U.S. District Court - District af Arizona

Electronic Case Filing
CM/ECF

— Version 3.0 Civil Case Opening —



Attorney Case Opening - Civil

Note: Electronic submission is mandatory for all registered users opening new civil

cases. The filing fee is $350.00.

Step 1: Click <Civil> on the blue menu bar at the top of the ECF screen. The Civil
Events window opens| displaying all of the categories and subcategories you may choose
for your filing. Click <Attorney Case Opening>.

EE F Civil » Criminal + Query =« Reports Utilities  » Logout

Civil Events

pen a Case Other Filings Payments
< Attorney Case Opening Motices Credit Card Payment
Trial Documents
Initial Pleadings and Service Appeal Docurmnents
Complaints, Other Imbatng Documents
Service of Process Oither Documents
Answers to Complamts
Cither Answers

Motions and Related Filings
Motions

Amended Iotions

Eesponses and Replies
Lodged Proposzed Documents
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Step 2: This screen displays initial case filing information. Please read the screen and
follow the prompts carefully. Select the Office by clicking on the pull down arrow. You
must select either Phoenix, Prescott or Tucson. (If unsure as to which office is appropriate,
please consult LRCiv 77.1.) The Case type field MUST be set at "cv" which represents the
Civil case. Leave theremaining fields blank unless you are filing a Notice of Removal.
If you are filing a Notice of Removal you must fill in the "Other court name" and
"Other court number." Click <Next>.

EE F Civil - Criminal + Query -« Reports  » Utilities Logout

Open Civil or Miscellaneous Case

DO NOT ATTEMPT TO CPEN A WEW CASE UNTIL YOTU HAVE REVIEWED THE WERITTEN IMSTRUCTIONS I
THE ELECTRONIC CASE FILING USEE. MANTTAT.

PLEASE FOLLOW THE PROMPTS CAREFULLY TCO ENSUEE ACCUEATE CASE OPENING.
Select the appropriate divisional office; Phoents, Prescott or Tucson.
Select CV {civil) or MC{misc.) Case types only!

Leave the remaining hoxes BLANE.

Office |Fhoenix Division = Caseasenumher

Date filed 3/6/2007

Lead case nu.mberl Association typelcunsolidated =l

Other court name |

Other court numher I
[” Related cases
Mext | Clear |
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Step 3: Read this screen carefully. Select from the options displayed from the pull
down arrows and fill in the necessary fields, then click <Next>.

= )
o Civil - Criminal + Query Reports  » Utilities  » Logout o_

Open Civil or Miscellaneous Case

<@ES == Follow the instructions helow
M CASES == Chck the Next Button

The information needed for these hoxes can be found on the Civil Cover Sheet (JS 44).
The county applies to where the cause of action arose.

Select the appropriate code under fee status; pd (paid) if you will be paying the filing fee, pend {IFP pending) if you
are filing a motion to proceed in forma pauperis or wv (waived) if you are filing on hehalf of the federal government.

The hoxes for Arhitration Code and Date Transfer should he left BLANEK.

Jurisdiction |3 Federal Cluestion) j

zern) j

Origin |1 Original Proceeding) j

Nature of suit |D

(

Cause of action |D {Mo cause code entered) j
(
{

Citizenship plaintiff | |
Citizenship defendant | d|
Jury demand Im Class action |n = Demand ($000) I—
Arhitration code I—;, County IMaricnpa j

Fee status |pd (paid) j Fee date [3/6/2007 Date transfer I

M Clear |

NOTE: If you have more than one cause of action, you may only select one from the

drop down menu, so you must select the most important one.
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The system will verify the accuracy of combinations entered on this screen. For example,

if an invalid Nature of Suit and Jurisdiction combination is selected, the following screen will
appear:

Microsoft Internet Explorer x|

& Ireealid Makture of Suit)Jurisdickion combination [440/4], “alid Jurisdickion code(s) For Mature of Suit [440] are [1,2,3,]

. If you receive this screen, click <OK> and re-select valid combinations as indicated.
Step 4: This screen is the party search screen. This screen will allow you to enter all

parties to the case. Please read the screen before you proceed. First, you must perform
a search to see if your party has already been entered in the ECF system.

EE F Civil « Criminal + Query - Reports utilities  + Logout

Open Civil or Miscellaneous Case
Enter the first few letters of the last name of the individual or the husiness name of the party.
If a match to your party name appears, highlight it and click " Select name from list".

If your party name is not in the system, click " Create new party"'.

Search for a party
Last/Business name ||
Search | Clearl

. 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>.
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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 name from
list> button. If you do not find a name that matches the party to your case, click on
the <Create new party> button.

