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Getting Started

Introduction

This User Manual provides basic instructions on how to use the Electronic Case Filing
(ECF) internet system to file documents with the court or to view and retrieve docket sheets
and documents for all civil, criminal and miscellaneous cases in the system.

This User Manual should be used in conjunction with the Electronic Case Filing
Administrative Policies and Procedures Manual, located on our web site at
http://www.azd.uscourts.gov / E-Filing / Administrative Policies & Procedures Manual. The
Administrative Policies and Procedures Manual, Local Rules, and General Orders of the
court represent the policies and procedures for electronically filing documents; this User
Manual shows the mechanics of "how to" file in the ECF system.

A Registered User should also have a working knowledge of an ECF-compatible web
browser and Adobe Acrobat or equivalent software for creating and reading Portable
Document Files (PDF).

Definitions
The following definitions are used throughout this User Manual:

A. Document means pleading, motion, exhibit, declaration, affidavit, memorandum,
order, notice, and any other filing by or with the court.

B. Electronic Filing System refers to the court’s Internet-based system that allows for
the electronic filing and maintenance of court case files in the United States District
Court, District of Arizona. The system is part of the CM/ECF (Case
Management/Electronic Case Files) software which was developed for the Federal
Judiciary by the Administrative Office of the United States Courts.

C. Electronic Filing means uploading a Portable Document Format (PDF) document
directly from the Registered User's computer using the ECF system to file that
document in the court's case file. Mountain Standard Time applies to all filings.

NOTE: Sending a document or pleading to the court via e-mail or other than as

described does not constitute "electronic filing."
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D.

Initiating Documents include civil complaints, notices of removal, civil cover
sheets, supplemental cover sheets, criminal indictments, superseding indictments,
information, complaints, petitions, notices to appear, summonses and warrants.

Non-Electronic Filing means, where permitted, submitting a document to the court
in paper or other tangible form. Documents submitted in this manner will be
scanned, uploaded, filed and maintained in the ECF system unless court procedures
provide otherwise.

Notice of Electronic Filing (NEF) is a notice automatically generated by the
Electronic Filing System at the time a document is filed with the court. The notice
sets forth the time of filing, the name of the attorney and/or party filing the document,
the type of document, the text of the docket entry, the name of the party and/or
attorney receiving the notice, and an electronic link (hyperlink) to the filed document
which allows recipients to retrieve the document automatically.

Registered User is an individual who has a court-issued login and password to file
documents electronically.

PACER (Public Access to Court Electronic Records) is an automated system that
allows an individual to view, print and download court case file information over the
Internet for a fee.

PDEF refers to Portable Document Format, a proprietary file format developed by
Adobe Systems, Inc. A document created with a word processor, or a paper
document which has been scanned, must be converted to Portable Document
Format to be electronically filed with the court. Converted files contain the extension
pdf.

Technical Failure is defined as a malfunction of court owned/leased hardware,
software, and/or telecommunications facility which results in the inability of a
Registered User to submit a filing electronically. Technical failure does not include
the malfunctioning of a Registered User’s equipment or Internet Service Provider.
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ECF System Capabilities

A Registered User with a PACER account, an ECF-compatible web browser, Adobe
Acrobat or equivalent software, and access to the Internet can use the court’s ECF system
to perform the following functions:

Practice entering documents into ECF using the training system and database. The
training ECF database is similar to the live ECF database.

Electronically file pleadings and documents in actual cases.
View official docket sheets and other documents associated with cases.

View reports for cases that were filed electronically.
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Hardware and Software Requirements

The hardware and software needed to electronically file, view, and retrieve case
documents are:

. A personal computer running a standard operating system such as Microsoft
Windows 95 or later or Macintosh with at least 16 MB of memory.

. A word processing software package such as Corel WordPerfect or Microsoft Word.
. An e-mail account to receive electronic notices through ECF.

. A Portable Document Format (PDF) file viewer such as Adobe Acrobat reader.

. PDF-conversion software that is compatible with Adobe Acrobat version 4 or higher.
. A scanner to convert paper documents that are not in a word processing format to

digital format for electronic filing in the court’'s ECF system (e.g. exhibits and other
supporting documentation). Use a scanner ONLY if you cannot electronically
prepare your documents with a word processing software package and convert
them to PDF format. When scanning documents for ECF, scan at a resolution of 300
dpi (dots per inch). Individual PDF documents must not exceed ten (10)
megabytes (MB) in size.

. An Internet service provider (high speed recommended) and web browser. The
court has verified that ECF is compatible with Internet Explorer 8 and 9, Firefox, and
Safari (Apple).

. A CD writer (CD-RW) to store PDF files to be submitted with paper documents
(sealed, other) filed at the courthouse.

NOTE: Users of ECF have experienced some compatibility issues with browser
versions other than those specified above. Also, the use of an ISP-specific Internet
browser such as that provided by America On-Line is not recommended. Additionally,
it is highly recommended that the user clear the temporary Internet files from their web
browser each time a new session of ECF is utilized. This will ensure web pages
viewed within ECF display all available options.
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Technical or Procedural Assistance

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) 322-7200 ecfhelpphx@azd.uscourts.gov

Tucson (520) 205-4200 ecfhelptuc@azd.uscourts.gov
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Recommended Practice: Clearing Temporary Files

Please try this tip before calling the Help Desk

Clearing Temporary Files: Internet Explorer 8

Follow the steps below before accessing ECF:

Open Internet Explorer and click on the <Tools> menu option. Click <Internet

Options>.

Under “Browsing history”, click on <Delete>.

Internet Options @ |

General | Security | Privacy | Content | Connections | Programs | Advanced

Horme page

/‘ To create home page tabs, bype each address on its own line.
=t | o

Ekp: fidnet. azd. circ9.donf

Lse current ] [ Lse default ][ Lse blank

Browsing history

[k Delete temparary files, history, cookies, saved passwords,
¥ and weh Form information.

[ Delete browsing history

] n Settings ]

Search

Change search defaults,

é\/.__/
Tabs
Change how webpages are displaved in Settings
tabs,
Appearance
Colors H Languages H Fants H Accessibility ]

I K, H Cancel ]
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. Place a check mark in the applicable boxes, then click <Delete>.

' £
Preserve Favorites website data

Keep cookies and temporary Internet files that enable vour Favarite
websites to retain preferences and display Faster.

Temporary Internet files
Copies of webpages, images, and media that are saved For Faster
viewing.

Cookies
Files stored on vour computer by websites to save preferences
such as login information.

D History
List of websites you have wisited,

[]Form data
Saved information that wou have bvped into Forms,

[Jrasswords
Saved passwords that are automatically filled in when wou sign in
ko a website vou've previously visited,

[JInPrivate Filtering data

Saved data used by InPrivate Filkering to detect where websites may
be automatically sharing details about your wisit,

About deleting browsing histo[/@b Cancel l
\ /

. When the operation has completed, you will be brought back to this screen; click
<OK> to complete.

Internet Options

General Security | Privacy | Content || Connections | Programs || Advanced

Home page
/‘. To create home page tabs, bype each address on its own line.

A

tbp: fidnet. azd

Use current ] [ Use default ][ Use blank

Browusing history

y Delete kemporary files, history, cookies, saved passwords,
+— . .
¥ and weh Form information.

[ Delete brawsing histary an exi

Delete. .. ] [ Settings ]

Change search defaults, Settings

Search

Change how webpages are displayed in Settings

tabs,

Appearance

Colors ” Languages ” Fants ” Accessibility ]

I Ok, H )Cancel ]
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Eligibility, Registration and Passwords

Before filing in this court, all attorneys in good standing must register for the ECF system
by completing the on-line registration form. When registering, an individual must have
an established PACER account.

An attorney may register up to two (2) additional e-mail addresses that will also receive the
notices of electronic filing. Once the registration is processed by the Clerk, the Registered
User will receive notification of the user login and password via e-mail. A Registered User
shall protect the security of the User’s password and immediately notify the Clerk if the
Registered User learns that the password has been compromised. Once registration is
complete, a Registered User may not withdraw from participation in the Electronic Filing
System except by leave of court. A Registered User involved in more than one pending
case may not elect to participate in the Electronic Filing System in less than all such
pending cases. Registration permits filing and retrieval of documents and constitutes
consent to electronic service of documents by e-mail, as provided by the Federal Rules of
Civil Procedure.
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PACER Registration

ECF users must have a PACER account in order to use the query and report features of
ECF. If you do not have a PACER login, contact the PACER Service Center to establish
an account. You may call the PACER Service Center at (800) 676-6856 or (210) 301-6440
for information or to register for an account. Also, you may register for PACER on-line at
http://pacer.psc.uscourts.gov.

ECF Training

Individuals can log into the court's ECF training database on the Internet at https://ecf-
train.azd.uscourts.gov to practice ECF filing. The court also offers these specific ECF
Training Modules available on-line at the court's web site: August 2010 Release Notes;
Important Change When Logging into ECF; How to Submit Case Opening Documents;
Paying the Filing Fee; E-Filing CJA Vouchers; Creating an Appendix, E-filing in Juvenile
Cases.

We strongly recommend Registered Users practice in the training ECF

database before filing documents in the live ECF database.

Access to the training database is authorized with the following logins and password:

Logins Password

tl t11 For all logins listed (t1-t20), the password is
t2 t12 Trainingl

t3 t13 Login and passwords are case-sensitive.

t4 t14 ** DO NOT submit any real or sensitive case
t5 t15 documents as they can be viewed by the public.
t6 t16

t7 t17

t8 t18

t9 t19

t10 t20
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NOTE: Two people CANNOT use the same login at the same time - the first user will
be "bumped" out of the system. Therefore, you should first change your login and
password by following the directions on our website.

