered on the docket,  use the Motions category.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Civil Event Categories screen, click on <Sealed Motions (To Seal
Case or Doc. Only>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box.  If you select the
incorrect event, simply click to remove.  

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Note: Do not use the Sealed Lodged Proposed Documents event to docket a
proposed form of order to a motion.

Step 7: Select your party, then click <Next>.

Step 8: Enter your .pdf document.  A proposed form of order will always be an
attachment to a motion entry.  To attach the proposed form of order and any other
attachments,  change the radio button from the default of “no” to “yes.”  Click <Next> to
continue.
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The following screen will appear.  Follow the instructions on this page to attach your
proposed order. 

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: Modify docket text, if appropriate.  Click <Next> to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 10: Click <Next> to receive your Notice of Electronic Filing (NEF)
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Sealed Lodged Proposed Documents - Civil

E-mail Notice Results and Restrictions Applied - E-mail notice is to all counsel.   The
document only is sealed and will not be viewable by the public.  The docket text entry will
be viewable by the public.

Description and Purpose - There is only one event selection.   It is intended to be used to
lodge a proposed sealed document in conjunction with a motion to seal.  Do not use to
docket a proposed form of order to a motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Civil Event Categories screen, click on <Sealed Lodged Proposed
Documents>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.



75District of Arizona ECF Version 3.1 Effective December 1, 2007

Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box. 

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Step 7: Select your party, then click <Next>.

This screen is a reminder screen; please read carefully.  Click <Next> to continue.

Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 8, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: In the text box, type in a description of the Proposed Document, then click
<Next> to continue.

Step 10: To link to the motion, place a check mark in the box to the left of the question
Should the document you are filing link to another document in this case?  Then click
<Next> to continue.

Step 11: Place a check mark in the box to the left of the motion which requested leave
of court to file this proposed document, then click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).
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At this screen, you will have no further opportunity to modify your docket text.

Step 12: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Sealed Ex Parte Lodged Proposed Documents - Civil

E-mail Notice Results and Restrictions Applied -   There is no e-mail notice in any respect.
The entry and document is sealed and neither will be viewable by the public.

Description and Purpose -  There is only one event selection.   It is intended to be used to
lodge a proposed sealed ex parte document in conjunction with a sealed ex parte motion
to seal.  Do not use to docket a proposed form of order to a motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Civil Event Categories screen, click on <Sealed Ex Parte Lodged
Proposed Documents>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box. 

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Step 7: Select your party, then click <Next>.

This is a reminder screen; please read carefully.  Click <Next> to continue.

Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 8, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: In the text box, type in a description of the proposed document, plus the
document number (you received in ECF) and description of the related motion.  Click
<Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

At this screen, you will have no further opportunity to modify your docket text.

Step 10: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Ex Parte Motion - Civil

E-mail Notice Results and Restrictions Applied -  There is no e-mail notice in any respect.
The entry and document is sealed and neither will be viewable by the public.

Description and Purpose -  There is only one event selection.   It is intended for any type
of sealed ex parte motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Civil Event Categories screen, click on <Sealed Ex Parte Motion>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box. 

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.



92District of Arizona ECF Version 3.1 Effective December 1, 2007

Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Note: Do not use the Sealed Ex Parte Lodged Proposed Documents event to
docket a proposed form of order to a motion.

Step 7: Select your party, then click <Next>.

Step 8: Enter your .pdf document.  A proposed form of order will always be an
attachment to a motion entry.  To attach the proposed form of order and any other
attachments, change the radio button from the default of “no” to “yes.”  Click <Next> to
continue.
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The following screen will appear.  Follow the instructions on this page to attach your
proposed order. 

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  (If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.)

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: If this Sealed Ex Parte Motion should be linked to another document in this
case, place a check mark in the box to the left of the question, then click <Next> to
continue.  If it should not, click <Next> to continue and proceed to Step 11 in this
document.  Note:  If an entry on the docket is sealed in its entirety (both entry and
document are sealed), it will not display for linking.

Step 10: If you placed a check mark in the box during Step 9, this screen appears.
Place a check mark in the box to the left of the document that this filing relates to, then click
<Next> to continue.
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Step 11: Modify docket text, if applicable.  Click <Next > to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 12: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Other Documents - Civil

E-mail Notice Results and Restrictions Applied - E-mail notice is to all counsel.   The
document only is sealed and will not be viewable by the public.  The docket text entry will
be viewable by the public.