= )
o Civil « Criminal + Query -« Reports  » Utilities  » Logout '?

Search for a party

Last/Business name ||
Search | Clearl

Party search results
Dubois, Clifford E. «
Duca, Cindy
Duck, Daffy
Duck, Daffy
Duck, Daisy
Duck, Donald |

Select name from list | Create new party
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Step 5: Enter party specific information on this screen. Enter the Party name (if you
selected <Create new party>), Role and Party text. 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 ffom the drop down menu. "Party text,"
if any, MUST be added to enter additional descyiptive 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, includjing address, phone or e-mail information.

Party Information
Lasi name IDuck First |Daisy
Middlename [ ration |
Tide [
Role | Plaintif (pla:pty) | Prose no =
Prisoner 1 | Office. |
Unit | Address 1 |
Address 2 | Address 3 |
ey [ sme [ omp|
County | | Couniry |7
Phome | Fax|
E-mail |
Party text |

Start date 1132006

Add all aliases and cotporate

Review... parents before clicking the Swbmit button.

Corporate parent. ..

Clear |

. To add an alias or corporate parent to the party in the case, simply click on the
<Alias> button or the <Corporate parent> button at the bottom of the above screen.
A new screen will display to allow you to perform another party name search in the

system.
. When you are finished entering party information, click <Submit>.
. Repeat the add/create 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 <End party selection>.

= =3
= Givil + Criminal « Query + Reports o  Utiities « Logout I

Submit New Case

Search for a party
Last/Business name |
Search | Clear

‘ End party selection
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You will receive confirmation of your civil case number (see below). Please make note of
the case number and read this screen carefully. Since you just successfully opened a Civil
(cv) case, you can click on the hyperlink <Docket Lead Event?> to file your complaint.

o Civil « Criminal + Query Reports Utilities  « Logout o_

Open Civil or Miscellaneous Case

Case Number 07-2035 has been opened.

Diocket Lead Event?

IMPORTANT: Fees for opening a new case will be charged. If opening an (M) Case, you must docket the
Miscellaneous Case Opening - Fees as the lead event. You can click on the Docket Lead Event link above or the
event may be found under the Complaints and Other Initiating Documents category.
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Filing the Civil Complaint

Note: You can access the Complaint drop down menu by one of the following two
methods:
1. After opening the Civil case, click on the hyperlink Docket Lead Event?

EE F Civil - Criminal  + Query « Reports . Utilities  « Logout @’
-

Open Civil or Miscellaneous Case

Case Mumber 07-2039 has been opened.

<Dock_et Lead Event?

IVPORTANT: Fees for opening a new case will be charged. If opening an (M) Case, you must docket the
iscellaneous Case Opening - Fees as the lead event. You can click on the Docket Lead Event link ahove or the
event may he found under the Complaints and Other Initiating Documents category.

2. By clicking <Civil> on the blue menu bar at the top of the ECF screen. The Civil
Events window gpens, displaying all of the categories and subcategories you may
choose for your/filing. Click <Complaints, Other Initiating Documents>.

Civil « Criminal + Query -« Reports  « Utilities  « Logout ?,
Civil Events
Open a Case Other Filings Payments
Attorney Case Opening Motices Credit Card Payment
Tral Decuments
Initiz Appeal Documents

er Initiating Docurnents

Complants th
T orE Other Documents
Answers to Complaints

Other Answers

Motions and Related Filings
letions

Amended Motions

Eesponses and Replies
Lodged Proposed Documents
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Step 1: Use the drop down menu to select this event.

Criminal +  Query

Reports  « Utilities  « Logout
Complaints and Other Initiating Documents

EAmended Complaint

Armended Counterclaim

Armended Crossclaim

Amended Petition for Wit of Habeas Corpus

Arnended Third Party Complaint
< ;;omplaim >
5 .

Crossclaim

MNext Clear |

fa

Step 2: Click <Next>.

Step 3: Enter case number, then click <Next>. (If you are filing this from the hyperlink

Docket Lead Event? after submitting your new civil case, the case number will default in
this field.)

Step 4: Select your party, then click <Next>. If there is more than one party you may
select them all by pressing the <Ctrl> key and clicking on each name.

Note: If you forgot to add a party during case opening you must add them here by
clicking on the "Add/Create New Party" hyperlink.

+ Reports o+ UiEles - L
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Step 5: You must keep this box CHECKED if you are the attorney for the originating
party, then click <Next>.

EE F Civil « Criminal + Query -« Reports Utilities  « Logout @?

