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Chapter 1
Introduction

This manual provides instructions on how to use the Electronic Case Files (ECF) system to file documents with
the court, and to view and retrieve docket sheets and documents. Users should have a working knowledge of an
ECF compatible web browser and Adobe Acrobat for creating and reading Portable Document Files (PDF).

ECF System Capabilities

Registered users with a compatible web browser and access to the Internet can perform the following functions,
twenty-four hours a day, seven days a week:

¢ View or download the most recent version of the ECF User Manual and Electronic Case Filing
Procedures;

Self-train on the court’s ECF interactive tutorial;

Practice entering documents into the ECF using the court’s “training” database;

Electronically transmit documents, other than case opening documents, notices of appeals or visiting
attorney forms, to the clerk’s office in civil and criminal cases without incurring additional filing costs;
View official docket sheets and other documents associated with these docket sheets, including
immediate viewing of a document just submitted to the court;

Compile and view various reports for cases on the court’s docket;

e Query case information; and,

e Update and maintain user accounts.

Help With Using ECF

For assistance in using ECF, including technical difficulties, call the clerk’s office between the hours of 8:00 a.m.
and 5:00 p.m. Eastern Time, Monday through Friday, excluding federal holidays. For the specific individual to
contact, see Appendix 7 at the end of this manual.

User Manual

You can view or download the most recent version of this ECF User Manual (in PDF format) from the court’s web
page. Enter http://www.wvsd.uscourts.gov in your browser’s location field, and when the Court’s web page opens,
click on the CM/ECF Information.

Note: The ECF User Manual is best viewed using Version 5 of Adobe Acrobat Reader, or higher versions.
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Computer and Equipment Requirements

The following hardware and software are needed to electronically file, view, and retrieve case documents in ECF.

- A personal computer running a standard operating system such as Microsoft Windows or Macintosh with a
modem supporting at least a transfer rate of 28.8k.

Note: A modem connection is usually not fast enough to transmit and receive documents
electronically or to download large documents attached to e-mails or filed in ECF. Currently, there
are two viable options in the marketplace for high-speed access connectivity: cable and digital
subscriber lines (DSL). Although more expensive, these technologies provide definite advantages
over traditional dial-up methods.

- An Internet Service Provider and web browser. The Court has verified that its installed version of ECF is
compatible with Netscape 4.7x and 7.0x. and Internet Explorer 5.5 and 6.0.

Note: Users of ECF have experienced some compatibility issues with versions of Netscape
Navigator lower than 4.6; America On-Line’s version of Netscape Navigator; and versions of
Internet Explorer other than IE 5.5/6.0.

- Adobe Acrobat or other portable document format (PDF) conversion software to convert documents from the
format of their native application to PDF. Documents converted directly from word processing are known as “PDF
text” documents.

- A scanner if you cannot electronically prepare your documents and convert them directly to PDF. Use a scanner
to convert paper documents to digital format for electronic transfer. PDF documents created by scanning paper
documents are known as “PDF image” documents.

Note: When scanning documents for ECF, scan in black and white at a resolution of 200 dpi. The filing user
is responsible for the legibility of scanned images. In general, “PDF image” (scanned) documents are much
larger than documents converted from word processing software directly to PDF (text documents). The
CM/ECF system is technically capable of accepting large documents, but they may take longer to upload and
download. The court has established a limit of PDF size at 2.0 MB. Anything larger will be rejected by ECF.

e ECF users must have a PACER account in order to use the Query and Report features of the ECF
system, and to view electronically stored document images. You do not need multiple PACER accounts
for a given firm. The same PACER login can be concurrently logged in multiple times. If you do not have
a PACER login, contact the PACER Service Center at (800) 676-6856 for information. Or, you may
register for PACER online at http://pacer.psc.uscourts.gov.

e An attorney must be admitted to practice in the Southern District of West Virginia and be in good standing
to receive a permanent login. Visiting attorneys may qualify for a temporary login as provided for in the
Administrative Procedures for Electronic Filing.

e In addition to having a PACER account, a user must register with the court as an ECF user in order to
electronically submit a document. Once properly registered as a court user, the clerk’s office will issue a
login and password to the attorney. This login and password will serve as the user’s signature for
purposes of Fed. R. Civ. P. 11 for all documents electronically submitted to the court.

Conventions Used in This Manual

e Data to be entered by the user is shown enclosed in angle brackets: <Data to be entered>.
e Command buttons are represented in this manual in bracketed boldfaced type: [Command Button].

e Hyperlinks are displayed in underlined boldfaced type: hyperlink.
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Reqistering for Access to ECF

A user who needs to register for access to the Electronic Case Files (ECF) system should visit the court’s
website at http://www.wvsd.uscourts.gov to complete an attorney registration form. After processing the
properly completed registration form, the clerk’s office will establish a user account for the applicant. The
applicant will then be contacted and provided a user's ECF login information by e-mail.

Registered users can visit a training version of the ECF system on the Internet to practice ECF activities. For
more information on how to access the training database, please refer to the list of CM/ECF Contacts List
contained in Appendix 7 at the end of this manual.
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Chapter 2
Preparation

Adobe Acrobat

Users must set up Adobe Acrobat or Adobe Acrobat Reader software in order to view documents that have been
electronically filed on the system. All pleadings must be filed in PDF format. The Adobe Acrobat Reader may be
downloaded at http://www.adobe.com. When installing this product, please review and follow Adobe’s directions
to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Viewing a PDE Document

e Open Adobe Acrobat or Acrobat Reader.
e Select “File” on the menu bar and choose “Open” from the drop-down window.
e Click on the location and file name of the PDF document you wish to view.

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

o If the displayed document is larger than the screen or contains more than one page, use the scroll bars
and buttons to move about within the document.

e Click on the “View” menu to select other options for viewing the document. Choose the option that best
suits your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all of your documents from their native application to PDF format before submitting them to the
court through its Electronic Case Files (ECF) system. Only documents in Portable Document Format (PDF) may
be filed with the Court using the ECF system. Before sending the file to the court, a user should preview the PDF
document to ensure it is the correct document, that all pages are included, that it is legible, and that the document
is properly formatted after being converted to PDF.

Software Available for Converting to Portable Document Format (PDF)

Adobe Acrobat is a software product that may be used to convert your documents to PDF. The WordPerfect
Version 9 and higher word-processing applications, with their built-in PDF conversion capabilities, may also be
used. Other software products are also available to convert your documents to PDF. Users should explore the
software options available.

Note: Although newer versions of WordPerfect and Word can create PDF documents within the word processing
application, they generally create larger file size (number of bytes). If the document is larger than 2.0 MB it will be
rejected by ECF. The user must break large files into segments smaller than 2 .0 MB.

For Newer Versions of WordPerfect
e Open a WordPerfect document (with file extension .wpd).
e From the menu bar, click on “File” and from the drop-down menu select “Publish to PDF.”

e Save the file as a PDF file, giving it a .pdf extension.
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e Your document is now saved as a PDF file. The original file remains in WordPerfect format under its
original file name and .wpd extension.

For All Older Versions of Word Perfect, All Versions of Microsoft Word, and other Adobe Acrobat PDF
Conversion Software Package Supported Applications

e Install Adobe Acrobat on your computer.

e Open the document you wish to convert.

e Select “Print” from the menu bar. Within the “Current Printer” field of the “Printer” dialog box, select
the option to change the selected printer. A drop down menu opens and a list of printer choices is
displayed.

e Select “Adobe PDF Writer.”

o Click “OK” to “print” the file. Instead of the file printing to your printer, a dialog box will appear.

o Name the document, verify the “saved file type” is .pdf, and click the “ Save” button.

e Your document is now saved as a PDF file. The original file remains in its original format under its original
file name and extension.
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PDF fillable forms are available on this Court’'s website. To use them correctly, follow these instructions.

Frame 2-1 - Downloading and Completing the Form

UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF WEST VIRGINIA

AT CHARLESTON _-J 1\
PHOEBE SMITH.

Download the form
from the website.

Complete the form
I fields using the drop-
down lists and the

Plaintiff J

V. SUMMONS IN A CIVIL ACTION
CTUVIL ACTION NGO

TO [Name and address of defendant]

Marshmallow Manufacturing Corporation
510 Sugar Creek Highway
Charleston WV 25301

YOU ARE HEREBY SUMMONED and required to serve on [Name and address of Attomey(s) for Plaintiff(s)]:

Fustace Haney, Esq.
Haney Haney & Haney
P.O. Box ABC
Charleston, WV 25301

an answer o the complaint which is served on you with this summons, within Select one: _~|service of this summeons
on you, exclusive of the day of service. If you fail to do so. judgment by default will biz_ -~ days for the United States and s agencies,

corporations, officers, agents or ermployees; select 20 days
10f2 P bl O for all other defendants.

text boxes.

Help boxes.

A colored circle
containing a question
mark is a help box.

When you hold your
mouse on the circle, a
message will display,
explaining what
information should be
entered in the blank.

The message
disappears when you
move your mouse
outside the circle.
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Frame 2-2 — Finishing the PDF Fillable Form

— n
| B
) Search = 7 Favorites
[

L&)

IS
-

Finishing the PDF
= | fillable form.

irks . gov [MewForms)summons_on_complaint, pdf

When all the necessary

Edit  Miew Favarites Tools  Help
2 3 .
Qpen... Chrl+0 ol
Save Chrl+5
W |50

Send

Properties
Work OFffline
Close

Import and Export. ..

1!@%7

ﬁ Bookmarks g] 28 blocked

ﬁ? Cher

fields have been
completed, go to the top

!_I Email ﬁ Search

Paie Setup...

% 0

@ - [ ) e 1

-

" Review & Comr

O 3

®

of your screen and click
on File. Select Print
from the menu.

SDWV/CIV-004 (4105

() Current wigw
() Current page

() Pages from: |‘I

| b |2

Subset:l All pages in range

~ ||:| FReverse pages

Fage Handling
Copies: 1

Fage Scaling:

Aauto-Fotate

Printing Tip=s

-
w

| Shrink large pages -

and Center

[[] Choose Paper Source by POF page size

Print v hat: D ocurment

Document and comments
Form fields anly

Frinter

Status:  Feady [ Frint ta file

Type: Adobe PDF Convverter [ Prirt color as black

Frint Range Prewview

@ 2l K a5 4

le

Units: Inches

Zoom: 1007

L_ox I

Cancel

J

A Print Dialog box will
display.

There are two important
selections to make on
the Print Dialog screen.

First, select “Adobe
PDF” as your printer.
Although your original
document is PDF, you
must “print it back to
PDF” to lock in the
information you have
added.

Second, under “Print
What,” select
“Document.” This will
eliminate the help fields
from your final product.

After making these two
selections, click “OK”
and save it as you
would any PDF
document.

Your document is
locked and ready to be
filed electronically.
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determine the size of the document before you begin the filing process

A PDF document may not exceed 2.0 megabytes in size or the CM/ECF system will reject it. You must

Frame 2-3 Checking the size of the document

" W aﬁn

to Response  Supplemen. .,

CObjectio. ..

m B %

MLaw Clerks Oct  Letter to law

Motion

4 Firrres Revisl Merged and Revised Mov 1 one thru
pe-fdebe Acrobat 7.0 Document
- C 5|ze 1 1? ME
’-‘é | Y4 =Modified: 11/1/2005 3:45 PM
Maokion o Maotion Eo Motiongo Maokinn bo Seal

Checking the size of a
PDF document

Browse to the folder
where the PDF
document is located.

Rest your cursor on the
document name and
box will appear
containing information
regarding the
document, including the
size.

Note:
documents, each being smaller than the 2.0 MB limit.

If the document is larger than 2.0 megabytes, you will need to split it and file it as separate

Splitting a PDF Document

1\

Second,

click here.

Frame 2-4 Splitting a PDF

First, click
here.

it Professional - [SDWV District

Nl Tools Advanced Wi

ECF Attorney Training Manual. pdf]
Help

it e A | Pages 4 Insert Shift+Chri+T t Z san - [ -
T ]: Add Headers & Footers... | Extract VI/ .
T Select Ty . .
| | Add wWatermark & Background, .. Replace Third, click here.

H How To.7 = T — Delete Shift+Ckr+D
Compare Docurments ﬁ &op SnFCHrT
= . Rotate ShiFt-+Chrl+R

Surmarize Comments. ..
Set Page Transitions...

I b C ks...
mport Comments Page 16

Bookmarks

Expoart Comments...

Export Comments to Woard. ..

File Attachments. ..

| Security. 13
SUPPLEMENTAL MOTION
£ Digital Signatures 13
P
< Paper Capture »
E
=] Preflight... .
@ »—supplemental Motion

To file a Supplemental Motion 1 ECF. select the appropriate event,
select the relief (s). enter the case number, select the party filer. reference a

Splitting a PDF that is
too large.

Open the document you
wish to split. Locate
where you want to
make the division, e.g.,
end of an exhibit.

Click on Document and
select Pages and
Extract.
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In this instance, we need to divide a 158-page document into three segments: The first will be pages 1
through 50, the second will be pages 51 through 102, and the third will be pages 103 though 158.

Frame 2-5 Extracting Pages

PR
Extract Pages

From: |1 To: [T of 158

[ ]Delete Pages after Extracting

X o

[ Ok l [ Cancel

SOUTHERN DIS

1 of 158 Y

Frame 2-6 Saving the New Document

File name: -"-'-.ttn:nrr‘uzel,l Training Manwal, pagez 1 - 50

V| [ Save ]

Save as type: |.£'-.|:||:|I:|e FDF Files [F.pdf]

w | [ Cancel ]

Extracting pages.

When the Extract Pages
dialog box, appears, enter
the page numbers,
inclusively, that you want
to extract.

Click OK.

Adobe will display the new
document, with the new
range of page numbers
that you extracted.

L—
Note: The original
document remains intact.

Saving the new
document.

Save the new document,
and name it as follows:

name of the document,
pages 1-50. Click Save.

Return to the original 158-
page document and repeat
the process to extract
pages 51-102 and 103-
158.
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Chapter 3
Basics

User Interactions

Users normally interact with the Electronic Case Files (ECF) system in three ways.
e Entering information in data fields also referred to as Text Boxes;
e Mouse-clicking on hyperlinks and/or radio buttons;

e Selecting command buttons to direct system activities.

Common Mistakes When Filing a Document

Some common mistakes made when filing a document include:
e Selecting the wrong PDF file to attach to a docket entry;
e Selecting the wrong document or an incomplete document;
e Selecting the wrong docketing event from the ECF menus; and,
e Entering the wrong case number and not discovering the error before completing the transaction.

Please be careful to avoid these mistakes, since the ECF system does not permit you to substitute or remove a
misfiled document after it has been submitted electronically to the court.

The clerk’s office will provide guidance on what to do if the wrong document has been filed, or if a document has
been filed in the wrong case number. If a mistake has been made, telephone the clerk’s office to report the
problem. For the specific information regarding whom to contact, please refer to the list of CM/ECF Contacts
List contained in Appendix 7 at the end of this manual. You will need to provide the case humber and the
document number for the docket entry requiring attention.

If appropriate, the clerk’s office will make an entry indicating that the document was filed in error. You will be
advised if you need to e-mail a corrected document. Please review the Electronic Case Filing Procedures for
more information on filing errors.

Viewing Transaction Log

This feature, selected from the Utilities menu, allows you to review all transactions ECF has processed with your
login. If you need to check what you have done in ECF, review your transaction log. If you believe or suspect that
someone is using your login and password without your permission, you can use the transaction log to confirm
this as well.

-12 -
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If someone is using your login and password without your permission, immediately telephone the clerk’s office.
The clerk’s office will assist you in changing your password. If you believe that a document has been improperly
filed with the court under your signature (your login and password is your electronic signature) you will need to
report this to the clerk’s office as well.

Please review the Electronic Case Filing Procedures for more information on login and password problems.

-13-
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Chapter 4
ECF System

Entering the ECF System

This section of the User Manual provides information for entering the Electronic Case Files

(ECF) System.

You may enter the system by going to the court’s web page at http://www.wvsd.uscourts.gov, and clicking on the

CM/ECEF icon. Clicking on the Log in to the Southern District of West Virginia Electronic Case Filing

(ECF) System link will take

you to the ECF/PACER Login screen.

Frame 4-1 - Home Page

J United States District Court - Microsoft Internet Explorer.

File Edit View Favorites Tools  Help 5
n —- a ) .
1 1 | <2 i - - 5
7 </ \ﬂ \ELI (0 | & Search y L3 Favorites € = .:‘
Address gllhttps:,l',l'ecf.wvsd.uscourts.gov,l'cgi—bin,l'ShowIndex.pl ~ . o Links ¥
Gox Jg]e G (G0 4 Gj} ﬁ - Bl - @ 14 blocked ﬁ.:? Check - % - 2 O Settings =
A

Welcome to the United States Distnict Court for the Southern District of West Virguua /

Log in to the Southern Distiict of West Virania Flectvonic Case Filing (ECF) Svstemn

Version 3.0
CMUECTE Live Database
23 Tanuary 2007

Cowrt Information

ECF Home Page

Alternatively, registered
users may enter the ECF
system directly by typing the
following URL into the
location field of an ECF-
compatible web browser:

| https://ecf.wvsd.uscourts.gov

Clicking on the Log in to the
Southern District of West
Virginia Electronic Case

~ Filing (ECF) System link will
take you to the ECF/PACER
Login screen.

__@I] Cone éj Internet

-14 -



https://ecf.wvsd.uscourts.gov/

SOUTHERN DISTRICT OF WEST VIRGINIA
ECF USER MANUAL

VERSION 3.0

EFFECTIVE MARCH 1, 2007

Frame 4-2 - Login page

Address @j https: jjecf.wesd uscourts, govicai-binflagin. pl

CC).JSlE Gl | Go (.j ﬁ - 7:? Bookmarks @ 14 blocked "é;/’ Check v % - | = Send o

WWSD CMIECF Filer or PACER Login - version 3.0

Notice

This iz a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and suhject io prosecution under Title 18 of the U.S. Code. ¢
attempts are logged

Instructions for filing:
Entervour ChWIECF 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 CWECF filer login and password. The systern prompts custorners for a CMECF login and password when atternpting to view certain types of dc

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be ahle to view the document. If you receive the message "vYou dao not have permission to view this
docurment is restricted to attorneys of record in the case and the system does not recognize you as such. Ifthe login prompt appears again, after yvou have ¢

login and passwaord, it means that the "free look! link has expired. You will need to enter your PACER login and password ta view the document, and you wi
page.

Instructions for viewing filed documents and case information:
Ifyou do not need filing capabiliies, enter your PACGER login and password. If you do not have a PACER login, you rmay register online at htpafpacerpsc.u

Authentication

Login:
Pazzward

cliert cacle:

ECF/PACER Login Page

The ECF/PACER Login
page is used for logging in
with your PACER login or
your ECF login.

To be able to file
pleadings, you may enter
your ECF login and
password. On this system,
you will file your electronic
documents with the clerk’s
office.

To review the docket, view
a document, run a Query, or
view reports, you may enter
your PACER login and
password and enter the
PACER system.

NOTE: YOU WILL BE
BILLED PACER charges

when running queries and
most reports.

-15 -
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Frame 4-3 — Logging in

WWVSD CMIECF Filer or PACER Login - version 3.0

Notice

This is @ Restricted Web Site for Official Court Buginess only. Unauthorized entry is prohibited and subject to prosecution under Title 18 ofthe U.S. Code. All a
atternpts are logged

Instructions for filing:
Enter your CMECF filer login and password if you are electranically filing something with the court

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enteryour CMECF filer login and password. The system prompts customers far a CMIECF login and password when atternpting to view certain types of docur

If you have trouble viewing a decument:

After successful entry of your CMECF login, you should ke able to view the document. Ifyou receive the message "fou dao not have permission to wiew this doc
document is restricted to attorneys of record in the case and the system does not recognize you as such. Ifthe login prompt appears again, after you have ente
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, and you will be
page.

Instructions for viewing filed documents and case information:
Ifyou do not need filing capahbilities, enter your PACER login and password. Ifyou do not have a PACER login, you may register online at hitpipacer.psc.uscoy

Auth

Logir attorney123

Fazzword essssss

client code:

You DO NOT need a client code for an ECF Login.

Logging in to ECF/PACER

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.

Verify that you have entered
your ECF login and password
correctly. If not, click on the
[Clear] button to erase the login
and password entries and re-
enter the correct information.

After you enter the correct login
and password information, click
on the [Login] button to
transmit your user information
to the ECF system.

o If the ECF system does not recognize your login and password, it will display the following error message
on a new screen: “Login failed either your login name or key is incorrect.”

e Click on the web browser [Back] button and re-enter your correct login and password.

e If you complete the login screen and the ECF system displays the screen below (Frame 4-4), it simply
means you did not click Log Out on the main menu bar the last time you used ECF, OR someone else is
logged in under your account. Regardless of the reason, click Continue login.

Frame 4-4

Warning: the account vou entered is already logged in.
This iz probably the result of one of theze two circumestances:

s Tou did not chick "Loglut" on the top bar when you last used CR/ECTE.
Click the " Continue login' button below to complete the login process.

R

OF.

s Tou share this account and semeone else 1s using it
Click the "Cancel” button below to retan to the login screen.