Practice case numbers you may use in the ECF TRAINING database
Civil Criminal
09-45 05-01
05-21 05-101
06-333 05-119
08-66 05-555
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Preparation

Setting Up Adobe Acrobat

A Registered User must install a software product that views files in PDF format, such as
Adobe Acrobat Reader, in order to view documents that have been electronically filed with
the court. Additionally, the installation of software such as Adobe Acrobat Standard or
Professional is necessary to convert documents in word processing format to Portable
Document Format (PDF). All new documents prepared for filing in ECF must be converted
to PDF before entering them into ECF or transmitting them to the court.

Portable Document Format (PDF)

Only documents in PDF format may be filed with the court using its ECF System. Before
sending the file to the court, users should open the PDF document to ensure it is complete,
in the proper format and is the appropriate document intended for the current filing.

PDF File - Text Searchable

Pursuantto L.R.Civ.P. 7.1(c), adocument to be filed should be converted to PDF from your
word processing program, and the PDF file must be text searchable. Documents which
exist only in paper form may be scanned into PDF for electronic filing. You may receive
a Notice of Filer Deficiency if it is determined that the filing is not text searchable. It is not
necessary to re-file the document because the notice is simply to inform you of the Rule
so that future filings will be text searchable.

Viewing a PDF Document

. Open Adobe Acrobat or Acrobat Reader.

. Select <File> on the menu bar and choose <Open> from the drop-down window.

. Click on the location and file name of the PDF document you wish to view.

. Acrobat loads the file and displays it on your screen. Verify it is the document you
wish to send.

. If the displayed document is larger than the screen or contains more than one page,

use the scroll bars and buttons to move within the document.

. Click <View> on the menu bar to select other options for viewing the document.
Choose the option that best suits your viewing needs.
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Converting Electronic Documents to PDF Format

You must convert all of your documents from their native word processing application to
PDF format before submitting them to the court through its Electronic Case Filing (ECF)
system. The conversion process requires Adobe Acrobat or an equivalent PDF writer.

Using a Word Processor to Convert to PDF Format

1.
2.
3

Install Adobe Acrobat on your computer.

In your word processing application, open the document you wish to convert.
Select the <File> menu option and then click on <Print>. Within the Printer window,
click on the drop down arrow to display a list of printer choices.

Select Adobe PDF Writer/Distiller OR Adobe PDF, PDF Converter (depending
on Adobe version).

Click <OK/Print> to send the file to PDF. Instead of the file printing to your printer,
the window below opens.

Save PDF File As e |
Creating Charters [ Users Guide
Docket Clerk Task Study '@.ﬁ.pplicatinn Administrators Guide, pdf
Effective Listening Skils - 3 hours '@Cnurt ko Court July 2004, pdf
Effective Meeting SKills T DCReadinesskit-pr04, pdf
FAQS T District Court Cuick Start Guide. pdf
: PACER '@Glussary of Terms. pdf
Presentations
Ty
ﬁ\ Skeering Commitkes
My Documents Sub-commitkes Charters
Training
Training and Marketing Sub Committes
File name: ILlser M anual. pdf j ( Save
Saveastype  |PDF files [*PDF) | G
4

Name the file and then click the <Save> button (note the saved file location for later
retrieval).

Your document is now saved as a PDF file and can be uploaded to ECF later in the
filing process.
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Basics

Entering the ECF System

You may enter the live ECF system by going to the court's web page at
http://www.azd.uscourts.gov and hovering your mouse over the E-Filing button.

Text Size: -~

UNITED STATES DISTRICT COURT
District of Arizona

Honorable Raner C. Collins, Chief Judge

for Jurors || for Attorneys | | for those Filing Without an Attorney

] Y NN EEEEEEECECECEERERSS
Home Clerk’sOffica E-Filing Judges' Information Calendars Rules, General Orders & Forms Case Information

Court Locations
Get Directions
ECF
Electronic Case Filing

Opportunities and Application Forms
F o — S

. You will then see the following CM/ECF submenu.

About Electromic Case Filing
| o To ECF Live
| Attorney Registration
ive Policies & Here you will find links and can download the
Procedures Manual Administrative Policies & Procedures
E-Filing Procedural Manual, the ECF-Specific Training

| Information Modules, FAQs (frequently asked
Flow to Submit Case Opening questions), and other information.

Documents )

FAQs

Traimng & Uzer Manuoal

Support

Judiciary Privacy Policy
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After you have selected <Go to ECF Live>, the ECF Welcome screen appears (shown
below).

Alternatively, Registered Users may enter the ECF system directly by typing the following
URL into the location field of their ECF-compatible web browser
(https://ecf.azd.uscourts.gov). This URL connects you directly to the court's ECF screen
depicted below. Click on the <District of Arizona - Document Filing System> hyperlink to
open the login screen and login to ECF.

Welcome to the U.S. District Court for the DI CT OF ARIZONA

DISTRICT OF ARIZONA - Document Filing Svstem

For help, please visit the "Electronic Case Filing" page of our website at www.azd.uscourts.gov and click on FAQs, or feel free to contact us at:
Phoenix: ecfhelpphx(@azd.uscourts.gov (Phone: 602-322-7688)

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

Toll Free: 1-866-387-7644

Thank You.

23Febrary2013

Court Information

When you enter ECF, the "Welcome" page provides a link to the District of Arizona Court
Information, which provides:

. Court Details
. Court Locations
. Court Offices
. Pacer Details
. Flag Definitions
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Logging In

You should receive a login and password when you registered for electronic filing. If you
have not been contacted by the Clerk's Office with a login and password, you are not yet
officially registered in ECF. Please contact the Help Desk for assistance.

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

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

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when
attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You
do not have permission to view this document,” viewing the document is restricted to attorneys of record in the case
and the system does nat recognize you as such. If the login prompt appears again, after you have entered your
CM/ECF login and password, it means that the "free look" link has expired. You will need to enter your PACER login
and password to view the document.

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

Lost Passwords and Password Changes:

If you have lost your CM/ECF password or the password you recall does not work ar you would like to change your
password, you can request a new password by clicking here. This process only works for CM/ECF accounts and will
not work for PACER accounts. PACER users should contact the PACER Service Center for help with login and
password issues.

Please Note: Login ID's are Case Sensitive.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers
Authentication must redact: Social Security or taxpayer-identification numbers; dates
of birth; names of minor children; financial account numbers; and, in
criminal cases, home addresses, in compliance with Fed R Civ. P. 52
Password: or Fed. R. Crim. P. 49.1. This requirement applies to all documents,
including attachments.

Lagin: |

client

code- [ | understand that, if | file, | must comply with the redaction rules. |

have read this notice.

Notice

An access fee of 50.10 per page or 52 40 per document with an audio attachment, as approved by the Judicial Conference of the United
States, will be assessed for access to this service. For more information about CMVECE, click here or contact the PACER. Service
Center at (800) 676-6856.

CM/ECF has been tested with Firefox and Internet Explorer § and 9.
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Enter your ECF login name and user password in the appropriate data entry fields. It is
important to remember that all ECF login names and passwords are case sensitive.

NOTE: Use your ECF login and password if you are entering the system to file a
document or to maintain your account. If you only wish to query the database for case
information or to view a document, click on "Query" on our main tool bar and enter your
PACER login and password. There is a charge of .10 per page for viewing, printing
and/or downloading case dockets and documents. The maximum amount you will be
charged is $2.40 for pages viewed, printed or downloaded.

In keeping with the Judiciary’s strong commitment to protecting private information in
publicly accessible court records, you must read and place a check mark in the box to
the right of the Authentication area (circled, below) to complete the login process.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact:
Social Security or taxpayer-identification numbers; dates of birth; names of minor
children; financial account numbers; and, in criminal cases, home addresses, in
compliance with Fed. R. Civ. P. 5.2 or Fed. R. Crim. P. 49.1. This requirement applies to
all documents, including attachments.

O I understand that, if | file, | must comply with the redaction rules. | have read this
notice.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers
must redact: Social Security or taxpayer-identification numbers; dates
ofbn‘rh names of minor children: financial accountnumbers and in
~fiome addresses, in complianc
ed R Crim. P. 491, Th|srequ|rementappl|esto all docu
including attachments.

Authentication

Login:

Password:

client

code: [] | understand that, if | file, | must comply with the redaction rules. |

have read this notice.

Also verify that you have entered your ECF login and password correctly. If not, click on
the <Reset> button to erase the login and password entries and re-enter the correct
information. After you enter the correct login and password, click on the <Login>
button.
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. If the ECF system does not recognize your login and password, it will display the
following error message:

Login failed either your login name or key is incorrect.

. Click on the <Back> button and re-enter your correct login and password.

Lost Password
If you have lost or forgotten your password, click on the link (circled below).

Lost Passwords and Password Changes:
If you have lost your CMIECF password or the password ye : oryou would like to
change your password, you can request a new passwdrd by clicking here Th|s prowess only wiorks for
CMWMIECE accounts and will not wark for PACER accobwts, PACER users should cetact the PACER

service Center for help with login and password issues.

After clicking on the link, you will be brought to this screen:

CM/ECF Password Changes - District of Arizona

This page is for CM/ECF logins only, it will not work for PACER accounts.

For a lost password on a PACER account, please contact the PACER Service Center.

