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Information to Get Started

1 Information to Get Started

1.1 Introduction

The Eastern District of Michigan implemented Electronic Case Filing (ECF) June 1, 2004 as part of a
nationwide implementation by the Federal Judiciary. As of June 1, 2004, the official record of filed cases
is maintained electronically. E-filing became mandatory for attorneys after November 30, 2005.

User Manual - Staying Current

Readers are encouraged to refer to the on-line version of documents for the most current information
because a previously printed hard copy of the User Manual may become obsolete.

Help Desk

A CM/ECF Help Desk has been established to respond to inquiries. The help desk is staffed Monday
through Friday, 8:30 a.m. and 4:30 p.m. The number is (313) 234-5000. There are several pre-recorded
topics that pertain to the most common questions the help desk receives. We encourage callers to listen
to the pre-recorded topics available. If after listening to the available topics, the question is still not
answered, there is an option to speak to Help Desk staff.

1.2 Requirements for Electronic Filing

The ECF Policies & Procedures are required reading before using the ECF system. For a copy of the
Policies & Procedures, visit the following Web site: http://www.mied.uscourts.gov/CMECF. The rules
contained in the Policies & Procedures will be referred to throughout the User Manual. The Policies &
Procedures will be revised from time to time and it is advisable to periodically check the web site for the
most current materials.

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

e A personal computer running a standard platform such as Windows® or Macintosh®

e Electronic PDF conversion software, such as Adobe Acrobat Writer® to convert documents from
a word processor format to portable document format (PDF) and Adobe Acrobat Reader®

e A PDF-compatible word processor application like Microsoft Word® or Corel WordPerfect®
e Internet access, preferably cable modem or DSL
e Internet service with Internet Explorer® or Firefox (more current versions advised)

e A scanner or access to a scanner for the creation of electronic papers from documents that are
non-computerized

The user should also be familiar with PACER (Public Access to Court Electronic Records) and have access
to an active PACER account. More information is available on PACER’s web site,
http://pacer.uscourts.gov/.

ECF User Manual 1 U.S. District Court, Eastern District of Ml
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Preparing Documents for E-Filing

2 Preparing Documents for E-Filing

2.1

Converting Electronic Documents to PDF Documents

A filing user must convert all documents from their native word processing application to PDF before
submitting them to the Court’s ECF system. Depending on word processing capabilities and what type of
PDF conversion software is used, the process to convert will vary slightly.

Microsoft© and Corel© Products (Generally)

1. Open the document.

N

Click on the File menu and select Print.

3. In the Printer Name field (or Current Printer field), click to view the drop-down menu options and
instead of choosing a printer, select Acrobat PDF Writer or other appropriate PDF conversion

software. See Figure 2.2-1

4. Confirm Number of copies is set to “1” and page range is “All.”

Prinl
e oo 1008 v e Sl [ | Piint | Details | Mulile Pages | Custonize | Tuwo Sided Printing |
Status: g pcrobiat Distiler = Current printer:
Tupe: “5 1P 4800 ¢ WILIMS POl S HP 4600 C_wILLI&MS PCL Gc, HP Color LaserJet 4600 PCL 5 j Properties |
here: 56 HF LaserJet 4000 Series PCL e il [System Default] HP Laserlet 4000 Series PCL
Coi Acrobat Distiler, AdobePS Acrobat Distiller
bt g _ FP 4600 C_wILLIAWSE PCL B, HP Color Lasenlet 4600 PCL 5¢
Al WA AL IS 1 = HP Laser) et 4000 Series PCL
£ Current page € Selection 7 Muliple pages | 4| By (Dl e .
£ Pages: HH ¥ colate B =
- & Bitewes [T W[ € e
Eriter page numbers and/or page rangss | ¢ Soleoted et EI E‘ . .E
separated by commas. For example, 1,3,5-12 i [ Print in rewerse order
= Document surmmans
Zoam 1
Print what:  [Document ~| | Pagespershest:  [1page -
[~ Document on disk
Print: Al pages in rangs ~| | Seale topaper size: [ua Scaling -
Piint ol Setl v S Hel
e o Dovo | Setimgs ~| s | Heb |
Figure 2.1-1

5. Click [OK] (or [Print]) to begin the conversion process. The document will not print to a printer;
instead a new box will open and prompt to save as a PDF document.
6. Follow the prompts, verify the saved file type is .pdf and click the [Save] button.

N

After PDF has been created, view the document to ensure it converted properly.

8. Be sure to remember where the document is saved on the hard drive and the name of the file
because later, this will be the version of the document uploaded to the ECF system.

Save PDF File As . . . . .
———— 3 emom 2 In Figure 2.1-2, the file is saved in the folder titled,
D [Erme “04-12345” and it is saved on the C:\ drive. The
7 =0s- BrANCE . . . .
Myfscen ot zamtunn s entire file path (or Filename) is “C:\M
Documents = 0y 15345 Eehibit B, Answer
(@ Zovesotwcme Documents\04-12345\04-12345 Motion to
Bestior Faa1za45 voion o s Dismiss.pdf”. This file path is needed to upload
0412345 Motice of Appearancs
= e e documents in THE ECF SYSTEM. The system directs
- the filing user to identify the right file path when
e filing a document by browsing through the
<« computer’s hard-drive.
Mypr‘»la%tgsmk File name: [ 3412345 Motion 10 Dismiss.pdi =l Save
Save as ype [PDF files [ POF) ~| Cancel
ser Manua .S. District Court, Eastern District o
ECF U M | 2 U.S. District Court, East District of Ml
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Preparing Documents for E-Filing

Figure 2.1-2
If there are problems loading and using ECF with a
personal computer, consider the following:

e The Court has verified that its version of ECF is compatible with current versions of Microsoft’s
Internet Explorer® and Firefox. ECF users might experience compatibility issues with other web
browsers or older versions of Internet Explorer® and Firefox.

e Any version of a Web browser will frequently require the filing user to clear the temporary
Internet files. This ensures the screens viewed within ECF display all available options.

Clearing temporary files/history in Internet Explorer ONLY (Other web browsers may have a
similar process to clear temporary files, consult the help section for that particular browser for
more information)

e Open an Internet Explorer® window and select Tools. Select Internet Options.
e Inthe “Browsing History” section, select [Delete] and choose Temporary Internet Files.

2.2  Scanning Documents

Use a scanner only if it is not possible to electronically prepare papers using word processing software
and converting to PDF. When scanning papers for the ECF system, the Court recommends scanning at a
resolution of 300 dpi. All papers should be scanned with a “black and white” setting whenever possible
and should be 8.5” x 11”. After scanning a document, review the file to make sure the images are not
upside down or scanned in landscape.

2.3 Scanning Color Documents

If the document being scanned is a color photo or illustration and the image needs to retain the color,
scan the image using the lowest setting to keep the file size as small as possible. Filing a color photo or
illustration will display in color in the CM/ECF system.

a.pdl Progertics.

2.4  Dividing Oversized Files

If the document being scanned is exceptionally long (usually an exhibit), be aware
of the file size limitation. THE ECF SYSTEM will not accept a file larger than 12.5
MB or approximately 12,500 KB. If a single exhibit is larger than 12.5 MB, it
must be divided into smaller segments.

To see what size a document is, locate the document and right click on the file
name, then choose “properties.” See Figure 2.4-1. hubums. Clpessony Clwosn  [Rraness

If the pages are scanned and in PDF, Adobe software allows the user to divide

the file without rescanning. Note: This function is not available in free versions
of Adobe Reader.

Figure 2.4-1
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Preparing Documents for E-Filing

To divide a PDF document into smaller files, follow these steps: (These instructions are for use with Adobe
Acrobat Software. The process may not be the same if you are using other PDF conversion software.)

STEP ACTION

- -

1 Open the scanned pages in Adobe and click on Ie Et eCmet us anced window  Help
“Document” in the File Menu. Click “Extract Pages.” [=1 (e [C] [0, R 7

,ﬁ]} e E Add Headers & Footers... - ® ‘

B e e e ;
(e R 25 / Digttal signatures 3 ESmmy

3 Security 2

Recognize Text Using OCR »

Compare DOCUMENES. ..

St Page Transitions. .,

Insert Pages... Shift+Chri+]

Replace Fafjds...

[f Pages | Sianatures | Bookmarks

Delete Pages... Shift+Chrl+D
& Crop pages... Shift+Ctr+T
& }se and
Rotate Pages... Shift+Chrl+R
11
1.2 Applicability of the Plan
1.3 Purpose

2 In the pop-up box, choose a range of pages to separate,
check the box “Delete Pages After Extracting” and click | com 5w 5 o
[OK].

[~ Extract Pages &s Separate Files

3 Answer [Yes] to the prompt.

'z Are you sure you want to delete pages 48 bo 967

Yes Mo

4 The extracted pages are now shown and should be immediately saved. Click on “Save As”

and save the file with a new name including the page range to differentiate from the other
file.

T Pl Ede vew Docment Cosments Tk Advced W
T Ogen... ket r-““
= Crastn FUE E e
@ o ovens x|
[ { Savein [ () 0412345 [ e N s
H s
L 0412345 Exhibit A.pdf
i E E Cortfiod Docacrt. .. o 7 04-12345 Exhibit B, pdf
- £ T 04-12345 Exfibit C.pdf
[ 7 04-12345 motion summary judgment.pdf
vt ol = answer to complaint.pdf
] Send for Reygew... I attarneyappeatance. pdf
For Dusta - Exhibit and Appendix Index. pdf
7L exhibit, pdf
Ut Fropertins. . =
% stipdlation pdf
Print Sglug... it
= My Documents
My Computer
-
My '|  File name: [Expibit E pgs 4896, po =l Save |
Save as type: |Adube PDF Files [*.pdf] =l Cancel
Settings..,
— 4
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Preparing Documents for E-Filing

STEP ACTION
5 After saving the extracted pages, return to the original file and save the changes.
Note: The original oversized file should now be two smaller files.

8 adob: - Acrobat Prc fessional - [LargeExhibit1.pdf] i [m] B3]

fj File JEdt View Obcument Comments Tools Advanced  Window  Help .- 5[
iR GE @ @ | S Crostn POF = | =) Comment & Markup |+ o1 Serd for Revisw + (0]« &« 7=+

L e ool F Ter Savein: | 0412345 =l @ &
7 % 04-12345 Exhibit &, pdf

£ = 04-12345 Exhibit B.pof

E % 04-12345 Exchibit C.pdf

§ -,_E 04-12345 motion summary judgment. pdf

= -,"; answer ko complaint, pdf

E P atkorneyappearance, pdf

2 . =

é. Desktop -,"; Exhibit and Appendix Indesx, pdf

Lo % Exhibit E pgs 48-96. pdF

gl = exhibit, pdf

ol P Stipulation. pdf

5 My Documents [

5

% ii

§ My Camputer

3

e
75“ =] File name: IExhibit E pgs 1-47.pdf j Save I

Save as type: IAdobe PDF Files *.pdf] j Cancel |
Settings...
— J

These instructions were created using Adobe Acrobat 8.0. Newer versions might require a variation of

this step-by-step instruction.

instructions, or call the ECF Help Desk.

2.5 Combining Two PDF Files

Refer to Adobe Help online, other specific PDF conversion software

At times, it may be necessary to combine files that were scanned as two or more separate documents.
For instance a motion and a brief will need to be combined with the proof of service before being e-filed.
In this situation, as long as the separate files are all saved as PDF files, Adobe software or other conversion
software will allow the user to join the files together.

To combine PDF files, follow these steps:

STEP

ACTION

1

Pages.”

Open the file with the pages that should appear first. Click
on “Document” in the File Menu and choose “Insert

B Aot Acrobat Profevsonal - [AAS - MOTION T AMERD COUNTERCLATM pdl]
% Pl Bt Vew | Cooment Commerts Todk Advnced Windiw Heb

T P o et
s B Foctors...
A4 Wt & Bk
e F E
) Seprty E
Rncogrige Test Lsing 08 f
Compasn Doqguarts..
1 Page T,

) Ihsmea §

OURT
IGAN

Exiiact Fages...
Blsch Pages...
Ot Pages.
5 Crop pages...
Fogate Fages...
[rabls for Commentirs) and Anabysis v didche Seader ..

OO PROTICC TS, TRCORPORC T
Defendant and Cosnter-Plaundf

Sl
SracT
ShiveCeR:

[ Commerts ] weaTr]| Fad Sgrate] Bookmurks |
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Preparing Documents for E-Filing

STEP ACTION

2 Navigate to the PDF file that needs to be combined with the open file. Click on the file and
click the [Select] button in the lower right-hand corner.

21|
Loak i [ 5 0577777 H o2 E

7 A%A - ANSWER WITH AFF, DEF, & COUNTERCLAIM, pdf

T AdA - ATTORMEY APPEARAMCE pdf

T Ad - Exhibit & - Affidavit of John Smith.pdf

' AdA - Exhibit B - Excerpts from Jane Doe's Dep.pdf

7: AdA - Indesx of Exhibits TO RESPONSE.pdF

7: AdA - MOTION TO AMEND COUNTERCLAIM. pdf

% a4 - Proposed Amended Counterclaim.pdf

7’; AdA - RESPONSE TO MOTION FOR PRELIMINARY INIUMCTION. pdf
| AAA - Certifical &.pdf

File name: IAAA - Certificate of Service. pdf j Select I
Files of type: IAdnha PDF Filess [* pdf] j Cancel |

Settings... | 4

3 Insert the new PDF pages after the last page or where they would be most appropriate and
click [OK].

Insert Pages

Insert File:  AAA - Certificate of Service.pdf

Page

" First

" Last

* Page: 1 of 3
ok I Cancel

Save changes to file before closing.

Note: These instructions were created using Adobe Acrobat 8.0. Newer versions might require a variation
of this step-by-step instruction. Refer to Adobe Help online, other specific PDF conversion software
instructions, or call the ECF Help Desk.

2.6 Certificates of Service

Pursuant to Fed R. Civ 5(d), a certificate of service is required to be filed within a reasonable time after
service. The certificate of service should be included as part of the e-filed paper, rather than a separate
filing. To determine whether the paper will be served electronically on a registered attorney via a Notice
of Electronic Filing, log into THE ECF SYSTEM, click on “Utilities” and click on “Mailings” under the heading
“Miscellaneous”. Choose “Mailing Info for a Case”. The system will list which parties are registered filing
users, receiving NEFs and which parties are non-filing users, possibly requiring service in the traditional
manner.
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3 Guide to Filing in the ECF System

3.1 Definitions
The following are a list of definitions important to a filing user while navigating in the ECF System.

Client Code — A code created by the user that is entered on the PACER/ECF login screen along with a
PACER account. The code allows the user to track filings and PACER usage by client. The quarterly billing
statements from PACER will show the total amount due according to each client code. Contact PACER for
more information.

Authentication

e [

Password [

Chert I

Court-issued Login — A login and password given to every filing user by the Eastern District of Michigan.
The login and password allow users to electronically file in the ECF system. The court-issued login and
password will serve as a signature on all electronically filed documents.

Electronic Service — A Notice of Electronic Filing (NEF) automatically generated by the ECF system
constitutes service on a registered filing user when a paper is e-filed by an attorney. Service of Process
and service on a non-filing user must be done in the traditional manner.

Free-text box — At some points in the ECF system, the filing user has the ability to type whatever he or
she feels is appropriate to add to the docket text. These free-text boxes are optional.

Docket Text: Modify as Appropriate.

CONMNPLAINT || filed by Keith Webber against Samantha
Carlson, Downriver Pontiac, Charles Johnson . Plaintiff requests summons issued. Receipt
No: 0645-79366 - Fee: § 350. County of 1st Plaintiff: Wayne - County Where Action Arose:
Wayne - County of 1st Defendant: Wayne. [Previously dismissed case: No] [Possible
companion case(s): None] (Adams, Chris)

Main Menu Bar — The blue bar at the top of all ECF screens. The bar guides a user through the different
functions of ECF and has seven different features: Civil, Criminal, Query, Reports, Utilities, Search and
Logout. If Civil and Criminal are omitted, the filing user is logged in with a PACER account. Clicking any of
the options in the Menu Bar will negate the current filing and allow the filing user to start over. Filing
users are encouraged to click on the selected option instead of the drop down menu as the former may
cause “page not found” errors.