[if wou click the "Continue login" button, someone else using this account will have their CWIECE session terminated

Cancel

[ Continue login

-16 -
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Frame 4-5- Menu Features ECF Menu Features and other
information
Criminal . Query « Reports . Utilities . Logout . .
"The Blue Menu bar is displayed
at the top.
Civil - Select Civil to
electronically file all civil
documents.
United States District Court Criminal - Select Criminal to
Soulhern District of West Virginia electronically file all criminal
Official Court Electronic Document Filing System documents.
Version 3.0 Query - Select Query for
CMUECF Live Datahase specific case information. You
will be prompted to enter your
(TR fiaciligy £ for Qfficial Court Busingss omly. Activity to and from this sife 13 logged. Document filings on this spstem are subject fo Fedeval Rule of Ciwil Procedure 11 Fuidence of PACER |og|n and PACER
pmauthorized or criminl activigy will be forwarded fo the appropriate law enforcement officials.
password before you can

continue your query.

Welcome to the United States District Courd for the Southern District of West Virginia Flectronic Document Filing Spstem. This page is for the use by atforneps and firms participating in

the electromic filing spstem. The moat recent version of the Netscape browser and the Adobe PDF reader can be obiained by selecting the Netscape/PDF Settings option listed below.
Reports - Select Reports to

retrieve cases-filed reports and

You should become fiamiliay with fhe navigational capabififies of pour Nefseape browser. Most screen dispiays in fhis spstem ave spiit to provide a small fop frame for Mefseape. Review doCket SheetS . YOU Wi “ be
Metscape s frame capabilif for new navigation fips.
? A g prompted to enter your PACER

login and PACER password
before you can continue to run
your report.

Utilities - View your personal
\ ECF transaction log and
Note: The date and time you last logged into the system appears at the bottom left corner of | Mmaintain personal ECF account
your screen. You should review this information each time you log in. If you believe the date | nformation in the Utilities
and time of your last log in are not correct, or you suspect an unauthorized party is using | function of ECF.
your login and password, telephone the Clerk’'s Office at 304/347-3000 with this information

as soon as possible.

Metseape/POF Seifings

Lest login: 01-21-2007 10:00

Logout - Log off of the ECF
application.

Basic Manipulations

When using the ECF system, there are three basic processes that allow you to move from screen to screen:

e  First, text boxes where you enter data such as case numbers or text information.

e Second, use the [Next] button or the [Submit] button to accept entered data and display the next data entry screen.
To retrieve the previous screen to correct data entry errors, use the [Back] button on the web browser toolbar.

e Third, there are [Browse] buttons to allow you to browse your folders/ locations to select PDF documents and
attachments.

NOTE: Avoid using the [Back] button when navigating ECF. If you suspect you have made an error, start
over by going to the Main Menu Bar and clicking on Civil or Criminal, then proceed through the screens.
Also, only use SINGLE mouse clicks. Double clicking can create a myriad of problems.
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Steps Related to Filing Documents in Civil and Criminal Cases

There are seven basic steps for filing a document in a civil or criminal case in ECF:
1. Select the Type of Document to file (i.e. motion, notice, answer, etc.);
2. ldentify the Case number for Which the Document is Being Filed;
3. Designate the Party for Whom the Document is Being Filed;
4. Specify the PDF Document to File (and any attachments thereto, if appropriate);

5. Additional ECF Information (i.e. various check boxes or text box entry based upon the type of document
being filed);

6. Submit the Document to ECF;
7. Receive the Notice of Electronic Filing.

The seven basic steps listed above are common to all civil and criminal documents to be filed.
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Chapter 5
Civil Document Filing

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the court a variety of
documents in civil cases.

Filing a Civil Case Initiating Document

Civil case initiating documents shall be filed in accordance with the procedures in the Commencement of a Civil
Action as set forth in section 8 of the Administrative Procedures for Electronic Case Filing.

Upon initial receipt, the clerk’s office will e-mail the filing attorney the filed date, the assigned case number and
the receipt number for the filing fee.

Filing a Complaint — Step by Step

Frame 5-1- Filing a Complaint

Criminal Query Filing a Complaint.

After logging in to
CMI/ECEF, click Civil on
Criminal W13 the Main Menu bar.

- On the Civil Events
“ivil Events screen, choose CV-

Complaints and Other
Initiating Documents.

Imtial Pleadimgs and Service ter Filings
V- Complamts and Other Iniiating Documents ADE. Documents
Service of Process Motices

Eule 26 Documen

Frame 5-2 — Selecting the Event Title Select the Event title.

CV - Complaints and Other Initiating Documents Select Complaint with
| Civil Cover Sheet

Case Opening Document for a MiscellanM Sféi?ngeg' r?ghslicg;r?ty
Complaint with Civil Cover Sheet Attache '

Counterclaim Click Next.
Counterclaim - Amended

Crossclaim [Note: Other case
Crossclaim - Amended opening documents
Motice of Remaoval with Civil Cover Sheet Attached you may choose on this

screen are “Notice of
Removal with Civil
Cover Sheet Attached”
and “Case Opening
Document for a

Miscellaneous Case.”]

Third Party Complaint
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Frame 5-3 - Filing in the Shell Case
CV - Complaints and Other Initila"‘ting Documents

& TTEHTIOH:

[f you are filing a Complaint, Petition, Hotice of Removal or
other initiating document, please docket this information to
Case 207-cw-FI7TT.

Filing in the shell case.

—Review the message.

Click [Next].

Frame 5-4 — Entering the Shell Case Number

CV - Complaints and Other Initiating Documents

Case Number
20777777

Entering the shell case
number.

—When the screen to the

left displays, enter the
following case number
exactly as it appears
below:

2:07-cv-77777

Click [Next].

Frame 5-5 — Verifying the Case Number

Criminal

CV - Complaints and Other Initiating Documents

2 07—y 7T TT Plaintiff v, Defendant

Verifying case number.

The screen to the left will
display.

Note: You are opening a
“shell case” that will
always be styled
“Plaintiff v. Defendant,”
regardless of the names
or number of parties in
your case.

Click [Next].
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Frame 5-6 — Select the Filer

CV - Complaints and Other Initiating Documents
207-cw- 7777V Plaintiff v. Defendant

Select the filer.

Select the Party:

Defendant [Defendant]
Plaintiff [Plairtiff].

R

Select the Filer.

Select “Plaintiff” as your
filer.

Do so by clicking on
“Plaintiff” to highlight.

Click [Next].

Frame 5-7 — Select Against Whom You Are Filing

CV - Complaints and Other Initiating Documents
207-cy- 77777 Plaintiff v. Defendant

Please select the party that ths filing 13 against.

Select the Party: OR  Select a Group:

AddCreate Mewe Dask

Select party against
whom the case is being
filed.

Select “Defendant.”

Do so by clicking on

Defendant [Defendant] <

Plaintiff [Plaintiff] @ o Group

O A1 Defendants
O A1 Plaintiff
O All Parties

“Defendant” to highlight.

Click [Next].

Frame 5-8 — No action required
CV - Complaints and Other Initiating Documents
207w 77T T Plaintiff v Defendant

No action is required on
this screen.

Click Next.

NOTE: The style of the Shell Case will always be “Plaintiff v. Defendant.” On the screen below, however,

you must enter what is called the “Short Case Style.”

Frame 5-9 — Entering the Short Style of the Case

CV - Complaints and Other Initiating Documents
207-cw- 77777 Plaintiff v. Defendant

Enter Short Style of Case (2.2, Doe v. Jones): | Smith v. Janesboraugh|

Entering the Short Style
of the Case.

When the text box
displays, enter the last
name of the first named
Plaintiff and the last
name of the first named
Defendant.

When a party is a
company, you may
abbreviate, e.g., Corp.,
Co., Inc.

Click [Next].
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Frame 5-10 — Indicating the Fee Status

Do you have m forma pauperis (without prepayiment of fees) status for tus complamt?

OR

lAre vou requesting m forma paupens (without prepayment of fees) status for thas complamt?
OF

Are vou filing this coraplaint on behalf of the TSA?

O Yes
@ o

Indicating the fee
status.

If you represent the USA,
or if you seek leave of
the court to proceed
without prepayment of
the filing fee, change the
radio button to Yes, then
click [Next].

Otherwise,
click [Next].

refer to Frames 5-25 through 5-28 in “Filing an Answer” in this User's Manual.

Browse in your documents, just as you do when filing any document electronically. For detailed instructions,

Frame 5-11 — Browse the Documents

LV - Complaints and Other Initiating Documents
2077777 Plaintiff v, Defendant

[The documents required to be filed with this event (ag either the Main Document or Attachment(s)) are:

17 - Complaint with Civil Cover Sheet,
[ - Proposed Sutmmons(es)

Felect the pdf document (For example: CA990w301-21 pdf).

fFilename

Butiachments to Document: & Ha (O Ves

Browsing the
documents.

Documents must be in
PDF format.

You may scan your
Complaint and Civil
Cover Sheet as one PDF
file if it is no larger than
2.0 MB.

The proposed summons
should be an attachment
to the Main Document.

| NOTE: This screen will
display the documents
you should be filing.
See the Note regarding
additional attachments
below.

When all documents
have been selected,
click [Next].

granting the motion.

Note: If you indicated in Step 7 that you are seeking leave to proceed without prepayment of fees,
additional attachments you must file include the required IFP forms, e.g., the Motion/Application to
Proceed without Prepayment of Fees, an Affidavit in support of the motion, and a Proposed Order
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NOTE: If during the filing process, you have indicated a filing fee is not required or that you are asking leave of
the court to proceed without prepayment of the filing fee, Frames 5-12, 5-13 and 5-14 will not display.

Frame 5-12 — Verifying the Amount of the Filing Fee

CV - Complaints and Other Initiating Documents
207 -ow-7 7777 Plaintiff v, Defendant

F e $350

Verifying the amount of
the filing fee.

The filing fee will display
here. For a Complaint or
a Notice of Removal, the
fee will be $350. For a
Miscellaneous Case, the
fee is $39.00

Click [Next].

Frame 5-13 — Online Payment Screen 1

Online Payment Return to your originsting spplication
Step 1: Enter Payment Information 1
Pay Via Plastic Card {PC) {ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk

Account Holder Hame: Atomey Test
Payment Amount: $350.00

Billing Address; |923 '
Billing Address 2:
City:
State | Provinee:| — 3

Zip / Postal Code:

Country: United States v
7 VisA @ P | UB, | ougeyen]

D
P

Card Type:

Card Humber: * fCam! murher valwe stoutd rot cortait spaces or dashes)
Security Code: * Help drdivg your seculy code

Expiration Date: el -

Select the "Continue with Plastic Card Payment” button to continue to the nesxt step i astic Card Payment Process.
Continue with Plastic Card Payment 4 ] [ Cancel ]

Paying the Filing Fee
with a credit card.

To pay the filing fee,
complete all fields in the
Online Payment screen.

When you are finished
with this screen, click
“Continue with Plastic
Card Payment.”

Frame 5-14 — Online Payment Screen 2

Online Payiment Eeturn to vour originating spplication
Step 2: Authorize Payment 2

Payment Summary Edit this information

Address Information Account Information Payment Information
Card Type: Visa Payment Amount: $350.00
Card Humberz ******+++32073 Transaction Date and 02/14/2007 12:09

Expiration Date: 10 /2014 Time: EST

Account Holder Hame: Attorney Test
Billing Address: P.O. Box 0000
Billing Address 2:
City: Charleston
State [ Province: VW
Zip / Postal Code: 25301
Country: LIS

Email Confirmation Receipt
To have & confirmation sent to you wpon completion of this transaction, provide an email address and confirmation below.

Email Address: |

Confirm Email Address: |
cc: Separate multiple emal addresses,

Authorization and Disclosure
Required fields are indicated with a red asterisk
| autharize & charge to my card account for the above amount in accordance with my card issuer agreement. D

Press the "Submit Payment" Button only once. Pressing the button more than once could result in multiple transactions.

Submit Payment ][ Cancel

Verify the information
on the second online
payment screen.

Be sure to enter and
confirm your email
address and check the
box with authorizes the
charge to your credit
card.

Click Submit Payment.

Note: This completes
the payment of the
filing fee. It DOES NOT
complete the case
filing. You must
proceed through all
screens until a Notice
of Electronic Filing
(NEF) displays.
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Frame 5-15 Verifying Shell Case Number

CV - Complaints and Other Initiating Documents
207w 777 7T Plaintiff v. Defendant

Verifying the shell
case number.

[ Make sure you are
entering your
documents in the
appropriate case and
click [Next].

CAUTION: When you reach the Final Text screen you should STOP and make sure your
filing is correct. Once you click NEXT on the Final Text screen, your document is
immediately filed with the Court.

Frame 5-16 — Reviewing Final Text — Fee Paid
CV - Complaints and Other Initiating Documents
2077 Y77 T Plaintiff w. Defendant

Docket Text: Final Text

COMPLAINT WITH FEE PAID. Smith vs. Jonesborough Filing Fee $350. Receipt # 40220.
(Attachments: & (1) Proposed Summons)(Proctor, Becky)

Artention!! Pressing the WEXT button on this screen cormunits this transaction. Yon will have no further opport
modify tlus transaction if you continue.

Frame 5-17- Review Final Text — No Fee Required
CV - Complaints and Other Initiating Documents
207-cw- 77TV T Plaintiff w. Defendant

Docket Text: Final Text

COMPLAINT WITH NO FEE REQUIRED. Smith v. Jonesborough (Attachments: # (1) IFP Motion/Order)
(Proctor, Becky)

Attention!! Pressmmg the INEXT button on this screen comunits this transaction. You will have no further opportunity to
modify this transaction if vou continue.

Reviewing the Final
Text Screen.

If you were required to
tender a filing fee, the

<4——Iscreen to the left will

appear, showing the
amount paid and the
receipt number, as well
as all documents filed.

If you were not
required to tender a
filing fee, the Final Text
screen will appear as
shown, indicating no

4| filing fee was required

and showing the
documents you filed.

Committing the
transaction.

To file the case opening
documents, instituting a

CAUTION: Do NOT log out before the Notice of Electronic Filing (NEF) displays. This is
proof that your documents have been filed. Should you log out prior to the NEF's display,
you may prevent the document from being filed.

new action, click [Next]
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Frame 5-18 — Notice of Electronic Filing

Criminal Query . Reports Utilities Logout

Reviewing the NEF.
CV - Complaints and Other Initiating Documents
207-cy-77777 Plaintiff v. Defendant The NEE is your
receipt from the court
United States District Court Showing that your
case opening
documents have
Notice of Electronic Filing /— been received. The
The following transaction was entered by Test, Attorney on 2/14/2007 at 3:34 PM EST and date of flllng on the

Southern District of West Virginia

Case Name: Plaintiff . Defendant NEF will be the

Case Numiber: 2:07-cw. 77737 fficial fil ed d ate Of

Filer: Defendant orcia

Document Mumber: 1 yo ur new case,
regardless of the day

Docket Text:

HOTICE OF REMOVAL WITH NO FEE REQUIRED. Smith v. Jonesborough (Attackenents: # (1) State Court Records)Test, Attorney) of the week.

2:07-cv-TT777 Notice has heen electronically mailed to:
2:07-cv-T777T Notice has been delivered by other means to:
Plaittiff

The following document(s) are associated with this transaction:

Document description:Nain Document
Original filename:n/a

The Clerk’s Office will process the case opening and send the filer an email message containing the civil
(or miscellaneous) action number assigned to your new case, as well as any follow-up instructions.
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As an illustration, this section of the User Manual describes the basic steps necessary to file an Answer with the
court. The process for filing other types of documents using other civil events is similar.

Frame 5-19 - Selecting the type of document to file

C1vil Events

Initial Pleadings and Service

CW- Complaints and Other Initiating Documents

Service of Process

Answers

Answers to Complaints
Amended and Other Answers

Motions and Related Filings
Motions £ Applications f Petitions
Ohbiections, Fesponses, Replies, Memoranda and Briefs

Other Filings
ADE Documents
Netices
Rule 26 Documents
Trial Documents
Ciwil Appeal Documents
Bankruptey Appeal Documents
Other Documents
Pre- and Post Judgment Documents
Restricted Access or Sealed Documents

Selecting the type of
document to file.

After successfully logging into
ECF, click on Civil from the
blue menu bar at the top of the
ECF screen.

The Civil Events window
opens displaying the major
categories of events used to
file documents with the clerk’s
office.

Select the Type of Document
to File.

To file an Answer, the user
should click on Answers to
Complaints under the
Answers category

Frame 5-20 - Identifying the case

Criminal

SECF

Aswers to Complaints

Case Number

207-ev-200 090-12345, 1:00-cv-12345, 1-90-cv-12345, 900v1 2345, or 1 90evw12345

<

Identifying the case.

Enter the number of the case
for which the document is
being filed.

Accepted case number
formats are displayed beside
the case number text box.

If you submit a case number
that is formatted incorrectly,
ECF will display an error
message advising you of the
correct format for entering the
case number. Click [OK] to
acknowledge and close the
error message. Click the
[Clear] button on the Case
Number screen and re-enter
the case number in the correct
format.

Click [Next].

field to avoid filing your document in the wrona case.

Note: ECF defaults to the last case you accessed. Ensure the proper case number is entered in this
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Frame 5-21 - Designating the filing party

2 CM/ECF TRAIN - LLS. District Court:cod - Micrasoft Internet Explorer ==

M File Edt View Favorites Tooks  Help ﬁ
ek - & - D [ A | Qseath EFavories | Prede B[ 5 S0 - H R

Address [{€] httpst/fecf-train.cod,uscourts. govfcgi-bin/login. pl?370864834826336-L_238_D-1 -] pa
msn* - | w|| Psearch + Prichignt | AJoptions | (XIPop-ups Blocked (203) -+ . Hotmal 3% Messenger |2 My MSh

Lk @]DC Intranet Home  &]DC CM_ECF Page  @]Google  @]3-Met  &]Test (LIVE) DB- Internal  @]DC Test DB -Internal  &]5DSD DC Page 4 |USDC External WebPage ”“'@ -

Criminal Query Reports Utilities Logout

Answers to Complaints

1:05-cv-00124-EWH Duck v. Porky's BEQ

Select the filer.
Select the Party:
Add/Create Hew Party

Mext Clear

/&] Done: [ & @ meemet

Designating the filing party.

After identifying the Case Number,
ECF provides you with an
alphabetical list of parties involved in
the case.

Highlight the name(s) of the
party(ies) for whom you are filing the
document.

If you represent more than one party,
select multiple parties by holding
down the [CTRL] key while pointing
and clicking on each party you
represent. If done correctly, each
party selected will remain highlighted.

After highlighting the parties to the
document, click [Next].

ECF returns an error message advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the clerk’s office
Monday thru Friday, from 8:00 a.m. to 5:00 p.m. For the specific information regarding whom to contact,
please refer to the list of CM/ECF contacts contained in Appendix 7 at the end of this manual. Only
court personnel can add or create new parties to a case. If you click on the Add/Create New Party hyperlink,

Frame 5-22- Attorney/Party association screen

Answers to Complaints
207-cy-00102 Doe v, Casualty Insurance Company

The following attornev/party associations do not exist for the above case(s).
Please check the box on the left of the screen for associations which should be created.

If the association should #zef be creat e hox 15 unchecked=

(] Casualty Insurance Company (pty:dft) represented by Becky Proctor (aty) [] Lead [ Hotice

Attorney/Party Association Screen.

If this is the first time the attorney is
filing in the case, the Attorney/Party
Association window will appear. The
purpose of the window is to create an
association (“link”) between the
attorney and the party and put the
attorney’s name on the front of the

| _docket sheet as counsel of record.

To create the link, check the box in
front of your client's name.

| —

NEVER uncheck the Notice box. If
you do, you will NEVER get email
notification in this case

The Lead box is optional.

Click [Next].
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Frame 5-23 - Specifying the PDF document

Criminal . Query

Answers to Complaints
2:06-cy-02545 Thomas et al v. The Insurance Company et al

Select the pdf document (for example: CA199cwd01-21 pdf).

Filename

Attachments to DJ}Sument: ® o@

Specify the PDF document to file.

Prior to logging into ECF, the filer will
have created the document(s) to be
filed, converted them to PDF, and
saved them somewhere on the filer's
computer or office network.

ECF provides the filer an entry box to
indicate the main document as well
as indicating, via the attachment
radio button, if there are any
attachments to the main document
being filed.

To locate the main document, click
the [Browse] button.

Frame 5-24 - Viewing the PDF document

Choose file
Left click to
highlight, then

Look ir:

& @B cf E-

Then, left click
here.

My Documents

‘!
y Computer

y
by M etvaork
Flaces

Exchibit Ower 2 MB

T Exchibit Over 2 ME Red
T Exhibitsa-

T ExhibitsD-F

. Jink Mation ko Conting
-',"_-. Merno Support Summa

<

File name: A
Filez of type: All File

Make Available Offline
Cpen With

Quick Wiew Plus

Cuick Prink

Send To

Cut
Copy

Create Shortout
Delete
Rename

Properties

- 1 ”ght click. E 8-1-06 z Mation Summary Judgment
\_ﬁ T answr a o  Mation ko Attend
MyRecent ) answey’_dfice of Removal with Flags o Mation g
DermumEis Bl answér and Crossclain =
9 . Becky summans Select
T Certificate of Service < R ]
Desktop Do v Casualty Discov— Print
. Exhibit Open with &dobe Reader 7.0.5  hgeofAttorneyInformation
) T Exchibit Over 2 MB
__,./ - Scan for Viruses. ..

ar
2 Memo Suppark Summary |

b 2_doc_3,3345,, MAGIC, ,, 1

&_doc_3,4160,, MAGIC, ,, 1]
&_doc_3,5017,,MAGIC,,, 1¢

&_doc_3,5031,,MAGIC,,, 1¢
»

2

Cancel

TG

-

Viewing the PDF document.