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry or
use or any use that attempts to circumvent access controls or PACER billing
processes is prohibited and subject to prosecution under Title 18 of the U.S. Code. All
activities and access attempts are logged. -=hitps:/fecf azd uscourts.gov=-

Enter your login ID here and click on "Submit":

Enter your login ID (generally the registered user's first initial and last name, i.e.,
JSmith) and click <Submit>.

Your password will be sent to you via your email of record.

Once ECF accepts your login and password, the main ECF screen will be displayed.
There will be a blue selection menu bar at the top as shown below.

EECF Gvil v Crimind v Quey  Reports - Ufiiies -  Search  Logout

ECF User Manual (December, 2015) 17 U. S. District Court, District of Arizona



NOTE: The date and time you last logged into the system appears at the bottom
left corner of this screen. You should review this information each time you login. If
you believe the date and time of your last login are not correct, or you suspect an
unauthorized party is using your login and password, telephone the court's Help Desk
(866-587-7644) with this information as soon as possible.

Last logn- 01-14-2014 11:03

Login Prompts

If you receive a prompt to log in, you may be logged into ECF with the same username
and password as someone else in your firm. There can only be one active ECF session
with a particular username and password. Once a second person logs in with the same
username/password, the first session will end.

This could also occur if the firm has two Internet connections and is load-balancing
between the two. In this case, the ECF server sees two different IP addresses for the
only login with that username/password and the server believes that two people on two
separate machines are logging in with the same login and password.
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Updating Your Password

You may update your password by clicking on "Utilities" on the main CM/ECF toolbar:

EECF Civil ~+  Criminal ~ Query  Reports = Utilities -~ Search Logout

1. Click on "Maintain Your Login/Password."
UE C F Civil - Criminal ~ Query Reports ~ Utilities ~ Search Logout
Utilities
Your Account Miscellaneous New Release Menu Items
ECF Login Clerk's Use Only Release 3.0 Menu Items

Court Information
ternet Payment History

Legal Research ...

2 amn Y our LoginPasswor,
Maintain Your E-mail

Change Client Code Links to Other Courts

Change Your PACER Login Mailings....

Review Billing History PACER Case Locator (National Index
Show PACER Account Verify a Document

Remove Default PACER Account

2. Highlight the asterisks in the password box and enter the new password. Then
click on the "Submit” button. The new password will be in effect the next time you
log in. It isNOT recommended that you change your login.

Utilities ~

Criminal ~ Query Reports - Search Logout

Last login 04-05-2013 13:24

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Current login 04-05-2013 13:24
ez letters; includs digit or special character

Create date 10/11/2012
gib Update date 10/11/2012
Internet Crefit Card Y
Defgfult Printer
Addigighnal Printers
Groups Attorney

Note: Be sure to enter your ECF login and password, not your PACER password. The
PACER password will not allow you to e-file. If you are unable to file your
document because the civil and criminal buttons are not at the top of the ECF
screen then you have entered your PACER user name and password. Log out
and enter your ECF user name and password.
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Updating E-Mail Addresses

You may update your primary and secondary e-mail address information without the
assistance of the Clerk’s Office.

Pursuant to LRCiv 83.3(d), an attorney or unrepresented party must file a notice of
name or address change, and an attorney must also file a notice of change of firm
name or e-mail address. A separate notice must be filed in each active case.

Upon receipt of the notice filed in each active case, the Clerk’s Office will update all
information EXCEPT the attorney’s e-mail addresses. The attorney will be responsible
for updating the e-mail addresses by following the steps below.

1. Click on “Utilities”
N

- Criminal - Query Reports - Utilities Search
~———

2. Click on “Maintain Your E-mail”

Civil ~ Criminal - Query Reports ~ Utilities - Search Logout

Your Account Miscellaneous New Release Menu Items

ECF Login Clerk's Use Only Release 3.0 Menn Items

Court Information

Internet Payment History
Legal Research ...

Maintain Your E-mail
Jiew Your Transaction

Change Chent Code Links to Other Courts

Change Your PACER Login Mailings. ..

Review Billing History PACER Case Locator (National Index)
Show PACER Account Verifv a Document

Remove Default PACER Account
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3. Click on the e-mail address you wish to update in the “Registered e-mail
addresses” list.

EECF Civil ~ Crimipal ~ Query Reports ~ Utilities ~ Search Logout

Email Information for Attorneyl

Registered e-mail addresses Configuration options
Primary gsueer-oridr

: Select an e-mail address to configure.
gefdmail @ao tx uscourts gov

Secondary e-mail addresses:
Attomney 1 @hotmail com
Attorney2 @hotmail com

add new e-mail address

it all changes

4, Your selected e-mail address will appear for updating under “Configuration
options” on the right side of the screen.

EECF Civil - Criminal - Query Reports ~ Utilities ~ Search Logout

L
Email Information for Attorneyl =]

Registered e-mail addresses Gnliguration options
\Primary e-mail address: deadmail@ao bx uscourts.gov

deadmail’@ao.tx nscourts.gov

Should this e-mail address receive notices? & Yes O No
\Secondary e-mail addresses:

Attornev ] @hotmail. com How should notices be sent to this e-mail address? (=) Per Filing (' Summary Report
Attornev2/@hotmail com
add new e-mail address In what format should notices be sent to this e-mail address? & HTML O Text
Should this e-mail address receive general announcement notices from this court? & Yes O No
5. Make necessary changes to the existing e-mail address.
NOTE: may change other email addresses by following steps 3 - 5.
6. Click on “Submit all changes” before exiting this screen.

Pursuant to Section I. C of the Administrative Policies and Procedures Manual, you may
register up to two (2) secondary e-mail addresses.

E-mail addresses exceeding this limit may be removed by the Clerk’s Office.
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NOTE: Although you are able to add cases of interest to your profile on this
screen, pursuant to LRCiv 5.5(i), a Registered User may subscribe to
receive Notices of Electronic Filing in an unsealed case in which the
Registered User is not a party or counsel of record by filing a text-only
Notice of Request for E-Notice event on the electronic document. Upon
receipt of the Notice of Request for E-Notice, the Clerk’s Office will add
the case of interest to your profile.

Criminal ~ Query Reports ~ Utilities ~ Search Logout
Email Information for Attorneyl ]
Registered e-mail addresses Configuration options
Primary e-mail address: Attorney1@hotmail.com

deadmail @ao_tx uscourts gov

Should this e-mail address receive notices? &) Yes ! No
Secondary e-mail addresses:

Attorney 1 (@hotmail com Should this e-mail address receive notice for all cases in which this individual is a participant? &) Yes © No
Attorney2/@hotmail com
add new e-mail address How should notices be sent to this e-mail address? @ Per Filing O Summary Report

Submit all changes In what format should notices be sent to this e-mail address? &) HTML (O Text

Should this e-mail address receive general announcement notices from this court? (=) Yes ) No

Case-specj,

Add additional cases for noticing

These cases will send notice per filing. (defauit method)

These cases will send notice as a summary report. (alternats msthod)

IMPORTANT: When you add a secondary e-mail address to your e-mail account, that
secondary e-mail address will not be added to any SEALED case. Therefore, the
secondary e-mail address is not included for noticing via the Notice of Electronic Filing
(NEF) in sealed cases that become UNSEALED. If this happens, please call the Help
Desk (Phoenix: 602-322-7688; Tucson: 520-205-4687) so they can delete and re-add
the secondary e-mail address to allow noticing.
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Selecting ECF Features

ECF provides the following features that are accessible from the blue menu bar at the top
of the main screen.

SECF Civil - Criminal ~ Query Reports - Utilities ~ Search Logout

Civil - Electronically file all civil and miscellaneous case pleadings, motions, and
other court documents.

Criminal - Electronically file all criminal case pleadings, motions, and other criminal
court documents.

uery - Query ECF by specific case number or party nhame to retrieve information
and documents which are relevant to the case. You must login to PACER
before you can query while in ECF.

Reports -  Retrieve civil or criminal cases (based on established criteria), written
opinions and docket sheets. You must login to PACER before you can
view an ECF report.

Utilities -  View your personal ECF transaction log and maintain personal ECF
account information.

Search - Search from this main menu, from within a category, or via the case number.
Logout - Exit from ECF using the Logout hyperlink instead of just closing your
browser.

. ? - See a help file for the screen you are viewing.
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Cascading Menus

A cascading menu system is available. You have the option of using the cascading menus
or the static menus.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Sub-menu
down arrow

U.S. District Court
DISTRICT OF ARIZONA
Official Court Electronic Document Filing System

Note:

The Civil, Criminal, Reports, and Ultilities selections have a down arrow next to them,
which indicates the presence of a sub-menu.
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The 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.

Cnminal =

Cwil or Mscelaneous Case Opening®
Amended Pleadings and Service  #
Moalions and Realed Filngs b
Omer Filings ¥
Paymenis k
Sealed Documents *
Ex Parte Documents k
LA 43 TransterConsoldale Ewents »

Quary

Reparts - Utikitims = Ssarch Logout

.5, District Court
DISTRICT OF ARIZONA

Official Court Electronic Docnment Filing System

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

menu name.

Crmanal =

Gl or Mscelaneous Case Cpening®
Amended Pleadings and Service

Molions ang Resled Filngs

Other Filings

Paymants

Sealed Documents

Ex Parte Documents

LR 43 TrangferiConsalkdate £wenty

Query

Reports = Utilitims. Search Logout

S |
Amended Complaints, Omer Ingating Documents
Service of Process
Answerd 10 Complaints
Oher Answers
e 1 4

1.5, Distriet Courd
DISTRICT OF ARIZONA

Official Court Electronic Docnment Filing System

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.