EECF Civii = Criminal = Query Reports - Utilities =~  Search Logout
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3.2

Enter

Entering the ECF System

the ECF system by accessing the

Internet and going to the Court’s

Web site,

http://www.mied.uscourts.gov. The top middle section of the web site is devoted to electronic filing.

Click on “Login” or click on the Electronic Filing header to review the CM/ECF page with the most up-to-
date information, policies and announcements. See Figures 3.2-1 and 3.2-2.

United States Dlstrict Court

Eastern District of Michigan

Bernard A. Friedman, Chief Judge

David J. Weaver, Court Administrater/C lerk of Court

Search]  |[Ste =] Go

Juror Information

Message From Chief Judge
Reporting Instructions
Jurors Surmmaned ta ...
Information for Emplovers
Frequently Asked Questions

Information For...

Attarneys
Media

Schoals and Organizations
Dow Corning Litigants
Parties without Counsel

Visiting the Court

Locations, Directions, Parking
Court Hours and Holidays
Identification and Security
Cell Phone Restrictions

Clerk's Office

Court Caree

Electronic Filing

Lagin

Attorney Registration
Training and Tutorials

ECF Policies and Procedures
Frequently Asked Questions
Electronic Filing Help Desk
Mare...

Fee Schedule
Court Records

Frequently Aske.
Naturalization

Overview and R ents
Benefits

Employment Op .13
Law Clerk Oppo

Law Internship nities

Judicial Officers

District Judges

Magistrate Judges

Practice Guidelines

Judicial Opinions

Serninar Disclosure

Judicial Misconduct or Disability

Rules, Plans, and Orders

Local Rules

Proposed Local Rule Amendments
Recent Local Rule amendments
Local Plans and Handbooks
Administrative Orders

Federsl Rules

Pretrial Services Agency

Prebation Department

Related Sites

Federal Buildng

Login

Maore...

Electronic Filing

Attorney Reqgistration
Training and Tutorials

ECF Palicies and Procedures
Frequently Asked Questions
Electronic Filing Help Desk

Figure 3.2-2

Figure 3.2-1

To file an electronic document, use the Court-issued ECF login and password assigned to the attorney on
whose behalf a paper is being filed.

To view and retrieve court documents only, use a PACER login and password.

All ECF logins and passwords are case sensitive
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Enter the login and password. The filing user must also check the box to the right of the authentication
box. This indicates that the filing user has read, understands and agrees to abide by the court’s redaction
rules. See Figure 3.2-3. Redaction rules are covered in Fed.R.Civ.P.5.2 or Fed.R.Crim.P. 49.1.

After entering the correct login and password, click on the [Login] button to access the ECF system.

CM/ECF Filer or PACER Login

Notice

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

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

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

If you have trouble viewing a document:

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

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

Authentication

- l— IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Sacial Security or taxpayer-identification
L numbers; dates of birth; names of minor children; financial account numbers; and, in criminal cases, home addresses, in compliance
Password: withFed R Civ. P. 52 or Fed R Crim P49 1. This requirement applies to all documents, including attachments.

client I
code:

Reset

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

Figure 3.2-3

What is the Client Code?
The client code provides a way to track filings and PACER usage billed to a specific client. Enter the client’s
name, law office file number or some distinctive code. It is not necessary to register the client code with the
Court or with PACER. The quarterly billing statements from PACER will show the total amount due according to
each client code. Detailed transactions with client codes are available on the PACER Service Center Web site or
through a PACER statement email service. Contact PACER for more information. A filing user should not enter
anything in the client code field if logging in to e-file a paper.

3.3 Login and Password Failure

If the ECF system does not recognize the login and password, it will display the following error message
on the screen, see Figure 3.3-1.

Your ECF or PACER login attempt failed. Either your login name or
password is incorrect.

Back |

Figure 3.3-1

Click the [Back] button and re-enter the correct login and password.

Note: After 5 failed attempts, the CM/ECF system will lock the filing user out for five minutes. Each failed
attempt after adds another minute to the lock out time.
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3.4 Login and Password Reset

If the filing user has forgotten the correct login and/or password, follow these instructions to reset:

Step

Action

1 Click “Forgot login/password?”

ECF Login

Notice
This is a Restricted Web Site for Official

Forgot login/password?

Autnentication
Logn |

PFassword

Login| [ Reset

CM/ECF has been tested and works corre|

2 Enter the required information and click [Submit].

Enter Meatity verification data
* Required Fields
Name: “First Chers
*Last Adar
*Last four digits of your 554 3370
*Carrest email Address Wynidost1@gme cor
(Optional) CM/ECF Logis
Sutmal

entered.

3 The system will attempt to validate the information

“Law Adwm
“Last four digits of your 558 500
*Current email Addresy bhyrotsit | Bgmed com
(Optional) CMWECF Lugin

Sutid

CMVECF user verification in progress; this can take up to 2 minutes.

4 Once the message “Your information
has been validated...” displays, go to
your email address to retrieve your new
login and password information.

Note: Be sure to check your junk mail if
the email is not in your inbox.

Enter identity verification data
* Required Fiekdy
Name: “First Chins

*Lawt Adams

*Last four digits of your 558 °
“Courrent emall Address dynotuet! Lo cos
(Optinaal) CMWECF Login
Sutvma

CM/ECF user verification in progress: this can fake up to 2 minufes.

Your imformation has been valdated and your password will be sent fo this address: kbynnbeed 1@ gmall.com.

5 If the information provided cannot be
validated, a new screen will appear. Enter
the requested information and click
[Submit].

‘We were not able to validate the information that you submitted. Please complete the form below.
* Required Flelds

*Name (first/last) Chns

“Last four digits of your S8¢# 5551

Adams

*Current email Address Kynnbes@hotmail com
Firm

*Address 111 Main Street

*City, State, Zip Chicago IL
*Phone 312-555-55556

Fax

6 The following message will display.

The information that you submitted will be reviewed by court staff. Upon
successful completion of the validation process, a login and password will
be sent to the email address you submitted. If the information that you
submitted cannot be validated, court stafl will contact you.
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Once the new password has been received, login to CM/ECF and change the password as soon as possible.

Passwords must contain:
e at least eight characters;
e one upper case character;
e one lower case character; and
e one digit or special character (@,#,5,%,&,*,+).

If you have any questions, email attyhelp@mied.uscourts.gov or call 313-234-5000 and select the option

for “assistance with electronic filing.”

3.5 General Rules and Manipulations

There are several routines and screens that are common throughout the e-filing system, regardless of
the document being filed or the event being used. This section describes this information. Filing users
should be familiar with these terms and concepts before beginning to file anything in the ECF system.

3.5.1 Progressing Through the Screens

Most event screens have two buttons associated with data entry. See Figure 3.5-1.
e Use the [Next] button to accept entered data, display the next data- Nextl Clear |
entry screen or commit and finalize the transaction. Sometimes, instead
of [Next], the button is [Submit].
e Use the [Clear] button to remove all characters entered in its associated
field or box.

Figure 3.5-1

Many screens will display the case number at the top as a hyperlink. Clicking this hyperlink will prompt
the user to log into PACER. Upon logging into PACER a docket report for that case will display. PACER
Fees will apply. See Figure 3.5-2.

Clicking here

Notices

will prompt user £ 06 0010002 NGE WIH Dariels v Owen Bir
to enter a

PACER Login

and Password

TORSOL

An attorney mst o file their indiviual sppearance sader their swn logs and paviwond s receine otification of slectrosac
filings (NEFs).

An apprarasce that livts mabtiple atioreey names should oot be o fibed.

Pleae contact the ECF Help Deak 31 (313} 234-5042 if you kave any question: sboat this practice.

EIM Figure 3.5-2

3.5.2 Use of the Brower’s Back Buttons

"_é CM/ECF - LS. District Courtmied-Atl
The use of the [Back] button (Figure 3.5-3) on the browser toolbar to return to @'@ < |&* hitpsi/ect.mied circe
the previous screen and correct any data entry errors is possible; however this
may produce a “page not found” error. If this occurs the filing will most likely < Favorites | 5k [=] Suggested Site

615 CM/ECF - U5 Dis_trict Court:mied-£
Figure 3.5-3

=

need to be started again from beginning. %)
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The [Back] button may be used to correct most screens until the “Attention!!” warning message, which
appears immediately before the transaction is committed. Clicking the [Next] button after seeing this
message means the document has been filed with the Court and the user will not be able to go back and
fix mistakes. See Figure 3.5-4.

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

FIgure 352

3.5.3 Completion of the Filing

Once the final [Next] button is clicked, the court docket will be updated with the given docket text and
the Notice of Electronic Filing (NEF) will display. See Figure 3.5-5. Any mistakes discovered after this point
can only be corrected by the Clerk’s Office. Please make sure the submitted information is correct and
accurate.

The Clerk’s Office may edit a docket entry to correct or clarify, however docket entries will not be
automatically modified upon request.

Once an entry has been made the entry becomes part of the court’s official docket. Documents filed in
error cannot be removed without an Order from the Court.

If a mistake is recognized after a paper has been filed, contact the CM/ECF help desk at (313) 234-5000 or
by emailing attyhelp@mied.uscourts.gov.

The Notice of Electronic of Electronic Filing (NEF) includes the following information:

Notice of Electronic Filing

e Date and the time of the filing

e E-filer's name

e Case name and case number (quick link to the
docket report, PACER fees apply)

e Filer (party) name

e Document number (quick link to the PDF

The following transaction was entered by Adams. Chris on 12/30/2009 at 1243 PMEST and filed on 1230/2009
Case Name: Stinson v. Alread

Case Number: 208-cv-10002-GER-MEM

Filer: Lilly Alread

DocumentNumber: 32

Docket Text:
NOTICE of Appearance by Chris AAdams on behalf of Lilly Alread. (Adams, Chris)

2:08-cv-10002-GER-MEM Notice has been electronically mailed to:

image, the first click is free, PACER fees apply
on subsequent viewings)

e Docket text

e NEF recipients

e Non e-filers (if any, see ECF Policies &
Procedures Rule 8 concerning service)

e Electronic document stamp (unique identifier
for internal court tracking)

Chris AAdams chrisaadams48226@yahoo.com. testaccount48226@hve.com
ChrisK Adams cmecfattornev@gmail com

ScottLang  cmecfattorneyl@yahoo com, cmecfsecretary@yahoo.com
(2:08-cv-10002-GER-MEM Notice will notbe electronically mailed to:

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

Document description:Mam Document

Original filename:n/a

[Electronicdocument Stamp:

[STAMP deecfStamp_ID=1047317467 [Date=12/30/2009] [FileNumber=06188-0]
[3 1bc0f2fR4 16c8e31322b7Thab353 152826602 2chd36066b3d3a48 feadl45 5446024F

0ab4792240a392184cff3d241796edbablc1a0f280b8d1a311c3cBfe3811]]

Figure 3.5-5

The NEF is sent to all registered e-filers in a case. In addition, the NEF has a hyperlink to the PDF document
that was filed. Non-efiling parties must be served in the traditional manner.
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3.5.4 Security Information Warning

Security Information

ri“l _This page contains both secure and nonsecure

?. items.

Do you want ta display the nonsecure items?

When trying to access certain areas of the ECF System, especially the
area to send proposed orders, a pop-up may appear (Figure 3.5-6).

Users must click [Yes], otherwise, the screens will not display correctly. — T ]

Figure 3.5-6
3.5.5 Using the Search Feature
After logging into the ECF system with a Court issued login and password, click on the words “Civil” or

“Criminal” or hover over the words to active the cascading menu. Locate and click on the appropriate
event from the cascading list or the screen. See Figure 3.5-7.
Utilities ~ Search Logout “

Criminal - Query Reports ~

4 -

M =nd Service 3 =
elated Filings 3
s. Petitions, Requests, and Related Filings L4

ons/Petition/Request Responses and Replies

ilings 4
Fost-Judgment Filings 4
*** Find Events *** 4
U.S. District Court

Eastern District of Michigan [TEST] e
Official Court Electronic Document Filing System

Figure 3.5-7
If the user clicks on “Civil” or “Criminal”, the system displays a menu of all event options. The black text
denotes categories of filings. The underlined blue texts are hyperlinks to types of filings and the events
contained within them. See Figure 3.5-8.

TECF cwi - comna - ) 7
UE F Civil Criminal Query Reports Utilities Search Logout

Civil Events
Open a Case Other Filings Post-Judgment Filings
Open a Civil Case Notices Post-Judgment Collection Documents
Trial Documents
Initial Pleadings and Service Discovery Documents
Initiating Complaints and Other Pleadings Appeal Documents
Service of Process Other Documents
Answers to Complaints'Amended Complaints Habeas Petitions
Other Answers
Motions and Related Filings
Motions
Responses, Replies and Supplemental Briefs
Applications, Petitions, Requests, and Related Filings
Applications Petitions Requests
Applications Petition Request Responses and Replies
Figure 3.5-8
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If unsure of the appropriate event to use when filing a document, click on “Search” in the Main Menu bar.
A pop-up box will appear prompting the user to enter a keyword. See Figure 3.5-9.

For example, if a user was filing an Objection to a Magistrate’s Report and Recommendation, he or she
could type the word “objection” and click Search. A new screen would display with the search results.

EECF Civii ~  Criminal ~ Query  Reports ~ Utilities -~ Search Logout ‘

Civil Events

Search Menus and Eve_*

Open a Case C |nhjectinn| Search |

Open a Civil Case

Initial Pleadings and Service Discovery Documents
Initiating Complaints and Other Pleadings Appeal Documents
Service of Process Other Documents

Answers to Complaints/Amended Complaints Habeas Petitions
Other Answers

Motions and Related Filings
Motions
Responses_ Replies and Supplemental Briefs

Applications, Petitions, Requests, and Related Filings

Applications Petitions Requests
Applications Petition Request Responses and Replies

Figure 3.5-9

From the list of results, the user —
b g
would find “Objection to Report - Seareh fesults for oblection
and Recommendation” located
under the heading Civil Events > [objection Search |
Other Answers and Criminal
Objection - Free
Events > Other Documents. Objection to FORDUAW Settlement
H . Objection to GMTUAW Settlement
See Flgure 3.5-10. Objection to Report and Recommendation

Objection to the Entry of the Consent Decree
Dow Case ONLY - Objection to Late Claim Request

Civil Events — Other Answers

NOTE: Pay Ca refu' attention Dow Case ONLY - Reply to Response to Objection to Late Claim Request
because both civil and criminal Dow Case ONLY - Response to Objection to Late Claim Request
events are dISp|ayed and many are |Civil Events — Post-Judgment Collection Documents

Slmllarly named. Objection to Garnishment

Criminal Events — Other Documents

If the right event cannot be found,

Objection - Free
please call the help desk for Objection to Report and Recommendation ’ :I

assistance at (313) 234-5042.

Figure 3.5-10
3.6 Uploading Documents
Documents must be converted to PDF, before uploading into e-filing system. (See Preparing Documents

for E-Filing for more information). The screen to upload documents is the same regardless of the event
selected. See Figure 3.6-1.
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The document upload screen is split into two sections:

Select the pdf document and any attachments.

Main Document

Browse. .. |

Attachments Category Description
1_| Browse... || j |
Mext | Clear |
Figure 3.6-1

e Main Document — Should be used to upload the main document that is being filed. Example: The
PDF containing a Motion, Brief, and Certificate of Service; the PDF containing the Complaint or

Notice of Removal with supporting documents.

e Attachments — Should be used when uploading Exhibits, other types of attachments, OR when
the main document exceeds the file size limit and must be broken into smaller files. See 3.6.3

Filing Attachments for more information.

Follow these steps to upload the Main document:

STEP ACTION

1 Click on the [Browse...] button.

Main Document

Select the pdf document and any attachments.

]

Browse... |/

2 Navigate through the drives on the computer
or network being used to access the ECF
System to locate the saved PDF document.
Once located, click on file to highlight.

Note: If the correct folder does not display the
PDF document, click on the down arrow for the
“Files of type” and highlight “All Files (*.*)”. This
will display all types of files in the folder. See
the arrow in Figure.