The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

ALWAYS right click and open the
document in Adobe Reader (or Adobe
Acrobat) to view the PDF document to
ensure it is the correct PDF document
you wish to file.

Note: This is the only point in the
filing process where you will be
able to view your document prior to
committing the transaction.

Frame 5-25 - Reviewing the PDF document

JAMES SMITH,

SOUTHERN DISTRICT OF WEST VIRGINIA

CHARLESTON DIVISION

ROBERT THOMAS and

Plaintiffs,

CIVIL ACTION NO, XXXXXX

THE INSURANCE
COMPANY, EDWARD JONES
and JOSEPH ROBERTS,

Defendants.

ANSWER AND CROSSCLAIM

00000 KOO0 XXX KGO0 OGOOCOUOGUOOM

Reviewing the PDF document.

Each PDF attached is limited to the 2
MB court standard on document size,
but a transaction with attachments
may exceed the standard.

When viewing the PDF document,
check the document for possible
errors, such as incorrect PDF
document, incorrect court name,
wrong case humber, excess
language, improper punctuation,
incomplete signature line, and
incorrectly worded certificate of
service.

NOTE: If, during this process, you find an error, DO NOT make changes to the PDF document. Instead,
close the document and delete the PDF version. Return to the word processing version of the document,
correct the error, and convert the corrected document to PDF for filing.
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Frame 5-26 — Reviewing the PDF document
CERTIFICATE OF SERVICE

I hereby certify that on September 27, 2006, I electronically filed the foregoing document
with the Clerk of the Court using the CM/ECF system which will send notification of such filing

to the followmng CM/ECT participant:

Thomas Payne, Bar ID # 11111
Counsel for Defendants/Third-Party Plaintiffs

s/Tman Attorney

Iman Attorney, Bar ID # 0000000
Counsel for Plaintiff

Iman, Iman, & Iman, LLP

600 Main Street

Charleston, WV 25301

Telephone: 304-355-5355

Fax: 304-555-5656

E-mail: iman attv@imanlawfirm com

Reviewing the PDF document
(continued)

Make sure the Certificate of
Service is being filed.

NOTE: Filing the Certificate of
Service as a part of the main
document is the most efficient
method, but, if you choose, you
may file the Certificate of Service
as an attachment to the main
document.

Frame 5-27 — Opening the PDF document

Choose file

RIX

Look in: ‘_J Updated District PDF Docs j ] (g '

Y " 2 Local Rules of Procedure Effective 8-1-06 % Motion to Attend “F 2 Answer weourkere
I_-ﬁ 7'_- IMotion ko Compel 7'_- 2- Copy of Amended
My Fecent s -',_5 Motion ko Dismiss -',_5 z- corporate disclosur
DeeumaE -,E Answer and Crossclaim -,E Mation ta Extend time ko Fils ster
9 " Becky summons = Motion to Seal
" Certificate of Service - Discovery = EF
Desktop =L Exhibit & . Noticethangeof AttorneyInformation
= Exchibit Over 2 MB £ ORDER
') I Exchibit crver 2 ME = FOF creatar
7'; Exhibit Over 2 MB Reduced Size E Shorteut bo Memo Support Summary Judgment

My Documents “E Exhibitsa-C

& ExchibitsD-F
IJDiﬂt Mation ko Continue

“E show_case_doc_3,3345,,MAGIC, , 17
“F show_case_doc_3,4160, MAGIC,,,17
. show_rase_doc_3,5017,,MAGIC,,, 13

= =
My Camputer = Mema Suppart Summary Judgment = show_rase_doc_3,5031, MAGIC,,, 19
-,E Motion Surnmary Judgrment -,E summans_on_complaink
‘,!] £ s
2
My MNebwark  File name: |Answer - Notice of Removal with flags j Opei
Places
Files of typs: |40 Fies %) | Cancel

Opening the PDF Document.

After viewing the PDF document,
MINIMIZE the Adobe application.

Click on the [OPEN] button to
populate the entry box for the
filename.

The screen in Frame 5-28 will
isplay.

Frame 5-28 — Attaching Additional PDF Documents to the Main Document ./

v

Answers to Complaints
207000120 Doe v, Casualty Insurance Company

=elect the pdf document (for example: ©M9%cw501-21 pdb).

Filename

ChADocuments and Settingsirap WSy

Attaclments to Document: O Mo @ Tes 4 ’

Attaching Additional PDF
Documents to the Main
Document.

Beneath the Filename field are the
words Attachments to Document,
with a radio button that defaults to
No.

If you wish to attach one or more
PDF documents, such as an exhibit
|_or a proposed order, to the Main
Document you must change the
radio button to Yes.

Click [Next].
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Frame 5-29 - Creating an Attachment — Step One

Select one or more attachments.

13 Enter the pdf document that contains attachment (for example: Clappendso pdf).
Filename

Browse..

2) Before proceeding to step 3, describe the document using the Categd

Category

Description

b

Zy Add the filename to the hst box below. I vou have more attachiments, go back to 3t

Add to List

[

[

Frame 5-30 - Creating an Attachment — Step Two

]

Rernove frorn List

21 Before proceeding to step 3, descrbe the document using the Category hst, the Description box, or both,

-

Category Desecription

~ || Exhibits A through G|

Frame 5-31 - Creating an Attachment — Step Three
2y Add the filename to the st box below. If vou has

Creating an Attachment to the
Main Document (continued).

The attachment screen is a three-
step process.

Step One - Click Browse and
locate the PDF document you are
attaching.

Repeat the steps for reviewing
the document contained in
Frames 5-24 through 5-27.

Step Two — Describe the
attachment. Do this by using the
category list, the description field,
Lor both.

Step Three - Click the Add to List
utton.

Q_ Addtolist ) <—

[ J

Remaove from List

Frame 5-32 - The attachment displays on the list

ChDocuments and Settingsirap W3y Documents of Exhibits alone. pdf

Add to List

Remaove from List

l

When you are finishing attaching
/documents, click [Next].

Note: When the attachment is
created, it will display as shown
in Frame 5-32. To add additional
attachments, repeat Steps One
through Three as listed. If you
happen to add an unwanted
attachment, click on the
document listing and click the
“Remove from List” button and
the highlighted document will be
removed.

Frame 5-33 - More ECF information

[1Does this filing include a counterelaim ? (If yes, click on the box)
[1Does thiz filing include a eross-claim 7 (If ves, click on the box)

[1Does this filing include a thivd-party complaint? (If ves, click on the box)

More ECF Information.

This screen will display ONLY
when you are filing an Answer.
Read the questions. If any apply,
click the appropriate check box and
Click [Next].

If none apply, do nothing except
click [Next]
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Frame 5-34 - More ECF Information
207-cw-00120 Dioe v, Casualty Insurance Company

Does this Answer include a jury demand?

O Yes
@ Mo

More ECF Information.

Does the Answer you are filing
contain a Jury Demand?

If it does, change the radio button
to Yes, and then click [NEXT].

If it does not, make no changes to
the screen and click [NEXT].

Frame 5-35 - Submitting the document to ECF

Answers to Complaints
2:07-cv-00120 Doe v, Casualty Insurance Company

Docket Text: Final Text

ANSWER TO COMPLAINT by Casualty Insurance Company. (Attachments: # (1) Exhibits A
through G){Proctor, Becky)

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

Submitting the Document to
ECF.

THIS IS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

Examine the docket text closely.

If you have minimized the Adobe
viewer, you can view the PDF
document one last time.

If you are concerned you are filing
in the incorrect case, you may click
on the hyperlink to the case
number and style and view the
docket sheet.

LRead the Note below before
clicking [Next] to commit the
transaction.

DO NOT LOG OUT UNTIL THE
NEF DISPLAYS.

e

Note: At any time prior to clicking the [Next] on the Final Test screen, you can abort the ECF filing by simply
clicking on a menu item on the blue menu bar, including logging out of the system. DO NOT use the [Back] button.
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Frame 5-36 - Notice of Electronic Filing (NEF)

e LLARLL AL SMALASLE tALA AaL.rh WAL TTARREC

United States District Court
Southern District of West Virginia

Notice of Electronic Filing

Case Name: Doe v. Casualty Insurance Company
207-cw-120

Casualty Insurance Cotnpany

Case Number:
Filer:

Document Nunber: 3

Docket Text:

2:07-cv-120 Notice has been electronically mailed to:
2:07-cv-120 Notice has been delivered by otlkr means to:

Taman Attorney

ATTORNEY & ATTOENEY
. O Box 12345

Chatleston, W 25338

The following transaction was entered by Proctor, Becky on 2/27/2007 at 2.40 P EST and filed on 2/27/2007

AMTSWEER. TO COMPLATNT by Casualty Insurance Company. (Attachments: # (1) Exhubits & through G)(Proctor, Becky)

Notice of Electronic Filing (NEF).

The Notice of Electronic Filing (NEF)
is displayed.

This is your “receipt” of the filing.

The names of attorneys who will be
served electronically will be listed under
Notice has been electronically mailed
to.

If there are name(s) and addresses
displayed below the Notice has been
mailed by the filer to: you, as the filing
attorney, must print a copy of the NEF
and mail along with the document(s)
you filed to the parties/attorneys
displayed.

In this example, there are none
displayed. Generally you will see
names and addresses for pro se parties
and attorneys that may not yet be
registered as e-filers.

and save a copy of the Notice of Electronic Filing.

Note: The Notice of Electronic Filing is your proof of filing and the official file mark. You should always print

After a document is electronically filed, the ECF system sends a Notice of Electronic Filing to attorneys who are e-filers.
PACER provides recipients of the NEF “one free look” at the document by single clicking on the associated hyperlinked

document number embedded in the Notice of Electronic Filing.

section have consented to receive notice electronically.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice will be
delivered by other means to:” section. The user filing the document is required to serve these documents in
paper format in accordance with the rules. Only users listed in the “Notice will be electronically mailed to:”

Frame 5-37

Criminal

Query .

Reports

Tarni t
Warning!
This document is restricted to cowt users, case
participants and public terminal users

Wiew Document \

utilities
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Attention Social Security practitioners:
When you attempt to view a document in one of
your Social Security cases, you will receive a
warning screen (see left). Due to the nature of
Social Security cases, on-line viewing is limited
to court users, case participants (attorneys of
record in the case), and to anyone using the
public terminals in each of the Clerk’s Office
locations. When this screen displays, click
View Document.
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As an additional illustration, this section of the User Manual describes the basic steps you will need to take to file
a motion with the court. The process for filing other types of documents using other civil events is similar.

Frame 5-38 - Selecting Motion category
Civil Events

Tatial Pleadings and Sexrvice
CN - Clomplamts and Other Tmhating I ocuments
Serwice of Process

Answers
Anzwers to Complaints
Amended and Other Answers

Motiows— elateq s
ochons f Applicatons § Pebtions
Obiect T

and Briefs

Other Filings
ADE Documents
Motices
EFule 26 Diocuments
Trial Drocuments
Chiwil Appeal Documents
Bankrupicy Appeal Documents
Other Docuwments
Pre- and Post JTudgment D ocuments
Eestricted Access or Sealed Documents

Selecting Motion category.

The Civil Events screen displays all
categories of documents in which
attorneys may file.

The Motions and Related Filings
category is divided into two sub-
categories: Motions/Applications/
Petitions and Objections, Responses
Replies, Memoranda and Briefs.

Motions are filed under the
Motions/Applications/Petitions sub-
category.

~Click there.

Frame 5-39 — Selecting the Document Title
Motions / Applications { Petitions

Flease select the corvect docwmment title

G LTI

O APPLTICATION

O ABTENDED WO TTOR

O CEROSE BAOTIORT

O TOOTT BAOTLORT

O PETTTTON

O ETUPPLEMENTTAT WACOTION

Selecting the Document title.

You may change the title of your motion to
any of the other choices listed on the
screen to the left.

The default setting is motion. To select
the title of the document that matches the
title of the document you are filing, click on
the appropriate radio button.

If you do not wish to change the name
from the default, do nothing.

Click [Next].

Frame 5-40 — Selecting the Specific Motion
Motions / Applications / Petitions

Cerificate Of Appealability
Cerify Class

Compromise and Settlement
Consolidate Cases

Continue

Correct

Chanie “ENUE

Selecting the Specific Motion.

This menu has a scroll bar next to it.
Scroll through the menu until you locate
the type of motion you wish to file. To
select, click to highlight the appropriate
relief.

Note: If the motion seeks more than one
relief, scroll to find the second relief, hold
down the [CTRL] key and click to
highlight.

Click [Next].
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Frame 5-41 - Case Number Entry

Motions / Applications / Petitions

Case Number

2:07-cv-120 09-17345, 1 99-¢v-12345, 1.99-0v-12345, 99¢w1 2345, o1 1:99¢v12345

Case Number Entry.

Enter the number of the case for the filing.

If you submit a case number that is
formatted incorrectly, ECF will prompt an
error message advising you of the correct
format for entering the case number.

Click [OK] to acknowledge and close the
error message. Click the [Clear] button on
the Case Number screen and re-enter the
case number in the correct format.

Click [Next].

to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case in which you worked. Ensure the proper case number is entered in this field

Frame 5-42- Selecting the Filer

Motions [/ Applications / Petitions
207 cw-00120 Doe v, Casualty Insurance Companty

Select the filex.

Select the Party:

Casualty Insurance Company [Defendant] LddiTreate
Dioe, John Allen [Plaintiff]

Selecting the Filer.

Highlight the name of the party for whom
you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking on
each party you represent.

If done correctly, each party selected will
remain highlighted.

Click [Next].
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Frame 5-44

Note: If the list of parties does not display the party for whom you are filing, contact the Clerk’s Office at 304/347-3000 Monday
thru Friday, from 8:00 a.m. to 5:00 p.m. with your party’s information. Only court personnel can add or create new parties to a
case. If you click on the Add/Create New Party hyperlink, ECF returns an error message advising you of this restriction.

Frame 5-45 — Specifying the PDF Document

Motions / Applications / Petitions
207-cw-00120 Doe v, Casualty Insurance Company

Select the pdf document (for example: CA199cv201-21 pdf).

Filename

Browse...

Attachments to Document: & Mo O

Frame 5-46 — Viewing the PDF document

Left click here to highlight, then
right click to show menu below.

Choose file

Lok in:
= |
\—‘bﬁ E n k
My Fecent | mation ko Dis
Doeuments 7‘_—»Mntinn I open with Acrob
® 7‘_—» Mokion bo 3e pyine
Desktop E NEF_ Open with Adobe Reader 7.0.5
/= WoticeChang
‘j"; ORDER. Scan for Wiruses. .

-','_; PDF creatar
o Sharkeut o

Make fwailable OFfline

-

My Documents | &2 Open With
- show_case ik view Plus
- Zishow_case € cuick Print
\.-1" -,'_; show_case_(
) send To
My Computer i show_case_g
Aslsummons_on o
.-_‘] < Copy
2
My Metwork  File name: Create Shorbout
Flaces Delete
Filez of type: Rename
Properties

Left click here
to open.

opy of Amended Answer
- corporate disclosure

Open |
Cancel

Ju

Specifying the PDF Document.

Prior to logging into ECF, the filer will
have created the document(s), converted
them to PDF, and saved them somewhere
on the filer's computer or office network.

ECF provides the filer an entry box to
indicate the main document as well as
indicating, via the attachment radio
button, if there are any attachments to
the main document being filed.

To locate the main document, click the
[Browse] button.

Viewing the PDF document.

The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have saved the PDF
document.

Left click and highlight the title of the
document you want to file.

ALWAYS right click and open the
document in Adobe Reader (or Adobe
Acrobat) to view the PDF document to
ensure it is the correct PDF document you
wish to file.

Note: This is the only point in the filing
process where you will be able to view
your document prior to committing the
transaction.
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Frame 5-47 - Reviewing the PDF document

ROBERT THOMAS,
JAMES SMITH,

¥

Plaintiffs,
Civil Action No. 2:05-cv-2X0XXC0K

THE INSURANCE COMPANY,
ED JOMNES,
JOSEPH ROBERTS

Defendants.

MOTION TO COMPEL

Frame 5-48 - Minimizing the Adobe screen
[Motion to Compel. pdf]
Advanced  Window  Help

5

_.)'_l Creste PDF = '+ Review & Comment = ﬁSecure - ZSign R

@ -OOOew -o|mD

Frame 5-49 - Adding the PDF filename

~| « @3 cF BE-

Look. in: | I Updated D&tnct PDF Docs

-1 T Motion to Attend Fz- Answer weounkerclaim
ﬁ s Motion ko Compel 7'; z- Copy of Amended Answer
My Recent . Motion to Dismiss E z- corporate disclosure
Desummerie . Motion ko Extend time ko File Answer
' i Motion ko Seal
= MEF
Desktop . Motice Changeof AttorneyInformation
. = ORDER.
—-./' -,"_-. PDF creator

E Sharteut ko Mema Support Surmary Judgrient
-,E show_rase_doc_3,3345,
-',_5 show_case_doc_3,4160,
-',_5 show_case_doc_3,5017,
= show_case_doc_3,5031

by D I
b Hnsuments L MAGIC,,, 17

L MAGIC, 17
LMAGIC,,, 19
LMAGIC, 19

>

&

tp Computer =
T summans_on_complaink
@ .
-
My Netwark, File name: |Moti0n to Compel j m"’
Flaces
Files of type: | &1 Files *.%) | Cancel

Frame 5-50 - Creating an Attachment to the Main Document

melect the pdf document (for example: CA19%9cvw201-21 pdf).

Fillename
OJ&CWpdated District PDF DocsiMaotio
Attachments to Document: & Mo O Ye/

Reviewing the PDF document.

Each PDF attached is limited to the 2 MB
court standard on document size, but a
transaction with attachments may exceed
the standard.

When viewing the PDF document, check
the document for possible errors, such as
incorrect PDF document, incorrect court
name, wrong case number, excess
language, improper punctuation,
incomplete signature line, and incorrectly
worded certificate of service.

Minimizing the Adobe screen.

After viewing the PDF document, minimize
the Adobe application by [clicking] the “-"
in the top right corner of the Adobe
application. If a gray screen displays, you
have minimized only the document. Go
back to the upper right corner of the Adobe
screen and again click the “-.”

Adding the PDF filename.

When the Adobe screen has minimized,
the Choose File dialog box will again
display, with the name of the document
you want highlighted.

Click [OPEN] to populate the entry box for
the filename.

The populated filename field will appear
as Frame 5-50.

Creating an Attachment to the Main
Document.

Beneath the filename field are the words
Attachments to Document, with a radio
button that defaults to No.

If you wish to attach one or more PDF
documents to the Main Document, you

L —

must change the radio button to Yes.

If you do not wish to attach a document,
leave the radio button at No.

Click [Next].
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Frame 5-51 - Creating an Attachment — Step One

Select one or more attachments.

13 Enter the pdf document that contains attachment (for example: Clappendso pdf).
Filename

Browse..

2) Before proceeding to step 3, describe the document using the Category T3t
Category Description

b

Zy Add the filename to the hst box below. I vou have more attachiments, go back to 3t

Add to List

[

[

Frame 5-52 - Creating an Attachment — Step Two

21 Before proceeding to step 3, descrbe the document using the Category hst, the Deseaption box, or b
Category Desecription

~ || Exhibits A through G|

]

Rernove frorn List

Frame 5-53 - Creating an Attachment — Step Three
2y Add the filename to the st box below. If vou hat

Q_ Addtolist J

[

Remaove from List

]

Frame 5-54 - The attachment displays on the list

ChDocuments and Settingsirap WSy Documentsia Set of Exhibits alone. pdf

Add to List

Creating an Attachment to the Main
Document.

The attachment screen is a three- step
process.

Step One - Click Browse and locate the
PDF document you are attaching.

Repeat the steps for reviewing the
document contained in Frames 5-46
through 5-48.

Step Two — Describe the attachment.
Do this by using the category list, the
description field, or both.

Step Three - Click the Add to List
"button.

Note: When the attachment is created,
it will display as shown in Frame 5-55.
To add additional attachments, repeat
Steps One through Three as listed. If
you happen to add an unwanted
attachment, click on the document
listing and click the “Remove from
List” button and the highlighted
document will be

When you are finishing attaching
documents, click [Next].

Remaove from List

[

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in
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Frame 5-55 — Text Box screen
Motions / Applications / Petitions
2:07-cv-00120 Doe v. Casualty Insurance Company

.

[Enter Compel Information: Answers to Interrngatories|

NOTICE

[Be sure to enter what, whom, etc. to be compelled:
i.e. plaintiff to answer defendant mterrogatories,

to appear at deposition, ete.

Text Box screen.

During the process of filing certain
motions, you may receive a text box
screen. If so, the screen will contain

Lnstructions as to what information is to be
entered in the text box.

The information you enter will transfer to
the docket sheet just as you enter it. Do
not abbreviate and make sure your
spelling is correct.

Click [Next].