ECF User Manual (December, 2015)

25 U. S. District Court, District of Arizona



A static menu is also available, and can be accessed with a click on the blue menu bar

item.

Criminal ~

ZECF

Civil ~
—

Civil Event Categories

Query

Reports ~

Utilities ~

Search Logout

Civil or Miscell Case Opening Other Filings Payments Ex Parte Documents LR 42 Transfer/Consolidate
File a New Civil Case Notices Credit Card Payments Ex Parte Motion for Investigative/Expert Services ~ Events
Trial Documents CJA Attorney’ LR 42 Motions
Amended Pleadings and Service Appeal Sealed Documents LR 42 Responses and Replies
Amended Complaints. Other Initiating  Documents Sealed Lodged Proposed
Documents Other Documents
Service of Process Documents Sealed Other Documents
Answers to Complaints CIA
Other Answers Documents

Meotions and Related Filings
Motions
Amended Motions
Responses and Replies
Lodged Proposed Documents

Criminal ~

Criminal Event Categories

Payments

Query

Reports ~

Juvenile Ex Parte Documents

Utilities ~

Search Logout

Juvenile Ex Parte Documents (Restricted for All

Motions and Related
Filings

Motions

Amended Motions

Lodged Proposed
Documents

Other Filings
Waivers
Notices
Trial Documents
Appeal Documents
Other Documents
CJA Documents

ECF User Manual (December, 2015)

Responses and Replies

Credit Card Payments (Restricted to Filer Only)

Ex Parte Motions

Filers)

Ex Parte Motion for Investigative/Expert Services

Sealed Documents
Sealed Motions (To Seal Case or Doc Oaly)
Sealed Lodged Proposed Documents
Sealed Other Documents

Ex Parte Other Documents Juv Case CJA Atty

Ex Parte Documents (Restricted for All

Filers/Sealed)
Ex Parte Motion for Investigative/Expert Services
(CJA Attomev)
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General Rules and Navigating the System
Each event screen has two buttons associated with data entry:

1. Use the NE-‘ﬂ| button to accept entered data and display the next data-entry
screen.

2. Use the clear | button to remove all characters entered in its associated field or
box.

Correcting a Mistake
J FBack 7 = - @ i ‘ @5&arch | Favarites @Histnry ‘ %v S )

Option 1: Use the Back button on the browser toolbar sparingly or when directed to do
so by user message to retrieve the previous screen to correct data entry
errors. You may have to click on the Back button several times. If you
receive this message shown below, do not click the Refresh button, or you
will be exited from ECF. Rather, continue using your Back button until you
are returned to an ECF screen.

Warning: Page has Expired

The page you requested was created using information you submitted in a form. This page is no longer available. As a security precaution, Internet Explorer
does not automatically resubmit your information for you,

To resubmit your infarmation and view this Web page, click the Refresh button,

You may use the <Back> button of your browser to correct data entry until you see the
Attention! warning message. Once you click on the <Next> button after seeing this
message, you will have no further opportunity to go back and correct any mistakes.

Note: Only the Clerk's Office can make changes or corrections to documents that have
already been transmitted to the court (when you have already received your

Notice of Electronic Filing (NEF)).

Option 2:  Abort the entire process by clicking on any option on the main tool bar. This
means you will have to start over from the beginning.
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Search Features

From Main Menu

The Search option is located on the CM/ECF main menu.
N\

EECF Civil ~ Criminal ~ Query Reports ~ utilities [+ Search

U.S. District Court
DISTRICT OF ARIZONA
Official Court Electronic Document Filing System

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

Search Logout

Utilities ~

Reports ~

Query

Criminal ~

Search Menus and Events

U.5. District Court
DISTRICT OF ARIZONA
Official Court Electronic Document Filing System

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.

EECF Civil ~ Criminal - Query Reports ~ Utilities ~ Search Logout
) ) Search Menus and Events
Search results for 'objection’
6 events found
oo

Civil Event Categories — Motions and Related Filings — Responses and Replies

Objection to Report and Recommendations
Reply to Objection to Report and Recommendations

Civil Event Categories — Other Filings — Other Documents

Objection
Bill of Gosts - Response to Objection

Criminal Byent Categories — Other Filings — Other Documents

Objection to Prigentence Investigation Report
and Recommendations

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

Criminal ~ Query Reports - Utilities ~ Search Logout

Other Documents

Civil Case Number

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

Clear

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.”

UE c F Civil Criminal QUEF_‘{ REpOI’tS Utilities Search L.ogout

) Search Menus and Events
Search results for 'withdrawal’
3 events found

Civil Event Categories — Amended Pleadings and Service — Other Answers

Withdrawal of Claim

Civil Event Categories — Other Filings — Other Documents

Withdrawal of Document

Criminal Event Categories — Other Filings — Other Documents

Withdrawal of Motion
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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.

UECF Civil Criminal Query Reports Utilities Search Logout
Motions

Start typing to find an event.
Available Events (click to select events) Selected Events (click to remove events)
3
Amend/Correct
Appeal In Forma Pauperis
Appear
Appoint
Appoint Counsel
Appoint Custodian
Appoint Expert
Appoint Guardian/Attorney ad Litem
Appoint Receiver
Approve Consent Judgment
Attorney Fees
Bifurcate
Bond
Certificate of Appealability »

Clear

Scroll Event
pick-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.

ZEC 1o T . T~

UE F Civil Criminal Query Reports Utilities Search Logout
Motions

summ| Click your selection, or use arrows to highlight it and press Enter.

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

Enforce IRS Summons |
Partial Summary Judgment
Summary Judgment

Clear

The selected event will be added to the Selected Events box, and the list of available
events will again be displayed.

EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search Logout
Motions

| Start typing to find another event.
\Available Events (click to select events) Selected Events (click to remove events)

Strike ~ |Summary.Judgmem
Substitute Attomey

Substitute Party
mm_

Supplement

Tempaorary Restraining Order

Transfer Related Case

Unseal Case

Unseal Document

Vacate

Withdraw

Withdraw as Attorney

‘Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum
Writ of Mandamus 5]
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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.

ZEC - = . e
UE F Civil Criminal Query Reports Utilities Search Logout

Motions

| Start typing to find another event.
Available Events (click to select events) Selected Events (Rlick to remove events)
Extension of Time to File Answer -~ Summary Judgment

Extension of Time to File Document Compel

Extension of Time to File Response/Reply Extension of Time to File Answer
File Amicus Curiae

File Excess Pages

Forfeiture of Property

Hearing

Hearing on Mation

In Limine

Intervene

lssuance

Issuance of Warrant in rem

Joinder

Judgment

Judgment Debtor Exam e

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.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Motions

Civil Case Number

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

Clear

Notice the grayed
out Next button.

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.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Motions

Civil Case Number

07-004 Find This Case

Clear

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.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Motions

Civil Case Number

2:07-at4 Hide Case List

Sefact a case:
at.00004 White v. Bashful et al
2/ cv-00004 Disneyland v. Mall of America
2:07-mc-00004 USA v. 222 firearms

4:07-at-00004 Jones v. Smith
4:07-cv-00004 Evans v. Ruiz
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Adding Documents

NOTE: Itis imperative that you attach an electronic copy of the actual pleading
when prompted by the system. All documents you file in ECF MUST be in PDF

format.

Clarification of Events (Frequently Asked Questions)

. Use one of the Summons Returned Executed events to file an affidavit of service.

. Use the Report of Rule 26(f) Planning Meeting event to file a joint proposed case
management plan.

. If the document you are responding or replying to is not a motion, you must use the

Response or Reply event found in Other Documents. These events will present all
documents to link to. The Response to Motion and Reply in Support of Motion
events allow links only to pending motions.

. Use the Additional Attachments to Main Document event (under Other Documents)
if you have forgotten to attach a required document.

. File a Notice of Errata and re-file the correct document if you have accidentally
attached the incorrect PDF. The initial filing will not be deleted.

. Pursuant to General Order 05-38, a Notice of Waiver of Service must be filed to
suspend electronic service of documents after a party has been terminated from a
case.

Step 1: Click on <Browse> to search for and attach your .pdfdocument.

(Attachments to your main dpcument will also be added via this screen.)

Motions
2:09-cy-00045 BEullwinkle v. Squirrel
STD

Select the pdf document and any attachments.

Main Document

Browse...

Attachments Category Description

L v
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ECF opens the following screen:

Choose file

Look ir: Ia hy Documents

x| «®ckE-

2=

_ 1 Adobe

0 Cowving

_ 1 arel User Files
1| My eBooks

[:I My Music

[:I [y Pictures
1My PSP Files
A GPPriv

Open I
Cancel |
7]

File name: I j
=

Filez of type: Iﬁl'-.ll Filez [*.%]

Step 2: Navigate to the appropriate directory, folder and file name to select the PDF
document you wish to file, then select the file to upload to ECF.

Choose file 2=l
NOTE: To verify you have Lockin: [ 23 GV T cmcE-
selected the correct :
document, right mouse SR
click on the highlighted file silibeskandly
name to open a quick T
menu and then left mouse EREREE
click <Open with...(PDF)>. o e
Your PDF program will Quick Print
launch and open the e
K o3 Add ta Zip 5
document you selected. (9 Add b Motion 2ip —
Verify it is the correct | Fierame gt SIS |
document and close the e |k B et
PDF program. 3
Create Shortout
I Cl Delete
ol ﬂl Renarme
Properties
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Step 3: Once you have verified the document is correct, close Adobe Acrobat and
click the <Open> button. ECF closes the File Upload screen and inserts the PDF file

name and location in the Main Document text box.
/

Motions /
2:09-cy-00045 Bullwinkle v _Aguirrel

STD

Select the pdf docuyhent and any attachments.