Description and Purpose  -  The two events in this category, Reply to Response to Motion
(NEF) and Response to Motion (NEF), are intended for sealed responses and replies to
motions and all sealed supporting documents as attachments.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Civil Event Categories screen, click on <Sealed Other Documents>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.

Th next screen is a reminder that this document must relate to a sealed motion.  Click
<Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box.  If you select the
incorrect event, simply click to remove.

Click <Next> to continue.

Step 4: Enter the civil case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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Step 7: Select your party, then click <Next>.

Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 8, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: Place a check mark in the box to the left of the document that this filing
relates to, then click <Next> to continue.

Step 10: Modify docket text, if applicable.  Click <Next > to continue.
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At this screen, you will have no further opportunity to modify your docket text.

Step 11: Click <Next> to receive your Notice of Electronic Filing (NEF).



106District of Arizona ECF Version 3.1 Effective December 1, 2007

Sealed Motions (To Seal Case or Doc. Only) -
Criminal

E-mail Notice Results and Restrictions Applied  -  These events will not be e-noticed in any
respect.  The entry and document is sealed and neither will be viewable by the public.

Description and Purpose  -  Select Seal Case (NEF) when motioning to seal the entire
case.

Description and Purpose -  Select Seal Document (NEF) when motioning to seal a
proposed sealed document, i.e, a document that is not yet on the docket.   If motioning to
seal a document that was previously entered on the docket,  use the Motions category.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Criminal Event Categories screen, click on <Sealed Motions (To
Seal Case or Doc. Only>.

Step 2: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 3: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 4: Once you have selected the correct case number and defendant, the <Next>
button becomes available for your use.  Click <Next> to continue.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures manual and this Release
Notes document.  Click <Next> to continue.

Notice the grayed 
out Next button.
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The next screen is a reminder to only select the defendant this filing applies to.  Click
<Next> to continue.

Step 5: Select your party, then click <Next>.
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Step 6: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box.  If you select the
incorrect event, simply click to remove.  

Click <Next> to continue.

Step 7: Enter your .pdf document.   A proposed form of order will always be an
attachment to a motion entry.  To attach the proposed form of order and any other
attachments, change the radio button from the default of “no” to “yes.”  Click <Next> to
continue.

Note: Do not use the Sealed Ex Parte Lodged Proposed Documents event to
docket a proposed form of order to a motion.
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The following screen will appear.  Follow the instructions on this page to attach your
proposed order. 

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  (If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.)

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 8: Modify docket text, if appropriate.  Click <Next> to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 9: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Lodged Proposed Documents - Criminal

E-mail Notice Results and Restrictions Applied  -  This event will not be e-mail noticed in
any respect.  The entry and document is sealed and neither will be viewable by the public.

Description and Purpose  -  There is only one event selection.   It is intended to be used
to lodge a proposed sealed document in conjunction with a sealed motion to seal.  Do not
use to docket a proposed form of order to a motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Criminal Event Categories screen, click on <Sealed Lodged
Proposed Documents>.

The next screen is a reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box. 

Click <Next> to continue.

Step 4: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

Notice the grayed 
out Next button.
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This screen is a reminder screen; please read carefully.  Click <Next> to continue.

Step 7: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 7, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 8.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 8: In the text box, type in a description of the Proposed Document and the
document number (your received in ECF) and description of the related motion, then click
<Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).

At this screen, you will have no further opportunity to modify your docket text.

Step 9: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Ex Parte Motion - Criminal

E-mail Notice Results and Restrictions Applied -   This event will not be e-mail noticed in
any respect.  The entry and document is sealed and neither will be viewable by the public.

Description and Purpose -  There is only one event selection.   It is intended for any type
of sealed ex parte motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Criminal Event Categories screen, click on <Sealed Ex Parte
Motions>.

Step 2: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Step 3: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 4: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

This next screen is a  reminder to not file a sealed or ex parte document until you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Noted document.  Click <Next> to continue.

Notice the grayed 
out Next button.



125District of Arizona ECF Version 3.1 Effective December 1, 2007

The next screen is a reminder to only select the defendant this filing applies to.  Click
<Next> to continue.

Step 5: Select your party, then click <Next>.
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Step 6: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Events box. 

Click <Next> to continue.

Step 7: Enter your .pdf document.  A proposed form of order will always be an
attachment to a motion entry.  To attach the proposed form of order and any other
attachments, change the radio button from the default of “no” to “yes.”  Click <Next> to
continue.

Note: Do not use the Sealed Ex Parte Lodged Proposed Documents event to
docket a proposed form of order to a motion.
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The following screen will appear.  Follow the instructions on this page to attach your
proposed order. 