Frame 5-56 — Final Text screen

Docket Text: Final Text

MOTION by Hooterville Manufacturing to Compel Answers to Interrogatories (Attachments: # (1)
Exhibits A through J)(Attorney, Test)

Attention!! Pressmg the NEXT button on this screen comnits this transaction. You will have no further
opportunity to modify this transaction if you continue.

Final Text screen.

THIS IS THE LAST SCREEN FOR YOU
TO REVIEW!!

Examine the docket text closely. If you
have minimized the Adobe viewer, you
can view the document one last time.

If you are concerned you are filing in the
incorrect case, you may click on the
hyperlink to the case number and style
and view the docket sheet.

Read the Note below before clicking
[Next} to commit the transaction.

DO NOT LOG OUT UNTIL THE NEF
DISPLAYS.

Note: At any time prior to CLICKING [next] on the Final Text screen, you can abort the ECF filing by simply clicking
on a menu item on the blue menu bar, including logging out of the system. DO NOT use the [Back] button. ECF

-38 -




SOUTHERN DISTRICT OF WEST VIRGINIA VERSION 3.0

ECF USER MANUAL EFFECTIVE MARCH 1, 2007

Frame 5-57 - the Notice of Electronic Filing (NEF) Notice of Electronic Filing (NEF).
Southern District of West Virgiia T_he Notice of Electronic Filing (NEF) is

displayed.

Notice of Electronic Filing

IThe following transaction was entered by Attorney, Test on 2/28/2007 at 2:21 PM EST and fled on 202812007 This is your “receipt” of the filing.

Case Name: Douglas w. Hooterwille

Case Number: 2:06-cw-5058 The document number is a hyperllnk to

Filer: Hooterville Manufacturing the document in the case file.

Docmment Number: 3

Docket Text: The names of attorneys who will be

MAOTION by Hooterville Manufacturing to Compel Answers to Interrogatories (Attachments: # (1) Exhibits A through DiAttormey, Test) | served e|ectr0nica||y are listed under

“Notice has been electronically mailed
2:06-cv-6058 Notice has been electronically mailed to: to.”

[Test dtemey  anyone@anywhere.com If any attorney or party names and

Perry Mason  pmi@masonmasonle.com addresses appear under “Notice will be
mailed by the filer other means to,” you
must print a copy of the NEF and mail it
along with the document(s) you filed to the
parties displayed.

2:06-cv-6058 Notice has been delivered by other means to:

In this example, there are none displayed.

You will generally see names and
addresses for pro se parties and attorneys
who are not yet registered as e-filers.

Note: The Notice of Electronic Filing is your proof of filing and the official file mark. You should always print
and save a copy of the Notice of Electronic Filing.

After a document is electronically filed, the ECF system sends a Notice of Electronic Filing to attorneys who are e-filers.
PACER provides recipients of the NEF “one free look” at the document by single clicking on the associated hyperlinked
document number embedded in the Notice of Electronic Filing.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice will be
delivered by other means to:” section. The user filing the document is required to serve these documents in
paper format in accordance with the rules. Only users listed in the “Notice will be electronically mailed to:”
section have consented to receive notice electronically.

Frame 5-58

Criminal - Query - - el Attention Social Security practitioners:
When you attempt to view a document in one of
Warning! your Social Security cases, you will receive a
Tlus document is resiricted to cowt users, case Warning screen (See |eft) Due to the nature of
pavtieipants and public teminal nsers. Social Security cases, on-line viewing is limited
View bocument ] to cour@ users, case participants (att_orneys of
\ record in the case), and to anyone using the
public terminals in each of the Clerk’s Office
locations. When this screen displays, click
View Document.
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In this illustration, we will file a Memorandum in Support of a Motion. Since this repeats screen samples from
previous examples, these illustrations may not display all of PDF documents. This example will, however,

introduce you to linking documents.

Frame 5-59 Selecting Supporting Documents

Civil Events

Initial Pleadings and Service Other Filings
CW- Complaints and Other Initiating Documents ADE Documents
Service of Process Notices

ERule 26 Documents

Answers Trial Documents
Answers to Complaints Cril Appeal Documents
Amended and Other Answers Other Documents

Motions and Related Filings
Iotions f Applications / Petitions
Obiections, Eesponses, Replies, Memoranda and Briefs

Selecting supporting documents

From the Civil Events screen, under
Motions and Related Filings, the user
should click on Objections,
LResponses, Replies, Memoranda and
Briefs.

Frame 5-60 - Selecting the type of supporting document

Objections. Responses, Replies. Memoranda and Briefs

Affidavit In Support ~
Brief In Opposition

Brief In Supp Of Judgment On The Pleadings In A Soc Sec Case - USE OMLY IF NO MOTION 15 BEING FILED
Brief lkiSupport

Exhibits In Support

Selecting the type of supporting
document.

This menu has a scroll bar next to it.
Scroll through the menu until you locate
the type of document you wish to file.

Highlight Memorandum in Support.
(If you are filing a Brief in Support,
choose that specific event.)

Click [Next].

Frame 5-61 - Case number entr

Criminal Query

Objections, Responses, Replies, Memoranda and Briefs

Case Number

07-3334 09_13345, 199 ¢v-12345, 1-99_cv-12345, D9evl 2345, or 1990wl 2345

&

Case number entry

Enter the number of the case in which
the document is being filed

If you submit a case number that is
formatted incorrectly, ECF will prompt
an error message advising you of the
correct format for entering the case
number.

Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen and
re-enter the case number in the correct
format.

e Click [Next].

to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case in which you worked. Ensure the proper case number is entered in this field
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Frame 5-62 - Designating the Party Filer

Criminal Query

Objections. Responses, Replies, Memoranda and Briefs
107-cv-03334 Doudlas v Hooteryille Manufacturing, Inc

Select the filer.

Select the Party:

\Douglas, Oliver YWendell [Plaintif]
[Hooterville Manufacturing, Inc. [Defendant

AddiCreate New Party

Designating the Party Filer

Highlight the name of the party(ies) for
whom you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking on
each party you represent.

If done correctly, each party selected will
remain highlighted.

Click [Next].

Note: If the name of your client does not display in the list above, contact the Clerk’s Office at 304/347-3000 Monday thru Friday,
from 8:00 a.m. to 5:00 p.m. Only court personnel can add or create new parties to a case. If you click on the Add/Create New
Party hyperlink, ECF returns an error message advising you of this restriction.

Frame 5-63 - Specifying the PDF document

Criminal Query

Objections, Responses, Replies, Memoranda and Briefs
1:07-cyv-03334 Douglas v. Hooterville Manufacturing, Inc.

Select the pdf document (for exlgnple: Ch19%cw301-21 pdf).
Filename

Browse...

Attachments to Document: ® Mo O Yes

Frame 5-64 - The Choose File dialog box

Choose file

Left click to highlight, then
Lockill) & manuals right click to display the
menu below.

) Attorney Training
% ) Clerk staff maruals
My Recent 75 Answer and COS Douglas v Hooter

»
£

- | = Send £

Documents B Answer and COS Douglas v Hooterville
B b Consent before Magistrate Judge - 55
[ Discavery Certificate of Service - Hoop

Desktop ) Haw ko File a Motion ka Extend Timg
b Joink Mokion ko Conkinue trial Hop

5 nen!
[B) Summary Judgment MEMO Hooterwile _ 3¢1ect
Esummary Judgment Mation Hoatervill

b Summary Judgrent Matian Hoaoterville

My Documents

Op
Print

L,Jﬂ [ Tuterial cutline Open with adobe Reader 7.0.5
B Cornties Scan for Wirses. .
“'!] Malke Available OFfine
. Cpen With 3
My Network — File name: Summaty Judgment k. Quick view Plus
Places . Quick Print
Files of type 1l Files 7] Caneel
Send To 3

Cut

Copy

Create Shorkcut
Delete

Rename

Properties

Then left click
here to open.

Specifying the PDF document.
Click the [Browse] button.

The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

The court highly recommends you right
click and open the document up in
Adobe Reader (or Adobe Acrobat) to
view the PDF document to ensure it is
the correct PDF document you wish to
file.

L See the illustration in Frame 5-64.
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Frame 5-65 - Viewing the PDF document

IN THE UNITED STATES DISTRICT COURT
FOR THE SOUTHERN DISTRICT OF WEST VIRGINIA

CHARLESTON DIVISION

OLIVER WENDELL DOUGLAS,

Plaintiff,
Civil Action No. 2: 07-3333
V.

HOOTERVILLE MANUFACTURING,
INC.,

Defendant.

5-66 - Adding the PDF filename

Look in: |_}manuals j & i Bl
N |Z)Attorney Training
hﬁ [ Clerk staff manuals

My Recent -,E Answer and COS Douglas v Hookerville

Diemumizss m Answer and COS Douglas v Hookervile

r a Consent before Magistrate Judge - 55
Discavery Certificate of Service - Hooterville

Desklop B How ta file a Mation to Extend Time to Move
m Jaint Motion ko Continue trial Hooterville
—'-/ ) surnmiary Judgrnent MEF lle
D Summary Judgment MEMO Hoaterville

My Dn l
PLREEmELS 7'_-. Summary Judgment Mation Hooterville

— a Summary Judgment: Mation Hooterville

Viewing the PDF document.

Each PDF attached is limited to the 2
MB court standard on document size,
but a transaction with attachments may
exceed the standard.

When viewing the PDF document, check
the document for possible errors, such
as incorrect PDF document, incorrect
court name, wrong case number, excess
language, improper punctuation,
incomplete signature line, and
incorrectly worded certificate of service.

Minimizing the Adobe screen.

After viewing the PDF document,
minimize the Adobe application by
[clicking] in the “-" in the top right corner
of the Adobe application. If a gray
screen displays, you have minimized
only the document. Go back to the
upper right corner of the Adobe screen
and again click the “-“.

Adding the PDF filename.

When the Adobe screen has minimized,
the Choose File screen will again

_»1-' m Tukorial Cutline
ty Computer
)
by Metwork File name: |Summary Judgment MEMO Hooterville ﬂ | Open <
Flaces
Files of wpe:  [AllFiles (7] =l ancel

5-67 - Adding the PDF filename

Criminal Query

Objections, Responses, Replies, Memoranda and Briefs
1:07-cv-03334 Douglas v. Hooterville Manufacturing, Inc.

Zelect the pdf document (for example: CA1990va01-21 pdf).
Filename

summary Judgment MEMO Hooterville.pdf
|Attacl ts to Doc @No O Tes

display, with the name of the document
you want highlighted.

Click [OPEN] to populate the entry box
for the filename.

The populated filename field will appear
as Frame 5-67.

No attachments.

In most instances, a memorandum or
brief will not have attachments.
Therefore, you will leave the
Attachments to Document radio
button on the default setting of No and
Click [Next].
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Frame 5-68 - Linking the Memorandum to the Document it Supports

Utilities

.

Reports

Criminal Query

Opjections, Responses, Replies, Memoranda and Briefs
1.07-cv-03334 Douglas v. Hooterville Manufacturing, Inc.

Selact the appropriate event(s) to which your event relaiss: /

Linking the Memorandum to the
Document it Supports.

Since you are filing a document “in
support” of a document already in the
file, ECF wants you to Select the
Lappropriate event(s) to which your
event relates.”

[ 12f22/2006 1 COMPLATNT. Filing Fee $350.00. Receipt # 99999, (rap)

[ 12722f2006 2 SUNONS ISSUED by the Clerk on behalf of Oliver Wendell Douglas for
Hooterville Manufacturing, Inc. re: [1] Complaint, returnable 20 days. Original
Summons and 2 copies delivered 12/22/06 to counsel for Plaintiff for service. {rap)

[ 12/29/2006 3 ANSWER TO COMPLATNT. by Hooterville Manufacturing, Inc.. {Attorney,
Test)

[ 01/04/2007 4 ANSWER TO COMPLATNT. by Hooterville Manufacturing, Inc.. (Attormey,
Test)

[ 01/0%/2007 5 CERTIFICATE OF SERVICE filed by Hooterville Manufacturing, Inc. for
Interrogatories to Plaintiff (Attorney, Test)

01/0%/2007 & MOTION by Hooterville MManufacturing, Inc. for Summary Tudgment.
(Attachments: # (1) Exhibit(s) & and B# (2) Exhibit(s) C)(Attorney, Test)

[ 03/01/2007 7 JOINT MOTION by Cliver Wendell Douglas, Hooterville Ianufacturmg, Inc. to
Expedite (Proctor, Becly)

Note: Your choices are all seven
documents currently in the case file.
The system will not prevent you from
choosing the wrong document or
from choosing more than one
document.

We are filing a Memorandum in
Support of the Motion for Summary
Judgment, so we will link it to the
Motion for Summary Judgment,
document number 6, by clicking the
check box beside the number 6.

Click [Next].
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Frame 5-69 - Final Text screen

Criminal Utilities

Query .

Reports

Objections, Responses, Replies, Memoranda and Briefs
10703334 Douglas v. Hooterville Manufacturing, ine

Docket Text: Final Text
MEMORANDUM by Hooterville Manufacturing, Inc. in support of [6] MOTION by Hooterville
Manufacturing, Inc. for Summary Judgment (Proctor, Becky)

Attention!! Pressing the NEXT button on this screen commits this transaction. Yon will have no further opportunity to
modify this transaction if you continme.

Final Text screen.

THIS IS THE LAST SCREEN FOR
YOU TO REVIEW!

Examine the docket text closely. If you
have minimized the Adobe viewer, you
can view the document one last time.

If you are concerned you are filing in the
incorrect case, you may click on the
hyperlink to the case number and style
and view the docket sheet.

Read the Note below before clicking
[Next} to commit the transaction.

DO NOT LOG OUT UNTIL THE NEF
DISPLAYS.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button in complicated transaction, as
it is easier to just start over. When using the [Back] button, a user may not use the [Forward] button on the web
browser when the corrections have been made. Progression must be made using the ECF buttons.

Frame 5-70 - The Notice of Electronic Filing (NEF)

utilities

Criminal . Query

Reports Logout

Objections, Responses, Replies, Memoranda and Briefs
1.07-cv-03334 Douglas v. Hooterville Manufacturing, Inc

TUnited States District Comt
Southern District of West Virgimia
Notice of Electronic Filing

[The followng transaction was entered by Proctor, Becky on 3/1/2007 at 837 AM EST and filed on 3/1/2007
Douglas v. Hooterville Manufacturing, Inc.

Case Number: 1.07-cw-3334

Filer: Hooterville Manufacturing, Ine.

Document Number: 8

Case Name:

Docket Text:
MEMORANDUM by Hooterville Mamifacturing, Inc. in support of [6] MOTION by Hooterville Manufacturing, Inc. for Summary Judgment (Proctor, Becky)

1:07-¢v-3334 Notice has been electronically mailed to:

The Notice of Electronic Filing (NEF)

The Notice of Electronic Filing (NEF)
is displayed.

This is your “receipt” of the filing.

If there are name(s) and addresses
displayed below the “Notice will be
mailed by the filer other means to:”
you must print a copy of the NEF and
mail along with the document(s) you
filed to the parties displayed.

You will generally see names and
addresses for pro se parties and
attorneys that may not yet be registered
as e-filers.
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Discovery material is not filed as a part of the record. Instead, attorneys serve their discovery requests and responses on opposing
counsel and file a Certificate of Service with the court, indicating what was served, upon whom it was served and how it was served.
ECF is not intended to serve discovery material for you. Follow the procedure below to correctly file a Certificate of Service for

discovery material in ECF.

Frame 5-71- Selecting the Document Category and the Event

Other Filings
ADE Documents
Notices
Eule 26 Documents
Tral Documents
Civil Appeal Documents
Banleruptey Appeal Documen
Other Diocuments
Fre- and Post Tudgment Documents
Eestricted Access or Sealed Documents

Criminal

Other Documents

Cerificate Of Service v

Selecting the
Document Category
and the Event.

From the Civil Events
page, go to the Other
Filings category and
select Other
Documents.

When the Other
Documents events list
displays, choose
Certificate of Service.

Click [Next]/

Frame 5-72- Entering the Case Number

Criminal Query « Reports

Other Documents

Case Number

-06-cv-122 90_12345, 1:99_cv-12345, 1-99-0v-12345, 09¢w12345, o1 1:900v]2345

Entering the Case
Number.

Enter the number for
the case in which you
are filing your
document.

When you have done
SO,
Click [Next].
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Frame 5-73-Blank Screen

Other Documents

Criminal

206-cv-00122 Doe v Casualby Insurance Cormpan

Query

Blank Screen.

No action required.

| Click [Next].

Other Documents

Filer

Criminal Query

2:06-cv-00122 Doe v, Casualty Insurance Company

Select the filer.

Select the Party:

Dae, John Allen [Plaintif]

teate IMew Party

Selecting the Party
filer.

To select the party for
whom you are filing the
certificate of service,

click tehighlight the

name.

Click [Next}.

Frame 5-75-Browsing the PDF Document

Criminal

Other Documents

2:06-cv-00122 Doe v, Casualty Insurance Company

Zelect the pdf document (for example: CA132cv301-21 pdf).

Filename

{(Browse. >

Attachments to Document: & o O Yes

Browsing the PDF
document.

You will have no
attachments to your
Certificate of Service
for discovery material,
so you will leave the
attachments to
document radio button
at no.

- Click Browse to locate

the main document.

- 46 -




SOUTHERN DISTRICT OF WEST VIRGINIA

ECF USER MANUAL

VERSION 3.0
EFFECTIVE MARCH 1, 2007

Frame 5-76-Reviewing the PDF Document

Choose file

Look in: | |3 Updated Distict FDF Docg

-l = @) =k FE.

-1 %2 Local Rules of Pracd
bﬁ -,_'-' Answer - Motice of R
MyRecent | Answer - Notice of Re
Dl E answer and Crossclaim

9 Z Becky summons
o] Certificate of Service - D

Dby -,E Doe v Casualty Discovery COS
1: Exhibit G
J  Exhibit Gver 2 MB

B Exchitit Cver 2 M8

S Exhibit Over 2 MB Reduced Size
— = Exhibitsa-C

=, L ExhibitsD-F

I Jaink Motion o Continue

-,_"-' Mermno Support Summary Judgme)

<

My Documents

My Computer

&

by Metwork File: harne:
Places

Certificate of Sel
Files of type: Al Files [%.7]

First, left click here, then right
click to display the menu below.

/= Motion ko Dismiss

= Motion to Seal
Select

Open with Acrobat 6.0
Print
Open with Adobe Reader 7.0.5

Sean For Yiruses. .,

Make Available Offline
Open With

Quick Yiew Plus

Quick Prink

Send To »

Cut
Copy
Create Shortcut

Delete
Rename

Properties

Z Mation ko Extend time to File Answer

13
31, MAGIC, , 1

neyInformation

Left click here to open
and view the document.

[r T

>

Cancel

Frame 5-77-Reviewing the PDF Document Language

Reviewing the PDF
Document.

When the Choose file dialog
box appears, you will left click
on the name of the document
you wish to file, then right click
on it to open the Select menu.
Left click on Open with
Acrobat and your document
will open for your review.

Note: This is the only point
during the filing process
that you can review your
document. Check for any
errors. If you happen to
open the wrong document,
minimize Adobe and select
another file to open and
review.

V5.

Defendant.

CASUALTY INSURANCE COMPANY,

CERTIFICATE

CIVIL ACTION NO. 2:06-cv-00122

OF SERVICE

) [ hereby certify that on March 6, 2007, I served the following discovery material, namely
Defendant’s Interrogatories to Plaintiff - First Set, Defendant’s Request for Admissions, and

Defendant’s Request for Production of Documents, by hand delivery upon the following attorneys:

[aman Attorney
Attorney and Attorney
1004 Capitol Street
Charleston, WV 25301

S/Electronic Filer

Electronic Filer Bar No. 0000000

Reviewing the PDF
Document Language.

The language in a Certificate
of Service for Discovery is
NOT the same as the
certificate of service on a
pleading or other filed
document.

Review the language in the
document in Frame 5-77.
This certificate should never
contain the language “the
foregoing.”

If you find an error, DO NOT
make changes to the PDF
document. Instead, close
the document and delete the
PDF version. Return to the
word processing version of
the document, make the
change and then convert the
corrected version to PDF for
filing.

Once you have determined
that your PDF document is
correct, minimize the Adobe
screen.
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Frame 5-78 — Choosing the PDF Document file

Look in: | ) Updated District PDF Docs j & |‘=_“F '
=l ‘7’;2 Local Rules of Procedure Effective 8-1-06 7'_~Motion Surnrary Judgrent
\_ﬁ T Answer - Motice of Remaval - Mation to Attend
fy Recent -,"'_q.ﬂ.nswer - Matice of Removal with Flags 7’_~M0tion ko Compel
Drmeumsits -',"_~ fnswer and Crossclaim 7’_~ Makion to Dismiss
9 L Becky summons = Mation ko Extend time to File Answer
= o 7’_~ Mation to Seal
Desktop -,";Doe v Casualty Discovery COS INEF
-E Exhibit G -'f_a MoticeChangeofAttorneyInformation
',j Exhibit Over 2 MB  oRDER
o — Exchibit Over 2 ME = POF creator
= Exhibit Over 2 ME Reduced Size EShortcut to Memo Support Summarss
- . Exchibitsa-C o show_rase_doc_z,3345,, MAGIE,,, 1
s . ExhibitsD-F T show_case_doc_3,4160,MEGIC, , 1]
iy Gl "',"_~ Joint Mation ko Conkinue 7’_~ show_case_doc_3,5017,,MAGIC,,, 14
-,";Memo Support Summary Judgment Ishow_case_do ~3,5031,,MAGIC,,, 14
‘} 3 5
-

Ay M etwark File name: |Eertificate of Service - Discovery = j E Open |
Places

Files of tppe: |A|I Files [7.%) ﬂ Cancel

Criminal

Other Documents
2:06-cy-00122 Doe v, Casualty Insurance Company

Select the pdf document (for example: CA1599%cvS01-21 . pdf).
Filename

O:\ACWpdated District POF Docs\Certifi

Attaclments to Document: & Mo O Yes

Choosing the PDF Document
file.