MMain Document

P:\sharediCMECF\Application TrainingiPL
Attachments Category Description
1. v

. If there are no attachments to your main document, click <Next> to continue.

. If you have attachments to your main document, click’<Browse> to the right of the
text box labeled 1. under Attachments.

NOTE: Attachments and / or exhibits greater than 10.0 MB in size must be divided into
smaller files, and a maximum of ten (10) 10.0 MB attachments/exhibits are allowed per
transaction. In addition, the first page of exhibits should be an index page.

Proposed Orders Proposed orders must be e-mailed to the presiding judge unless
the order is confidential, in which case Internet e-mail should not be used and the order
should be sent to the judge in paper form. E-mail addresses for the judges are found
in the Administrative Policies and Procedures Manual.

Proposed Documents Examples of “proposed documents” include sealed documents,
non-electronic filings, documents that exceed the page limitation, and other documents
that cannot be filed without a court order. With the exception of documents subject to
being sealed, a proposed document must be electronically lodged using the Lodged
Proposed Document event.
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Step 4: Enter your attachments in .pdf format.
. Click on <Browse> to search for and attach the document.

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

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

. ECF adds the selected document as an attachment to the main pleading, which is
the motion in this example. The screen expands to allow you to add additional
attachments as needed. If you attached a document in error, simply click on the

Motions
2:09-cv- 00045 Bullwiinkle v, Sali
STD

Select the pdf document and any attachments.

MMain Document

Pr\sharediCMECF\Application TrainingiPL

Attachments Category Daescriptio
1. |P:ishared\ CMECF\Application Training\Pl[ Browse.. |  Exhibit «| [Index plus A- D
2. |P\shared\CMECF Application Training\PL[ Browse... | | Exhibit v|E-H
3 3

“Remove” button.

. When you are finished adding all your attachments, click <Next> to continue.
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Notice of Electronic Filing (NEF)

ECF will electronically transmit the Notice of Electronic Filing to the attorneys and parties
to the case who have provided their e-mail addresses to the Court. Individuals who receive
electronic notification of the filing are permitted one "free look/save/print” at the document
by clicking on the associated hyperlinked document number embedded in the email. The
filer is also permitted one free look/save/print to verify the pleading was properly docketed.
The ECF filing report also displays the names and addresses of individuals who will not be
electronically notified of the filing.

It is the responsibility of the Registered User to serve hard copies of the
pleading and Notice of Electronic Filing to attorneys and pro se parties who
are not registered for electronic notification.

. Select <Print> on the Internet browser toolbar to print the document receipt.

. In order to save the NEF, go to your e-mail inbox and drag into an e-mail folder.

NOTE: The Notice of Electronic Filing acts as your Certificate of Service. The Court
strongly urges you to save it from your e-mail inbox to an e-mail folder, print it, and
retain a hard copy in your personal files. Because there may be instances when service
cannot be accomplished electronically, e.g., pro se party or unregistered attorney, a
Certificate of Service would confirm the means by which all parties were served.
Therefore, a Certificate of Service is still required pursuant to F.R.Civ.P. 5(d), and may
be included as part of your filed document.
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Cross - Document Hyperlinks

Introduction
You may 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.

Details about the 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.qg.,
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.

Cross-document hyperlink functionality within CM/ECF only pertains 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 3.2 or above), 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 66 for Corel WordPerfect or
starting on page 74 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).

'a CM/ECF - azd - Docket Report - Microsoft Internet Explorer

Fle Edit ‘Wiew Favorites Tools Help

so0]

@Eack - lgd - ™ Geenink | Favorites &2(

m Open Link in Mew Window

e Save Target As..,

:E C 5 PYirit Target
o Civplondmiinase ]

36733953334003-L_S05_0-1

Query Reports -~  Utilities Search

Show! Picture
Save Picture As... =
i E-mail Picture. .,
M‘f Print Picture. ..
USA Go to My Pictures represented by James Ramirez
Set as Background LEAD ATTORNEY
TR T ATTORNEY TO BE NOTICED

ik

Date Filed Copy Shorkcut
013172007 Q iy ow White (1), Bashful (2), Doc (3). (MER ) (Ertered: 01/31/2007)

Add ko Favorites. ..

01312007 o cuted on 01/13/07. as to Snow White, Bashful, Doc (MEKB ) (Entered: 01/31/2007)
Convwett ko Adobe PDF

01/31/2007 & Convert to existing PDF Bashful, Doc (MEB ) (Entered: 01/31/2007)

01/31/2007 | - __Froperties by Snow White, Bashfial, Doc. (atty2, ) (Entered: 01/31/2007)

02222007 B4 | MOTION to Continue Sentencing by Snow White, Bashful, Doc. (FMP, ) (Entered: 02/22/2007)

02222007 25 | ORDER. granting 4 Motion to Contimue Sentencing as to Snow White (1), Bashfil (2), Dec (3) (FMP, ) (Bntered: 02/22/2007)

032972007 36 | ORDER REINSTATING SUPERVISED RELEASE for Snow White (1), Lalkjdllefllc lajdlicjflalk leja;l diciflicjllcilicil ]
LadejlbcAllejllejlicjlic

(APT, ) (Entered: 03/29/2007)

0440472007 | =E @7 | MOTION to Change Vemue/Transfer Case by Bashful. (FME) (Entered: 04/04/2007)
04/0472007 | =E 38 | MOTION to Remand to State Coutt by Bashful. (FIMP, ) (Bntered: 04/04/2007)

ECF User Manual (December, 2015) 43 U. S. District Court, District of Arizona



Step 4:

added.

Open WordPerfect and locate the document to which the hyperlink should be

. Selectand 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.

WordPerfecl: %3 - P shared'CMECF" Application Training",PDF Files'.CM ECF Proposed CR Order.wpd

a File Edit Wiew Insert Format | Tools ‘Window Help  Districk
CRMBLPEM oo o

rammatik. . —+Shift-+
¢ GERR EE

Thesaurus...

DEBEimEZRAARE:zSIvEHE - 8B,

AL+
LSEE=&= & |
& bk (&

ITimes Mew Roman

GQuickCarrect...  Ctrl+Shift+F1
Quickiords...
Proofread

Language

I

= =

-@E-OEA = s $EIE-E- R

-t
[

|G

[

ded|lg- - |8 R B Ak

;I Macro
Template Macro
Yisual Basic

Macros Online

-

1
%

c

.

S DS S

1

Address Book...

M THE UNITED STATES DISTEICT COURT

FOE. THE DISTRICT OF ARTZONA

[Merge. ..
Sort...

= Highlight

Shift+-Fa
Alc+F3

Reference

( Hyperlink. .. )
Bod Toe

Legal Tools

Settings...

‘Woarkspace Manager ...

DTETETdaties.

?
%
|

CER 03-23C3{ P 3EE
(Proposed) ORDER

NPEINANNANY or anting/denying Defendants’ Motionto Disrmuss forthereasons. .

Note
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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:

[ZWordPerfect %3 - P:\shared\CMECF Application Training',PDF Files',CM ECF Proposed CR Order.wpd

D File Edit “Wiew Insert Format Tools Mindow Help Diskrict
duBEplLrElidEdsH -0 2 DWBIrZEAAR-SIvEBB: = 8|,
¢ QEAL S RLiM-EEE

DeBE=83 4 R 9-0-| 0o

Ac-=m-m-e e s § | HE-=- k||

S AT
ITimesNewRoman jllS j 8 7 U~ =~ <More> j| e ‘_h:'-| fope %v| s G 5k - LS
N B ..o i i g e ¢ oy i v A Vb B 4 By b i
= T UTHTET STAres of STTeTIcs, T TR U3 A K PEX OEE.
10 Flaintiff, % {Proposed) ORDER
11| vs
12 3
Snow White, et al |
13 M b]
= yperink ropertes ISR 213
Define links to other documents or bookmarks in this or other docurnents. Or, define a
15 macmo to be executed when the user clicks on the link.
16
= ! < cument documents T El Browse ‘web... I sz forthe reasons
o 1% M=
Bookmark: -
- ookmarl I e I
18 - Target frame: opy
g |
20 m'\cel | Help |
21 Snuzan R Rolton
. 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.
PlwordPerfect X3 - Prishared',CMECF Application Training'PDF Files),CM ECF Proposed CR O _ & =
n’ﬁ Edit Wew Insert Format Tools Window Help  District = ﬁl|>‘
g , okt L [ DWBEIREZERAARA:zS IVEHB S =8 @ 2LE R
Mews from Project. .. Chrl+T
g apen... ChrH+O E
9 Close Chrl+F4 !EﬂﬁﬂLﬂi:'&é?‘ﬁ E}_J{/&‘*Qv|— = | C§'|@/'A.ﬁ'|#
Save Chrl+5
_ Savefs. F3
T Properties. .. <hlone j| et ‘ i X v| =l e
T Version Contral 3 i 3 ; 4 : 5 5 ; 7 ; '8“
Diacument L — R T N AN T TR A S A
FOR THE DISTEICT OF ARTZOMNA
Page Setup...
Print. ..
Prink Preview
s of America, ) CR03-2C{PHX SEB

Printing Info Online
Internet Publisher...