Choose file

Look m: [ £ 08-10002 [ e = s = 8

2%

T ANSWER WITH AFF, DEF. & COUNTERCLAIM2 1pdf
T ANSWER WITH AFF, DEF. & COUNTERCLATM2 2.pdf
T ANSWER WITH AFF, DEF. & COUNTERCLAIM2.pdf
T ANSWER WITH AFF, DEF. & COUNTERCLATMS pdf
T ANSWER WITH AFF, DEF. & COUNTERCLAIM.pdf
T | ATTORNEY APPEARANCE. pdf

Complaint.pdf

£l [T)STIPULATED ORDER EXTENDING TIME. pdf

Fie name: [MOTION FOR SUMMARY JUDGMENT et

Files of type: [l Fies )

=]

Cancel

v
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STEP ACTION

More likely than not, there are two versions of the document saved. There will be a word
processing version and a PDF version. Be sure to select the PDF version to upload to the
system. The ECF system only accepts PDF documents for filing.

3 Verify this is the correct PDF document by = :
. o | Cover Sheet,pdf
right-clicking on the document name to P
bring up the “quick menu”. (7. Sealed_Doc
- STIPULATEL [t A
Print
{iZs Combine supported files in Acrobat, ..
L {@Lotus Quickr 3
Scan for Viruses...
o —— Onen With [
4 From the quick menu, click Open with Acrobat. I Select I

Open with Acrobat 8
Print

The document will open in Adobe. Review the document and then

. . 1 Combine supported files in Acrobat...
click the [X] at the top of the Adobe window to close and return to

. . .  {@Lotus Quickr »

the file selection window. Scan for Viruses...
Open With 3
Send To 3

Note: Depending on the version of PDF reader software installed -
on the user’s computer, the choice of “Open with...” may be = copy

different than pictured. | e st

Rename

Properties

This is the only opportunity to review the document. Viewing the document allows a filing
user to find and correct significant filing errors before sending the filing to the Court and
other parties. Remember, once submitted, a filing cannot be edited or changed in any
way by an attorney.

5 Click the [Open] button in the lower right hand corner of the box to bring the selected PDF
into the filing. — 21x
Lok in: [ 5 08-10002 x| = @®m ek E-

- ANSWER WITH AFF. DEF. & COUNTERCLAIMZ 1.pdf
2 ANSWER WITH AFF, DEF, & COUNTERCLAIMZ 2.pdf
% ANSWER VWITH AFF, DEF. & COUNTERCLAIM2.pdf
| ANSWER WITH AFF, DEF. & COUNTERCLAIM3.pdf
- ANSWER WITH AFF. DEF. & COUNTERCLAIM.pdf

— ATTORNEY APPEARANCE pdf

i Complaint, pdf
Complaint.wpd

File name: IMOTION FOR SUMMARY JUDGMENT pdf j Open I

Flesoftype: 4l Fles () zl_ cened |
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STEP ACTION

6 The pop-up box will disappear and the path to the Filename will appear in the Main Document
box. If there were attachments to upload, the process is similar, however, consult Filing
Attachments section for instructions.

Once main document and attachments (if included) are uploaded, click [Next] to continue.

7 Continue the filing.

3.6.1 Filing Attachments

If there are two or more exhibits, the first attachment must be an index of exhibits. Each additional exhibit
should be individually attached and must be identified in the electronic record with an exhibit identifier
and brief narrative description. See below. (For more information, see ECF Policies and Procedures Rule
18, Exhibits).

Example

Sample Index of Exhibits

Exhibit Title/Description
A Claim Statement
B Email Correspondence
C January 2006 Contract

In this example, there is an Index of Exhibits and three exhibits: Exhibit A — Claim Statement, Exhibit B —
Email Correspondence and Exhibit C — January 2006 Contract.

Follow these steps to upload attachments:

STEP ACTION
1 The Main Document should Select the pdf document and any attachments.
already be uploaded before S
uploading the attachments. C-\Documents and Settings\clark\My Doc ~ Browse |
Attachments Category De
In the Attachments area of the
screen, click [Browse...] .| _Browse... | | Bl
Mext Clear |
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STEP

ACTION

2

Navigate to the first PDF attachment saved on the hard drive or network drive that is being
used to connect to the ECF System. Remember if there are two or more attachments, the
first attachment should be an Index of Exhibits.

CIICk [open]. Look in: I@ Documents for Training j - EF Eg-

=_j ExC.pdf "2 orderdenying. pdf

? ExD.pdf -“; orderdenyingpart1.pdf
[ | exhibitb. pdf "2 orderdenyingpart2. pdf
? extensionoftimepdf, pdf -“; orderdenyingppart1tm.p
'. IndexEx.pdf -“; Pages from orderdenying
m JOHNSOM TRANSCRIPT.wpd -jPages from orderdenying
= kelly results,pdf n proposed order.wpd

| MoSummJudg. pdf a RITE AID TRANSCRIPT.4
[ order Amending Case Caption.wpd [ ROGERS TRANSCRIPT P,
? order denying part 1 ew.pdf n ROGERS TRANSCRIFT P,
? order denying part 1.pdf n ROGERS TRANSCRIFT P,
[ |order denying part 2 ew.pdf n StOrderforTime. wpd

? order denying part 2.pdf Eh’ansu’ipt.pdf

? orderdenying part 2.pdf -“; transcriptoptimized. pdf
-j orderdenying part two sms.pdf

Kl 1 i
File name IIndexEx.pdf j Open

Files of type: | Al Files ) =l Cancel |

ﬂ

It is recommended that the document be reviewed at this time. The process is the
same as when reviewing the Main Document. See Uploading Documents. Viewing
the document allows a filing user to find and correct significant filing errors before
sending the filing to the Court and other parties. Remember, once submitted, a filing
cannot be edited or changed unless by order of the court.

3 After the document file path appears in the Attachment window, select the Drop Down
menu in the Category window. Select the appropriate category. For this example, the first
attachment is the Index of Exhibits.

Attachments Category Description
1_|C:\Dncumem9 and Settingsiclark\My Doc .~ Browse... | Index of Exhibits j | Remave |
b I Browse.. | Index of Exhibits I
|Document Continuation |
Nextl Clearl
Note: Once a document is uploaded in the first attachment window, a new row is added to
the list. This will continue until all attachments have been uploaded.

4 The last step is to enter a brief description in the Description window if necessary. Because
this example is an Index of Exhibits, no further description is necessary.

5 To add the next exhibit, click [Browse...] and locate the next attachment as described in
Steps 1-2.

ECF User Manual 18 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015




Guide to Filing in the ECF System

STEP ACTION
6 In the Category drop down menu, select the appropriate category. In this example, the
category is Exhibit.
Attachments Category Description
1. |C:\Ducument9 and Settings\clark\My Doc = Browse... | |Index of Exhibits j | Remove |
2 |C:\Dncuments and Settings\clark\My Doc Browse... | |Exhibit j | Remove |
3,| Browse. . | | j |
Nextl Clear |
7 Because this attachment needs more description, enter a brief description in the Description
window. In this example the description is “A — Claim Statement.”
Attachments Category Description
1. |C:\Documents and Settingsiclark\My Doc  Browse... | |Index of Exhibits j Remaove |
2. |C:\Documents and Settingsiclark\My Doc  Browse... | |Exhibit j |A - Claim Statement Remove |
3_| Browse... | | j |
MNext | Clear |
8 Repeat steps 5 — 7 for each additional exhibit.
If an attachment was added in error, it can be deleted by clicking the [Remove]
button next to the incorrect attachment. If, however, an attachment is removed
and then re-added, the new attachment will be added to the end of the list and will
appear out of order on the docket sheet. File names, Categories and Descriptions
CAN BE edited until the [Next] button is clicked. Be sure to double check the
information in this screen before continuing on.
9 Once all exhibits have been uploaded Attachments Culagory Description
and properly described, click [Next]. |, S Docomants and Serimgeciardity Doc [EiusR| [moer orEmme ] | RN
D My Doc | Browse. | [Extutal =] [5- Clan Staternent Remeve
13, |C\Documants and SettingsiciarkiMy Doc | Browse.. | [Exhibit *| P -Emai Comespondence  Removwe
4. [C Documents and SettmgsiclarkiMy Doc | Browse. | [Extibt =] [ - January 2005 Contract _ Ramove
s | Browse_ || el
LT
10 Continue the filing.
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3.6.2

Filing Voluminous Exhibits

Exhibits, no matter the quantity or length can be e-filed if the following guidelines are adhered to.

1.

Know your system. If you have a slow modem or slow Internet service, you may want to keep the
total file size below the recommended 50MB. Also, keep in mind the time of day you are e-filing
may impact how quickly your system transmits the documents.

Monitor and adjust the total file size of what you are e-filing. A general guideline is to keep the
total file size (main document plus attachments) around 50 MB. If your total file size exceeds
50MB, e-file your exhibits as separate group filings, receiving multiple Notices of Electronic Filings
(see example below). Remember, the system does not accept any one PDF file larger than 12.5
MB, so any single exhibit larger than 12.5 MB must be divided into parts.

Don’t get “timed out” of the ECF System by trying to send too much at one time. The connection
to the ECF System is lost if it takes longer than 20 minutes to move from one screen to the next
and the move from the final docket text screen to the notice of electronic filing is when your filing
is actually being transmitted to the court.

To file voluminous exhibits in groups, file the main document along with a portion of your exhibits.
After receiving a Notice of Electronic Filing, go back to the Civil Events menu. Go to “Other
Documents” and select “Exhibit.” Upload the next sequential exhibit as the main document and
file the next several exhibits as attachments to this filing. Continue this process until all of your
exhibits are filed. (See below for an example of filing a motion for summary judgment with 15
exhibits)

Example

File your motion with the first group of exhibits, kept under a 50 MB. Receive a Notice of Electronic Filing
with the docket text similar to the below example. See Figure 3.6-2.

D7

MOTION for Summary Judgment by Barney Stinson. (Attachments: # 1 Index of Exhibits, # 2 Exhibit
A - Affidavit of Marshall Plum, # 3 Exhibit B - Affidavit of Alexander Rosenberg, # 4 Exhibit C -
Email to Daphne Anderson, # 5 Exhibit D - Building Photo 1, # 6 Index of Exhibiis E - Buildling
Photo 2, # 7 Exhibit F - Building Photo 3, # § Exhibit G - George Weber Deposition, pgs 1-50, # 9
Exhibit H - George Weber Deposition, pgs 51-94, # 10 Exhibit I - Letter to Joseph Pratt) (Lang,
Scott) (Entered: 02/11/2008)

Figure 3.6-2
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Once the Main Document and the first set of exhibits have been filed, follow these steps to continue
filing the remaining exhibits:

STEP ACTION
1 From the main menu, click Civil 2 Other Documents.
\Ciﬁl Events
Open a Other Filings
Open a Cnil Case’ Notices
Trial Docaments
Tnitial Pleadings and Service Discovery Documents
Isitiating Complaints and Other Pleadings Appeal Docaments
Senice of Process Other Dacuments
Answers to Complamts Amended Complaints Habeas Petitions
Onher Answers
Aotions and Related Filings
;:::\:n Replies and Supplemental Briefs
Applications, Petitions, Requests, and Related Filings
Applications Petitions Rlequests
i Petition Beaiest R and Replies
2 Select Exhibit from the Available Events  other Documents
window. "
Available Events (click to select an event) Selected Event
i Attorney Substitution | [Exhibit
Click [NeXt]' Bill of Costs !
Bond
Certificate of Senice
Consent
Consent to Mediation
Declaration
Discontinue NEFs
Discovery Plan - Rule 26f
Errata Sheet
Esxhibit Index
Jury Demand
Markman Brief
Memorandum - Free ;l
Nextl Clear |
Check that only the intended event is listed in the Selected Event window. If another
event is listed there, click the incorrect event in the Selected Event window and this will
remove that event. The user can also click the [Clear] button to remove all events from
the Selected Event window.
3 Enter the case number and click [Find This Other Documents
Case].
. Civil Case Number
Once the case number is found, the Next button e
. . 08-10002 ind This Case |
will activate. I
Click [NeXt]' [H et | Clear |
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STEP ACTION

4 In the example, the last exhibit uploaded in the previous transaction was Exhibit “I.”

Therefore the next exhibit to be uploaded should be Exhibit “J.”
In the Main Document area, click [Browse...] and navigate to Exhibit “J.” This will be the
main document for this filing. The opportunity to enter a description for this exhibit will be
provided at the end of the filing.
Select the pdf document and any attachments.
Main Document
C:\Documents and Settings\clark'My Doc ~ Browse...
Attachments Category Description
l.l Browse... | =l |
Preview your document at this time. This can be done the same way as described in section
Uploading Documents steps 9-10. Remember, once submitted, a filing cannot be edited or
changed in any way by a filing user.

5 Continue uploading the rest of the exhibits in the attachments section of the upload screen.
In this example, Exhibits “)” through “O” still need to be filed. Exhibit “)” is now the Main
Document. Therefore Exhibits “K” through “O” will be attachments to the filing.

Upload each one following the steps from the Filing Attachments section of this manual.
Select the pdf document and any attachments.
(Main Document _
C\Documents and Settingsiclark\My Doc  Browse .. I
Attachments Category Description
1. |C:\Documents and Settings\clark\My Doc ~ Browse... | |Exhibit j |I-( - Letter Remave |
2. |C:\Documents and Settings\clark'\My Doc ~ Browse.. | |Exhibit j |L - Email Remaove |
3. |C:\Documents and Settings\clark\My Doc ~ Browse... | |Exhibit j |M - Photos Remaove |
4. |C:\Documents and Settings\clark\My Doc  Browse... | IExhibit j |N - Deposition of Joe Smit ~ Remove |
5. IC:\DDcuments and Settings\clarkiMy Doc  Browse... | IExhibit j IO - Contract Remaove |
ﬁ_l Browse. .. | I j I
Nextl Clear |
Once the rest of the exhibits have been uploaded, click [Next].
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STEP

ACTION

6

Continue the filing until the following screen is displayed.

Click the box next to the word “Should” to indicate that this filing should link to another
document in this case.

Click [Next]. [ Should the document you are filing link to another document in this case?

Filed | to | Leave these boxes
Documents | blank, they are

M Clear | optional

The next screen will list all entries on the docket that these attachments could be linked to.

Locate the entry that contains the Motion and the first nine exhibits. Place a check in the
box next to the entry and click [Next].

I 02/11/2008 7 MOTION for Summary Judement by Barney Stinson. (Attachments: # 1 Index of
Exhibits, # 2 Exhibit A - Affidavit of Marshall Plum, # 3 Exhibit B - Affidavit of
Alexander Rosenberg, # 4 Exhibit C - Email to Daphne Anderson, £ 5 Exhibit D -
B uilding Photo 1, # 6 Index of Exhibits E - Buildling Photo 2, # 7 Exhibit F -
Building Photo 3, # § Exhibit G - George Weber Deposition, pgs 1-50, # 9 Exhibit
H - George Weber Deposition, pgs 51-94, # 10 Exhibit I - Letter to Joseph Pratt)
(Lang, Scoft)

Mext | Clear |

In the free-text box next to the word Exhibit, enter the description for the first exhibit that
was uploaded ass the Main Document. In this example, it is Exhibit “)”.

Click [Next]. /

Docket Text: Modify as Approw"/

EXHIBIT |/ - Sales Chart re [7] MQTION for Summary Judgment by Barnev
Stinson (Attachments: # (1) Exhibit K - Disclosure Statement, # (2) Exhibit L - Request for
Production, # (3) Exhibit M - Letter from Anva Young, # (4) Exhibit N - 2nd Request for
Production, # (5) Exhibit O - Service Mannal, pgs 30-40) (Lang, Scott)

Ne_xtl Clearl

Review the final screen and click [Next].
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STEP ACTION

10 The NEF will display. This is an example of the docket text for this entry.

Docket Text:

EXHIBIT J - Sales Chartre [7] MOTION for Summary Judgment by Lilly Alread
(Attachments: # (1) Exhibit K - Letter, # (2) Exhibit L - Email, # (3) Exhibit M - Photos, #
(4) Exhibit N - Deposition of Joe Smith, # (5) Exhibit O - Contract) (Adams, Chris)
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4 Civil Events
4.1 On-Line Civil Case Submission

The online case submission program is used to open a new civil or miscellaneous case. The following
civil cases can be opened using the Open a New Civil Case:

e Complaint

e Interpleader Complaint

e Notice of Removal

e Petition for Writ of Habeas Corpus

e Re: Application of Arbitration Award

For information on filing a miscellaneous case, see Filing a New Miscellaneous Case.
The steps to opening a new civil are:

1. Provide jurisdictional information
2. Add parties to the case

3. Upload the initiating document
4. Pay the filing fee

Sections 4.1.1 through 4.1.4 will discuss each of these four steps in detail. Section 4.2 Filing Initiating
Civil Documents will illustrate the actual process of opening a new civil case.