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 8: Modify docket text, if applicable.  Click <Next > to continue.

At this screen, you will have no further opportunity to modify your docket text.

Step 9: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Ex Parte Lodged Proposed Documents -
Criminal

E-mail Notice Results and Restrictions Applied -  This event will not be e-mail noticed in
any respect.  The entry and document is sealed and neither will be viewable by the public.

Description and Purpose -   There is only one event selection.   It is intended to be used
to lodge a proposed sealed ex parte document in conjunction with a sealed ex parte motion
to seal.  Do not use to docket a proposed form of order to a motion.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Criminal Event Categories screen, click on <Sealed Ex Parte
Lodged Proposed Documents>.

The next screen is a reminder to not file a sealed or ex parte document unless you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box. 

Click <Next> to continue.

Step 4: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Notice the grayed 
out Next button.

Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).
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The next screen is a reminder screen, please read carefully.  Click <Next> to continue.

Step 7: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 7, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 8.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 8: In the text box, enter a description of the proposed document and the
document number (you received from ECF) and description of the related motion.  Click
<Next> to continue.

The next screen is a validation screen with the full case number, so if correct, click <Next>.
If incorrect, use your back button to return to the screen where you can select the correct
case number (see Step 4).
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At this screen, you will have no further opportunity to modify your docket text.

Step 9: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Sealed Other Documents - Criminal

E-mail Notice Results and Restrictions Applied -  There is no e-mail notice in any respect.
The entry and document is sealed and neither will be viewable by the public.

Description and Purpose  -  The two events in this category, Reply to Response to Motion
(No NEF) and Response to Motion (No NEF), are intended for sealed responses and
replies to motions and all sealed supporting documents as attachments.

REMINDER

E-filing of sealed documents is for non-sealed cases only.
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Step 1: From the Criminal Event Categories screen, click on <Sealed Other
Documents>.

The next screen is a reminder to not file a sealed or ex parte document unless you have
finished reading both the Administrative Policies and Procedures Manual and this Release
Notes document:

Step 2: Click <Next> to continue.

This screen is a reminder that this document must relate to a sealed motion.  Click <Next>
to continue.
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Step 3: Select the event by clicking on it in the Available Events box.  Once you
have clicked on the event, it will be placed in the Selected Event box.  If you select the
incorrect event, simply click to remove.

Click <Next> to continue.

Step 4: Enter the criminal case number.  When done, click <Find This Case>.

Notice the grayed 
out Next button.
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Notice the grayed 
out Next button.

Step 5: Select the correct case from the options.  (If there is only one case number
in ECF, only that case number will display.)

Step 6: Once you have selected the correct case number, the <Next> button
becomes available for your use.  Click <Next> to continue.
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Step 7: Select your party, then click <Next>

Step 8: Enter your .pdf document.  If you have attachments to your main document,
change the radio button from the default of “no” to “yes.”  Click <Next> to continue.
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If you have an attachment to your main document and have changed your radio button
from “no” to “yes” during Step 8, the following screen will appear.  (Follow the instructions
on this page.)  Otherwise, continue to Step 9.

First: Click on [Browse] to search for and attach the document.

Second: The available document types in the drop down menu in the Category
field are:  Affidavit; Appeal Information; Appeal Notice; Appendix;
Certificate of Record; Civil Cover Sheet;  Errata; Exhibit; Summons;
Supplement; Text of Proposed Order.  If you do not find a listing of
your attachment in the drop down menu, you will have to type in the
description of your attachment(s) in the text box under the word
Description.

Third: Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main document. The list box
expands under section 3 to display the file name of the newly attached document.

When you are finished adding all your attachments, click <Next>.
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Step 9: In the text box, enter the document number (you received from ECF) and
description of the related motion.  Click <Next> to continue.

Step 10: Modify docket text, if appropriate, then click <Next>
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At this screen, you will have no further opportunity to modify your docket text.

Step 11: Click <Next> to receive your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing

Note

Because this is a private entry, you will not receive the Notice of Electronic Filing (NEF)
via email.  Therefore, you may either print or save (or both) this NEF from this screen
in ECF.
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Notice your first option on the screen is to
pay via debit card.  All fields marked with
a red asterisk MUST be completed.
When done, click on “Continue with ACH
Payment” to continue.

Paying via Debit Card
You may now pay your filing fees with a debit card.

After you have been directed to PAY.GOV, the following screen appears:

Option 2:  The procedure for paying with
a credit card remains the same.