TATTIETIT,

(Proposed) ORDER

Publish the document to PDF Farmat ‘

Send To 2

1 CMECF Proposed CR Order. wpd

2 FAQs.wpd

3 Table of Contents.wpd

4 Akky Matice of Proposed Reduction ko CJA Youcher, ..

s, et al |

efendants.

5 excess expert funds letter,wpd
& Search Features.wpd

7 Docket Sheet Report.wpd

& Cross Document Hyperlinks. wpd
9 Abridged Docket Reparts. wpd

Exit al+F4

CEDEEED granting/denying Defendants’ Mctionto Dismiss forthereasons. .

ED this__ dayof 2005,

Note:

Hyperlinks functionality.
*  Publish to PDF must be

Step 7:

Step 8: E-file the approp
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e Do not print a WordPerfect document to Adobe PDF Writer for Cross - Document

used if a document contains a hyperlink.

Save the document.

riate ECF event and upload the PDF document as usual.
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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.

s

Ise Ise

Z P|WordPerfect X3 - P\ shared',CMECF' Application Training'\PDF Files',CM ECF Proposed CR Order.wpd {un
n File Edit View Insert Formab Tools ‘window Help  Districk 5

het whil O R DEEIRERAARAZS IV EEBE o8 | A 2L 4 R E

Mew from Project... CErHT

[
g Open... Chrl4O a
p| = bt hmE| ge-E-E-OEY R s 2| AE-E RS- B AL %

Save CrHS
Sawe As... F3

onc> B =@
W T T
FOR THE DISTRICT OF ARTZONA 2

W properties. .
© Version Contral >

I~
=

I
Document ) .

o

Page Setup...
Prink...

Prink Presisw
Printing Info Online
Internet Publisher, .,

s of America, ) CRO03-2XXFPHXSRB

(Proposed) ORDER

THITTLTLE,

Fublish the document to PDF format |

Send To ¥

s, et al.
1 CM ECF Proposed CR Order.wpd E: 2

2 FAQs.wpd efendants.
5 Table of Contents.wpd

4 Atty Motice of Proposed Reduction to CJA Voucher...
5 excess expert funds letter. wpd

& Search Features, wpd

7 Docket Sheet Report,wpd

& Cross Document Hyperlinks . wpd

9 Abridged Docket Reparts wpd

Exit Alb+F4 ED this d day Of_, 2005

"

ORDERED granting/denying Defendants’ Mctionto Dismiss forthe reasons

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.

WordPerfecl: %3 - Py shared CMECF" Application Training",PDF Files"CM ECF Proposed CR Order.wpd
B File Edit ‘iew Insert Format | Tools ‘Window Help Districk

€RmpL TR Socr. o OEEIRZRABR<SI HES -8
. rammatik. .. —+Shift-+

@ | @ . ﬂ £ | E|| | Thesaurus... Alt+F1

[ @ﬁ@&,@ % I cuickCorrect...  ChrleShife+FL ﬁ:'éég'ﬁ'ﬂﬁj /&' ® 5 3 | EE= E'|§C§'|E

+ '@ I} GuickiWords. ..
Proofread - -

ITimes Mew Roman jllS LT ﬂ| abe abg | iz “cl'| el R

;I Macro P|L|t|L|i|I|§|I|T|I|1

Template Macro 3
Visual Basic » N THE UNITED STATES DISTRICT COURT

Macros Online

Address Book...

[MErge. . . Shift+FS
Saort... Alt+F9
Highlight »

C Hypetlink. .. >

Reference 3

Legal Tools 3
‘Woarkspace Manager. ..
Settings...

DIeIeridatits.

?
%
|

FOE. THE DISTRICT OF ARTZONA

CR03-233{PHE SEB
{Proposed) ORDER

NPEIOANNINE or anting/denying Defendants’ Motionto Dismiss for thereasons. .
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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.

= 1
2
’ Define links to ather docurments or bookmarks in this or other documents, Or, define a
4 macro to be executed when the user clicks an the link.
5 Document/Macro: .::; cUment docurments & El Browse web...
& Bookmark; I [l
7 Target frame: I
g
o= o || TTnited ’TI Cancel | Help
10 T mdamd s FF %L e e A AT
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Step 7:
document) to be linked.

. Highlight the file name.

. Click the Select button.
Click OK on the Hyperlink Properties dialog box.

Navigate to the folder that contains the secondary document (attachment

|- S|

File Edit ‘fiew Inget Fommat Table Tools ‘window Help Letterthead Templates
sruE- mE- k@ e

DEEHStaRo-o- ¥R Rl |=-=-
Tl e |y Wb G e -

ITimesNewHomam j|12 d]} I g'§'£'|<Nona>
¥
N [ S T T S T S .
2]

Hyperlink Properties

Define links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks on the link.

Document/Macro: |<cunentdocumemt> E Browse WWeh | 13
-

<] all times relevant hereto, the individual Defendants have
itted from the unautherized uses of Plaintiff's properties.

Baokmark:

Target frame: |
M [=]

IZSelect File - Case 04-cv-12345 Documents
File Edt Wiew Toolz Favortes Help

| EEXxs B B E = e
Lok in; |D Caze 04-cv-12345 Documents j @

|E herein

hark: Registration Mo
ark: Office, for the mark
AT schibat 2

der their Eegistered

: | Exhibit 2 - X
File namal ] hd lﬂl 1 using such trademarles.
j Last modified: | Any Time | Close [ continususly since as
e | | |

File type; | 52 Al Files

.....................

Note

The file selected to be linked must be in PDF format.

Step 8: Save the main WordPerfect document.

Step 9: Publish the document to PDF.

Step 10:
attachment document as usual.
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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.

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 drop down 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 withoutincurring aPACER fee, click on the hyperlinks displayed on this
menu. You willincur aPACER 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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Query

Use this feature to query the Electronic Case Filing (ECF) system for specific case
information. To enter the Query mode, click on Query from the blue menu bar of ECF.

EECF Civil Criminal ~ Query Reports -~  Utilities ~ Search Logout
; N——

ECF opens the PACER Login screen. You must enter your PACER login and password
before ECF permits you to query the ECF database.

PACER Login

Instructions

Enter your PACER login and password. If you do not have a PACER login, you may register online at http_/iwww pacer.gov. If you have a CM/ECF filer login and
password, and would like to automatically log in to PACER each time you log in as a filer, check the box below.

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

Authentication

Lagin: |
Password:

Client code:

Notice

An access fee of 50.10 per page or $2.40 per document with an audio attachment. as approved by the Judicial Conference of the United States. will be assessed for access to this service. For more information
about CM/ECF. click here or contact the PACER. Service Center at (800) 676-6836.

CM/ECF has besn tested with Firsfox and Intsrnst Explorsr 8 and 9.

NOTE: Your PACER login and password are different from your ECF login and
password. You must have a PACER accountin order to retrieve, view, and print certain

documents. You will be charged a fee of $.10 per page to access documents, docket
sheets, etc. from ECF.
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ECF opens a Query data entry
screen that allows you to enter
the specific Case Number
you would like to query.

You can also query a case by

SECF

Query

Criminal ~

Query

Reports -

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

Search Clues
Case Number |

. Case Stas: OOpen OClsed Oal
the Nature of Suit or Cause i«
Last Entry Diate 1]

of Action. You must enter a
range for either the Filed

Natwre of St

Utilities ~

Mobde Qrery.

Date or the Last Entry Date
for this type of query to run.
To search for all cases of a
certain suit, use 1/1/1970 as
the beginning date.

S antered)
Cause of Acticn Fed. Election C
37 Fedesal Election

Failure Enforce Compliance]

LastBusiness Name [ Exact matehes only

Farst Name Middle Name

Type i

| Run Guery

You may also query the ECF database by the name of the party or an attorney to the
case. Enter the last name of the party in the appropriate field. Click on the drop down box
next to Type to choose party type. If more than one person with that name is in the
database, ECF returns a screen from which you may select the correct name. If the person
is a party to more than one case, ECF will open a screen listing all of the cases.

. After entering your search criteria, click <Run Query> to view additional case
specific options.
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2:09-¢v-00043 Bullwinkle v. Squirrel
Date filed: 05/26/2009
Date of last filing: 05/04/2011

Query

Alias View a Document
Associated Cases
Attorney

Case File Location...
Case Summary
Deadlines/Heanngs....
Docket Report
Filers
Historv/Documents. ..
MDL Case Report
Party

Related Transactions...
Status

Alias
Displays any parties in the case that have an alias.

Associated Cases
Displays any associated cases in the current case that is being queried.

Attorney
Displays the names, addresses, email addresses and telephone numbers of the attorneys
who represent each of the parties to the case.

Case File Location
Will not be used since most documents will now be located electronically; if you do access
this hyperlink you will usually get this message:

Case File Location

Case Number Volume Case Title Rasult
2:09-cy-00045 231 EBullwinlde v. Squitrel | The case file may be available.

Case Summary
Provides a summary of current case-specific information.
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Deadlines/Hearings

Produces a screen to obtain hearing and other schedule deadlines. At the
Deadline/Hearings screen, click on a document number in the left column to display the
actual document that created the deadline or set the hearing. If you click on the silver
button to the left of the Deadline/Hearing title, ECF will display the docket information and
related docketing entries for the hearing you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen shown below.

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to display the entire docket
report. Place a checkmark in the box to Include links to Notice of Electronic Filing if you
wish to view them from the docket sheet. After you havg’selected the parameters for your
report, click <Run Report>. ECF will run your custony¥docket report and display it in a new
window.