4.1.1 JS 44/Civil Cover Sheet

During the filing of a new civil case, the filing user must provide information regarding the jurisdiction of
the case (figure 4.1-1). This information can be found on the JS 44/Civil Cover Sheet (figure 4.1-2). This
section will provide explanations of each area of this screen and provide comparisons between the
jurisdiction information screen and the civil cover sheet.

Open a Civil Case
(Much of the information needed for this screen is found on the civil cover sheet. Be sure to enter the appropriate county p
[Instructions found at http://www.mied.uscourts.gov/cmecf .
Jurisdiction |3 (Federal Question) j
Cause of action | 10:2305 {10:2305 Review of Federal Contract) =l Fiter |23[]5 Clear filter |
Nature of suit | 190 (Contract: Other) j Filter |190 Clear filter |
Origin |1 (Qriginal Proceeding) j
Citizenship plaintiff | =l
Citizenship defendant | |
Jury demand |p (Plaintifff ~| Class action IE Demand (5000) I—
Arbitration code I—;l County IWLI
Fee status |pd (paid) ~| Fee date [1/19/2010 Date transfer I—
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IS 44 {Rev. 1207

CIVIL COVER SHEFET County in which action arese

The F2 44 civil corver sheet and the irfprroation contained herein neither n}place ot supplernent the filing and seevice of pleadings or other papers a5 ¢
by local rules of court. This formn, approved by the Fodicial Conderence o

the civil decket sheet. {SEEINSTRUCTIONS N THE REVERSE OF THE FORM.)

theUnited States in Jeptember 1974, isrequired

e&ui.red by law, exceptas provided
for the use of the Clerk of Court for the purpose of nitiating

L () PLAINTIFFS

(b)  County of Residence of First Listed Flaintiff

DEFENDANTS

{EX.CEFT IM 1.5, PLAIMTIFF CASES)

()  Attorney’s {Fiom Mame, Address, and Telephone Mumber)

Attorneys {If Known)

Ceutity of Residence of First Listed Defendant
{IN IS, PLAINTIFF CASES CMLY)

MOTE: IM LAND CORDEMMATION CASES, USE THE LOCATION OF THE
LAMND INWVOLWED.

0. BASIS OF JURISDICTION  (Place an "X in One Box Only)

OT. CITTZENSHIF OF PRINCIPAL PARTTES;Place mn 3™ in One Box for Plaintiff

{For Diversity Cases Only) . aﬁdfniBm for Defendant)
01 UE. Govemment 0 31 Federl Question PTF  DEF Figure 4.1- PTF  DEF
Plaintiff {UE. Govemrnent Mot a Party) Citizen of This State o1 0O 1 Ipsorporated o Prineipal Flace o 4 o4
of Busiress In This State
02 1S, Govemrment O 4 Dieersity Citizen of Another State [ 0O 2 Incorporated and Prncipal Ples a 5 [
Defendant {Indicae Citimnship of Parties in Trem TIT) of Business In Another Sate
Citizen o1 Subjectofa [m Bk} O 1 Faoreign Mation o & 0%
Formign Comtry
IV. NATIURE OF SUIT (Flace an "3 in One Box Only)
[ CONTEACT TORTS FORFEITURE/PEMALTY EAMERTUPTCY OTHER STATUTES |
0O 110 Insuranes FERSONAL INJUEY PEFSONAL INJURY (O £10 Agricultre 0O 422 Appedl IR UEC15E O 400 State Reapportonment
O 120 Wlarire 0O 310 Adrplane O 382 Persoral Injury - O £20 Other Food & Dmg O 423 Withdreal O 410 Antitmst
O 130 hiiller Act 0O 315 Adplane Product izd Malpractics O £2 5 Dirg Related Seimme ARTISC1ET O 430 Banks ard Banking
0 140 Negstiatle Instrumment Liability O 365 Personal Injmy - of Property 21 15 881 0 450 Cormmneres
O 130 Resovery of Overpaymoent (O 320 Assault, Libel & FProduet Lisbility 0 £30 Liguar Laws PREOFERTY BICHTS 0O 40 Deportation
& Enforarnentof Tudememnt| Slander O 3£E Ashestos Personal O #40EER. & Truck 0O &0 Copyrights O 470 Facksteer Influenesd and
0O 151 hedicare Act O 130 Federl BErnployers’ Injury Product O £50 Adrline Regs. O E30 Patent Cormipt Orpanizations
O 152 Reeovery of Defanlted Liahility Liahility 0 &&60 Occupational O &40 Trademark O 48D Corsureer Credit
Snrdent Loans 0O 340 Marire FERSONAL PROFERTY ZafetyHealth O 440 CableSat TV
{Exd. Vetemans) O 345 Marine Froduct O 370 Other Frand O &30 Other O E1D Selective Sznvice
O 133 Reeovery of Orverpayoent Liatility O 371 Truth in Lending LAEOE SOCIAL SECURITY 0O 5D SeemitesCormrnodities/
of Weteran®s Baefits O 350 Motor Vehicle O 35D Other Persomal O 7140 Fair Labor Standards O E&1 HLA {139541) Exchange
O 150 Stockholders” Suits O  3%5 Motor Wehicle Pro Damage. At O £52 Elack Lung {#23) 0O E7% Custoreer Challenge
O 149 Other Comtract Product Lisbility O 385 Prperty Darsage |0 720 LaborMgrot. Relations |0 563 DIWC/DIWW {405{g)) 12 USC 3419
O 145 ContretProdust Liability |0 380 Other Pemornal Produet Liabdlity 0O 710 Labor gt F.eporting O E&4 SEID Title VI O &40 Other Stanttory Aotions
O 148 Franchise Injury & Disdomme At 0 565 BSI0SEY) O 591 Agriculnmal Acts
| REALFROFERTY LCIVIL RIGHTS FRISONEE PETITIONS (O 740 Failway Labor Act FEDEEAL TAX SUI'TS O &4%2 Beonomic Stabilization Act
0 210 Land Condamnation O 44l Voting O 210 Motions to VWacate O 790 Other Labor Litigation O E70 Taxes (U5, Plaintifi O &9 Environoeental hMatters
O 220 Foresoaumre O 442 Emaploy moenit Emtenoe O 791 Ernpl. Bet. Inc. ot Defendant) O &% Enapy Alloeation Act
0O 230 Bent Lease & Ejectment (O 443 Housingy Habeas Corpus: Securty Act O &71 IR.5—Third Party O &%5 Freedom of Informmation
O 240 Tents to Land Moo dations O 21D Gererdl 28 USCTE0 LY.
O 245 Tort Product Liability O 444 Welfare 0 53% Dizath Penalty TNITCR A THON [m] 9{}{1.‘\.])])531 of Fea Distamninaton
O 240 Al Other Feal Property O 445 Areer wDisbilities - [0 540 Mandarous & Other [0 452 Manmralization Applicaton Under Equal Anesss
Eraployeent O 550 Civil Rights O 461 Habeas Corprs - to Tustice
O 448 Arer wDisabilities - [ 55% Poson Condidon Alien Detzines O 450 Constitutionmality of
{ither O 455 Cther Incnigration State Statutes
O 440 Other Civil Rights Aotomns
¥. ORIGIN {Plage an ™ %™ in Ome Box Only) A%Pﬁal te District
01 Osgind (] 2 Removed from 0 3 Remandedfronn () 4 Reinsttedor (3 5 Londemedfiom 5 0 nrggisicr 7 i‘;aggf ? from
Froceeding State Court appellate Court Eeopeted (specify] Liti gatics Fudgreent

VI. CAUSE OF ACTION

LCite the T8, Civil Btatute under whdch you are filing Do not cite jursdictonal stahtes imless diversity):

Brief description of canse:

¥II. REQUESTED IV

COMFPLATNT:

O CHECK IFTHIZIZ A CLASS ACTION
UNDEE. ERLCE 23

DEMAND %

CHECK YES only if detnanded in coraplaint:

JURY DEMAND:

O ves ONe

Figure 4.1-2
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Jurisdiction Code

Select the appropriate Jurisdiction code.

(FEdEI’E| QUESHDH} v|l II. BASIS OF JURISDICTION  (Flacean 30" in One Box Onily)

Jurisdiction | 3
1(U.S. Government Plaintiff)
2

01 US. Govemsnent O 3 Fedeml Question
Fluingifl {U.S. Govemenent Mot 2 Party)

1se of action

5. Government Defendant)
atare of suit | Federal Question

4 (Diversity)
Orisi 5

021 US. Govemsvent O 4 Diversity
p {Indicar Citiznship of Parties in tem IT)

(Local Question)

If there is more than one basis for jurisdiction, precedence is given in the following order:

1. United States Plaintiff — Jurisdiction based on 28 U.S.C. 1345 and 1348. Suits by agencies and
officers of the United States are included.

2. United States Defendant — The plaintiff is suing the United States, its officers or agencies.

3. Federal Question — Suits brought under 28 U.S.C. 1331, where jurisdiction arises under the
Constitution of the United States, an amendment to the Constitution, an act of Congress or a
treaty of the United States.

4. Diversity of Citizenship — Suits brought under 28 U.S.C. 1332, where parties are citizens or
businesses of different states or counties. Citizenship for plaintiff and defendant must be
entered in the corresponding fields.

Cause of Action and Nature of Suit To quickly locate the code, use
the filters next to each option.

Enter the appropriate Nature of Suite and Cause of Action.

Cause of action ¥\ Filter Clear fiter
Nature of suit | 0 (zero) ¥ | Filter Clear filter

yuyvrety g

Cite the ULS. Civil Statute under which yeu are filing (Do not eite jurisdictional statwies unless diversity):

VI. CAUSE OF ACTION Bried description of canie:

IV. NATURE OF SUTT (Pisce an 3" in One Bost Oriy)
[——conmmact TORTS FORFEITURENENALTY. BANKRUPTCY OTHERSTATUTES ||
O 110 e PERSONAL INJURY PERSOMAL IJURY (O €10 Agricuinure 0 Q2AppA28USCISE (O 400 Srae Reappertiorment
0 120 Marise. 0 310 Aupime O 19 Persmalbjury- |0 Q00ha Foed &Dmg |0 €21 Wehdrwnl 0 410 Antimust
O 130 Miller Act O 315 Aiplme Product Micd Malpmcioe O 625 Drug Relared Seimae 2USC157 O 430 Barks and Burking
0 140 Negenatle Irstrumiess. Lishility O 365 Persemal Injury - o Preperty 21 USC 881 0 450 Conenerce
O 150 Recovery of Ovegayment [0 320 Assaudt, Libel & FrodusiLisbiliy O 630 Liguar Lavs [ PROPERTYRIGHTS |0 450 Drporation
& Enforementof Judg ment| Shanda O JEEAsdesicsPasond |0 840RE. & Trck 0 K20 Copyrights 0 470 Rackeeer Influenced and
0 151 Msdiear: Act 0 330 Fedenal Employers Ijury Prodot |0 €50 Airline Regs 0 80 Pasent Commupt Orgurizations
O 152 Recovery of Defailied Liability Liabllity |0 660 Cecopational O B0 Tradenmsk O 450 Comsumes Credit
StudentLoans 0 340 Marne. FERSONAL PROPERTY Safay Siealts O 490 Cabiesu TV
{Exd, Vetens) O 345 Maroe Product O 170 Ot Frawd |0 60 Other O 810 Sakoctive Service
O 153 Recovezy of Qvegayment Liability i O 850 Securities/Cararno dities!
of VetennsBaelits |0 350 Moar Vehicle [0 710 FarLaber Sundards [0 861 LA (139581) Exchange
O 160 Stockholders’ Suits O 355 Moter Vehicle A 0 862 Black Lung ($23) O &75 Custorner Challenge
0 190 Otter Centmact ProductLisbility |0 720 LabcrMgmt Relntons |0 56 DIWCDIWW (405(2)) 12USC 410
O 195 Contact Frodust Liakility (0 360 Otiex Pessorml |0 70 LaborMgat Repesting. | 864 SIDTide XV O 3% Ol Stautory Astions
O 19¢ Frmchise Irjury & Disdonze At O 865 RSI {405 g) 0 891 Agreulnaral Acts
REAL PROFERTY CIVIL RIGHTS FRISONERPETITIONS |0 740 Rallway Labor Act FEDERAL TAXSULTS |0 §92 Econonéc Stabiization Act
0 210 Land Condanation O 441 Voting |0 790 Other Labor Litigaticn |0 E70 Taes (US. Plantff |0 293 Envimnmentsl Maners
0 220 Foredosue 0 442 Eaployment |0 791 Expd. Ret. Ine. o5 Defendart) O 8 Enay Alloeation Act
0 230 Rent Lease & Epeetmenn |0 441 Hovsing/ Seauy Aa O E7) RS—Thisd Pany O 895 Freedmn of Informaticn
O 240 Torts to Land Ascormadations 26 USC T Ast
0245 Ten Product Listality [0 444 Welfire TMIGEATION O 9t0Appeat of Fee Datesmuisaton
0290 All Other Real Property [0 445 Amer wDisibilities [ 43 Manmalizanon Applicaton | Under Equal Azesss.
Employmoent |0 463 Badeas Cops to Tustce
O 446 Amer wisibilitis- |0 £5°5 Prissn Cendition Alien Demines 0 950 Camstionality of
Othar |9 465 Ot Irmigmaticn St StEuis
0 440 Other Civil Righte Actions
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Origin

Select an origin code. When entering an Origin code, choose between 1 (Original Proceeding) and
2 (Removal from State Court). All other options are for internal use only.

Origin | 1 (Original Proceeding) V. ORIGIN {Place an ™" in One Box Only)
1 (Original Proceedin: 91 l?::.gﬂng gz 5‘?&“&2&:‘:"’“’ o

p]ﬂ]lltl“ L T L Y

Citizenship

Enter the Citizenship of the Plaintiff and Defendant ONLY if the jurisdiction of the case is 4 (Diversity).
Be sure to select Citizen if the party is a person; and Incorporated/Principal Place of Business if the
party is a business.

e = P II. CITIZENSHIF OF PRINCIPAL PARTIESFlace m "X" in One B for Plaintiff
{imesly pamind = {For Diversity Cases Only) and One Baw for Defendant)
e = PTF  DEF FTF  DEF
EiizRcs iy deiia 1 (Citizen of This State) Citizmn of This State. 01 01 Incorpormed or Principsl Flace Os 0O4
Jury demand [n (N 2 (Citizen of Another State) of Business In"This State:
b 3 (Citizen or Subject of a Foreign Country) - Prinsizal P
Arbitration code 4 (Incorporated/Principal Place of Business-This State) Cutizen of Another St g2 ot of Busi M;. n]:lhm o= o¢
5 {Incorporated/Principal Place of Business-Other State)
Fee status Ed iEa‘d‘ 6 (Foreign Mation) Citizen o1 Subject of 2 03 O 1 Fecignbation 0O& O¢
—Bormien Counry

Jury Demand

If plaintiff is filing a Jury demand, change to “p (Plaintiff)”. If filing a Notice of Removal and both
parties have demanded a jury, or if the defendant relied on plaintiff’s jury demand, select “b (Both)”
from the drop-down list. If filing a Notice of Removal and only the defendants are demanding a jury,
change to “d (Defendant).” If none of these scenarios apply, change to “n (None)”.

Jury demand |n (None) he CHECEK YES only if demanded in complant:
bitrati od b (Both) JURY DEMAND: O %Ye: O Mo
TOUTaon €ode |y nofandant .

ce status [pd (poyprim e

Class Action

“. n

If requesting class action status, change the drop-down menu to “y”.

Class action 0 CHECK IFTHISIS A CLASS ACTION

UNDERFR.CP 23

County

Demand
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Enter a monetary Demand, if applicable. Enter the demand to the nearest thousand. For example, if
the demand is $100,000, enter “100” in the text field.