The Choose file dialog box will
again display. Check to make
sure your document name is in

)tg?{u(e name field, then click
en.

The Select the PDF document
screen will reappear with the
name of your document in the
File name field.

Remember, no attachments
here.

—CIick [Next].

Frame 5-79- Entering the Name(s) of the Discovery Material Served

Criminal Query

Other Documents
206-cv-00122 Doe v _Casualty Insurance Company

Enter Title of Docutnent: | Defendant's Interrogataries

Entering the Name(s) of the
Discovery Material Served.

A text box will display. Enter
only the name(s) of discovery
material served, e.g.,
Defendant’s Interrogatories to
Plaintiff, etc.

Any text box in ECF will hold
255 characters. Do not worry
about running out of space.

Note: Use upper and lower
case to enter the text. DO
NOT USE ALL CAPS! Do not
abbreviate.

When you are finished, click
[Next].
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Frame 5-80 — The Final Text Screen

Other Documents
2:06-cv-00122 Doe v Casualty Insurance Company

Docket Text: Final Text

CERTIFICATE OF SERVICE filed by Casualty Insurance Company for Defendant’s Interrogatories to
Plaintiff - First Set, Defendant's Request for Admissions, and Defendant’'s Request for Production of
Documents (Proctor, Becky)

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

The Final Text Screen.

THIS IS YOUR LAST
CHANCE TO REVIEW!

On the Final Text screen,
check to make sure there
are no typos or
misspellings in the docket
text.

If you are satisfied that the
docket text is correct and
that the attached PDF
document you are filing is
the correct one, click
[Next] to commit the
transaction.

DO NOT LOG OUT
UNTIL THE NEF
APPEARS.

Frame 5-81 — The Notice of Electronic Filing (NEF)

Criminal . Query . Reports . Utilities . Logout

TUnited States District Court
Southern District of West Virgimia
Notice of Electronic Filing
[The followmg transaction was entered by Proctor, Becky on 3/6/2007 at .37 AM EST and filed on 3/6/2007
Case Name: Doe v. Casualty Insurance Company
Case Number: 206-cy-122

Filer: Casvalty Insurance Company
Document Number: 8

Docket Text:

CERTIFICATE OF SERVICE filed by Casualtz Insurance Company for Defendant's Interrogatories to Plamtiff - First Set, Defendant's Request for Admissions, &
Defendant's Request for Production of Documents (Proctor, Becky)

2:06-cv-122 Notice has been electromcally mailed to:

IMegan Smith  detram@wysd uscourts gov

2:06-cv-122 Notice has been delivered by other means to:

[aman Attomey

IATTORNEY & ATTORNEY
[P. O. Box 12345
e sfatd Q

The Notice of Electronic
Filing.

The Notice of Electronic
Filing (NEF) is displayed.

This is your “receipt” for
the filing the Certificate of
Service.

You must serve the
discovery documents
referenced in the
Certificate of Service
upon all parties in the
case, regardless of their
filing status.
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Submitting a Proposed Order

Unless a judge’s chambers has instructed otherwise, proposed orders are to be submitted electronically. If the
proposed order pertains to a motion, the proposed order should be filed as an attachment to the motion. When
preparing the order in word processing format, never used the word “Proposed” in the title of the document.

If the proposed order does not pertain to a motion, such as with an agreed order, you will electronically file the

proposed order as the main document, choosing the Proposed Order event from the Other Filings/Other
Documents category.

Privacy Policy

Documents with personal identifiers and other sensitive information should be filed electronically in accordance
with the court’s Privacy Policy. The Privacy Policy may be found in Section 19 of this District's Administrative
Procedures for Electronic Case Filing.

Motion Practice

Basic federal civil motion practice follows the listed filing progression: motion — response — reply. Users should
make a point of following this practice when filing documents. A document filed by a party responding to the
motion must be filed as a response. It should not be filed as a reply. A document filed by a party responding to a
response is a reply. It is critical for users to choose the correct event for a document and to make sure the
document name and event name match.

Combining Documents

As a general rule, do not combine documents (see this court’s LR Civ P 7.1)

ECF will allow a filer to combine only a limited number of documents, specifically an Answer and a Third-Party
Complaint, an Answer and a Cross-claim and an Answer and a Counterclaim.

Filing a Return of Service

All returns of service are filed in the Service of Process category, which is found on the Civil Events page under
Initial Pleadings and Service.

Make sure your PDF document is complete. If you are filing the return on a summons, you must scan the front of
the summons as well as the back of the summons that contains the process server’s statement.

The choices within the Service of Process category are broken down into very specific events. If you are looking
for a return of service on a summons, don'’t stop at “Summons Returned Executed.” There are six different events
pertaining to a summons returned executed. Find the one that specifically fits the document you are filing.

When filing a return of service, enter the date of service and the system will automatically calculate the answer
date. The user should verify that the date is correct according to the deadlines set in the Federal Rules of Civil
Procedures. Particular attention should be paid to the deadline when the party served was the United States or
an agency or actor on behalf of the United States.
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Sealed Document Submission —

Applies to both Civil and Criminal documents

When electronically filing sealed documents ALWAYS file them under the category of RESTRICTED
ACCESS OR SEALED DOCUMENTS. Failure to do so will result in your confidential document being
made public.

The filing of sealed documents is governed by Section 11 of this district's Administrative Procedures for Electronic
Case Filing. Sealed document submission falls into three distinct categories:

e Sealed documents in public cases — Results in a public docket entry and the issuance of an NEF,
but allows no document access.

e Ex parte or In Camera documents in public cases — No public docket entry results, no issuance of
NEF and no document access available.

e Documents in sealed cases — No public docket sheet available, no issuance of NEF and no document
access available.

Filing a Sealed Document in a Public Case

To file a sealed document in a public case, a filer must follow this procedure:

e On the Civil or Criminal Events page, choose the category Restricted Access or Sealed Documents.

¢ In this document list, choose Motion to Seal — General.
The Main Document will be the Motion to Seal and the Attachment thereto will be the document
you want the court to allow you to file under seal. For example, if you wish to file medical records
under seal, the Main Document will be the motion and the Attachment will be the medical records.

¢ When the text box screen displays, read the instructions carefully before proceeding.

¢ This filing will result in a public docket entry and an NEF will issue, but the document or attachment
will not be viewable, either from the NEF or from the docket sheet.

e The attachment to the Motion to Seal is considered “lodged” with the court until the presiding judge
rules on the Motion to Seal. If the court does not grant the Motion to Seal, the Order will provide the
clerk’s office or filing party with appropriate directions regarding access to the subject document.

e Because no one will be able to access this document through PACER, the other attorneys will not be

served the document by NEF. Therefore, you must serve a copy of the motion and any attachments
upon opposing counsel in paper form.
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Sealed Document Submission (continued) —

Filing an Ex Parte or In Camera Document in a Public Case

To file an Ex Parte or In Camera document in a public case, a filer must follow this procedure:

¢ On the Civil Events page, choose the category Restricted Access or Sealed Documents.

o In this document list, choose Motion to Seal — Ex Parte or In Camera.
The Main Document will be the Motion to Seal — Ex Parte or In Camera and the Attachment thereto
will be the document you want the court to allow you to file sealed. For example, if, under
appropriate circumstances, you need for the court to examine a record without opposing counsel’s
knowledge, your Main Document will be the motion to seal ex parte or in camera. The Attachment
will be the record.

¢ When the text box screen displays, read the instructions carefully before proceeding.
e This filing will result in no public docket entry and no NEF will issue. The only person who will be

able to see the entry on the docket sheet will be the judge. All others will see a break in the document
number sequence.

Filing Documents in Sealed (Non-Public) Cases

A document filed in a sealed case must follow this procedure:
e The first document submitted in a sealed case must be submitted in paper format.

e All subsequent documents should be filed electronically, unless the party has received
different instructions from the court.

e All documents filed in a sealed case must be served in paper format. The court’s electronic notice
facilities will not be available on sealed documents.
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Chapter 6
Criminal Document Filing

Filing Documents in a Criminal Case

In general, filing documents in a criminal case is much the same as filing documents in a civil case. Most of the
screens function in the same way, the difference being you are filing under Criminal Events.

You will encounter differences when you are filing documents in a criminal case in which there is more than one
defendant. The example case we are using in the Filing a Motion section is a multiple defendant case. If you
have previously filed in a civil case or in a single-defendant criminal case, Frame 6-6 will be new to you.

Filing a Motion

Follow these basic steps to file a motion in a criminal case. The process for filing other types of documents using
other criminal events is basically the same.

Frame 6-1 - ECF Menu Bar ECF Menu Bar

After successfully logging into ECF,
click on Criminal from the blue menu
bar at the top of the ECF screen.

)
EECF Cwil o Criminal o) Query o Reports o Utiities + Logout ')

Frame 6-2 - Criminal Events page Criminal Events page

EECF Civil Criminal +« Query «
To file a motion, the user should click

Criminal Events on Motions under Motions and
Related Filings.

Charging Instruments and Pleas
Plea-Related Documents

!and Related Filings
upperting Documents, Responses and Replies
Other Filings
Waivers
Service of Process
Notices
Trial Documents

Appeal Documents
Cither Documents
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Frame 6-3 - Select Correct Document Title

Criminal

Motions / Applications / Petitions

Please select the corvect docmment title

@ MOTION

O APPLICATION

O AMENDED MOTION

O TODIT MOTICH
OPETITION

O SUPPLEMENTAT MOTION

Selecting the Correct Document title.

You may change the title of your motion
to any of the other choices listed on the
screen to the left.

The default setting is motion. To select
the title of the document that matches
the title of the document you are filing,
click on the appropriate radio button.

If you do not wish to change the name
from the default, do nothing.

Click [Next].

Frame 6-4 - Select Type of Motion

Criminal

Query .

Reports

Motions / Applications / Petitions

Set Aside Forfeiture -
Set Aside Judgment

Set Aside Sentence

Set Aside Verdict
[ Sever Defendant
Show Cause
Show Cause RE Revocation Of Probation

Show Cause RE Revocation Of Supervised Release v

Selecting the Specific Motion.

This menu has a scroll bar next to it.
Scroll through the menu until you locate
the type of motion you wish to file. To
select, click to highlight the
appropriate relief.

Note: If the motion seeks more than
one relief, scroll to find the second
relief, hold down the [CTRL] key and
click to highlight.

Click [Next].
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Frame 6- 5 - Case number entry screen

Criminal

Query

Motions / Applications / Petitions

Case Number

07-1 09-12345, 1.9%.cw-12345, 1-0%.cw-12345, 99cv12345, or 1.9%cv] 2345

Case Number Entry screen

Identify the Case for Which the
Document is Being Filed by entering the
number.

Note: ECF defaults to the last case
from which you worked. Ensure the
proper case number is entered in
this field to avoid filing your
document in the wrong case.

If you submit a case number that is
formatted incorrectly, ECF will prompt
an error message advising you of the
correct format for entering the case
number.

Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen and
re-enter the case number in the correct
format.

Click [Next].

Frame 6-6 - Selecting Defendants to Whom this Document Pertains.

" BECF o

Motions / Applications / Petitions

Criminal . Ouery .

Make appropriate selections

[02:07-er-00001-1 - Michael Wayne Shawson
[02:07-er-00001-2 - Fozzie Bayer
1 2:07-cr-00001-3 - Simon Cowl

[0 41 defendants

Reports

Selecting defendants to whom this
document pertains.

Check the box for the defendant(s) this
filing affects.

If it affects all defendants, check the
“All Defendants” box.

In this example, we are filing a Motion
to Sever Defendant on behalf of our
client, Defendant Simon Cowl, so we
will check the box next to Simon Cowl’'s
name.

Note: This is not the party-filer
screen.

Click [Next].
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Frame 6-7 - Selecting the filing party

Criminal

Motions / Applications / Petitions

2.07-cr-00001 USA w. Shawson

Select the filer.

Select the Party:

USA, [Plaintif]

Shawson, Michael Wayne (1) [Defendant]
Bayer, Fozzie (2) [Defendant]

[ Simon (31 [Defendant]

Query .

Reports

Selecting the filing party.

Highlight the name of the party for
whom you are filing the document.

If you represent more than one party,
select multiple parties by holding down
the [CTRL] key while pointing and
clicking on each party you represent

If done correctly, each party selected
will remain highlighted.

Click on the [Next] button.

Note: If this is your initial appearance in this case, you will get an Attorney/Party Association screen. If that
screen displays, refer to Frame 5-22 in this manual for an explanation and directions on how to proceed.

Frame 6-8 - Specifying the PDF Document to File.

Criminal

Meotions / Applications / Petitions
2.07-cr-00001 USA v. Shawson

Zelect the pdf document (for example: CA199cv301-21 pdf).
Filename

((Browse. D

Attachments to Document: & Mo O

Frame 6-9- Viewing the PDF document.

Choose file

Left click to highlight, then
right click to display menu

Look in: |25 CJA Fanel Doc

My Recant

=) Joink Motion to
T Manica mation
IMotion ko Seal - Rep

Query

Documents

Select

- :
ERlS R e with fcrobat £.0

Then left click here.

Print
Open with Adobe Reader 7.0.5
Scan For Wiruses...

My Documents
Maks dvailable OFFline

Delzte

1 5 Cpen With >
- Quick View Plus
My Computer Cuick Print
‘- ) Send To 3
.. cut L
by Metwork Fils name: Copy =] Open |
Places I
Files of type: Create Shartout ~ Cancel
i

Renarme

Properties

Specifying the PDF Document.

Prior to logging into ECF, the filer will
have created the document(s) to be
filed, converted them to PDF, and
saved them somewhere on the filer's
computer or office network.

ECF provides the filer an entry box to
indicate the main document as well as
indicating, via the attachment radio
button, if there are any attachments to
the main document being filed.

To locate the main document, click the
[Browse] button.

Viewing the PDF document.

The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have saved the PDF
document.

Left click and highlight the title of the
document you want to file.

ALWAYS right click and open the
document in Adobe Reader (or Adobe
Acrobat) to ensure it is the correct PDF
document you wish to file.

NOTE: THIS IS THE ONLY POINT IN
THE FILING PROCESS WHERE YOU
WILL BE ABLE TO VIEW YOUR
DOCUMENT PRIOR TO COMMITTING
THE TRANSACTION.
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Frame 6-10 - Reviewing the PDF document

UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF WEST VIRGINIA
AT BLUEFIELD

UNITED STATES OF AMERICA

V. Criminal No. 1:06-cr-xeoox

MICHAEL WAYNE SHAWSON
FOZZIE BAYER
SIMON COWL

MOTION TO SEVER

Comes now the Defendant Simon Cowl, by Electronic Filing Student, his counsel,

Frame 6-11 — Minimizing the Adobe screen

22 Adobe Acrobat Professional - [Motion to Sever. pdf]
',"'__ File Edit “iew Document Tools Advanced ‘Wwindow Help

. ® D

|§| Tt setecttent ~ [@) - @ - | |:||E| @ 86%

é Howe To. 7 =

X P = =4 Q m _V._.;_:iCreatePDF - y—’_Raview&CDmmerrt - ) secure - ZSign AE

Frame 6-12 — Adding the PDF filename

Chuus* file

Look in: |_) CJé Panel Docs j " ¥ EE-

RX]

-,"; Joink Motion to Change Wenue
-,"; Monica motion

&

My Recent % Motion to Seal - Reiort
DR 2 Motion to ]
T -',"_~ Motice of Appearance
-',"_~ Order Granting Severance
Desktop
.y

My Documents

L_‘&E'L

by Computer
< .
Py Metwark File name: |M0ti0n ta Sewver j Open |
Places
Files of type: |.&II Files 7.7 j Cancel

Reviewing the PDF document.

Each PDF attached is limited to the 2
MB court standard on document size,
but a transaction with attachments may
exceed the standard.

When viewing the PDF document, check
the document for possible errors, such
as incorrect PDF document, incorrect
court name, wrong case number, excess
language, improper punctuation,
incomplete signature line, and
incorrectly worded certificate of service.

Minimizing the Adobe screen.

After viewing the PDF document,
minimize the Adobe application by
[clicking] in the “-" in the top right corner
of the Adobe application. If a gray
screen displays, you have minimized
only the document. Go back to the
upper right corner of the Adobe screen
and again click the “-“.

Adding the PDF filename.

When the Adobe screen has minimized,
the Choose File dialog box will again
display, with the name of the document
you want highlighted.

lick [OPEN] to populate the entry box
for the filename.

The populated filename field will appear
as Frame 6-13.

Note: if you happen to open the
wrong PDF document, simply
minimize Adobe, return to the
Choose File dialog box and choose
another document. Repeat the
same steps to open and view the
document to ensure that this is the
correct document.
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Frame 6-13 — Attaching Additional PDF documents to the Main Document

Criminal Reports

Query

Motions / Applications / Petitions
2:07-cr-00001 USA v. Shawson

Select the pdf document (for example: CV198cw501-21 pdf).
Filename

OAJECVCIA Panel Docs\Motion to Sever.

Attachments to Document: O No & Yes

Attaching Additional PDF Documents
to the Main Document.

The Main Document now appears in the
Filename field.

Beneath the Filename field are the
words Attachments to Document, with
a radio button that defaults to No.

If you wish to attach one or more PDF
documents, such as an exhibit or a
proposed order, to the Main Document
you must change the radio button to
Yes.

Click [Next].
If you have no attachments, leave the

radio button at No and click [Next] to
proceed.

Frame 6-14 - Creating an Attachment

Criminal . Query Utilities +

Reports

Motions / Applications / Petitions
1.06-cr-00122 USA v Shawson

Select one or more attacluents.
1) Enter the pdf document that contains attachment (for example: Clappendix pdf)
Filename

0:WRLCACIA Panel Docs\Order Granting S Browse..

2) Before proceeding to step 3, describe the document using the Category list, the Description box, or both.
Category Description
Proposed Order ~ || Granting Motion to Seved

3) Add the filename to the list box below. If you have mote attachments, go back to Step 1. When the lst of filenames is comp
ezt butten

Add to List

Frame 6-15

jelect one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cappendix p df)
Filename

Browse...

) Before proceeding to step 3, describe the document using the Category list, the Diest

Category Description

~

3 Add the filename to the list box belew. If you have meon
Text button.

OAJECANCAA Panel DocsWOrder Granting Severance pdf

Add to List

Remove fram List
Mesxt

Creating an attachment.

The attachment screen is a three- step
process.

Step One - Click Browse and locate
the PDF document you are attaching.

Repeat the steps for reviewing the
document contained in Frames 6-9
through 6-11.

L Step Two — Describe the attachment.
Do this by using the category list, the
description field, or both.

Step Three - Click the Add to List
button.

When you are finishing attaching
documents, click [Next].

| Note: When the attachment is
created, it will display as shown in
Frame 6-15. To add additional
attachments, repeat Steps One
through Three as listed. If you
happen to add an unwanted
attachment, click on the document
listing and click the “Remove from
List” button and the highlighted
document will be deleted from the

list of attachments.
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Frame 6-16 — The Blank Screen

Criminal

Reports

Motions / Applications / Petitions
1.06-cr-00122 IUSA v, Shawson

The Blank Screen.

From time to time, during the ECF filing
process, you will encounter a “Blank
Screen.” This is a screen that does not
require action by the filer. (ECF is
processing information behind the
scenes.) When a blank screen
displays, simply click [Next].

Frame 6-17 — The Final Text screen

@ CM/ECF TRAIN - U.S._ District Court:cod - Microsoft Internet Explorer

]Flle Edit “iew Fawvorites Tools Help

] —Back ¥ = ¥ @ ot | @Search (l Favorites @Medla @ | %' =] hid E &

Criminal . Reports . Utilities

Query

Votions
1.05-cr-04001-EYWMN USA v, Quack et al

Docket Text: Final Text
Amended MOTION to Suppress Evidence from 123 Back Alley by Lucy Quack. (Stiles, Aty)

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

Next | Clear

The Final Text Screen.

THIS IS YOUR LAST CHANCE TO
REVIEW!

On the Final Text screen, check to
make sure there are no typos or
misspellings in the docket text.

If you are satisfied that the docket text
is correct and that the attached PDF
document you are filing is the correct
one, click [Next] to commit the
transaction.

DO NOT LOG OUT UNTIL THE NEF
APPEARS.

using the ECF buttons.

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue
menu bar, including logging out of the system. DO NOT use the [Back] button. Progression must be made
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Frame 6-18 Receiving the Notice of Electronic Filing (NEF)

Criminal . Query - Utilities . Logout

Reports .