Docket Sheet

Case Mumber
2:09-cw-00045 Bullwankle v Scuirrel

= Filed
) Entered
Documents to
Include: Document options:
[¥]Parties and counsel [“|Include headers when displaying PDF documents
Terminated parties [ Wiew multiple decuments

[List of member case [ Create Appendiz

[¥]|Links to Motices of Electronic Filing

Format:
&) HTML (unpaginated)
) PDF (pagmated)

Sort by | Oldest date first b
Run Report ] [ Clear] [Ihfake theze options my default.

ECF User Manual (December, 2015) 59 U. S. District Court, District of Arizona



The document numbers with underlines (in the middle column) are hyperlinks to PDF files
of the actual documents. The silver buttons next to each document number will display the
Notice of Electronic Filing for that document.

Date Filed # | Docket Text

05262009 B 1 COMPLATNT. Filing fee received: § 350.00, receipt mumber 0970-14311, filed by Bullwinkle.
[Attachments: # 1 Civl Cover Sheet){atty1, ) (Entered: 05/26/200%)

05262009 32  AMENDED COMPLATNT against Reckey the Flying Squirrel. Tury Demand, filed by Bullwinkde.
[Attachments: # 1 Exlubit)(atty 1, ) (Entered: 05/26/200%)

052772009 @3 MOTION te Compel Discovery by Rockey the Flying Squirrel. (Attachments: # 1 Eshibit Index
plus & - D, # 2 Exhibit E - H)(atty1, ) (Entered: 05/27/2009)

05/27/2009 B4 SUMMONSE Submitted by Bullwindde (Attachments: # 1 Exhibit)(atty1, ) (Entered: 05/27/2009)

Note: Access to select case types, determined by Nature of Suit, is restricted to
attorney of record. A message stating access is not allowed will appear if a person
other than the attorney of record attempts to view a document in one of these cases.

Filers
Displays any parties that have filed in the case.

History/Documents

This reportlists all events and documents associated with the case in reverse chronological
order. It also provides the option of displaying the docket text for all documents in the case
and viewing the associated PDF file.

Party
Lists active and terminated parties. Current and previous attorneys for each party are also
shown.

Related Transactions
Lists transactions that are related to those you specify on this screen.

Status

Lists pending statuses, if any. Click on the silver ball in the "Status set by" box to display
the docket entry which set the status. You can view the document for that entry by clicking
on the document number. If there are any statuses which were previously set, you will see
Click here to view terminated Statuses below the table of pending statuses. Click on the
word here to see them.
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View a Document

PACER users can access .pdf documents for a case without first running a Docket Report.
The View a Document item on the Query menu presents the user with a single text entry
field. If the user enters a document number in this field and the document is available to
PACER users or to the specific ECF user, the Transaction Receipt is displayed. If the user
clicks the View a Document hyperlink, the document is displayed. This query provides a
way to access documents without first being charged to access the Docket Report.

2:09-¢v-00043 Bullwinkle v. Squirrel
Date filed: 05/26/2009
Date of last filing: 05/04/2011

Associated Cases

Attorney

Case File Location. ..
Case Summary
Deadlines/Hearings...
Docket Report
Filers
Historv/Documents...
MDL Case Report
Party

Related Transactions...
Status

View Document

Case Numhber

2:09-cv-00045 Bullfvinkle v. Squirrel

Document

Run Report ] [Clear]
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Reports

After clicking the Reports hyperlink from the blue menu bar, ECF displays the Reports

screen shown below.

Reports - Utilities ~ Search Logout

Criminal ~ Query

[Reports

Civil and Criminal Reports
Calendar Events
Doclket Activity

Criminal Reports  Written Opinions
Criminal Cases

‘ NOTE: ECF will prompt you to login to PACER when you select any of the reports. I

Docket Sheet Civil Reports
Multiple Docket Sheets  Civil Cases
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Docket Sheet Report

Step 1:
Sheet>.

From the blue main menu tool bar, click <Reports>, then click <Docket

e

Criminal ~

Reports -

Civil Reports Civil and Criminal Reports
Civil Cases Calendar Events
Docket Activity
Criminal Reports  Written Opinions
Criminal Cases

Utilities ~ Search Logout

Docket Sheet
s I Bliala =

eets

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.

EECF Civil - Criminal ~ Query Reports -
Docket Sheet

Utilities ~ Search

Logout

Case number

& Filed
C Entered G
Documents to
Include: Document options:
Parties and counsel Inclide headers when displaying PDF documents
Terminated parties [ View nultiple documents
[JList of member cases [] Create Appendix
[JLinks to Notices of Electronic Filing
Format:
& HTML (unpaginated)
O PDF (paginated)

Sort by | Oldest date first v
[JMake these options my default.

Notice the
grayed out

“Run Report”
button.

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.

EECF Civil - Criminal - Query Reports - Utilities ~ Search Logout
Docket Sheet
Case number (07004
@ Filed :
C Entered ¢
Documents to
Include: Document options:
Parties and counsel Include headers when displaying PDF documents
Terminated parties [JView multiple documents
[JList of member cases [J Create Appendix
[JLinks to Notices of Electronic Filing
Format:
(© HTML (unpaginated)
) PDF (paginated)

Sort by | Oldest date first i

e options my default.

Notice the
grayed out

“Run Report”
button.

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

Criminal ~ Query Reports - Utilities ~ Search

Logout

Docket Sheet

Case number 2:07-at-4

Select a case

2:07-at-00004 White v. Bashful et al
2:07-ev-00004 Disneyland v. Mall of
2:07-mc-00004 USA v 222 fire
4:07-at-00004 Jones v. Smith
4:07-cv-00004 Evans v. Ruiz

(@ Filed
OEntered o
Documents ‘to
Include: Document options:
Parties and counsel Inclide headers when displaying PDF documents
Terminated partiey [JView multiple documents
[JList of member gases [J Create Appendix
[JLinks to Notigfs of Electronic Filing
Format:

(=) HTML (unpaginated)
 PDF (paginated)
Sort by | Oldest date first v

[JMake these options my default.
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Prior to running the report, the various fields listed below are possible search criteria:

. Filed or Entered. Itis 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 adocument 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 headers when displaying PDF documents. When checked, a PDF
header 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 69.

- Create Appendix. Please review the document titled “Creating an

Appendix” found on our website at:
http://www.azd.uscourts.gov/sites/default/files/documents/create%20an%20appendix.pdf
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. Format. You 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.
. 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 headers 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 headers 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.

Criminal ~ guery Reports ~ Utilities ~ Search L.ogout
Docket Sheet
Case number 2:07-at-4 Hide Case List

Select a case:

2:07-at-00004 White v. Bashful et al
2:07-cv-00004 Disneyland v. Mall of America
2:07-mc-00004 USA v. 222 firearms
4:07-at-00004 Jones v. Smith
4:07-cv-00004 Evans v. Ruiz

@ Filed o
O Entered o
Documents to
Include: Document options:
Parties and counsel Inchude headers when displaying PDF documents
Terminated parties [ View multiple documents
[IList of member cases [J Create Appendix

[JLinks to Notices of Electronic Filing

Format:

) HTML (unpaginated)
O PDF (paginated)

Sort by | Olde2\date first v

[[IMake these options my default.

ECF User Manual (December, 2015) 67 U. S. District Court, District of Arizona



The Docket Sheet Report screen displays.

UE C F Civil Criminal Query Reports Utilities Search Logout

U.S. District Court
DISTRICT OF ARIZONA (Phoenix Division)
CIVIL DOCKET FOR CASE #: 2:07-at-00004

White v. Bashful et al Date Filed: 02/15/2007
Assigned to: Jury Demand: Both
Demand: $100,000 Nature of Suit- 380 Personal Property: Other

Cause: 28:1345 Property Damage Jurisdiction: Federal Question
Plaintiff
Snow White represented by Carol Mulder

ATTORNEY TQ BE NOTICED

V.
Defendant

Bashful represented by Marvi Parsons

Defendant
Ricky Ricardo represented by Marvi Parsons
(See above for address)
ATTORNEY TO BE NOTICED

Counter Claimant

Bashful represented by Marvi Parsons
S (See above for address)
Ricky Ricardo represented by Marvi Parsons
(See above for address)
ATTORNEY TO BE NOTICED
V.
Counter Defendant
Snow White

represented by Carol Mulder
(See above for address)
ATTORNEY TO BE NOTICED
Date Filed # Docket Text

02152007 |1 COMPLAINT, filed by Snow White. (Attachments: # 1 Civil Cover Sheet)(atty6. ) (Eatered: 02/15/2007)

02/15/2007 2 First ANSWER to Complaint with Jury Demand, First COUNTERCLATIM against Snow White by Bashful, Ricky Ricardo (atty5, ) (Entered: 02/15/2007)
02/15/2007 3 Emergency MOTION for Summary Judgment by Bashful. Ricky Ricardo. (atty5. ) (Entered: 02/15/2007)
02/15/2007 4

STATEMENT of Facts re 3 Emergency MOTION for Summary Judgment by Defendants Bashful, Ricky Ricardo. (Attachments: # | Exhibit Index and A - D# 2
Exhibit E - F)(atty5, ) (Entered: 02/15/2007)
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Viewing Multiple Docket Sheets

The “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>.

Criminal ~ Query Reports - Utilities ~ Search Logout

Civil Reports Civil and Criminal Reports
Civil Cases Calendar Events
Civil Case Statistics ~ Docket Activity
Written Opinions

Criminal Reports
Criminal Cases

The Multiple Docket Sheets screen displays.