Demand (3000) I:l I DEMAND §

County

Based on LR 83.10, select the appropriate County found within the Eastern District of Michigan
according to the following priority:

If filing a Notice of Removal, choose the county in which the case was pending in State Court

The county in which the plaintiff resides

The county in which the claim arose
If a defendant is a US employee or officer being sued in an official capacity, or if the

defendant is a US agency, choose the county in which an office is located
5. The county in which the defendant resides or has a place of business

PN PE

(——]

County | Wayne A |
[IS44 Rev. 1207) CIVIL COVER SHEET | countyin which action arose
The1344civllmwshze‘tandmeinfonnuionmminedheﬂinmimrwumsnpplmmlheﬁlmgandser P T T T e T e T e e e T T pTT e
by lecal roles of court. This form, by the Judicial Cenderence of the United States in September 1974, is required for the use of the Clerk of Count for the purpose of initiating
the civil docket sheel. {SEEINS ICTIONS OM THE REVERSE OF THE FORM.)
L (a) PLAINTIFFS DEFENDANTS

County of Residence of First Listed Defendant
{INUS. FLAINTIFF CASES CNLY)

b)) JCounty of Residence of First Listed Flaintiff
{EXCEFTINU.S. FLAINTIFF CASES)

Filing Fee Status

The filing fee defaults to “pd (paid).” If the filing fee is waived or if filing for the United States, change
the Fee Status field to “wv (waived or USA)”. If an Application to Proceed In Forma Pauperis will be
included with the initial documents, change the Fee Status field to “fp (in forma pauperis).” Leave the

Fee date set to the default.

Fee status | pd (paid) + | Fee date |1/14/2010
fp (in forma pauperis)

@nnne Enn fee reiuiredi
[ o

pend (IFP pending)
wv (waived or USA)

Arbitration Code and Date Transfer

U.S. District Court, Eastern District of Ml
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Do not enter anything in the Arbitration or Date transfer boxes.

Arbitration code W County | Wayne W

Fee status | pd (paid) + | Fee date 1/14/2010 Date transfer Q

4.1.2 Adding/Creating a New Party

The second step during the opening of a new civil case is to add parties to the case. All parties listed on
the complaint, notice of removal, or other initiating document must be added at the time of filing.
Clerk’s office staff will not add party names if they are missed. A notice of error will be entered
informing the filer to correct the problem.

In addition, there are other times when it is necessary to add parties to a case after the original parties
have been added, such as when a third party complaint is filed.

The party entry screen is divided into two sections. On the left is the participant tree. As each new
party is added to the case, the party will be listed in the participant tree on the left. The + and —icons
for each branch expand or collapse the branch, respectively. The right side of the screen is used to
search for parties to add to the case.

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

Icon \ Description
b o Delete this party from the case.
e Add new alias, corporate parent, or attorney.
Py Edit the party, alias, corporate parent or attorney. Only displays beside actual names
of participants, so if no participant has been added, this icon is suppressed.

The first step in the process when adding new parties to a case is to initiate a search of the court’s
database to see if a party’s name already exists. To search for a party, enter the last name of the
individual or a business name in the search fields. (Figure 4.1-3)
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Add New Party | Create Case | Search for a party
Collapse Al Expand 4l Last/Business Name I First Name l— Middle Name l—

SKeith Webber pla.” ® S — |
“Alias ¥
é"Corporate Parent or other affiliate "S
" Attorney

Participant
Tree

Party

Search

Figure 4.1-3

Depending on the outcome of the search, the party will either be available to select from a list of results,
or it will not appear. Follow these steps to search for and add parties to a new or existing case:

STEP Action

1 To begin, enter the first party in the search windows on the right side of the screen and click
the [Search] button.

Search for a party

Last / Business Name |VWebber First Name Middle Hame

Hints:
e The search is not case sensitive.
e You can enter a wild card before the letters, if desired, to take the place of other
letters. For example, entering “*am”, will display Bob Cunningham and the United
States of America.
e Try alternative searches if the first search was not successful.
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STEP

Action

The results of the party name search will be displayed in the Search Results window below.

Search for a party

Last/ Business Name \Webber FirstN

Search Results
[Webber, Keith

[ SelectParty | [ Create NewParty |

If...

Then...

this is the party to be added

Click the party name in the Search Results window
and click [Select Party].

this is not the correct party

Create a new party by clicking the [Create New
Party] button.
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STEP Action
3 Once a selection is made, the Party Information screen is displayed.
Do not add information in this screen except as described in Steps 3A-3D.
Once the information has been entered, click [Add Party].
Party Information
Last name |Car|sun First name |Samamha
Middle name I Generation I
Title |
Role |Defendant (dft:pty) j
Pro se |No j
Prisonerid | Unit |
Office |
Address1 |
Address 2 | I Show this address on the docket sheet
Address 3 I City I
State | Zip | Country |
Prison | =
Phone I Fax I
Party text |
Start date [1/19/2010 End date |
Corporation Inn vl Notice |yes ¥
Add Party |
3A If creating a new party, be sure to enter the full name in the First, Last, Middle name, and
Generation fields.
Party Information
Last name |Carlsun First name |Samantha
Middle name | Generation |
Title
DO NOT enter anything in the Title field.
3B Select the appropriate party Role.
Role [Defendant (dft-pty) <] |
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include: “Individually and as surviving
minor”, “Estate of” and “Trustees of”.

STEP Action
3c If the party will NOT be represented by an attorney, enter the party’s address information.
Otherwise, leave the address blank.
Note: If the party selected displays a prison address, but the party is NOT a prisoner, do not
use this person record. Instead, click [Add New Party] to return to the party search screen.
__AddNew Party _| _Createcase | Farty information
Collapse All Expand All l—
If:!-Keith Webber pla.” ® Titte
C aias B Role [Defendant (dft-pty) =l
Corporate Parent or other affiliate %3 Pro se INo j
: Attorney
Prisoner Id Uritl
ESamantha Carlson dft.~” &
é"ﬁlias "S Ofﬁcel
éCorporate Parent or other affiliate %3 Address1 |
~Attorney
Address 2 | " Show this address on the docket sheet
Address 3 | City |
State | Zip Country l—
Prison | j
3D Use the Party Text field if additional identifying information is needed. Examples of party text

spouse”, “Individually and in his official capacity”, “A

Address 2 |

" Show this address on the docket sheet

Address 3 |

ay [

Country I
Fax I

Party text |

Start date |1.-"19.'“201U
Corporation Inu YI
Add Party |

End date I

Notice |yes -

See the Party Name Data Conventions for the ECF System for additional examples of Party

text information.
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STEP

Action

The new party will be added to the participant tree on the left.

Alias
If the party has an alias, enter the alias information at this time. See 4.1.3 Adding Alias for
instructions.

Corporate Parent

If the party has a Corporate Parent or other affiliate, enter that information at this time. See
4.1.4 Adding Corporate Parent for instructions.

Review the participant tree. Double check that the party roles are correctly identified. If
changes need to be made, click the editicon. The party information screen will display on
the right. Make the changes and click [Save Changes].

Note: Once a party has been added, the name cannot be edited. The party CAN be deleted
by clicking the delete icon and then added again correctly. The party will not be in the correct
order in the participant tree, but will appear correctly on the docket sheet.

To add another party, click [Add New Party] or, when all parties have been entered, click
[Create Case].

Warning: Once [Create Case] has been clicked, you cannot go back and make changes to the
parties including deleting them.

Add Hew Party | Create Case | Search for a party
Collapse All Expand Al Last/Business Name I First Name I

IKeith Webber pla.” & search |
-Alias ¥

-Corporate Parent or other affiliate 3
: -Attorney
ElSamantha Carlson dit.+” &

-Alias

-Corporate Parent or other affiliate 5
-Attorney

Continue the filing.
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4.1.3 Adding Alias

Part of adding new parties to a case involves adding alias information to parties which have an alias.
Alias information is added to parties in the alias information screen after the party has been added to

the case.

Follow these steps to add alias information:

STEP
1 From the Participant list on the left hand side of the Add New Party screen, click the Add
Alias icon below the name of the party to which an alias is to be added.
Add New Party | Create Case |
Collapse All Expand All
HKeith Webber pla .+ &
~Alias ¥
~Corporate Parent or other affiliate "3
-Attorney
='Samantha Carlson dft " &
-Alias ¥
~Corporate Parent or other affiliate "3
-Attorney
ElCharles Johnsoy dft.”" %
Alias ¥ k
~Corporate Pareft or other affiliate L1
-Attorney
2 Search for the alias in the search fields and click [Search].
Search for an alias for Charles Johnson
Last | Business Name I.Johnson
Search |
3 If the name is found, select it from the list and click [Select Alias]; if the name is not found,
select [Create New Alias].
Search for an alias for Charles Johnson
Last/ Business Name W
Search Results
Johnson -~
Johnson, Betty
Johnson, Charles
Johnson, Charles
Johnson, Dale
Johnson, David W. =]
SelectAlias |  Create New Alias
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STEP ACTION
4 Fill in the first name, middle name, and generation if necessary.
Alias Information
Last/Business name |._I|:|hns|:|n First name |Chu|:k
Middle name | Generation I
Type Iaka vl Start date |1_.f1g;201[]
Add Alias |
Select the appropriate alias Type.
aka = also known as
dba = doing business as
fka = formally known as
nka = now known as
other = other (type not listed)
Leave the start date set to the default date.
Click [Add Alias].
5 Now the alias appears under Charles 7R
Johnson in the Participant Tree. =/Charles Johnson dft."
SAlias ¥
Repeat steps 1-5 to add additional “Chuck Johnson & 5
aliases.
Corporate Parent or other affiliate "3
“.Attorney

4.1.4 Adding Corporate Parent or Other Affiliate information

Also part of adding a new party is the addition of corporate parent or other affiliate information to

corporate parties.

Note: Don’t forget, if the party has a corporate parent they are required to submit a Statement of
Disclosure of Corporate Affiliations and Financial Interest.
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Follow the steps below to add corporate parent information:

STEP

ACTION

1

From the Participant tree on the left hand side Downtiver Ponfiac a1/ @

of the Add New Party screen, click the Add - pias & '

Corporate Parent or other affiliate icon below  Corporate Parent or other affiliate

the name of the party to which a corporate . Attorey h
parent is to be added.

Enter the corporate parent in the search field and
click [Search].

Search for a corporate parent for Downriver Pontiac

Last/Business Name IGeneraI Motars
Search |

|f the name |s found' select |t from the ||st and Search for a corporate parent for Downriver Pontiac
C|ICk [Select Corporate parent], |f the name |S not Last/Business Name |General Motors
found, select [Create New Corporate Parent]. _searcn |

Genera\ Motors Corporation

Select Corporate parent | Create New Corporate Parent |

Fill in the first name, middle name, and generation if necessary. Select either Corporate
Parent or Other Affiliate from the Type window. Leave the start date set to the default date.

Click [Add Corporate Parent].

orate Parent Information

pess name |Genera| Motors Corporation First name
me | Generation
Type |C0rporate Parent 'I Start date  [1/19/2010

Add Corporate Parent |
Start a New Search

Las

Now the Corporate Parent appears under Downriver Pontiac Corporation in the Participant

Tree. .
E'Downriver Pontiac dft.”” &

plias ¥

Repeat steps 1-5 to add additional Corporate Parent ;
ElCorporate Parent or other affiliate "S

information.

; E"-General Motars Corporation ./-9
Attorney
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4.2 Filing Civil Initiating Document

This section will illustrate the filing of a new civil case. Part of filing a new civil case involves adding the
parties as described in the previous section.

Before a user begins opening a new case, the following should be compiled to minimize any mistakes
and to provide the court with accurate information compliant with local rules and ECF policies:
1. The initiating document saved as a PDF document.

a. Anyaccompanying documents, including exhibits, should be saved as separate PDF
documents.
b. The 12.5 MB limit applies to any single PDF file.
2. Valid credit card to pay filing fees, if applicable (VISA, MasterCard, American Express, Discover,
Diner’s Club).
3. A completed civil cover sheet for easy reference when entering case statistical information into
the ECF System. It is NOT necessary to upload a PDF copy of the civil cover sheet.
4. Names of all parties, including aliases and corporate parents. Review the Party Name Data

Conventions for the ECF System prior to adding parties.

Once all necessary documents and information is gathered and formatted properly, follow these steps
to file the new case:

STEP ACTION
1 Log into the ECF System.
2 Click on Civil.
?;E c:F Civil - Criminal ~ Query Reports ~ LUtilities ~ Search
3 Click on Open a Civil Case.
Civil Events
alase
Open a Civil Case
Case
Initial Pleadings and Service
Initiating Complaints and Other Pleadings
Service of Process
Answers to Complaints and Habeas Petitions
Other Answers
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STEP ACTION

4 This screen lists the types of cases that can be opened using this program. It also reminds the
filer to have a completed civil cover sheet for review while submitting the case. Once the
message has been read, click [Next].

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Open a Civil Case
Welcome to Attorney Civil Case Submission
The case submission program should be used to file the following civil initiating documents:
new complaints,
notices of removal,
petitions for writ of habeas corpus and
petitions for writ of mandamus
Please have a copy of your completed civil cover sheet available for review as you submit your case. It is important for the Court to collect accurate
statistical data
If you have any questions about what to enter in the fields, refer to the Step-byv-Step Online Case Submission Manual.

5 If filing a removal from state court, enter the court name in the Other court name field (e.g.
Wayne County Circuit Court or 36th District Court). Also enter the Other court number in the
corresponding field.

Leave Office and Case Type boxes at the default setting.
5E C F Civil - Criminal ~ Query Reports ~ Utilities ~
Open a Civil Case
Only enter information in the Other court name and Other court number field if filing a Notice of Removal.
Office IDetrnit vl Case type |cv v | Case number
Date filed 1/13/2010
Other court name |
Other court number I
MNext | Clear |
Click [Next].
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STEP ACTION
The next screen requires the information from the civil cover sheet to be entered. See 4.1.1JS
6 44/Civil Cover Sheet section for an explanation of the information requested in this screen.
Criminal ~ Query Reports ~ Utilities ~ Search
Open a Civil Case
Mouch of the information needed for this screen is found on the civil cover sheet. Be sure to enter the appropriate county pursuant to LR 83.10.
Refer to the Online Case Submission Instructions found at http:/’www.mied.nscourts.gov/cmecf .
Jurisdiction v
Cause of action v Filter
Nature of suit 0 (zero) v | Filter
Origin | 1 (Original Proceeding) v
Citizenship plaintiff A
Citizenship defendant A
Jury demand | n (None) v Class action n Demand (5000)
Arbitration code v County | Wayne v
Fee status | pd (paid) v | Fee date |1/14/2010 Date transfer
Enter the information required and click [Next].
7 Add the parties.
EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search
Open a Civil Case
DO NOT ENTER ANY ADDRESS INFORMATION FOR YOUR PARTY UNLESS THE PARTY IS PRO SE.
Enter party using upper and lower case letters. Refer to the Party Name Data Conventions at
http://www.mied.uscourts.gov/cmecf.
Example: Plumbers Local 123 (NOT TRUSTEES OF PLUMBERS LOCAL UNION 123)
[Note: Trustees of is entered in the following Party Text field]
Example: Michigan, State of (NOT state of michigan)
Searh forapary
Collapse Al Expand All| Lest/Business Name First Name Middle Name
Remember all parties should be added at this time.
See 4.1.2 Adding/Creating New Parties for instructions on adding parties.
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STEP ACTION
8 Once all parties, aliases, and corporate affiliates have been added to the case, click [Create
Case].
Example: Michigan, State of (NOT state of michigan)
Add New Party Create Case I Search for a corporate parent for Downriver Pontiac
il All
=/Keith Webber pla. R |
Alias ¥ Search |
Corporate Parent or other affiliate *
Attorney
= Samantha Carlson dft./ %
Alias %5
Corporate Parent or other affiliate %3
Attorney
Note: Be sure to double check all party information in the participant on the left hand side of
the screen before clicking [Create Case] as corrections can easily be made before moving on,
but will be more difficult after the case has been created.