United States District Comt
Southern District of West Virginia
MNotice of Electronic Filing

The following transaction was entered by Proctor, Becky on 3/5/2007 at 2:02 AW EST and filed on 3/5/2007
USA v Shawson

Case Number: 1:06-cr-122

Filer: Dft Mo. 3 - Sinon Cowl

Document Number: 12

Case Name:

Docket Text:
MOTION to Sever Defendant as to Simon Cowl (Attachments: # (1) Proposed Order Granting Motion to Sever)(Proctor, Becky)
1:06-c1-122-3 Notice has been electronically mailed to: %

Becky Procter  detrani@wvsd uscourts. gov

W, Wilkam Anderson
UHITED STATES ATTORNEY'S OFFICE
S rtrrmal T

1:06-c1-122-3 Notice has been delivered by other means to: /

Receiving the Notice of
Electronic filing (NEF).

The NEF confirms that ECF has
registered your transaction and the
document is now an official court
document.

Note: The Notice of Electronic
Filing is your proof of filing. You
should always print and save a
copy of the Notice of Electronic
Filing.

After a document is electronically
filed, ECF will send a Notice of
Electronic Filing (NEF) to attorneys
who are e-filers. lItis the
responsibility of the filing attorney
to send paper copies to any pro se
parties or attorneys who are not yet
registered as e-filers.

to receive notice electronically.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice has been mailed by
the filer to:” section. The user filing the document is required to serve these documents in paper format in
accordance with the rules. Only users listed in the “Notice will be electronically mailed to:” section have consented

Filing a Memorandum or Brief in Support of a Criminal Motion

Follow the same steps as set forth in Filing a Memorandum in Support of a Civil Motion, except for the addition of

the screen in Frame 6-6.
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Frame 6-19 Selecting the Events Category

Criminal Query

Criminal Events

Other Filings
Charging Instruments and Pleas Eestricted Access or Sealed Documents

Plea-Eelated Documents

Motions and Related Filings
Ifotions £ Applications / Petitions
Ohiections, Fesponses, Replies, Memoranda and Brief:

Other Filings
Discovery Documents
Watvers
Service of Process
Notices
Trial Documents

Appeal Documents
Other Documents

Selecting the Events
Category.

After clicking on Criminal
on the main menu bar,
the Criminal Events
screen will display.

Go to Motions and
Related Filings and click
on Objections,
Responses, Replies,
Memoranda and Briefs.
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Frame 6-20 Selecting the Document Title

Criminal

Query

Objections, Responses, Replies., Memoranda and Briefs

Sentencing Mermorandum

Selecting the Document
Title.

From the menu, choose
| sentencing

Memorandum.

Click [Next].

Frame 6-21 Entering the Case Number

Criminal

Query

Objections, Responses, Replies, Memoranda and Briefs

Ca

1-06-cr-122 00.12745, 1:90-¢v-12345, 1-00_¢v-12345, 00cw1 2345, or 1 Dcwl3345

Entering the Case
Number.

Enter the case number as
demonstrated.

Note: ECF defaults to
the last case from
which you worked.
Ensure the proper case
number is entered in
this field to avoid filing
your document in the
wrong case.

Click [Next].

Frame 6-22 Selecting the Parties to Whom this Document Pertains

Criminal

Objections, Responses, Replies, Memoranda and Brief
Make apprapriate selections

[0 1:06-er-00122-1 - Michael Wayne Shawson
[11:06-cr-00122-2 - Fozzie Bayer
1:06-cr-00122-3 - Simen Cowl

[J.AN defendants

Selecting the
defendants to whom
this document pertains.

Check the box for the
defendant(s) this filing
affects.

If it affects all defendants,
check the “All
Defendants” box.

In this example, we are
filing a Sentencing
Memorandum on behalf
of our client, Defendant
Simon Cowl, so we will
check the box next to
Simon Cowl’'s name.

Click [Next].
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Frame 6-23 - Selecting the Filing Party. Selecting the Filing
Objections, Responses, Replies, Memoranda and Briefs Party.

1.06-cr-00122 LUSA v, Shawson

Highlight the name of the
party for whom you are
Select the filer. filing the document.

Select the Party:
If you represent more
than one party, select
multiple parties by
holding down the [CTRL]
key while pointing and
clicking on each party you
represent

USA [Plaintiff]
Shawsaon, Michael Wayne (1) [Defendant]
Bayer, Fozzie [Defendant]
Cowl, Simon (3) [Defendant]

If done correctly, each
party selected will remain
highlighted.

Click on the [Next]
button.

To complete the filing of the Sentencing Memorandum follow the steps illustrated in Frame 6-8 through 6-
16 above. Your Final Text screen should display as shown below. Remember: IT IS YOUR LAST
CHANCE TO REVIEW!

DO NOT LOG OUT UNTIL THE NOTICE OF ELECTRONIC FILING (NEF) DISPLAYS.

Frame 6-24- The Final Text Screen

Criminal Reports utilities

Objections. Responses, Replies, Memoranda and Briefs
106-cr-00122 IS A v, Shawsaon

Docket Text: Final Text
SENTENCING MEMORANDUM as to Simon Cowl (Proctor, Becky)

Attention!! Pressing the NEXT button on tlus screen commits thas transaction. You will have no further opportumty to
modify this transaction if you continue.
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Submitting a Proposed Order

Unless a judge’s chambers has instructed otherwise, proposed orders are to be submitted electronically. If the
proposed order pertains to a motion, the proposed order should be filed as an attachment to the motion. When
preparing the order in word processing format, never used the word “Proposed” in the title of the document.

If the proposed order does not pertain to a motion, such as with an agreed order, you will electronically file the

proposed order as the main document, choosing the Proposed Order event from the Other Filings/Other
Documents category.

Privacy Policy

Documents with personal identifiers and other sensitive information should be filed electronically in accordance
with the court’s Privacy Policy. The Privacy Policy may be found in Section 19 of this District's Administrative
Procedures for Electronic Case Filing.

Combining Documents

As a general rule, do not combine documents (see this court’s LR Civ P 7.1)
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Sealed Document Submission —

Applies to both Civil and Criminal documents

When electronically filing sealed documents ALWAYS file them under the category of RESTRICTED
ACCESS OR SEALED DOCUMENTS. Failure to do so will result in your confidential document being
made public.

The filing of sealed documents is governed by Section 11 of this district's Administrative Procedures for Electronic
Case Filing. Sealed document submission falls into three distinct categories:

e Sealed documents in public cases — Results in a public docket entry and the issuance of an NEF,
but allows no document access.

e Ex parte or In Camera documents in public cases — No public docket entry results, no issuance of
NEF and no document access available.

e Documents in sealed cases — No public docket sheet available, no issuance of NEF and no document
access available.

Filing a Sealed Document in a Public Case

To file a sealed document in a public case, a filer must follow this procedure:

e On the Criminal Events page, choose the category Restricted Access or Sealed Documents.

¢ In this document list, choose Motion to Seal — General.
The Main Document will be the Motion to Seal and the Attachment thereto will be the document
you want the court to allow you to file under seal. For example, if you wish to file medical records
under seal, the Main Document will be the motion and the Attachment will be the medical records.

¢ When the text box screen displays, read the instructions carefully before proceeding.

¢ This filing will result in a public docket entry and an NEF will issue, but the document or attachment
will not be viewable, either from the NEF or from the docket sheet.

e The attachment to the Motion to Seal is considered “lodged” with the court until the presiding judge
rules on the Motion to Seal. If the court does not grant the Motion to Seal, the Order will provide the
clerk’s office or filing party with appropriate directions regarding access to the subject document.

e Because no one will be able to access this document through PACER, the other attorneys will not be

served the document by NEF. Therefore, you must serve a copy of the motion and any attachments
upon opposing counsel in paper form.

-65 -




SOUTHERN DISTRICT OF WEST VIRGINIA VERSION 3.0
ECF USER MANUAL EFFECTIVE MARCH 1, 2007

Sealed Document Submission (continued) —

Filing an Ex Parte or In Camera Document in a Public Case

To file an Ex Parte or In Camera document in a public case, a filer must follow this procedure:

e On the Criminal Events page, choose the category Restricted Access or Sealed Documents.

o In this document list, choose Motion to Seal — Ex Parte or In Camera.
The Main Document will be the Motion to Seal — Ex Parte or In Camera and the Attachment thereto
will be the document you want the court to allow you to file sealed. For example, if, under
appropriate circumstances, you need for the court to examine a record without opposing counsel’s
knowledge, your Main Document will be the motion to seal ex parte or in camera. The Attachment
will be the record.

¢ When the text box screen displays, read the instructions carefully before proceeding.
e This filing will result in no public docket entry and no NEF will issue. The only person who will be

able to see the entry on the docket sheet will be the judge. All others will see a break in the document
number sequence.

Filing Documents in Sealed (Non-Public) Cases

A document filed in a sealed case must follow this procedure:
e The first document submitted in a sealed case must be submitted in paper format.

e All subsequent documents should be filed electronically, unless the party has received
different instructions from the court.
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Chapter 7
Query

Registered users should use this feature to query the Electronic Case Files (ECF) system for specific case
information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

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

Note: Your PACER login and password is different from your ECF login and password. You must have a PACER
account in order to retrieve, view, and print certain documents. You will be charged a fee of $.08 per page to
access documents, docket sheets, etc. from ECF.

Frame 7-1 - Query entry screen — the Starting Point for Query Query entry screen —the Starting
Point for Query.

Criminal Query . Reports

Juery Query has 3 processing options.

Search Clues

Case Mumber || (Examples: 99-500, 1:99cv500)

or search by 1. Case number query.

Case Status: © Cpen  © Closed € Al

Ao ek | to] 2. Select Open, Closed, or all case
Last Entry Date | to | statuses, Date filed, Date
ﬁ’ entered along with
) 0 {zero) i i
Nature of Suit 170 (inturance) Nature of Suit options.
120 (Contract: Marine) = '<

or search by
3. Select Open, Closed, or all case

a (e (e (e
Case Status: Cpen Closed All > statuses, name search of party
Last Mame I (Examples: Desoto, Des™) or attorney.
First Name I Middle Mame I —
Type I =l

Fun Query I Clear I
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Frame 7-2 - Case Number Query Case Number Query

Criminal Query Reports Case Number Query is the most
direct way to search for a case.

Search Clugs If you know the number that the
Case Num- (Examples: 99-500, 1:99c4500) court haS assigned to the case,

enter it in the “Case Number”
field.

or search by
Case Status: COpen  CClosed Al

AR | o Click the [Run Query] button and
Last Entry Date | to] the screen in Frame 7-3 will
o geero) 2 display.
Mature of Suit 1110 {Insurance)
120 {Cantract: Marine) LI

or search by
Case Status: COpen C Closed Al
Last Name l— (Examples: Desoto, Des™)
First Name l— Middle Name l—
Type | =

mlear |
VA
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Frame 7-3 - Case Specific - Query Options

At the top of this window, ECF displays the case number, short-style, presiding judge, date that the initial pleading was filed and
the date of the last filing for the case. The hyperlinks in blue are search options under the case number query.

Criminal Reports

2:00-cv- 00120 Doe v. Casualty Insurance Company
Tozeph E. Goodwin, presiding
Diate filed: 02/03/2005 Date of last filing: 01/02/2006

Query

Aliag Party

Lzzocated Cazes Motions Bepeort...
Attorney Eelated Transactions. .
Calendar - Monthly...  Speedy Tral

Case Aszsignment Status

Case File Location. . View a Document

Case Sumimaty
Corporate Parents

Deadines/Hearngs. .
Docket Beport ..
Filers
HistoryDocuments. .
Judge

Alias - The alias option displays information, when applicable, containing other names by which a person is known.

Associate Cases - The associated case option contains information on consolidated cases and other associated court
information.

Attorney - The attorney option displays attorney information for each of the parties in the case.

Case Summary - The case summary option provides an overview of current case-specific information.

Deadlines/Hearings - The deadline/hearings option produces a screen that allows you to query the database by various
means to search hearing and other scheduled deadlines. This is not the official court calendar.

Docket Report - The docket report option produces a screen that allows you to compile information on a specific case. You
may select a date range for your docket report as well as a range of document numbers. If you leave range fields blank, the
system will default to displaying the entire docket report. After you have selected the parameters for your report, click on the
[Run Report] button. ECF will run your customized docket report and display it in a window.

Filers - The filer's option displays a list of parties, their role, and when they were added to the case. To view documents filed by
a particular filer, click on the appropriate hyperlinked party name.

History/Documents - The history/documents option queries the database for case event history and documents associated
with the case. After you click on the History/Documents hyperlink, ECF opens a run query screen. You may select the sort
order for the query report and choose to exhibit all events or only those with documents attached. ECF also offers you the
option to display the docket text in the report.

Party -The party option displays a list of the case participants and the attorneys associated with them.

Related Transactions - The related transactions option shows documents related to each other.

Status - The court does not use this option.

View a Document — Allows the user to view a specific document without needing to view a docket sheet. The user must know
the document number to use this option.
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Frame 7-4 — Person Query

Case Status: O Cpen O Cloged  OAl

Last Mame Doe
First Mame
Type Party

Run Query D[ Clear ]

amples: Desoto, Des™)

hiddle Marne

Person Query.

If you do not have a case
number, but know the name of a
person involved in the case, you
can use the Person Query.

You may search by the name of
a party or attorney.

Enter the last name of the person
in the appropriate field and
designate type, e.g., party,
attorney, special mailing group.

Click Run Query.
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Frame 7-5 — Person Query - Select a Person

Criminal Query Reports Utilities

Select A Person

There were 6 matching
persons.

Doe, Jane (pty)
Dee, John (pty)

Doe, John Allen (pty)

Dee, Loretta Tynn  (pty)
Dee, Obwver Wendell (pty)

Deer, Patrick (pty)

Select a Person.

If there is more than one person
in the ECF database with the last
name you are searching, they will
display on the Select a Person
screen.

Locate the name of the person
you want, and click on the
name.

Frame 7-6 — Person Query — Select a Person - Select a Case
Select A Case

Tlus person is a party in 2 cases.

205-cv-00811 Doew. Tom's Motor Sales filed 06/30/05

2:05-cv-03501 Doe v. Eoberts filed 12/04/05

Select a Case.

The ECF system will display a lost of
all cases in which this person is a
party or an attorney.

To view more information about one
of the listed cases, select a case by
clicking the case number hyperlink
to display the Query Options screen
for that case.

Frame 7-7 — Person Query - Query Options screen

Query  » Reports

2:05-¢v-00811 Doe v Tom's Motor Sales
Date filed: 06/30/2005 Date of last filing: 06/30/2005

Query
Alias Party
Associated Cases Motions Beport...
Attorney Eelated Transactions
Calendar - MMonthly...  Speedy Tral
Case Assignment Status
Case File Locaton... Wiew a Document
Case Summary

Corporate Parents
DeadlinesHearings. ..
Docket Report ..
Filers
HistorwDiocuments
Tudgze

Query Options screen.

At the top of the window, ECF
displays the case number, short-style,
presiding judge, date that the initial
pleading was filed and the date of the
last filing was made in the case.

See Frame 7-3 for detailed
explanation.
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Frame 7-8 — Query by Date filed — Date entered along with Nature of Suit
Query

Search Clues
Case Mumber (Examples: 29-500, 1:29c+500)

or search by

Case Status: O Open  OClosed O All
Filed Date 0/1/2006 to | 12/31/2006
Last Entry Date ta

Mature of Suit 110 (Insuranca)

120 (Contract: Marine) hd

or search I%\{

QO Closed  OAl

Case Status

O Open

Last Mame [Examples: Desoto, Des™)

First Name Middle Name
Type W

Frame 7-9 — Results of Query by Date filed

Criminal + Query . Reports utilities * Logout

Select A Case

206-cr-00888  TSA w Jones filed 10/04/08

2:06-cr-00888-1 Edward Jones filed 10/0408

2:06-cr-08500  TSA w. Cowl filed 12/27/06

2:06-cr-08500-1 Simon Cowl filed 1272706

2:06-cr-88888  USA w. Defendant filed 12/27/06

Query by Date filed — Date
entered along with Nature of
Suit.

This query allows you to enter a
filed date or last entry date for a
document or a case.

L-Additionally, you can also select
Nature of Suit codes as part of
this query search.

In this example, we enter a date
range of cases filed.

Results of Query by Date filed.

The query returns a list of cases
filed within the date range we
specified.

If you click on the case number
hyperlink, ECF will open the
Query Options Screen depicted in
Frame 7-7 on the previous page.
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Chapter 8
Reports

Frame 8-1 - The Report options

Criminal

Reports

Docket heet  Criminal Reports P

Crirninal Cases h
Civil Reports

Ciwil Casges Civil and Criminal Reports

Judoment Indexx  Calendar Events
Docket A ctiwity
TWhitten Opindons

The Report options.

The Reports feature of ECF
provides the user with several
report options.

After selecting the Reports feature
from the Blue menu bar, ECF
opens the Reports screen.

Note: If you select Docket Sheet, Civil Cases, Judgment Index, Criminal Cases, or Docket Activity from the main
menu, ECF will prompt you to enter your PACER login and password. You will be charged the applicable PACER
charges. You may view Calendar Events and Written Opinions without charge and without logging into PACER.

Frame 8-2 - The Docket Sheet

Criminal

Query

Reports

Docket Sheet

Case number |07-120

@ Filed

1
O Entered °

Docwuments to
Include terminated parties
[Include links to notices of electronic filing
[ Include list of parties and counsel
[(Include list of member cases
[OInclude PDF headers

Sort by | Oldest date first v

¢ If you do not need a complete docket sheet, you can narrow the size by
entering a specified date range or use Query and use the View
Document option there.

¢ You can also include/exclude notices of electronic filing, terminated
parties, non terminated parties and counsel, and lists of member cases
by checking or un-checking the displayed check boxes.

e You can select to sort the docket report by oldest entries first or the most
recent entries.

The Docket Sheet.

If you have not already logged in
with your PACER information, ECF
opens the PACER login screen.
Enter you PACER login and
password. Click the [Login] button.

The Docket Sheet report is the
same as a_Docket Report from the
Query menu option discussed in
Chapter 7.

Enter the case number in the “Case
Number” field. Select parameters
for the remainder of the data entry
fields and click on [Run Report].
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Frame 8-3 - Civil cases report

"‘

Civil Cases Report

Civil » Criminal + Query -« Reports Logout

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total number of pages. If vou want to 1un a report for a single case, you can use the Query
Menu or the Docket Report.

Office |Blusfield  ~ Case A Nature
Charleston type |Civil of suit |0 {zer)
Huntington Grand Jury b 110 {Insurance) b

Cause -

0 (Mo cause code entered)
02:0431 (02:431 Fed. Election...) s

Case ~ Open

flags | 20A0 Terminal digit(s) cases
2588 - 2,47 Closed

cases
Filed 14172007 to |2/28/2007
Sort by | Case Mumber A A

Output Format & Formatted Display
O Data Only

Civil cases report.

The Civil Cases report provides you
with the flexibility to query the ECF
database to locate cases electronically
filed within a specific date range, by
cause code, nature of suit, case flags,
or any combination thereof.

ECF will open a PACER login screen.
Enter your PACER login and password.
Click on the [Login] button. Note the
warning regarding billing at the top of
the screen.

Enter the range of case filing dates for
your report and select any other search
criteria you wish to narrow your search.
If you enter a date range only, ECF will
display all of the cases filed within your
date range.

If you leave all fields blank, ECF will
display a report for all cases opened in
ECF.

In this example, we enter a date range
for cases filed from 1/1/2007 through
2/28/2007 and click on the [Run
Report] button.

Frame 8-4 - Sample Civil cases report

Criminal + Query -« Reports utilities Logout

ZECF o= -

Civil Cases Report

United States District Comt - Southern Distvict of West Virginia
Filed Report Period: 1/1/2007 - 2/28/2007

€ aseTI;ill:nbel'.- Case Dates Pz:ﬁ:\g Notes

2:05-cw-05001 Clase filed: 01/03/2007 56 Clause: 28:2201 Declaratory
Thomas et al v. The Inswrance Tudgement
Company et al WO 110 Insurance

Cffice: Chatleston

FPresider: Toseph E. Goodwin

Jrry demand: Mone
2:07-cw-00002 Clase filed: 020272007 1 Cause: 02:431 Fed. Election
Plamtff v. Defendant Commission: Failure Enforce C

NOS: 110 Insurance

Gffice: Charleston

Presider: Unassigned

Jrry demand: Wone

Case flags: SEALED
2:07-cw-00003 Case filed: 022772007 1 Cause: 02:437 Federal Election

Plamtiff v. Defendant Comtmission
NOS: 110 Insurance

Gffice: Charleston

Sample Civil cases report.

The report displays with the cases
found.

There’s a link to the docket report from
this report.

At the end, there’'s a summary of the
report selection criteria.

Remember, you are billed PACER
charges for running this report.
However, this may serve as a valuable
research tool.

Note: These same five steps are used to run a Criminal Cases report, except for the initial step of
choosing Criminal Cases on the Reports screen.

-74 -




SOUTHERN DISTRICT OF WEST VIRGINIA
ECF USER MANUAL

VERSION 3.0
EFFECTIVE MARCH 1, 2007

Frame 8-5 — Judgment Index Report

SECF

Civil + Criminal + Query -« Reports  « utilities  +

Logout '?

Nudgment Index Report

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total nunber of pages. If you want to 1run a report for a single case, vou can use the Query
Menu or the Docket Report.