Criminal ~ Query Reports - Utilities ~ Search Logout

Multiple Docket Sheets

Please enter the case number or mumbers.

Note: this program uses saved default values from the Docket Report

Clear

Notice the grayed
out Submit button.
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Step 2: Enter the first case number, then 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.

EECF Civil ~ Criminal ~ Query Reports ~ utilities ~ Search Logout

o
Multiple Docket Sheets

Please enter the case number or gumlbe

Find This Case

Note: this program uses saved defau

07-003,07-004|

values from the Docket Report

Notice the grayed
out Submit button.

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.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Multiple Docket Sheets

Please enter the case number or numbers.

07-003 | Hide Case List |
Select a case:

[12:07-at-00003 White

[12:07-cv-00003 Squirrel v. Badenov
[12:07-mc-00003 USA v. 222 firearms
[14:07-at-00003 v. Smith, Jerry
[14:07-cv-00003 Evans v. Ruiz
Select a case:

[12:07-at-00004 White v. Bashful et al
[J2:07-cv-00004 Disneyland v. Mall of America
[J2:07-me-00004 USA v. 222 firearms
[J4:07-at-00004 Jones v. Smith
[14:07-cv-00004 Evans v. Ruiz

Note: this program uses saved default values from the Docket Report

Clear

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.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Multiple Docket Sheets

[Please enter the case number or mmbers.

2:07-ac-3

Select a case:

2:07-at-00003 White
2:07-cv-00003 Squirrel v. Badenov
2:07-mc-00003 USA v. 222 firearms
4:07-at-00003 v. Smith, Jerry
4:07-cv-00003 Evans v. Ruiz

Select a case:
2:07-at-00004 White v. Bashful et al

2:07-cv-00004 Disneyland v. Mall of America
2:07-mc-00004 USA v. 222 firearms
4:07-at-00004 Jones v. Smith
4:07-cv-00004 Evans v. Ruiz

Note: this program uses saved default values from the Docket Report

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:

Counter Defendant
Snow White represented by Heather Daniels
{See above for address)
ATTORNEY IO BE NOTICED
Date Filed # | Docket Text
02/15/2007 @1 COMPLAINT. filed by Snow White. (Attachments: # 1 Civil Cover Sheet)(atty11, ) (Entered: 02/15/2007)
02/15/2007 B2 | first ANSWER to Complaint with Jury Demand, COUNTERCLAIM against Snow White by Bashful (atty12, )
(Entered- 02/15/2007)
02/15/2007 33 | Emergency MOTION for Summary Judgment by Bashful (atty12, ) (Entered: 02/15/2007)
02/15/2007 34 | STATEMENT of Facts re 3 Emergency MOTION for Summary Judgment by Defendant Bashfil.
(Attachments: # 1 Exhibit Index and A - D# 2 Exhibit E-F)(atty12, ) (Entered: 02/15/2007)
________________________________________________________________________________________________|
U.S. District Court
DISTRICT OF ARIZONA (Phoenix Division)
CIVIL DOCKET FOR CASE #: 2:07-cv-00004
Disnevland v. Mall of America Date Filed: 05/23/2007
Assigned to: Jury Demand: None

Cause: 28:1338 Copyright Infringement Nature of Suit: 820 Copyright
Jurisdiction: Federal Question

Plaintiff

Disneyland represented by Disneyland
PRO SE

V.

Defendant

Mall of America represented by t1

ATTORNEY IO BE NOTICED
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Civil Cases Report

Provides you with the flexibility to query the ECF database to locate cases electronically
filed within a specific date range, by Nature of Suit, Cause code and many other criteria.
When you click on the Civil Cases hyperlink, ECF displays a query screen as shown
below. Please note the PACER "Warning" (in red, below).

Civil Cases Report

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

I Office Case — Natare
Globe Division type |Civil of suit |0 (zero)
Phoenix Division b Miscellaneous bt 110 {Insurance)
Cause N—
0 (No cause code entered)
02:0431 (02:431 Fed. Election..) hat
Jurisdiction |EEEG— Case ~ | Terminal digit(s)
Diversity flags 2255 -
Federal Question ht 3JUDGE el
JPML number
Filed 11/28/2011 to | 12/5/2011
Sort by | Case Mumber v v

Qutput Format & Formatted Display
O Data Only

[ Run Report ] [ Clear ] [1Malce these options my default.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause
code, if you wish to narrow your search. If you leave all fields blank, ECF will display a
report for all cases opened in ECF. Click <Run Report> to view. If you click on a
particular case number on the report, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.
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Criminal Cases Report

Provides similar query options as the Civil Cases report. You can query the ECF
database to locate cases electronically filed within a specific date range, or status of
defendant such as terminated, pending or fugitive. When you click on the Criminal
Cases hyperlink, ECF displays a query screen similar to the one previously shown under
the Civil Cases report. Refer to those instructions to run the report and review its
contents.

Calendar Events

Allows you to query the ECF database for scheduled hearings for a specific date by
selecting a case, a judge, or a hearing type. When you click on the Calendar Events
hyperlink, ECF displays a query screen. Enter your search criteria and click <Run
Report> to display the information based on your selections.

Docket Activity
Lists selected events docketed to selected cases. Events may be limited by category,
type, or entry date; cases may be limited by case number, judge, terminal digit, etc.

Written Opinions

Allows you to search for written opinions, i.e., any document issued by a judge or judges
of the court sitting in that capacity, that sets forth a reasoned explanation for a court's
decision. This report is free to PACER users. You can search by case number, last
name, first name, middle name, office, nature of suit, case type, cause of action, case
flags, and for a specific date range. The report can be formatted to return either full
docket text or summary text and may be sorted based on case number or date filed.
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Utilities

The Utilities feature allows Registered Users to maintain their password in ECF and to view
all of their ECF transactions.

Criminal ~ Query Reports| ~ Utilities ~ Sezrch Logout

Your Account Miscellaneous New Release Menu Items
ECF Login Clerkc's Use Only Release 3.0 Memu [tems
Maintain ¥our LoginPassword Court Information
Maintain Your E-mail Internet Pavment History
View Your Transaction Log Legal Research ...

Change Client Code Links to Other Courts

Change Your PACER Login Mailings....

Review Billing History PACER Case Locator (INational Index)
Show PACER Account Verify a Document

Remove Default PACER. Account

Maintain Your Login/Password

Click the Maintain Your Login/Password hyperlink to open the More User Information
screen. It allows you to update your login and password. However, itis NOT recommended
that you change your login.

More User Information for Attorney§
Login |Attorney8 Last login -

Pass“rnrﬂ T .
Current login 12-05-2011

minfmum 8; upper- & lower-case letters; include digit or special character
Create date 11/02/2011
Registered Y Update date 11/02/2011
Internet Credit Card Y
Default Printer
Additional Printers
Groups Attorney
&Submit [ Clear ]
S~~—
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After updating More User Information, click <Submit>. ECF will notify you on the screen
that your updates were accepted. You may begin using the new password during your next
ECF session.

Updating person record. .
Update Person Prid- 2691

The update was successful __ prid 2691 - Attorney8

Updating user record
The user update was successful

e update was successful ).

User edit complete

View Your Transaction Log

Use this feature to review your transactions and to verify that:

. all of the transactions you entered are reflected in the Transaction Log, and/or

. no unauthorized individuals have entered transactions into ECF using your login
name and password.

From the Utilities screen, click View Your Transaction Log under Your Account. ECF
displays the screen shown below to enter the Date Selection Criteria for a Transaction Log
Report. Enter the date range for your report and click <Run Report>.

Criminal - Query Reports - Utilities - Search Logout

View Transaction Log

Enter the Date Selection Criteria for the Transaction Log Report
Start Date: |[11/01/2009 End Date: 1/7/2014

[[1Make these options my default.

ECF displays a report of all your transactions in ECF within the date range you specified
for Date Selection Criteria.
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Logout

After you have completed all of your transactions for a particular session in ECF, you
should exit the system.

Click on the Logout hyperlink from the ECF blue menu bar.
N\

EECF Civil ¢ Criminal ~ Query Reports ~ Utilities ~ Search Logout
= ——

ECF will log you out of the system and return you to the ECF login screen. Click on the "x"
in the upper right hand corner to fully exit.

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 ofthe U 5 Code. All activities and access attempts are logged.

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

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when
attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You
do not have permission to view this document " viewing the document is restricted to attorneys of record in the case
and the system does not recognize you as such. If the login prompt appears again, after you have entered your
CM/ECEF login and password, it means that the "free look" link has expired. You will need to enter your PACER login
and password to view the document.

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

Lost Passwords and Password Changes:

If you have lost your CM/ECF password or the password you recall does not work or you would like to change your
password, you can request a new password by clicking here. This process only works for CM/ECF accounts and will
not work for PACER accounts. PACER users should contact the PACER Service Center for help with login and
passwaord issues.

Please Note: Login ID's are Case Sensifive.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: Allfilers
Authentication must redact: Social Security or taxpayer-identification numbers; dates
of birth; names of minor children; financial account numbers; and, in
criminal cases, home addresses, in compliance with Fed R Civ.P. 52
Password: or Fed R Crim. P. 491 This requirement applies to all documents,
including attachments.

Login:

client
code: [ lunderstand that, if | file, | must comply with the redaction rules. |

have read this notice.
[Cogn ) [Reset]

Notice

An access fee of 50.10 per page or 52.40 per document with an audio attachment, as approved by the Judicial Conference of the United
States, will be assessed for access to this service. For more information about CMV/ECEF, click here or contact the PACER. Service
Center at (800) 676-6856.

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