9 Click [Yes] at the prompt. A —

Case will be created. Proceed?
Yes| Mo
10 The case number will be displayed. Make a note
of the case number for future reference.
Open a Civil Case
Click Docket Lead Event? to continue.
Case Number 10-10069 has been opened.
ocket Lead Event?

11 Select Complaint, Notice of Removal, or other Initiating Complaints and Other Pleadings
Appropriate Event from the Available Events e I
window. The selected event will display in the Available Events (click to select events)

; ICivil Case - Complait. ]}
Selected Event window. Civl Case - Complaint, Amended
Ciil Case - Complaint, Interpleader
Ciwil Case - Complaint, Intervenor
. Cral Case - Complaint, Qui Tam (False Claims Act)
Click [Next]. Chil Case - Complaint, Third Party
Cnil Case - Counterclaim
Cwil Case - Crossclaim
Civil Case - Notice of Remaoval
Civil Case - Petition for Writ of Habeas Corpus
Cial Case - Petition for Writ of Habeas Corpus, Deportation
Civil Case - Petition for Writ of Mandamus
Ciil Case - Re: Application on Arbitration Award
Dow - AMENDED Notice of Intent
Dow - Notice of Intent v
Selected Events (click to remove events)
Chal Case - Complaint
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STEP ACTION

Check that only the intended event is listed in the Selected Event window. The user can click
the [Clear] button to remove all events from the Selected Event window.

12 The new case number displayed in step 10 should be  |Initiating Complaints and Other Pleadings
populated in the case number field. If it is not, enter

it now, and click [Find this Case]. p—

|2:10-cv-10089]

Click [Next].

Ne_xtl Clear |

13 Select the filer from the Select the Party window on the right side of the screen. Click [Next].

Note: to select multiple parties hold down the Ctrl button on the computer keyboard and use
the mouse to select desired parties.

Warning: You may only select a EECF civil ~ Criminal ~ Query Reports +
party for which the filing user has
an appearance on the record. The
other parties are greyed out.

Initiating Complaints and Other Pleadings

2:10-cv-10069 Webber v. Carlson et al

Pick Filer | Select the filer.
Collapse All Expand All
- 2:10-cy-10069 Select the Party:

Samantha Carlson dft
-Downriver Pontiac dft
-Charleanhnsnn dft
 Keith Webber pla

Nextl Clear New Filer |

If some parties were not added during the earlier filing of this document, they can be added
now by clicking [New Filer]. See 4.1.2 Adding Parties for more information.

14 Associate the attorney to the filing party/parties by keeping the checkmarks in the boxes. This
will designate the attorney as an attorney of record and from this point forward, the filer will
receive Notices of Electronic Filing in this
case.

EECF civil ~ criminal ~ Query

Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

Click [Next].

The attorney is not reflected as representing the listed party.

sted party. This will activate electronic notice of all filings from

|Keep the checkmarks in the boxes to add the attorney to each
li
this point forward.

v Keith Webber (ptypla) represented by Chris Adams (aty) ¥ Notice

Mext Clear
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STEP ACTION
15 Select the party against whom the document is being filed. If any of the defendants were not
added previously, add them now by clicking [New Party]. See 4.1.2 Adding Parties for more
information.
Note: Select multiple parties by holding the Ctrl key down on the keyboard and using the
mouse to highlight more than one name.
Click [Next]. EECF civil ~ Criminal ~ Query Reports - Utilities -
Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al
Pick Party | Select the party "As to™ or "Against” (Mot the filerl)
Collapse Al Expand All Selectthe Party: OR Select a Group:
~2:10-cv-10069 Webber, Keith [pla]
Keith Webber pla arlson, Samantha [dft] | & No Group
~-Samantha Carlson dft
. . Johnson, Charles [dft] " All Defendants
= -Downriver Pontiac dft Al Plainit
w.Charles Johnson dft At
Al Parties
Next| Clear| Hew Party
16 Upload the PDF file containing the Complaint or Notice of Removal.
Click [Browse] and locate the document to be filed. See 3.6 Uploading Documents for more
information.
Once the file or files have been uploaded, click [Next].
EECF Civil ~ Criminal - Query Reports ~ Utilities -
Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al
Select the pdf d enf and any attach
Main Document
H Browse.. |
Attachments Category Description
1,| Browse | | j |
Mext | Clear |
Preview your document at this time. This can be done the same way as described in section
3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot be edited
or changed in any way by an attorney.
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STEP ACTION

17 To ensure accurate information is captured by the Court to determine the appropriate place of
court is assigned to the case, enter the requested county information.

Click [Next]. Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v Carlson et al

Enter the requested county infor ion. If the action arose or if a party resides outside of
Michigan, enter Qut of State or Qut of Country. If the party is the U.S. Government, enter U/SA.

Enter county in which action arose: IWSY”E
Enter county in which the first listed plamtiff resides: IWEWE
Enter county in which the first listed defendant resides: IWEYHE

Nextl Clear
18 If the case being filed has been previously dismissed from either this court or another court,
select “yes” and click [Next] to continue. Otherwise, leave the selection at “no” and click
[Next]. — = .
Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al
Has this case been previously dismissed from this or another court?
" yes
* no
Nextl Clear |
19 If there is a possible companion case, change the selection to “yes” and click [Next] to
continue.

Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

Note: Companion cases are
matters in Wthh ita ppears Are there any pending or previously discontinued or dismissed companion cases in this or any other court,

. . X nchiding state court?
substantially similar evidence
. Companion cases are matters in which it appears substantially similar evidence will be offered or the same or
Wi l I be Offe red or the same or related parties are present and the cases arise out of the same transaction or occurrence.

related parties are present and ;n":
the cases arise out of the same

transaction or occurrence. EE Em
20 Indicate whether there is a Jury Demand  jjqitiating Complaints and Other Pleadings

contained within the Complaint. 2:10-cv-10069 Webber v. Carlson et al

Click [Next]. Does this complaint include a jury demand?
" Yes
" No
o
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STEP ACTION
21 Make the appropriate selection regarding the fee status.
If filing... Then select...
On behalf of United States Filing on behalf of United States
An IFP application IFP application will be filed
If fee waiver in accordance with 28 USC 1916 | Fee waiver included in accordance with 28
is included UsC 1916
Any other type Fee mandatory*
% .
If fee ma_ndatory 1S selec_tEd’ secure payment Initiating Complaints and Other Pleadings
screens will follow that will walk the user through 2:10.cv-10069 Webber v. Carlson et al
paying the filing fee using a credit card.
Select one of the following
¥ fee mandatory
Warning: Failure to pay filing fee may result in the ¢ fling on behalf of United States
dismissal of the case ¢ fp application wil be fled
: " fee waiver included in accordance with 28 USC 1916
Click [Next] to continue. Mext| Clear |
22 A message displays that states that once payment is made, the filing user cannot click the
“Back” button in the Web browser; otherwise there may be a filing error. Make sure there are
no errors before continuing with the filing of the complaint.
Initiating Complaints and Other Pleadings
Click [Next] to continue. 2:10-cv-10069 Webber v. Carlson et al
The required filing fee must be paid online using a credit card.
IWARNING: After payment of the filing fee, you MUST continue with the docket transaction until
its completion. Failure to continue will result in your credit card being charged, with no record of
[vour entry on the case docket.
Clear
23 fhoose ‘I’,es from the drop-down  jqitiating Complaints and Other Pleadings
0 pay online.
Pay 2:10-cv-10069 Webber v. Carlson et al
Click [Next].
. : F = : N7
Note: If you choose not “N” Are you paying the filing fee via credit card Y/N*
instead of Y, you will still be able to
complete the filing; however, you M ﬂl
will have 7 days to send the
payment to the Clerk’s Office
before the case is dismissed.
24 Click [Next]. Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al
ee: $350
Clearl
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STEP

ACTION

25

The Secure Payment Screen
now loads. Criminal

Continue to step 26. Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

Now loading the payment processing screen. This process might take a few seconds.

26

Enter the required information to charge the filing fee to an accepted credit card. Remember
to enter the security code shown on the back of the credit card. After entering all information
marked by a red asterisk, click [Continue with Plastic Card Payment].

Online Payment Return to vour originating application
Step 1: Enter Payment Information 1]2

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk ;

Account Holder Name: lChfiS Adams
Payment Amount: $350.00

Billing Address: [222 Main Street
Billing Address 2: |
City: |Detroit
State / Province: | Michigan - Mi e
Zip [ Postal cude;|22222

Country: | United States j *

Card Type:lViSEl
Card Number: |4111111111111111 . Gard number value should not eonfain spaces or dashes)
Security Cm;ie:l-l23 * Help finding your security cods

Expiration Date:|95 ‘l 2 .f|20'|5 'l e

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.

| Continue with Plastic Card Payment I Cancel |

Note: Please avoid navigating the site using your browsers Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.
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STEP ACTION

27 Review the information. To have a copy of the receipt emailed to the filing user, enter the
fling user’s email address in the window below.

Online Payment Return to vour originating application
2

Step 2: Authorize Payment

Payment Summary  Edit this information

Address Information Account Information Payment Information
Account Hulde[ Chris Adams Card Type: Visa Payment Amount: $350.00
Name: Card Number: ***++++1111 Transaction Date 02/10/2010 16:30
222 Main and Time: EST

Billing Address: Street
Billing Address 2:
City: Detroit
State / Province: Ml
Zip I Postal Code: 48226

Country: USA Enter Email address to receive
a copy of the receipt

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an emi/dﬁss and confirmation below.
Email Address: |Chris.Adams@yahoo.com

Confirm Email Address:l

CcC:

Authorization and Disclosure l Be sure to check the box l

Required fields are indicated with a red asterisk *
| autharize a charge to my card account for the above amount in accordance with my card issuer agreement. W

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

Click the check box next to the “authorize” statement.

Click [Submit Payment].

28 The notice displays indicating the credit card has been charged. DO NOT click the back button
at this time. Doing so may charge the credit card twice for the same transaction.

Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

[YOUR CREDIT CARD HAS BEEN CHARGED. You must continue with the docket transaction until its completion.
If vou go BACK, vou will be required to re-enter vour credit card information and be charged twice for the same

transaction.

Clear |

Click [Next].
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STEP

ACTION

29

Indicate if summons will need to be issued for the defendants in this case.

Initiating Complaints and Other Pleadings
Click [Next] . 2:10-cv-10069 Webber v. Carlson et al

iwithin one business day.

& Summons Requested
" No Summons Requested af this Time

M Clear

To accomplish service of this complaint, please select one of the following. Note - Court staff will electronically issue a summons

29A

If summons were requested on the previous screen this notice will display.

Initiating Complaints and Other Pleadings
Click [Next]. 210-cv-10069 Webber v_Carlsan et al

Court staff will electronically issue the requested summons(es) within one business day of filing. You will receive a

Notice of Electronic Filing containing the summons. Be sure to e-file the return of service.

Clear

30

Review the docket text below. The free text window may be used to further describe the
filing, but is not necessary.

If errors are noticed at this time, continue the filing and contact the Help Desk. DO NOT
attempt to click the “back” button to correct the errors.

Click [Next].

Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

Case retention period is: 20 Free Text Window

Docket Text: Modify as Appropriate. V
COMPLAINT || filed by Keith Webber against Samantha

Carlson, Downriver Pontiac, Charles Johnson . Plaintiff requests summons issued. Receipt
No: 0645-79366 - Fee: § 350. County of 1st Plaintiff: Wayne - County Where Action Arose:
Wayvne - County of 1st Defendant: Wayne. [Previously dismissed case: No] [Possible
companion case(s): None] (Adams, Chris)

I'\.Iextl Clear |
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STEP

ACTION

31

This is the final review screen.

Click [Next].

Initiating Complaints and Other Pleadings
2:10-cv-10069 Webber v. Carlson et al

Docket Text: Final Text

COMPLAINT filed by Keith Webber against Samantha Carlson, Downriver
Pontiac, Charles Johnson. Plaintiff requests summons issued. Receipt No:
0645-79366 - Fee: $ 350. County of 1st Plaintiff: Wayne - County Where Action
Arose: Wayne - County of 1st Defendant: Wayne. [Previously dismissed case:
No] [Possible companion case(s): None] (Adams, Chris)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have
no farther opportunity to modify this transaction if vou continue.
Have you redacted?

Source Document Path (for confirmation only):
C:Documents and Settings'clark' My Documents' Training Programs' Training Documents'\08-10002
\Complaint pdf pages: 1

Clear |

32

The filing is now complete and the NEF will display.

4.3

Filing a New Miscellaneous Case

E-Filing users may initiate a new civil miscellaneous case in the CM/ECF system. The following types of
cases can be opened with this event:
Appointments of Receiver

Incoming Letters Rogatory
Motions/Petitions to Quash
Registrations of Judgment

Petitions to Enforce IRS Summons (U.S. Attorney Only)

Applications for Writs of Continuing Garnishment (U.S. Attorney Only)
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4.3.1 General Information
Generally, all miscellaneous cases are opened in the Open a Miscellaneous Case link in CM/ECF. Follow

these steps to

open a new civil miscellaneous case:

STEP ACTION
1 Log into CM/ECF and click Civil from the Blue Menu Bar.
2 Select Open a Miscellaneous Case from the Open a Case category. ZECF e
Civil Events
Open a Case
Open a Civil Case
Open a Miscellaneous Case
Open a Sealed Civil Case
3 This screen describes the types of cases that can be filed using this event. If your case
does not conform to these examples, you will need to use the Open a Civil Case link from
the Civil Menu.
. . EE F Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search
Otherwise, Click [Next]. SEC .
gout
Open a Miscellaneous Case
Welcome to the Attorney Online Submission for Miscellaneous Cases
The miscellaneous case submission program should be used to file cases that require the miscellaneous case fee and should
NOT be used to file new civil cases. Examples of miscellaneous cases include:
Registrations of Judgment
Motions to Quash Subpoenas Issued in Another Federal District
Appointments of Receiver
Incoming Letters Rogatory
In addition, the miscellaneous case program can also be used by Assistant United States Attorneys to file Pefitions to
Enforce IRS § and R for Writs of Garnish: relating to criminal cases.
If your document does not fit any of the descriptions above, go back and choose Open a Civil Case.
4 Click the Case Type drop-down menu and select “mc.”
Change the Office to one of the following only:
e Detroit
e BayCity -
EECF Civil - Criminal ~ Query Reports ~
e Flint =
Logout
Open a Miscellaneous Casé
If thls actionisa reSUIt Of anOther court IChoose one of the following thre®yoffices: Bay City, Flint or Detroit.
action, enter that court information in forget to CHANGE the CABTYPE to MC.
the Other court name and Other court
b f Id Office Detroit ~ Casetype mc ¥ Case number
number tields. Date filed | 10/6/2011
Cl |Ck [Next] Other court name
Other court number
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STEP ACTION

5 Click [Next].

Crimipal ~ Query Reports ~ Utilities ~
Open a Miscellaneous Case

[Did you change the case type to MC on the previous screen?
This must be done in order for the case to be opened properly.
Go back and confirm the case type is set to MC.

6 Add ALL PARTIES to the case as outlined in the section of this manual that describes your
specific type of case. Do not add address information unless the party is Pro Se.

. . Criminal = Guery Reports = Utilities = Search
For general information about Open a Miscellaneous Case
. . DO NOT ENTER ANY ADDRESS INFORMATION FOR YOUR PARTY UNLESS THE PARTY IS PRO SE.
a d d I ng pa rti €s, see 4' 1 '2 Enter party using upper and bower case letters. Refer to the Party Name Data Conventions at bitp:'www, mied uscourts govicmect.
Ad d i ng/Creati nga New Pa rty Examsple: Michigas, State of (NOT state of michigas)
[rasvenren | [Crometase ]| Search for o parry
Collaose 81 Exgand 41 Last/ Business Name First Name Wdde Name

[ search |

4.3.2 Adding Parties to Miscellaneous Case

Depending on the type of case being opened, you may need to add specific parties and select different
types of roles from the Role drop-down menu. The following examples will illustrate various scenarios.