Case number

Last name First name Middle name
Judgment date range 1/2/1370 to 242672007
Sort by: | Case number he

[Fonropor ] (G

Frame 8-6 — Judgment Index Report

SECF

Civil « Criminal + Query « Reports + Utilities

Judgment Index Report
United States District Court - - Southern District of West Virginia

Report Period: 01/02/1970 - 02/28/2007
Judgment Description

In favar af: John Allen Doe
Against: JoAnne Barnhart
Apount: § 50,00

Dater 04/06/2005
Document: 35

Interest: 0.00%

Court Costr § 0,00

I faver af: John Allen Doe
Against: JoAnne Barnhart
Amaunt: § 5000

Dizies 040672005
Document: 36

Interesi: 0.00%

Court Cast: § 000

C‘:&e Number/Title
2:05-cv-00037 Doe v. Barnhart

Status

Mo Payment
040672005

Mo Payment
04/06/2005

2:05-cw-01111 Injuredguy v. Dowrong M faver af: Eima Verne Injuredguy

Against: Douglas Didntdowrong

Amouns: B 27.50 Tudgment in favor of Plaintff
Diate: 042572005

Document: 20

Interest: 6.90%

MNo Payment
04/28/2005

Logout o?

Judgment Index Report.

The Judgment Index report is a quick
way to find judgments entered by the
court, without having to search from
case to case.

In this example, we have entered a
judgment date range starting on
1/2/1970 and ending on 2/28/2007. No
other search criteria are entered on the
screen.

Click Run Report.

The Judgment Index Report displayed
is organized by case number. (The
case number is a hyperlink to the
docket sheet).

The first column shows the case
number and the short title of the case.

The second column shows who
obtained the judgment and against
whom it was obtained; the amount of
the judgment; the date the judgment
was entered; the interest rate and court
costs, if any.

The third column is the status column,
which will contain any payments made
toward the amount of the judgment.
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Frame 8-7 - Docket Activity Report (TWO VERSIONS)

Version 1 - Docket activity with an attorney logged onto ECF and selecting
the Docket Activity Report

sECF

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

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

Docket Activity Report PUBLIC ACCESS

Case . . { | Open cases
v 7 cases ] a <
. Only cases to which I am linke G

Office - Case type ~
Beckley Civil
Eluefield s Criminal b

Event ~ Case flags -

category |EXTEND APPEAL

adr ARBITRATION v
answer v

@ Summary text

Filed between |2/27/2007
edhenveen O Full docket text

and | 2/28/2007

Sort by | Case Number v v

Version 2 - Docket activity with an attorney/user logging on with just a
PACER account and selecting the Docket Activity Report

The Docket Activity Report

The Docket Activity report provides you
with the flexibility to query the ECF
database to view docket entry activity by
specific case meeting selectable criteria,
or by selectable criteria which may display
numerous cases meeting the selection
criteria. The selectable criteria for the
Docket Activity report include:

e Open and/or Closed cases
Office
Case type
Event Category (i.e. motion,
answer, complaint, etc.)
Case flag(s)
Date range of activity filed
Summary or full Docket text

Note 1: If you logged on to ECF and then
to PACER to run the Docket Activity
Report , you will see a Check Box with
Nthe box pre-checked to indicate that you
want to see only cases that meet the
selection criteria and with links to the filing
attorney. You may un-check the box if
you want to see all cases meeting the
selection criteria.

Note 2: If you logged on just with your

Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total munber of pages. If you want to run a report for a single case, you can use the Query
©Menu or the Docket Report.

Docket Activity Report PUBLIC ACCESS

Case [] Open cases
munber [] Closed cases

Office ~ Case type ~
Beckley Civil
Bluefield v Criminal b

Event ~ Case flags ~

category |[EXTEND APPEAL

adr ARBITRATION v
angwer v

@ Summary text

[Filed hetw 202772007
ed between O Full docket text

and [2/28/2007

Sort by | Case Number v v

Run Repaort

PACER account, and ran the Docket
Activity Report, you will notice the check
box referred to above is not present.
~T~Since you logged on just with PACER,
ECF knows the PACER account is not
tied to a specific attorney so it will not
display the check box.

e If you have not already logged in with
your PACER information, ECF opens
the PACER login screen. Enter you
PACER login and password. Click on
the [Login] button

Enter the range of case filing dates for
your report and select any other
search criteria you wish to narrow
your search. If you enter a date range

only, ECF will display all of the cases
filed within your date range.

If you leave all fields blank, ECF will
display a report for all cases opened in
ECF.

In this example, we enter a date range for
cases filed from 1/1/07 through 2/28/07
and click on the [Run Report] button
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Frame 8-8 - Sample docket Activity Report

= Civil « Criminal +« Query - Reports +  Utilities + Logout The Docket ACtIVIty Report is dISpIayed
UECF ' based upon the date and selection criteria
Docket Activity Report “ | you entered/selected.

United States District Court - Southern District of West Virginia The Case numberiiitle is listed as a

Report Filed Period: 1/1/2007 - 2/28/2007 hyperlink to the docket sheet.
Case Number/Title Dates ol Docketed Notes The dates column contains the filed and

entry dates for the document within the

Bov s Gty lsume [(10R007 | v Mtioe (010 et Remoed % date range of the report.
L : Ype: ort Eemoval
Compaty 13:38:00 ) NS P L Other
ﬁ%mw Document: 12 B %ﬂ:;;erc}}fi:& The Category/Event displays the type of
iy i document and the document number is a
Jury demand: None hyperlink to the document on the docket
Entered: Category: notice Administrator sheet.
017052007 Fveni: Motice (Other) Tpe: ort
Ez:j.'-% Document 13 @ The Docketed by column shows who
01/05/2007 docketed the event.
Eniered: Category: notice A dmmstrator
01/05/2007  \Avent: Notice (Other) Type: crt Finally, a Notes column is displayed
sz o € showing miscellaneous information such
01/05/2007 as office, presiding judge, flags, etc.
2:06-cv-03520 Entered: Category: answer E. Proctor |Cawuse: 28:1446 MNotice of
Doe v. Casualty Insurance  |01/24/2007 Hvent: Answer To Complaint Type: aty Eemovwal hd
LAt the end of the Docket Activity Report,
Selection Criteria for Report a summary of the selection criteria is
C'ase mumber Al displayed to indicate what parameters
Only cases to which I am linked No were used to select the report data.
Filed Date 1/1/2007 - 2/28/2007
Entered Date All
Office All
Nature of Suit All
Canse All
Case type All
Case flags All
Open Cases Mo
Closed Cases No
Event Category All
Docket Text surnmary
Sort by case number

Total Number of Docket Entries: 25
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Frame 8-9 - Written opinions report

2
=
.r This report displays written opinions
Written Opinions Report issued by judges.

Case Number

Written opinions report

Civil « Criminal + Query « Reports  « Utilities Logout

Last Name First Name Middle Name The Written Opinions Report provides

Office A Nature of — you with the flexibility to query the ECF
Bluefield Suit |0 (zero) . . T
Sheleston | 0 tnturance) 3 database to obtain written opinion

information by case number, party name,

Case Type ~ Cause -~ ; -
Chil D (Mo cause code entered) office, nature of suit, case type, cause
Criminal hd 02:0431 (02:431 Fed. Election...) [ codes. case flags date range or any
(i My > combination thereof.
2548
2588 ~
Filed between |2/15/2007 and |2/28r2007 O Summary text For d_emonstratlon purposes, the only
@ Full docket text criteria entered were filed between dates
Sort by | Cace Number v of 2/15/2007 and 2/28/2007.

After entering the selection criteria you
wish to search, click on the [Run Report]

button
Frame 8-10 - Sample Written opinions report Sample Written opinions report
« Query o Reports Utiities +  Logout : The report is returned with the written

opinions found.

Written Opinions Report
United States District Court -- Southern District of West Virginia There’s a link to the docket sheet and the
Filed Report Period: %15«'2007 - 2/20/2007 document from this report
Case
Date Doc. s
Rumber & pitoq. | # B Notes: This report is provided at no charge to the
2:06-cr- 02/20/2007 | 36 |ORDER as to Richard Lee Conner; directing counsel for each | Qffice: Charleston viewer.
00208 party to file a sentencing memorandum in this matter by
05/03/07, directing counsel to provide a copy of the same to
opposing counsel and to the probation officer. Signed by
Judge Joseph B. Goodwin on 2/20/2007. (cc: Judge, USA,
TSP, USM, counsel, deft) (mbcw)
5:04-cv- 022002007 | 21  MEMOEANDUNM OPTNION: the Court adopts the 13 Gfficer Beckley
01304 Proposed Findings and Recommendation of Magistrate Judge | Case Fiags: Case
Wilkes v VanDervort and distnisses Petitioner's Application for Writ of | Closed, Habeas Corpus,
Anderson Habeas Corpus by a Person in State or Federal Custody. Law Clerk 3, Magistrate
Sipned by Judge Thomas E. Johnston on 2/20/2007. {cc Judge VanDervort
Petitioner, attys, TT3MT VanDervort) (rle) NOS: Habeas Corpus
(General)
Cause: 28:2241 Petition
for Writ of Habeas
Corpus (federal)
5.05-cv- 022072007 | 34 MEMOERANDUNM OPTNION: the Court adopts the 29 Gffice: Beckley
00016 Sayre Proposed Findings and Recommendation of Magistrate Judge | Case Fiags: Case
w. McBride VanDervort and grants Defendant's22 Motion for Summary | Closed, Consolidated -
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Chapter 9
Utilities

The Utilities option provides a number of ECF and PACER related features. The PACER related items are

available but will not be described or illustrated in this manual.

http://pacer.psc.uscourts.gov for PACER information.

Please refer to the PACER website, at

The Utility functions addressed in this section are Maintaining Your E-mail, Maintaining Your Password, Viewing
Your Transaction Log and Mailings.

Maintaining Your E-mail

Frame 9-1 - The Utilities Menu

= Civil + Criminal «
SECF

Utilities

Your Account %
Maintain ¥Your Account ezearch ..

Query + Reports

Wiew Tour Transaction Log  Mailings.
Change Clent Code

Change Your PACER. Login

Eeview Billing Histo

Show PACEE Account

+ Utilities + Logout

The Utilities Menu.
After you have logged in to ECF, click on
Utilities on the blue menu bar, to display
the Utilities screen.

Click on Maintain Your Account.

Frame 9-2- The Maintain User Account Screen (Person Information)

EECF Civil + Criminal -«

MVaintain User Account
Last name Attorney
MMiddle name
Gender hd
Title
Bar number
Prisoner 1d
Office TOTTE LAW FIEIL
Unit
Address 1123 Any Street
Address 2
Address 3
City Charlesto
Country

Phone |
Initials DOB
Civil vef
style

Date
SWOITL

Query + Reports

First name | Test
Generation
ATY Type

Type aty

+  Utilities

+ Logout

Add Headers to PDF Do%lments

State W
County

Zip 25301

Fax

A0 code

3 Crinmal ref

Status

[ Ermnail infarmation 4‘]’[ hore user information ]

nd date

The Maintain User Account Screen
(Person Information).

Make no changes to this screen.

This is your identity in the Attorney
Database for this Court. If there is
information that should be changed or
corrected, please refer to the ECF contact
list in Appendix 7 of this manual to call the
appropriate staff person for help.

To Make Changes to Your E-mail.

To make changes to your main e-mail
address or your secondary e-mail

M click Email Information.
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Frame 9-3- Maintaining your Primary E-mail address

Civil » Criminal + Query =« Reports Utilities  «

sECF

Logout

Email Information for Test Attormey

Delivery In ALl
Primary E-mail Address Format Method Active My Cases Additional Options
anyone@anywhere, com HTWL || Individual MEF «| Yes Tes Hide Options v
Secolitdary S5es
federaldocsi@anywhere.com HThL * || Individual NEF Hide Options v

[ Add Additional E-mail Address Return to Person Information Screen

I L

[Clear]

Frame 9-4 Person Information screen
OB

Initials AQ code

Civil ref style v | Criminal ref style

Date sworn Status

Email inforrmation. .. More user information. .

[ Subm ]«hﬁ/’

Frame 9-5 Select the Cases to be Updated
\f vas madified iterms ather than the name fields jex. mailing address fiel:

wases that you seleci or ALL cazesz if yvou choose the ¥ *lipdate AlI¥** o
wasas fisted. Click the question mark aon the menu bar above for more inf.

pdate All ™™
=* lpdate Mone =

F-ocw-1 Plaintiff v. Defendant
2:4-cw-1 Doe v, Smith
2:4-cw-d Doe v, Smith
2:6-cwB058 Douglas v. Hooterville
27-cw-3  Plaintiffv. Defendant
27-cw-13  Plaintiff v, Defendant

Submit

Frame 9-6 — The Submitted Change Was Successful

Criminal Query Reports

Tpdating person record. .
Tpdate Person Prid: 96963

The update was successfiul . prid 96963 - Test Atto%ey
The update was successfil...

E-mail configuration:
Primary e-mail address: anyone l{@anywhere. com

Thiz e-mail address iz currently active, and nonmally receives individual WEFs in HTML fotnat for all of your active cases.

Secondary e-mail address: federaldocs@anywhere. com
This e-mail address is currently active, and normally receives individual NEFs in HTML fotmat.

Mo user update requested

]

Email Information screen.

The Primary E-mail Address is the
address that will display within the
attorney’s signature block on all
documents and with the attorney’s
address information on the front of
all docket sheets in which the
attorney appears.

You may change your e-mail address
at any time without the aid of the
Clerk’s Office. Remember, however,
it is your responsibility to maintain a
fully functioning e-mail address at all
times.

Once you have made changes to
your Primary E-Mail address, to put it
into effect, you must click Return to
Person Information Screen and
click Submit.

Select the Cases to be
Updated.

The system will display all cases in
which you are counsel of record. The
choices on this screen are Update
All, Update None and individual
case updates. To update just certain
cases in the list, hold down the [Ctrl]
key and click on each case to
highlight.

—Once you have made your selections,
click Submit.

The Submitted Change Was
Successful.

When the system has accepted the
change you have made, Frame 9-6
will display.
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Frame 9-7- Adding/Removing a Secondary E-mail address

SECF

Civil - Criminal + Query « Reports Utilities  « Logout

Email Information for Test Attormey

Delivery In Al
Primary F-mail Address Format Method Active My Cases Additional Options
anyone@anywhere.com HTML + || Individual MEF |+ | Tes Tes Hide Options v
Secondary E-mail Addresses
federaldocsi@anywhera. com HTML || Individual MEF  » Hide Options hd

\

[ Add Additional E-mail Address ] [ Return to Person Information Screen

] [Clear

Delivery In All
Method Active My Cases Addiional Options

HTML || Individual NEF | Yes Yes

Primary E-mail Address Format
anyone@anywhere.com

Secondary E-mail Addresses
HTML * || Individual NEF  +

HTWL + || Individual NEF  » O

federaldocs@anywhere. com Hide Options

paralegal@anywhere.com Hide Options

] [Clear]

[ Add Additional E-mail Address ] [ Return to Person Infarmation Screw

Hide Options hd

The Secondary E-mail Addresses
are e-mail addresses that will also
receive NEFs in the registered
attorney’s cases. PACER will allow
an attorney to add up to five
secondary e-mail addresses.

To add a Secondary E-mail address,
click Add Additional E-mail
Address.

A blank field will appear above the
Add Additional E-mail Address
—button, then enter the new
Secondary E-mail address in the
blank.

You may continue to add up to five
additional e-mail addresses by again
clicking the Add Additional E-mail
Address button.

To remove E-mail addresses,
simply delete the address in the field.

If incorrect e-mail addresses are
into the secondary e-mail and the
clerk’s office receives bounced e-
mails as a result, those accounts
may be stricken from the ECF
system by the Clerk or a
designated representative

ote: If you want your secondary
e-mail addresses to receive NEFs
in all your cases, both active and
closed, be sure to click both the
checkboxes under Active and In
All My Cases.

To activate the changes, click on
Return to Person Information
Screen, and repeat Frames 9-4 and
9-5.

Frame 9-8- The Additional Cases Field

Delhvery In Al
Method Active My Cases Additional Options

cam HTML || Individual NEF | Yes Tes
Addresses

dress Format

Hide Options v
Hide Options

Additio na
Delivery Method Exceptions

2re. com

HTMWL » || Individual NEF |+ ]

il E-mail Address ] | Return to Persan Infarmation Screen

| [Clearl

The Additional Cases Field.

On the E-mail Information screen,
there is a field called Additional
Options. If you wish to receive NEFs
for cases in which you are not
counsel of record, you may do so by
utilizing Additional Cases.

Click to highlight.
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Frame 9-9

Email Information for Test Attorney

The Additional Cases field
(continued.)

€lick on Add.

Delivery In ANl
Primary E-mail Address Format Method Active My Cases Additonal Options
anyonel@anywheare. com HTML || Individual NEF % | ¥es Tes Additional Cases ~
Show % | Additional Cases to Receive NEFs
Secondary ]::':;mll Addresses - 7
federaldocs@anywhere. com HThL || Individual NEF | Hide Options ~
[ Add Additional E-mail Address ] [ Return to Person Information Screen ] [Clear]
Frame 9-10 o L
Primary E-mail Address Format Method Active My Cases Additional Options
anyonel@anywhere.com HTML || Individual MEF »| Tes Tes Additional Cases v
Add ¥ | Additional Cases to Receive NEFs
Enter casze number and click | Add to List
Secondary E-mail Addresses
federaldocs@anywhera.com HTML + || Individual NEF | Hide Options v
[ Add Additional E-mail Address ] [ Return to Person Information Screen ] [Clear]
Frame 9-11
Lenvery m Al
Primary E-mail Address Format Method Active My Cases Additional Options
anyonel@anywhere.com HTML || Individual NEF | Yes Tes Additional Cases v

Add

| Addiional Cases to Receive NEFs
2:05-cv-09999 - Smith v. Doe

and c]ick| Add to List

Enter case number

Secondary E-mail Addresses

O

Return to Person Information Screen

HTML v

L

federaldocs@anywhere. com Individual NEF »

[
Frame 9-12

Hide Options

] [ Clear]

Add Additional E-mail Address

Criminal

Query

Reports

Enter case numbers of the cases
~you want to receive NEFs in.

Once you have entered the number,
click Add to List.

The Additional Case to Receive
NEFs will appear as displayed in
Frame 9-11.

Repeat the process to add more
cases.

When you no longer wish to receive
NEFS in an additional case, choose
Remove from the drop down list.

When you are finished, click Return
to Person Information Screen, then
Submit.

Updating person record. .
Update Person Pnd: 96563

The update was successful ... prid 26963 - Test Attorney
Participant records were not altered.

E-mail configuration:

Pry =t address: anyone l(@anywhers. cotmn \m‘\
This e-mail addtess iz currently active, and normally receive s individual NEFs in HTML format for all of your active

You have indicated that this e-mail address should receive NEFs for the following specific or additional cases:

2:05_cw 02999 Smith v Dioe
econdary e-mail address: federaldocs@atywhere. cotn Dm/
This e-fi i nitly active, and normally receives individual NEFs in HTML £ :

Note: You must always click the
Submit button for any changes to
take place.

When the change has been made in
the system, the update message will
appear as in Frame 9-12.

D

Wo user update requested
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Frame 9-13 - Maintaining Your Password

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

Maintaining Your
Password.

Utilities o~
To change your password,
click on Utilities on the blue

Your Account Miscellaneous main menu bar, then click
Maintain ¥Your Account TEarch .

Maintain Your Account.
Wiew Tour Transaction Log  Mailings.
Change Clent Code
Change Your PACER. Login
Eeview Billing Histo
Show PACEE Account

-83-




SOUTHERN DISTRICT OF WEST VIRGINIA
ECF USER MANUAL

VERSION 3.0
EFFECTIVE MARCH 1, 2007

Frame 9-14

SECF

Civil + Criminal + Query + Reports « Utilities + Logout

MVaintain User Account
Last name Attorney First name | Test
MMiddle name Generation
Gender v ATY Type v
Title
Bar number Type aty
Prisoner 1d Add Headers to PDF Do%lments
Office TOTTE LAW FIEIL
Unit
Address 1123 Any Street
Address 2
Address 3
City Charlesto State W Zip 25301
Country County
Phone | Fax
Titials DOB A0 code
Civil vef Crinmal ref
style style
— Status
SWoIn
[ Ermnail infarmation hore user information

The Maintain User
Account Screen

Make no changes to this
screen.

This is your identity in the
Attorney Database for this
Court. If there is information
that should be changed or
corrected, refer to the
contacts list in Appendix 7 at
the end of this manual for
the appropriate person to
contact.

| To Make Changes to
Password

To make changes to your
password, click More
User Information at the
bottom of this screen.

Frame 9-15 Changing Your Password

Criminal

Query

Reports

Mlore User Information for Test Attorney

Login tatty Last logim 03-03-2007 0745

Cwrent login 03-08-2007 07:45
Create date 08/12/2004

Update date 12/22/2006

Password =
Prid 56963
Regstered T
Internet Credit Card T
Groups Attorney

[ Return to Account screen ] [Clear]

Changing your password.

There are two fields
accessible on this screen.

NEVER CHANGE YOUR
LOGIN!

You may change your
password at any time and
you should do so on a
regular basis. Enter a
password of up to eight
characters. Passwords are
case sensitive.

Frequently attorneys misplace their passwords. An attorney may call the Clerk’s Office
and say, “Can you tell me what my password is?” As you can see from the screen
above, just like the attorney, we cannot see the password. We do have the ability to

reset the password. Upon request of the attorney, we will reset the password and e-mail

it to the attorney to whom it belongs.