Complaints and Other Initiating Documents
2.07-cy-02038 Squirrel v. Badenoy

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

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

If the association should zzef he created, be sure
the box is unchecked=

el (ptypla) represented by atty3 (aty)
dar

Step 6: Select the party this filing is against; click <Next>. If there is more than one
party you may select them all by pressing the <Ctrl> key and clicking on each name.

Note: If you forgot to add a party during case opening you must add them here by
clicking on the "Add/Create New Party" hyperlink.

Complaints and Other Initiating Documents
207-0v12030 Squirel v Badency

ase select the party thas this Sing is agninst

Select the FParty: OR Select a Group:
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Step 7: Enter .pdf file of the initiating document. Change the radio button at
Attachments to Documents from "no" to "yes" so you can agtach the Civil Cover Sheet,
a Summons for each defendant (excluding fictitious parfies), and, if appropriate, a
Supplemental Cover Sheet and state court record for NogCe of Removal cases; then click

<Next>.

= ’)
o Civil « Criminal + Query -« Reports » utilities  » Logout ?

Complaints and Other Initiating Documents
207-cw-02039 Squirrel v. Badenoy

Select the pdf document (for example: CA199cv501-24 pdf).
Filename

IF':\Shared\CMECF\AppIicatiun TraininghPL  Bpptvse. ..
Attachments to Document: © o @ Yes

MNext | Clear |
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Step 8:

Enter the Civil Cover Sheet, the Summons(es), and, if appropriate, a

Supplemental Cover Sheet in .pdf format.

Criminal + Query -« Reports  » Utilities  « Logout

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

Add to List

Filename

| Browse. . |

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

30 Add the filename to the list box below. If vou have more attachments, go back to Step 1. When the list of filenames 15
complete, click on the Mext button.

Remove from List |

| Mext |

First:

Click on [Browse] to search for and attach the Civil Cover Sheet.

Second: For the Category field, click on the pull-down arrow to view the

Third:

available document types. The categories in this field are: Affidavit;
Appendix; Civil Cover Sheet; Errata; Exhibit; Supplement; Summons;
Text of Proposed Order. For this example, first choose “Civil Cover
Sheet” from the displayed selection.

Click on the [Add to List] button.

ECF adds the selected document as an attachment to the main pleading, which is the
complaint in this example. The list box expands under section 3 to display the file name of
the newly attached document.

Repeat the above three steps to attach the Summons.

When you are finished adding all your attachments, click <Next>.
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Step 9: Please read this screen carefully and notice that the defaults are to "no." If
"no" is correct, click <Next> and continue. NOTE: If the answer to the second or third
guestion is "yes," change the radio button to "yes," click <Next>, and continue on to Step

12 (starting on page 16).

EE F Civil Criminal + Query -« Reports  » Utilities  » Logout

2:0?-(;\:*-02039 Squirrel v. Badenay

Are you requesting a Temporary Restraining Order?
T Yes
Mo

Is this filed with an Application to Proceed In Forma Pauperis(IFP)?

OR

Is this case filed on behalf of the USA?
" Tes
* 1o

M Clearl

This screen gives you the filing fee cost. Click <Next>.

EE F Civil « Criminal +« Query « Reports  « Utilities = Logout Q’
-

Complaints and Other Initiating Documents
2:.07-cv-02039 Squirrel v. Badenoy

WUTHORTZED AMOUNT FOR CASE OPENING: Fee: $350.00

< OU WILL BE REDIRECTED TO PAY.GOY ON THE NEXT SCREEN FOR SUBMISSION OF CREDIT CARD

Ha
Clearl

Please wait to be redirected to PAY.GOV to enter your credit or debit card information.

The Clerk's Office will no longer accept cash, check or money order.
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It may take a few seconds to re-direct you to PAY.GOV; please wait.

= =Y
o Civil « Criminal + Query -« Reports Utilities  » Logout o_

Complaints and Other Initiating Documents
2.07-cy-02038 Squirrel v. Badenoy

ow loadng the payment processing screen. This process might take a few seconds.

Step 10: Complete all required information on the screen in PAY.GOV, then click
<Continue with Plastic Card Payment>. Do NOT use your back button!

EE F Ciwil » Criminal « Query -« Reports  » Utilities Logout

Eetumn to your originating application
1

Online Payment

Step 1: Enter Paytment Information
FPay %ia Plastic Card [PC)[ex: American Express, Diners Club, Discowver, Mastercard, VISA]

Reqguired fields are indicated with = red asterisk =

Account Holder Name: IElﬂ'y3
Payment Amourt: $350.00

Eilling Aﬂdress:l

Billing Address 2: I

City: I
State / Province: I j

Zip ! Postal Code: I
Courtry: | United States j

5 VA @2 B (2 =

* HCarCROEF e S OO SRS OF CRSES)

Card Type: I

Card Mumber: I

—_—

Security Code: I * Help ara secH i code
Expiration Da‘te:l jv x-"l ]v *

Select the "Continue with Plastic Card Payment' button to continue to the next step in the Plastic Card Fayment Process.
Cantinue with Flastic Card Fayment | Cancel

Mote: Please avoid nawigating the site using wour browsers Back Button - this may lead to incomplete data being transmitted and pages being loaded
incorrecthy, Please use the links provided whenewer possible.