Open a Miscellaneous Case
DO NOT ENTER ANY ADDRESS INFORMMRTION FOR YOUR PARTY UNLESS THE PARTY IS PRO S|
Enter party using upper and lower case letters. er to the Party Name Data Conventions at http://www.mied

Example: Michigan, State of (NOT state of michig

Add New Party 'arty Information
Il Al Expand All Lastname Somes First nan

iddle name Generation

Role | Plaintiff (pla:pty)
Interested Party (ip:pty) ~
Interpleader Defendant (intdftpty)
Prisoner id | Interpleader Plaintiff (intpl: pty)
Intervenor {intv:pty)

Office | Intervenor Defendant (intvd:pty)
Intervenor Plaintiff (intvp:pty)
X | Witne ee {prar oty

Address1

Figure 4.3-1

Appointment of Receiver

When filing an Order Appointing Receiver, ALL plaintiffs and defendants from the originating case in the

originating court are added to the case. See the 4.1.2 Adding/Creating New Parties for more
information on adding parties.

In addition, the Receiver is added as a party with a Role of “Receiver.” Do not add address information
for any parties, including the Receiver.
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Example: Entering an Order Appointing Receiver signed by a judge from the U.S. District Court in
Missouri Eastern. The Receiver appointed is Morris-Anderson and Associates, Limited.

STEP ACTION
1 Add the Plaintiffs and Defendants to the case. See 4.1.2 Adding/Creating New Parties
for information on how to add a party to the case.
2 In the Party Search Screen, enter Morris-Anderson and Associates, Limited in the
Last/Business Name field.
Search for a party
Click [Search]. Last/ Business Name \ssociates, Limited | First Name
'Search!
3 If the search produces a result, click on the name in the Search Results window and click
[Select Party].
If the name does not return any results, click Search Results
[Create New Party].
| setectParty | [ Create New Party |
Search retumned no results. Please try again or create a new party
4 From the Role drop-down menu, click Receiver Party Information
(I"CZpty). Lastname Morms-Anderson and Associ: First nan
Middie name Generation
Title
Role [Defendant (dftpty) [v
Interested Party (i i) ~
£Xo I:'.::; iaaderangeﬁéj;t (intdft pty)
Prisoner id | Interpleader Plaintff (intpl-pty)
Intervenar (intv:pty)
Office | Intervenor Defendant (intvd:pty)
Intervenor Plaintiff (intvp:pty)
Addressi | p1.10al Witness (mw.pty)
Address 2 Medxato.r (med:pty) s
Movant (mov:pty)
Address 3 | Objector (obj pty)
Petitioner (petpty)
State | Plaintiff (pla:pty) Cot
: Property (prop:pty
Prison
Phone  Respondent (res:pty)
Special Master (sm:pty)
Email | Taynavar (tavnb
5 Click [Add Party]. e
Start date 4/20/2011
Corporation no ¥
Add Party
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STEP ACTION
6 Click [Create Case].
Criminal =
‘xample: Michigan, State of (NOT state of michigan)
Add New Party | Create Case Lastname Morr
2ol All Expand Al Middle name
Title
7 Click the Docket Lead Event link and Select Misc. Case — Appointment of Receiver.
Continue the filing. For more information see Filing Initiating Document and Additional
Information Required sections.

Letters Rogatory
When filing Letters Rogatory, ALL plaintiffs and defendants from the originating case in the originating
court are added to the case. See the 4.1.2 Adding/Creating New Parties for more information on

adding parties.

In addition, the Letters Rogatory the party is entered as an “In Re:” party type.

Example: Request by Italy pursuant to the treaty between the USA and Italian Republic on mutual
assistance in criminal matters in the matter of Giuseppe D’Anna.

STEP ACTION
1 Add the plaintiff and defendant in the traditional manner. (See 4.1.2 Adding/Creating
New Parties for more information).
2 Enter in the Last/Business Name field: E——
“« ” Last | Business Name | Letters Rogatary First Name Middle Hame
Letters Rogatory.
Click [SearCh]. Search Resuls
Letters Rogatory
[selectParty | [ CreateNew Party |
The search will return a result. Click Letters Rogatory in the Search results and click
[Select Party].
3 In the Role drop-down menu, select “In Re Eaiyllioanration
(inre:pty)"’ Last name |Letters Rogatory First nam
e Middle name Generation
Title
$ Role | In Re (inre-pty) v
Prose Mo b
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STEP ACTION
4 Click [Add Party]. Party text
Start date |4/1/2011
Corporation no v
lick .
5 Click [Create Case] "ECF T ——
‘xample: Michigan, State of (NOT state of michigan)
Add New Party Create Case
c2llapse All Expand All
6 Click the Docket Lead Event link and Select Misc. Case - Initiating Document, Other .
Continue the filing. For more information see Filing Initiating Document and Additional
Information Required sections.

Motion/Petition to Quash
When filing a motion or petition to quash, ALL plaintiffs and defendants from the originating case are
added to the case. If the party filing the Motion to Quash is not a party to the case, add the moving

party with a party role of “movant.”

Example: ACME Products, Inc. is served a subpoena requesting production of documents for a case in
another district. ACME Products, Inc. is located in this district and files the Motion to Quash in this
court. ACME Products, Inc. is not a party to this case.

STEP ACTION
1 Add the plaintiff and defendant in the traditional manner. (See 4.1.2 Adding/Creating
New Parties for more information).
2 Enter in the Last/Business Name field: 5
" ” earch for a party
ACME Products, Inc. Last / Business Name |CME Products, Inc.| First Name
.
Click [Search].
Search Results
Click [Select Party] or [Create New Party]. [ selectparty | [ Create New Party |
Search retumed no results. Please try again or create a new party
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STEP ACTION
3 Select “Movant(mov:pty)in the Role drop-
down men.” Party Information
I Lastname ACME Products, Inc. First ni
1 Middle name Generati
Title
Role | Movant (mov:pty) v
Prose MNo v
Prisoner Id U
4 Click [Add Party]. Party text
Start date 4/1/2011
Corporation | no ¥
Add Party
5 Click [Create Case].
= ECF Civil = Criminal ~ Query
‘xample: Michigan, State of (NOT state of michigan)
Add New Party Create Case Last name
sollapse All X All Middie name
Title
6 Click the Docket Lead Event link and Select Misc. Case — Initiating Motion . Continue the
filing. For more information see Filing Initiating Document and Additional Information
Required sections.

Registration of Judgment

When filing a Registration of Judgment, ALL plaintiffs and defendants from the originating case in the
originating court are added to the case. See the 4.1.2 Adding/Creating New Parties for more
information on adding parties.

In addition, the Certification of Judgment is added as a party with a Role of “In Re.” Do not add address
information for any parties.

Example: Case Number 94-C-6629 Judgment from the Northern District of lllinois to be registered in the
Eastern District of Michigan.

STEP ACTION
1 Add the plaintiff and defendant in the traditional manner. (See 4.1.2
Adding/Creating New Parties for more information).
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STEP ACTION
2 Enter in the Last Name Field: “Certification of Judgment” followed by the case
number and name of the other
court.
] Search for
ClICk [Search] | Last/Business Name fion of Judgment | First Name
Most of the time, the search will
return no results or results that do Senrch Reaults
not match your search.
Click [Create New Party]. [ setect Party | [ create New Party |
Search retumed no results. Please try again or create a new party
3 Make sure the Last name field contains
the entire information: Party Information
Lastname 6629 Northem District of linia First name
Certification of Judgment + Case e AR,
Tith
Number + Court f
Role | In Re (inre-pty) ~
Prose |MNo v
For this example if the Last Name field
could be expanded, it would look like this:
Last mame Cerfification of Judgmeard 94-C-662% Mothem District of Minois
4 Select “In Re (inre:pty)” from the
Role drop-down menu. Party Information
Last name 6629 Northern District of lllinio First name
Middle name Generation
Title
Role | In Re (inre:pty) v
Prose |No v
5 Click [Add Party]. Party text
Startdate 4/1/2011
Corporation (no v
6 Click [Create Case].
3 ECF Civil - Criminal ~ Query Repo
‘xample: Michigan, State of (NOT state of michigan)
M] Lastname Morri
=oll | Expand All Middle name
Title
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STEP

ACTION

7 Click the Docket Lead Event link and Select Misc. Case — Registration of

Judgment. Continue the filing. For more information see Filing Initiating
Document and Additional Information Required sections.

Petition to Enforce IRS Summons

(For use by United States Attorney’s Office only) When filing a Petition to Enforce IRS Summons, the
United States is added as a party with the role of “Petitioner” and the subject of the IRS Summons is

added as the “Respondent.”

Example: A Petition to Enforce IRS Summons is being filed against Daniel Princinsky. The United
States initiates a Miscellaneous Case with the Petition as the initiating document.

STEP ACTION
1 Enter in the Last/Business Name Search for a party
fleld. ”Unlted StateS Of America” Last/Business Name =d States of America| First Name Middle Hame
Click [Search].
Search Results
United States of America
Select the Un|ted States of United States of America Department of Commerce
America from the list.
[_SelectParty | [ Create New Party |
Click [Select Party].
2 Set the Role to “Petitioner.” ] Party Information
United States of America
a4 Title
Role 5
Prose |MNo v
Prisoner Id Uni
Office
3 Click [Add Party].
[ vl Party text
Start date |4/1/2011
Corporation | no v
Add Party
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STEP ACTION
4 Enter the subject of the Summons in the Search for a party
Last/BUSineSS Name and First Name f|e|ds Last/Business Name Princinsky First Name |Daniel
Click [Search].
Search Results
Select Party ] [ Create New Party ]
Search returned no results. Please try again or create a new party.
Click [Select Party] or [Create New Party].
5 Set the Role to “Respondent.” Party Information
Last name |Princinsky First name |Daniel
Middle name Generation
Title
Role | Respondent (res:pty) b
6 Click [Add Party]. oo
Start date |4/1/2011
Corporation no v
Add Party
7 Click [Create Case].
=ECF Civil -  Crimipal~  Que
“xample: Michigan, State of (NOT state of michigan)
Add New Party
Zollapse Al EmandAl M
8 Click the Docket Lead Event link and Select Misc. Case — Petition to Enforce IRS
Summons. Continue the filing. For more information see Filing Initiating Document and
Additional Information Required sections.
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Applications for Writs of Continuing Garnishment

(For use by United States Attorney’s Office only) When an Application for Writ of Continuing
Garnishment is filed and relates to a previous criminal case, open the case as described in the General
Information section. Add the parties as follows:

e Plaintiff: United States of America
e Defendant: Only the criminal defendant the garnishment pertains to

Once the parties have been added, the case is created and the following screen displays.

EECF civil ~ criminal ~ Query

Open a Miscellaneous Case

Case Number 11-50071 has been opened.

Docket Lead Event?

Figure 4.3-2

IMPORTANT!! When filing an Application for Writ of Continuing Garnishment that relates to a previous
criminal case and is the FIRST document being filed, DO NOT click the Docket Lead Event link shown in
the screen above.

Follow these instructions to docket the Application:

STEP ACTION

1 After receiving the case number, instead of clicking
“Docket Lead Event,” click Civil from the main menu.

Open a Miscellaneous Case

ase Number 11-50071 has been opened.

ocket Lead Event?

2 Click Post-Judgment Collection Documents. Utilities ~ Search

Post-Judgment Filings
Post-Judgment Collection Documents

Sealed Filings
Sealed Document:
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STEP ACTION
3 Click Request for Writ of Garnishment by USA. Post-Judgment Filings
|
CIle [Next] lAvailable Events (click to select an event)
' Answer to Continuing Garnishment -
Final Statement on Garnishment
Gamishee Disclosure
Gamishment Release
Notice of Judgment Lien
Objection to Garnishment
Release of Wage Assignment
Request for Hearing on Garnishment
Request for Writ of Execution Against Property by USA
Request for Writ of Gamishment other than USA
Request to Seize Property
Satisfaction of Garnishment
Subsequent Answer to Continuing Gamishment
Subsequent Garnishee Disclosure A
4 Enter the case number that was assigned in Step 1. Click [Find
this case] and then click [Next]. Post-Judgment Filings
Civil Case Number
5 Click [Next].
Post-Judgment Filings
2-11-mc-50071 United States of An
This docket event is used for Writs o
Garnishment other than USA.
\After the docket enfry is submitted,
6 Click the radio button next to “Yes.”
Click [Next].
Criminal ~ Query Reports ~ Utilities ~ Search
Post-Judgment Filings
2:11-mc-50071 United States of America v. Trump ef al
Does this Request for Writ of Garnishment relate to a criminal case and is this the first document in a new miscellaneous case?
@& Yes
O No

ECF User Manual 61

U.S. District Court, Eastern District of Ml
Last Updated April 27, 2015




Civil Events

STEP ACTION

7 Enter the Criminal Number this case -
=
relates to. UECF

Civil ~ Criminal ~ Query

Post-Judgment Filings

. L. 2:11-mc-50071 United States of America v. Trump et al
Enter the Judge assigned to the Criminal

case. Please enter the related criminal case mumber: |09-20012

Please enter the last name of the judge presiding over the criminal case
Click [Next] . [Example: Rosen

Battani|
Note: The Clerk’s Office will directly assign

| y e
the new miscellaneous case to the same

Judge that heard the criminal case.

8 Finish the filing as normal.

4.3.3 Filing Initiating Document

When filing a new miscellaneous case, you will need to select the appropriate event from the Initiating
Complaints and Other Pleadings = Available Events window (pictured). All available miscellaneous
case initiating documents are listed with “Misc. Case” before the title of the document.

DO NOT select a document with “Civil Case” before the Initiating Complaints and Other Pleadings

title.
Start typing to find an event.

Available Events (click to select an event)
DO NOT select Petition to Enforce IRS Summons or U.S. Civil Case - Complaint, Qui Tam (False Claims Act) ~

ear s . Civil Case - Complaint, Third Party
Attorney Case Initiation, unless you are representing the Civil Case - Counterclaim

Civil Case - Crossclaim

Unlted States Of America. Civil Case - Notice of Remaval

Civil Case - Petition for Writ of Habeas Corpus
Civil Case - Petition for Writ of Habeas Corpus, Deportation

When Filing a Petition for Writ of Continuing Civil Case - Peition for Wit of Mandamus
. Civil Case - Re: Application on Arbitration Award
Garnishment DO NOT use any of these events. (See Misc. Case - Appointment of Receiver

Misc. Case - Initiating Document, Other

“Applications for Writs of Continuing Garnishment” for Misc. Case - Initiating Motion
H H Misc. Case - Petition to Enforce IRS Summons by USA
more Informatlon)' Misc. Case - Registration of Judgment
Misc. Case - U.S. Attorney Case Initiation v
Click on the appropriate event and click [Next]. (See the
ear

Additional Information Required section for more specific
information about each event and to determine which Figure 4.3-3
event to use).

4.3.4 Payment Information

Miscellaneous cases have a fee of $46.00. The fee is paid on-line during the filing process with a credit
card. For more information on how the payment process works, see 4.2 Filing Civil Initiating Document,
starting with step 22. Payment of the fee MUST be made during the filing unless the case is being filed
by the United States Attorney’s Office.
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4.3.5 Additional Information Required

Depending on the type of document selected, there may be additional screens that require specific
information. The table below will detail these screens and what information is required:

TYPE OF MISCELLANEOUS CASE

SCREEN SHOT AND EXPLANATION

Appointment of Receiver:

1. The name of the court the Receiver was
appointed in must be entered in the
first field. The case number must be
entered in the second field.

2. Select whether the image of the Order
Appointing Receiver is a Certified or
Non-Certified image.

SECF

Civil - Criminal ~ Query Reports ~
Initiating Complaints and Other Pleadings
2:11-mc-50031 Jones v. Cooper
Enter the name of the other Court (e.g. District of Maryland): |
Enter the case number from that district
EE C F Civil  ~ Criminal = Query Reports ~

Initiating Complaints and Other Pleadings
2:11-mc-50031 Jones v. Cooper

Are you uploading a scanned image of a certified copy of the order appointing receiver?

LI CERTIFIED
O'NON-CERTIFIED

Initiating Document — Other:

1. This screen reminds the filer that this
event is not to be used if the document
being filed is a Registration of
Judgment, Appointment of Receiver, or
a Motion.