Once you have made the
change, click Return to
Account Screen, then
Submit.

You will receive an update

message similar to the one
in Frame 9-12, indicating
the change to your
password has been made.
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Viewing Your Transaction Log

In Utilities you are able to View Your Transaction Log. This will show you what documents have been filed with
your login and password for a specific period of time.

Frame 9-16 View Your Transaction Log View Your Transaction Log
EEC F Civil » Criminal « Ouery » Reports « Utilities + Logout When you click on the View Your
Utilities | Transaction Log link, the View Your

Transaction date screen is displayed.

Your Account Miscellaneous

o Whatever beginning and ending date
Maintan Your Account Le

range you enter, ECF will display a

View Your Transaction Log Mailings... report of ALL the transactions

Change Client Code _ performed between the dates you

Change ¥Your PACER Login entered

Eewew Biling Histo '

Show PACER. Account

Criminal Ouery
View Transaction Log After entering the date range for
; - ; beginning and ending dates, click on

Enter the Date Selection Criteria for the Transaction Log Eeport _the [Run Report] button.

St ate: | 11/8/105 End Date: |3/8/2007

Run Report W

[

Frame 9-16 Sample Transaction Log

Criminal Query  + Reports Utilities + .
Sample Transaction Log
Transaction Log
Repart Period: 1L08/2006 - 03/08/2007 The Transaction Log is returned with a
list of activity.
Id Date Case Number Text
2127 11282006 153307 2-06-29-99999 &?ﬁ;ﬂ ii*;nc?;egoi?u;}i;‘faﬁ ris;p:}::;n Fiing Fee $350.00 This is helpful in reviewing the following:
2652 01/15/2007 164743 2-06-cv-6058 ANSWEE TO COMPLATNT. by Hooterville Manufacturing (Attorney, Tes ° Work you have done.
2653 014152007 16:5743 Updated person record: Test Attomey Pnd: 96963 . Determining if you docketed in
2709 01/26/2007 11:25:03  0-07-cw-1 MOTION by Plaintiff to Amend. (Attorney, Test) the wrong case.
2717 01/26/2007 11:58:30  2-07-cw-3 NOTICE by Plamhft. (Attorney, Test) ° Review for unauthorized aCthlty
2786 01/282007 2314:51  0-07-cw-1 PETITION by Plaintiff to Amend [1] Complaint. (Attorney, Test)
2787 01/28/2007 23.24.27  0-07-cw-1 SUPPLEMENTAL MOTION on behalf of Plantdf to appear Pro Hac Vice This Transaction Log is provided at
2789 017282007 232507 0-07-cw-1 NOTICE by Plaintff. (Attorney, Test) no charge to the viewer.

MOTION by Hooterville Manufactunng to Compel Answers to Interrogator
Extibits & through TN{Attomey, Test)

2886 03/08/2007 08:15:03 Updated person record: Test Attorney Prid: 96963
2897 03/08/2007 08:55:17 Updated person record: Test Attomey Pnd: 96963

Total Number of Transactions: 11

2874 0212812007 14:21:45 2-06—:‘1—[}\@58
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Frame 9-17 - Mailings

EEC F Civil - Criminal . Query

Mailings.

e When you click on the
Mailings link, Mailings sub-
Your Account MMiscellaneous menu is displayed.
ECF Login Internet Fayment History

Ifaantain ¥ our Account earch ...
Wiew ¥ our Transachon Log
Change Client Caode
Change ¥our PACEERE Login Wenfy a Document
Eewiew Billing History

Show PACEE Account

Frame 9-18 - Mailing information sub-menu

Criminal

Mailing information sub-
MMailings menu.

Mailing Infio for a Cased
Ilailing Labels by Case

The Mailing sub-menu has
options displayed as well.
Click on the “Mailing Info for
a Case” link.

Frame 9-19- Mailing info for a case - Case number entry screen

Criminal

Mailing Information for a Case

Enter the case number on
which you want mailing
information.

Enter the case munber to wew the recipient j
('ase Number: 2:05-cv-09999
[ =ubmit ] [ Clear ]

After entering the case
number, click on the
[Submit] button.

Frame 9-20 - Mailing info for a case display

Criminal Query . Reports utilities:

ECF returns a display of how

Mailing Information for a Case 2:06-cv-06058 ECF will “notice” the parties
in the specified case.

[Electronic Nail Notice List

In this example, the attorneys

have e-mail address and will

o Test Attorney be noticed electronically by e-
anyone 1 (@atywhere. com mail.

The following are those who are currently on the list to recerve e-mail notices for this case.

+ Perry Mason « »
pr@inas otrnagonls. com If there were “manual
recipients listed, their names
Manual Notice List and addresses would be

displayed here. In this

The followang 15 the lList of attorneys who are not on the lList tercewe e-mail notices for this case (who therefore require manual noticng)
ouse to select and copy this list into your word processing program in order to create netices o labels for these recipients example‘ the_re_ are no
“manual” recipients.

* (Mo manual recipients)

You can highlight the text
here and copy into your
Certificate of Service.
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Frame 9-21 - ECF Logout

EECF Cvil +  Criminal o+ Query + Reports o+ Utilities ?p

ECF/PACER Login

Notice

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

Instructions

Enter your ECF login and password for electronic filing capabilities. If vou do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may reqister
online at hittp #pacer psc uscourts gov or call the PACER Service Center at (800)
BYGB-6356 or (210) 201-6440.

An access fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the Lnited States, will be assessed for access
to this service. All inquiries will be charged to your FACER account. If wou do not need
filing capabilities, enter wvour PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty twwo alphanumeric characters long.

Authentication

Login I

Passwaord: I

client code: |

Login | Clear |
e ——————

Frame 9-22 - ECF Login warning screen

Warning: the account you entered is already logged in.
This iz prebably the result of one of these two citcumstances:

+ Tou did net click "LogCut" on the top bar when you last used CHWECE.
Click the " Continue login" button helow to complete the login process.

OF
+ Tou share this account and someone else 15 using it.

Click the " Cancel" button below to return to the login screen.
[if wou chick the "Continue logm" butten, semeone else using this account will have ther CHUECE session termnated

Cancel Continue login |

ECF Logout.

After you have completed all
of your transactions for a
particular session in ECF,
you should log out of the
system. Click on the Logout
function from the ECF Blue
menu bar.

ECF will log you out of the
system and return you to
the ECF login screen.

It's important to use the
Logout option as it
terminates the cookie that
was created for your ECF
session.

If you don’t Logout properly,
the next time you try to log
on, you will get a Warning”
display as shown.

The “warning” message is to
warn you that ECF thinks you
are still logged on or
someone else is logged on
as you.

If you click on the [Continue
Login] button, ECF will
continue to log you on.

However, if someone else is
actually logged on with this
login, you will terminate their
session.

To avoid getting the
“warning” display, use the
Logout option to actually log
out of ECF.
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Appendix 1
ECF Seven Basic Steps

Seven Basic Steps for Filing a Civil/Criminal Document in ECF

1. Select the Type of Document to File

2. ldentify the Case for Which the Document is Being Filed

3. Designate the Party for Whom the Document is Being Filed
4. Specify the PDF Document to File

5. Additional ECF Information

6. Submit the Document to ECF

8. Receive the Notice of Electronic Filing
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Appendix 2
Ten Most Common Filing Errors

1. Login used and document signature do not match.

If you are not counsel of record in the case, you should not be filing documents in the case.
This will lead the court to believe that you are appearing as counsel.

2. The signature block is incomplete.

Regardless of the document, anytime an attorney’s electronic signature is used, the entire
signature block should appear just as directed in the Administrative Procedures for Electronic
Filing:

s/ Judith Attorney

Judith Attorney Bar Number: 12345
Attorney for (Plaintiff/Defendant)
ABC Law Firm

123 South Street

Charleston. WV 25301

Telephone: (304) 123-4567

Fax: (304 ) 123-6789

E-mail: judith_attorney@law.com

3. Only one party chosen as filer in jointly filed documents.

When filing a Joint Motion or a Stipulation, the attorney must choose as the filers his or her own
client, as well as the other parties who are joining in the filing of the document. Hold down the
Control key to highlight all, and navigate past the screen that asks if you want to associate with
the party for whom you are filing.

4. Repeating language in text boxes.

When filing a certificate of service for discovery, a text box displays to allow for the entry of the
name of the discovery document(s) served. Attorneys will often put in the text box “certificate of
service.” The final text then reads “Certificate of Service by John Doe for Certificate of Service.”
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Appendix 2
Ten Most Common Filing Errors (continued)

5. Using abbreviations and UPPER CASE FONT.

Do not use abbreviations or UPPER CASE font when entering information in text boxes.
March 1, 2007 should be written out or, if you prefer, use 3/1/07. DO NOT use Mar 1 or 1 Mar.

If you enter “PLAINTIFF'S INTERROGATORIES” in a certificate of service text box, it may
appear in the text of the docket sheet as “PLAINTIFF?S.”

6. Use incorrect language and descriptions in Certificate of Service for
discovery or Rule 26 documents.

See Frame 5-55 of this manual for correct language.
7. Filing memoranda as attachments to motions.

A motion and its supporting memorandum are two separate document events. File the
motion first and file the memorandum second, linking it to the motion during the filing process.

8. Failing to select the correct event.

Use the CM/ECF Event Keyword Search on the website to determine the category and event
type for the document.

9. Unchecking a “Notice” checkbox on the attorney/party association screen.

Never, under any circumstances whatsoever, clear a “Notice” checkbox. If you do, you
will never receive another NEF in that case. Further, it may be months before anyone realizes
it. Again — NEVER UNCHECK A NOTICE BOX.

10. Filing the wrong PDF document.

Always review the document during the filing process. Remember — if you file the wrong
document, everyone in the case will know it as soon as they open their NEF. If this occurs,
contact the clerk’s office as soon as possible for appropriate instructions.
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Appendix 3
Attorney ECF Checklist

ATTORNEY ECF CHECKLIST

PREPARING THE DOCUMENT - Please make sure:
[ ] The document has a full signature block
[ ] Any memorandum supporting or opposing a motion is filed as a separate document.

[ ] Exhibits are prepared as attachments to motions (not attachments to memoranda
in support) or
[ ] Exhibits are filed as stand-alone documents and linked to the document they support.

[ ] The certificate of service is a part of the main document (or is an attachment)
except for discovery certificates of service.

[ ] The certificate of service language is correct, including the filing date.

CREATING THE PDF DOCUMENT - Please make sure:

[ ] A document created using a word processing application is converted
to PDF format instead of printed and scanned to PDF for text searchability.

[ ] Each PDF file is no more than 2MB in size.

[ ] Each PDF file is formatted properly and is legible with no missing pages.
All pages are in order and right side up.

[ ] To combine small groups of exhibits into one PDF so long as the resulting
file is not more than 2MB.

[ ] A proposed order is a separate PDF, filed as an attachment to the subject motion.

ELECTRONICALLY FILING THE DOCUMENT - Please make sure:

[ ] The name of the attorney logged into ECF matches the attorney’s name
on the signature line.

[ ] The correct case number is entered and the court heading is verified as correct.

[ ] The most accurate or appropriate event is chosen to describe the document
from the menus provided (when in doubt, call the Clerk’s Office).

[ ] If the name of your party(ies) appears on the party screen in more than one role,
(i.e., John Doe, defendant; John Doe, third-party plaintiff) select the name only
once. Choose the capacity in which you are filing at the time.

[ ] If asked to create an association between the attorney and party, do so whenever
appropriate. NOTE: “Lead” is optional; never remove the check
from the “Notice” box.

[ ] If filing a joint document, all parties joining in the motion should be selected
as the filers (hold Control key and highlight each filer name.)

[ ] it filing a notice of appearance, a separate notice of appearance is filed
for each attorney, using each attorney’s personal ECF login and password.

[ ] if filing a multi-part motion, all the appropriate reliefs are selected
(hold Control key and highlight each relief).

[ ] When filing a motion for leave to file a document, the subject document.
is filed as an attachment to the motion - not as a separate entry.

[ ] When an optional text box appears, you may use it to further describe your pleading.
[ ] Not to use CM/ECF to serve discovery documents or Rule 26 disclosures.
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Revised 12/1/2006 Appendix 4
Rule 26 and Discovery Chart

WHAT IS THE DOCUMENT? WHERE IS IT FILED? WHAT IS FILED?
Notice to Take Deposition | Other Filings> Entire document with
Notices> certificate of service.

Notice to Take Deposition

Rule 26(f) Report of Other Filings> Entire document with
Planning Meeting Rule 26 Disclosures> certificate of service.
Rule 26(f) Report of
Planning Meeting

Rule 26(a)(1) Initial Other Filings> Certificate of Service
Disclosures Rule 26 Disclosures> indicating what was served
Certificate of Service for and upon whom.
Rule 26(a)(1) Initial
Disclosures
Rule 26(a)(2) Expert Other Filings> Certificate of Service
Testimony Disclosures Rule 26 Disclosures> indicating what was served
Certificate of Service for and upon whom.

Rule 26(1)(2) Expert
Testimony Disclosures

Deposition Transcripts, Other Filings> Certificate of Service
Interrogatories, Other Documents> indicating what was served
Requests for Production Certificate of Service and upon whom.

of Documents,
Requests to Permit Entry
Upon Land and
Requests for Admissions

Rule 26(a)(3) Pretrial Other Filings> Certificate of Service
Disclosures Rule 26 Disclosures> indicating what was served

Certificate of Service for and upon whom®.

Rule 26(a)(3) Pretrial

Disclosures
Supplemental Rule 26 Other Filings> Certificate of Service
Disclosures (to supplement | Rule 26 Disclosures> indicating what was served
any of the above-listed Certificate of Service for and upon whom.
disclosures)? Rule 26 Supplemental

Disclosures

'PerL.R. 16.7(b)(1), the actual documents are to be filed as part of the proposed pretrial order.

2 A text box will allow you to type in which disclosures are being supplemented, i.e., “Rule 26(a)(2) Expert
Testimony Disclosures.”
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Appendix 5
Moves to Avoid

Moves to Avoid

1. Don't double click. Single clicks only, please.

2. Don't use the back browser button or you will get a “page expired”
message. Start over at the main menu bar by clicking on Civil or Criminal.

3. Don't try to “back out” of the system. See item 2.

4. Don’t try to electronically file a document in any court without first having
reviewed their Administrative Procedures for Electronic Filing, their User’s
Manual and their Local Rules.

Question: Why did I get the screen below?

Frame — Appendix —5-1

Criminal  « Query =« Reports . utilities  « Logout

Motions / Applications / Petitions
2:06-cv-00122 Doe v, Casualty Insurance Company

Warnmg: The transaction you submitted has already been accepted and posted by tlus system. If your original
subnussion contaimed an error, you must contact the court for further mstructions on how to void it. If this
submission was madvertently submitted (clicking on the Next link on the previous page twice), you may find
letails about your original submussion by viewing your transaction log. Additional mformation follows:

Transaction Id

Date/Time of Subtmission 2007-03-08 12:21:58

TTzer Mame Proctor, Becky

Cage Number 2-06-cv-122

Document Mumber 9

Text ", MOTION by John Allen Doe to Appoint Guardian ad Litem (Proctor, Becky)

Answer: The screen above may appear in either of two circumstances:

1) You double-clicked on the Final Text screen. That move will prevent
you from ever seeing an NEF for this document; or
2) You viewed the NEF, clicked the back browser button, and then

either clicked the forward browser button or clicked [Next] again
from the Final Text screen.

Either way, ECF thinks you are trying to file a document that has already been
accepted by the system.
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Appendix 5
Moves to Avoid (continued)

Question: Why does ECF keep telling me my case is not valid?

Frame — Appendix —5-2

Criminal .

Answers to Complaints

06-12 12 not a valid case. Please enter a valid value.

Answer: Check to make sure you entered the case number correctly. If your
case number Is correct, check to make sure you selected “Civil” or “Criminal” for
the type of case in which you are filing.

If that does not work, make sure you are in the correct court. Look in the
address field on your browser:

-E;‘LI https:,l',l'ecf-trn:w,l'n:gi-l:nin,l'ln:ngin.pl?4929034?221EISQI-L_BSS_EI-I

A
The text indicated above shows you are in U.S. District Court for the Southern
District of West Virginia.

.s:,l',l'eu:F-tru:w,l'u:gi-l:uin,l'lu:ugin.pl?4929034?221DSQI-L_SSS_IJ-I [

The text indicated above shows you are in U.S. District Court for the Northern
District of West Virginia.

Bankruptcy courts display as wvsb.uscourts.gov.
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Appendix 5
Moves to Avoid (continued)

Question: | am filing a document for someone who is not in the case.
How do | do that?

Answer: Only court personnel have access to add parties to a case
already on the docket. Refer to Appendix 7 at the end of this manual
for the contact person you should call anytime between 8 a.m. and 5
p.m., Monday through Friday, for help.
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Appendix 6

ECF Event Search

Frame Appendix 6-1

Criminal

Civil Events
cateqory

Iitial Pleadings and Service
CW- Complaints and Other Initating Documents
Serrice of Proce

Answers
Answers to Complaints
Amended and Other Answers

subcategory

Motions and Related Filings
Mlotions / Applications / Petitions
Ohbiections, Responses, Replies, Memoranda and Briefs

Other Filings
ADE. Documents
Motices
Eule 26 Documents
Trial Documents
Crvil Appeal Documents
Banknuptcy Appeal Documents
Cither Documents
Pre- and Post Judgment Docutnents
Eestricted Access or Sealed Documents

The Civil and Criminal
Events pages are
organized in categories
and subcategories.

From time to time the
clerk’s office may change
the location of events, or
add or delete events in the
subcategories to better
meet the needs of the
court and the bar.

When filing a document,
the filer can manually click
on each subcategory to
search for an event, as
shown in Frame Appendix
6-2.
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Frame Appendix 6-2
EECF Civil + Criminal + OQuery + Reports -+ Utilities + Logout

Objections, Responses, Replies, Memoranda and Briefs

Affidavit In Opposition

Affidavit In Support

Brief In Opposition

Brief In Supp Of Judgrment On The Pleadings In A Soc Sec Case - USE OMLY IF NO MOTION 1S BEING FILED
Brief In Support

Exhibits In Suppaort

Meraorandurm In Opposition

Memarandum In Support v

Frame Appendix 6-3
CM/ECF

Information

Frame Appendix 6-4

Lser Manual & Guides

CWIECE Event Keyword Search
NEW!

Electronic Filing Under the E-
Government Act

When viewing the
subcategories, manually,
use the scroll bar to
review all events located in
the list.

The alternative method is
to use the Keyword
Search.

The Keyword Search is
located on the home page:
www.wvsd.uscourts.gov .

Click the CM/ECF
Information button.

Choose CM/ECF Event
Keyword Search.

Frame Appendix 6-5

<3 WVSD CM/ECF Attorney Event Search, - Microsoft Internet Explorer g@@
File Edit  Wiew Favorkes  Tools  Help o
<) 2 Iﬂ I§| _|\l y. ) Search ;\( Favarites 6’-“ = - ":‘i
Address @j httpf e, wevsd, uscourks.gov/omeck fatyevsearch.cfm - a Go Links **
Google [Cl+ viGo 45 Ef » U9 Bookmarksw Bha4blocked () Settingsv  0805naglt
West Virginia Southern District ECF Event Search
/

Search Events for Keyword!

Eeyword [ Caze Type: | ALL (Civil and Criminal) /

-

When the Keyword
Search screen is
displayed in Frame
Appendix 7-5.

The event search
permits you to
simultaneously search
both Civil and Criminal
events, or you may
choose to search only
Civil or only Criminal.

Frame Appendix 6-6

West Virginia Southern District ECT Event Search

Search Events for Keyword!

Eeyword: |bill of costs Case Type: | ALL (Civil and Criminal)

e

Enter the type of
document you want to
file in the Keyword
field.

If you do not specify a
case type, the search
will default to ALL.

Click [Search].
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Frame Appendix 6-7

West Virginia Southern District ECF Event Search

Search Events for Keyword!

Keyword: bill of costs Case Type: | ALL (Civil and Criminal) »

EKeyword searched: bill of costs

Case Type searched: Civil and Criminal
(Print Search List)

(Follow Path of Links)

[®51) = Other Filings = Pre- and Post Judgment Documents > Bill of costs
(8131 = Other Filings = Pre- and Post Judgment Documents = Bill of costs Objection

The search results are
displayed in Frame
Appendix 6-7

The first column
displays the type of
case, the second, the
document category, the
third the subcategory,
and the fourth is ECF
event.

The search reveals that
the Bill of Costs is only
found in Civil events
and is located under the
Other Filings category
and in the Pre- and
Post-Judgment
Documents
subcategory.

To Print the Keyword
Search results, click
Print Search List.
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Appendix 7
ECF Contacts List

For questions regarding filing or to report an error in filing, call:
Susan Howie at 304/347-3040

Becky Proctor at 304/347-3044 or
Rowena Stiltner at 304/347-3047

For questions regarding training or for information regarding logins
and passwords, call

Becky Proctor at 304/347-3044 or
Gloria Bailey at 304/347-3051

For technical support, call

Mike Kinder at 304/347-3023 or
Kristin Booth at 304/347-3025

For questions or comments regarding overall CM/ECF operations,

call
Terry Deppner, Clerk of Court, at 304/347-3055
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