If the information on this screen does not match, or if you entered an invalid credit or debit
card number, you will get this error message:
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EE F Ciwil - Criminal + Query - Reports = utilities - Logout

Your request could not be completed:

n The Card Mumber entered is invalid. @

Online Payment Return ta your atiginating application
Step 1: Enter Payment Information 1
Step 11: Complete your email information to receive confirmation.
Note:

v You MUST enter your e-mail address into the fields provided in order to receive
a payment confirmation e-mail from PAY.GOV

v You MUST check the box to authorize the charge to your credit or debit card
(see circled, below).

EE F Civil = Criminal + Query = Reports  » Utilities Logout

Online Payment Return to wour originating application

Step 2: Authorize Payment 2

Payment Summary Edit this information

Address Information Account Information Payment Infarmation
Agcount Holder Hame: aths Card Type: haster Card Faymert Amount: $350.00
Eilling Address: 401 Street Card Nurnber: ™rRmmmsess 4449 Transaction Date snd 031352007 12:44
Eilling Addrass 2 Expiration Date: 4/ 2008 Tirme: EDT
City:

State / Province:
fip / Postal Code:
Couritry: USA

Email Confirmation Receipt
Ta have a confirmation sent to you upan completion of this transaction, provide an email address and confirmation below.

Email Address:l
Confirm Email Address:l

cc: d Separate multiole erad addmezzes with 3

o I comia

Authorization and

fred fields are indicated with a red asterisk ®

utharize a charge to my card account for the above amount in accordance with my card issuer agreement. [ *
Press the nt" Button enly ance. Pressing the button more than once coul

submitFayment | Cancel

Fle transactions.

MNote: 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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. After clicking <Submit Payment> in PAY.GOV, you are returned to ECF.

Note: You MUST wait until your credit or debit card is processed. If you have
completed the PAY.GOV credit or debit card payment screens successfully your credit
or debit card has been charged.

If you do not complete this ECF transaction, a charge will still appear on your credit or
debit card statement but the case will not have your complaint or summons filed with
the Court. You will then have to re-file the complaint, etc., by following the steps listed
in Filing the Civil Complaint beginning on page 8 of this document.

Your confirmation of payment will be sent to the email address you entered during Step 11.
Example of email message:

Subject |Pay Gov Payment Confirmation

THIZ I3 AN AUTOMATED ME3ISAGE. FPLEASE DO MNOT REPLY.
Tour transaction has been successfully completed.
Payment Suwmmary

Lpplication Mame: ALZD CM ECF TEST

Pay.gov Tracking ID: 3FOLLISG

Payment Lgency Tracking ID: 153054

kardholder Natne: attyd

Cardholder Address: 401 West 3treet

Cardholder Country: USA

Card Type: Master Card

Payment Awount: $350.00

Transaction Date: Mar 16, 2007 11:37:43 AM

Step 12: This is a validation screen with the full case title; click <Next>.

= )
Qo Civil « Criminal + Query =« Reports utilities  + Logout ?

Complaints and Other Initiating Documents
2.07-¢y-02039 Squirrel v. Badenoy

Clearl

United States District Court, District of Arizona 16 April, 2007



At this screen, when you click <Next>, you will have no further opportunity to modify your
entry:

Criminal + Query - Reports Utilities  » Logout ?

Complaints and Other Initiating Documents
207-¢v-02029 Squirrel v. Badenoy

Docket Text: Final Text

COMPLAINT. Filing fee received: $ 350.00, receipt number 182832, filed by
Rocky Squirrel. (Attachments: # (1) Civil Cover Sheet # (2) Summons)(atty2,)

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

Clear |

Step 13: Click <Next> to receive your Notice of Electronic Filing (NEF).

Once you have e-filed the initiating document and have submitted your filing fee
paymentvia PAY.GOV, the Clerk's Office will do the following and send to you via ECF:

v Notify you of your judge assignment (however, the judge assigned will be
immediately available through PACER)
v Send you the issued summons(es)

The Notice of Electronic Filing (NEF) will typically generate to the judge and the
attorney filing the case. The documents, along with the docket text, will become a
permanent part of the court record.
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