2. This screen requires that the title of the
document be typed in the field.
Example: Letters Rogatory

Crimmal  Query

Report:  Utilities  Search

Logout

Initiating Complaints and Other Pleadings

2:11.mec-50031 Jones v. Cooper

This event should only be used to open a miscellanous case and only if the document is NOT one of the following:
L. Registration of Judgment

2. Appointment of Receiver
3. Motion

If your document is one of the above, go back to the list and choose the appropriate event. If you have any questions,
please call the Electromic Filing Help Desk at 313-234-5042,

[fit is determined by the Court that your case is a regular civil case, you will be required to pay the full civil filing fee
and assigned a mew case number before your case can proceed.

((Clear ]

SECF

Civil ~ Criminal Query

Initiating Complaints and Other Pleadings
2:11-mc-50031 Jones v. Cooper
[Enter the title of your document:

(o) (e

Initiating Motion:

1. This screen advises the filer that this
event should only be used when filing a
motion that initiates a case.

SECF
Initiating Complaints and Other Pleadings
211-me-50031 Jones v. Cooper

Giwil~  Crimmal Query  Reportt  Utiites  Seargh  Logout 7

[This event should only be used to file 2 motion that will be the first document filed in 2 miscellancons case. If this does
baot describe vour documest, abort this eatry and chowe another eveat.
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TYPE OF MISCELLANEOUS CASE

SCREEN SHOT AND EXPLANATION

2. This screen requires that the title after
the word “Motion” should be entered;
such as “to Quash Subpoena.” DO NOT
include the word “Motion” in the text
field.

EECF Civil ~ Criminal Query

Initiating Complaints and Other Pleadings

2:11-mc-50031 Jones v. Cooper
IR.elief requested in motion:

[Example: to Quash Subpoena

Clear

Registration of Judgment:

1. This screen requires the user to enter
the court from which the judgment was
issued.

2. This screen requires that the user
indicate that “Yes” the document being
uploaded is a scanned image of a
certified copy of the judgment and a
Registration of Judgment form
completed by a clerk from the court
where the judgment was issued.

EECF Civil ~ Crimmal Query Reports

Initiating Complaints and Other Pleadings
2:11-mc-50031 Jones v. Cooper
[Enter name of Court (e.g. District of New Jersey): |

g Complaints and Other
Z11-me-50031 Jones v Cooper
Do you affirm that you are uploading

1. A scanped image of & centiied copy of the jodgeest and
2. A Registration of Judgment form completed by a clerk from the Court where the jodgneent was isswed?

G ¥es
CONe
Next | [Clear_
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4.4 Filing an Attorney Appearance

Filing an Appearance is necessary in order to link an attorney to a specific party in a case. Linking an
attorney to a party ensures the attorney receives notices of electronic filing in a case.

To file an attorney appearance, follow these steps:

STEP ACTION
1 Click on Other Documents under the category Other Filings.
EECF Civil b Criminal ~ Query Reports - Utilities ~ Search Logout ‘
Civil Events
Open a Case Other Filings Post-Judgment Filings
Open a Civil Case Notices Post-Judsment Collection Documents
Trial Documents
Initial Pleadings and Service Discoverv Documents
Initiating Complaints and Other Pleadings Appeal Documents
Service of Process Other Documents _
Answers to Complaints/Amended Complaints Habeas Petitions
Other Answers
2 A list displays with all available events in the Other Documents category.
To find “Attorney Appearance,” scroll through the list or begin to type the desired event.
The list will grow shorter as the system narrows the possible choices that match the
criteria. Click the desired event, and the name will appear on the right in the Selected
Event box. \
Other Documents
at Click vour selection, or use arrows tofgighlight it and press Enter.
I Available Events (click to select an event) Selected Event
pp |F~.tturne*; Appearance
Attorney Substitution
[Mext | Clear |
Check that only the intended event is listed in the Selected Event window. The user can
click the [Clear] button to remove all events from the Selected Event window.
3 Enter the case number and click [Find This Case]. Other Documents
Civil Case Number
0B-10002 | =t e |
He::tl Clear
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STEP ACTION
4 Once the case number is found, the Next button will Other Documents
activate.
Civil Case Number
Click [Next]. [2:08-cv-10002
Mext | Clear |
5 This screen serves as a reminder that e-filing an attorney appearance adds to the case only
the attorney whose login and password is used to e-file the document. If multiple
attorneys need to be added to a case, each attorney must e-file an attorney appearance
under his/her own login and password.
To continue, Click [Next].
Other Documents
2-08-cv-10002-GER-MKIM Stinson v Alread
An attorney must e-file their individual appearance under their own login and password to receive
notification of electronic filings (NEFs).
An appearance that lists multiple attorney names should not be e-filed.
Please contact the ECF Help Desk at (313) 234-5042 if vou have any questions about this practice.
Clear |
6 Upload the .PDF file containing the Attorney Appearance.
Click [Browse...] and locate the document to be filed. See 3.6 Uploading Documents for
more information.
Once the file or files have been uploaded, click [Next].
Select the pdf document and any attachments.
Main Document
|| Browse... |
Attachments Category Description
L] _Browse. || = |
Mext | Clear |
Preview your document at this time. This can be done the same way as described in
section 3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot
be edited or changed in any way by an attorney.
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STEP ACTION
7 The Select Filer screen displays. On the left side of the screen all the parties for the case
will be listed.
On the right side of the screen, select the party on whose behalf the filing user is
appearing. In this example, it is Lilly Alread. Click to highlight the party and click [Next].
Pick Filer | Select the
Collapse All Expand All
- 2:08-cv-10002
-Lilly Alread dit Alisad Lily [6R]
-Barney Stinson pla Stinson, Bamey [pla]
Next| Clear | NewFiler |
8 At this point, the filing user is not associated with this case. This screen indicates that the

attorney will now be associated with the party he or she is filing on behalf of. It is
important that the boxes on this screen remain checked.

Notices
2:08-cv-10002-GER-MKM Stinson v. Alread

The attorney is not reflected as representing the listed party.

[Keep the checkmarks in the boxes to add the attorney to each
listed party. This will activate electronic notice of all filings from
this point forward.

¥ Lilly Alread (pty-dft) represented by Chris Adams (aty) M Naotice

N\

First Box Second Box
A checkmark in this box means the filing | A checkmark in the second box means
user will be added to the court docket as | the filing user wants electronic notice of
the attorney of record in this case for the | filings.
listed party.

Click [Next].
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STEP ACTION
9 This screen is the final check before committing this transaction. Look through the docket
text to make sure it is correct, and verify the case number at the top of the screen.
Notice the Source Document Path as another check that the correct PDF is uploaded to
the record. At this point it is still possible to click back and make changes.
Click [Next] to su bmit Docket Text: Final Text
NOTICE of Appearance by Chris A Adams on behalf of Lilly Alread. (Adams, Chris)
Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.
Have vou redacted?
Source Document Path (for confirmation only):
C:Dx and Setti lark My D Training Programs! Training Documents\08-10002\ATTORNEY
APPEARANCE pdf pages:2
Clear
Note: Once the Next button is clicked, the transaction cannot be cancelled or changed.
10 The Notice of Electronic Filing displays.

4.5 Filing an Answer to Complaint

Follow these steps to file an answer to complaint, claim, counterclaim, cross-claim or third-party

complaint.
STEP ACTION
1 To file an answer to complete, click on “Answer to Complaints/Amended
Complaints/Habeas Petitions” under the category of 2
Initial Pleadings and Service. SECF Gl Griminatc Qu
Civil Events
Note: DO NOT use this event if filing an answer to a Open a Case o
. . . . Op. Cil C:
document that is NOT a complaint, claim, cross-claim, Cita st ChiCa
counterclaim, cross-claim or third party complaint. Tnitial Pleadings and Service
Instead, use “Other Answers.” Initiating Complaints and Other Pleadings
Senvice of Process
Answers to Complaints and Habeas Petitions
Other Answers
2 Enter the case number and click [Find This Case]. [Answer to Complaints, Amended C
Civil Case Humber
D5-10002 = |
IExt Clear
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STEP

ACTION

If the case number is found, the [Next] button will activate. Click
[Next] to continue.

Civil Case Number

|2:08-cv-10002

M Clear |

The Select Filer screen displays.

To select the filer, click on the filer's name on the right hand side of the screen in the Select
the Party window. In this example, the defendant, Lily Alread is selected.

Click [Next].

Pick Filer | Select the filer.

Collapse All Expand All

Select the Party:

#Barney Stinson pla

Nexll Clearl New Filer |

At this point, the filing user is not associated with this case. This screen indicates that the
attorney will now be associated with the party he is filing on behalf of. It is important that
the boxes on this screen remain checked.

Notices
2:08-cv-10002-GER-MKM Stinson v. Alread

The attorney is not reflected as representing the listed party.

eep the checkmarks in the boxes to add the attorney to each
listed party. This will activate electronic nofice of all filings from
this point forward.

¥ Lilly Alread (pty:dft) represented by Chris Adams (aty) ¥ Notice

First Box Second Box

A checkmark in this box means the filing A checkmark in the second box means
user will be added to the court docket as the filing user wants electronic notice of
the attorney of record in this case for the | filings.

listed party.

Click [Next].

ECF User Manual 69 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015




Civil Events

STEP ACTION

6 The system now displays all of the complaints and claims, including notices of removal,
counterclaims, cross-claims and third-party complaints, for which an answer is still due in the
case. Check the box next to the entry that this answer relates to and click [Next].

Answer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKM Stinson v. Alread
Include Date # Docket Text
¥ 01/22/2008 1 COMPLAINT filed by Barney Stinson against Lilly Alread Receipt No: 52552 -
Fee: 5350 (Lung, V)
Mext | Clear |
Note: If the complaint was originally filed in another court and the case has been removed
to federal court, select the Notice of Removal.
For more information about the complaint, click on the complaint’s document number
hyperlink (1) to log into PACER and view the electronic image of the complaint. PACER fees
will apply.

7 This screen reminds the filer of the obligation to file a Statement of Disclosure of Corporate
Affiliations and Financial Interest if representing a corporate party. Once the filing of the
answer to complaint is complete, the user should prepare and e-file the Statement (if
required) as a separate filing. (This form can be found on the court’s web site at
www.mied.uscourts.gov in the Forms section.)

Answer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKM Stinson v. Alread
Reminder: Pursuant to LR §3.4, all corporate parties to a civil case must file a Statement of Disclosure of Corporate
\Affiliations and Financial Interest. If required and vou have not already done so, please prepare and e-file this
Statement immediately after the completion of this e-filing.
Clearl
Click [Next] to continue.
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STEP

ACTION

8 Upload the PDF file containing the Answer.

Click [Browse] and locate the document to be filed. See 3.6 Uploading Documents for

more information.

Once the flle or ﬁles haVe Select the pdf document and any attachments.
H Main Document
E)ﬁent;ploaded, click “ —
ext).
Attachments Category Description
1_| Browse... | I j I
MNext | Clear

Preview your document at this time. This can be done the same way as described in
section 3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot
be edited or changed in any way by an attorney.

9 The next screen asks if there are additional documents included with the answer to
complaint. Answer appropriately and click [Next].

2:08-cv-10002-GER-MKM Stinson v. Alread

C Yes
' No

MI Clearl

Answer to Complaints, Amended Complaints, Habeas Petitions

Does this filing include a cross-claim, counterclaim or third party complaint?

10 If the answer in step 9 is “yes,” the screen below displays.

lJAnswer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKNM Stinson v. Alread

(Only check the box(es) below if vour counterclaim, cross-claim and/or third-party complaint is included with vour
answer to complaint as one PDF document.

If vour counterclaim, cross-claim or third-party complaint is prepared as a separate PDF, do not check any boxes

below. Instead, complete yvour current e-filing and submit vour other documents as a separate e-filing immediately
after.

™ Does this filing include a counterclaim 7 (If ves, click on the box)
™ Does this filing include a eross-claim ? (If ves, click on the box)

¥ Does this filing include a third-party complaint? (If ves. click on the box)

Ne_xTI Clear

Put a check mark in the box by the appropriate question and click [Next].
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ACTION

Depending on the selection above, new parties may need to be added to the case. See
4.1.2 Adding/Creating a New Party for information on how to add a new party to a case.

If the answer includes a jury demand, choose “Yes”. If a reliance on jury demand is included,
choose “Yes”. If neither applies, choose “No”.

Click [Next] to continue lAnswer to Complaints, Amended Complaints, Habeas Petitions
’ 2:08-cv-10002-GER-MKM Stinson v. Alread

|Does this Answer include a jury demand?

* Yes
" No

Mext | Clear

12

If the answer includes affirmative defenses, choose “Yes”. If not, choose “No”.

Click [Next] to continue. IAnswer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKM Stinson v. Alread

|Does this Answer include Affirmative Defenses?

& Yes
" No

M Clear |

13

If necessary, modify the docket text to be entered on the official case record in the ECF

system. Use the free-text boxes and drop-down boxes, but only add text that is necessary to
adequately describe the document.

Click [Next] to continue.

Answer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKM Stinson v. Alread

Docket Text: Modify as Appropriate.

ANSWER to Complaint with Affirmative Defenses with Jury Demand
I 'I THIRD PARTY COI\[PLAD’T'
Duncan Kane by Lilly Alread. (Morrow, Sandra)

Ne_xtl Clear |

]

filed by Lilly Alread against
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STEP ACTION

If there are any mistakes in the docket text, it is still possible to fix them. Click on
the “Back” button in the browser or click on “Civil” to start over.

14 The next screen is the final check before committing this transaction. Once again, review the
docket text to make sure it is correct. Verify the case number at the top of the screen. Notice
the text in red and blue.

Once the information is verified, click the [Next] button.

Answer to Complaints, Amended Complaints, Habeas Petitions
2:08-cv-10002-GER-MKM Stinson v. Alread

Docket Text: Final Text

ANSWER to Complaint with Affirmative Defenses with Jury Demand, THIRD PARTY
COMPLAINT filed by Lilly Alread against Duncan Kane by Lilly Alread. (Morrow, Sandra)

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

Source Document Path (for confirmation only):
C-:Documents and Settings'Lung'Desktop'\08-10002\answer to complaint pdf  pages: 2

Clear |

15 The Notice of Electronic Filing will display.

4.6 Filing of Discovery Materials

The District Court does not accept discovery material in accordance with Federal Rule of Civil Procedure
5(d) and Eastern District of Michigan Local Rule 26.2:

4.6.1 Fed.R. Civ. P. 5(d)

FILING CERTIFICATE OF SERVICE: All papers after the complaint required to be served upon a party,
together with a certificate of service, must be filed with the court within a reasonable time after service,
but disclosures under Rule 26(a)(1) or (2) and the following discovery requests and responses must
not be filed until they are used in the proceeding or the court orders filing: (i) depositions, (ii)
interrogatories, (iii) requests for documents or to permit entry upon land, and (iv) requests for
admissions.

Note that “Discovery requests” include deposition notices and “Discovery responses” include objections.
[Please review Fed. R. Civ. P. 30, 31, 33, 34, and 36.]
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4.6.2 LR 26.2 Filing of Discovery Material [Effective 7/01/01]
(a) Depositions, interrogatories, requests for the production of documents, requests for admission and
responses to such discovery material shall not be filed with the Clerk except:

(1) When discovery material provides factual support of a motion, response, or reply, the party
relying on the material must file it as an exhibit or attachment to the motion, response, or
reply.

(2) When discovery material is to be read or otherwise used during a trial, hearing or other
miscellaneous proceeding, the party relying on the material must file it at the start of the trial,
hearing or proceeding or at such later time as the Court permits.

(b) Filing of all deposition material shall be only in written form. If audiotaped or videotaped, a written
transcript of the depositions will be accepted for filing.

(c) The party taking the deposition, initiating interrogatories, requesting the production of documents and
admissions and any responses to such requests shall maintain custody of the deposition or other discovery
material until it is filed with the Court, or until six months after the expiration of the last applicable appeal
period, or until the Court directs otherwise. When the Court orders filing, the party charged with custody
of the discovery material must file it with the Court within 10 days of service of the order, unless the Court
directs otherwise.

(d) If discovery material not previously filed with the Clerk is needed for an appeal in a case, the party
maintaining custody of the discovery material shall file it with the Clerk either on stipulation of the parties

or on order of the Court.

Note: See Notice Regarding Filing of Deposition and/or Other Discovery Material (Local Rule 26.2)

4.7 Filing a Civil Motion

Follow the steps below to file a motion in a civil case:

STEP ACTION
1 After logging into the system and clicking on “Civil”, choose 3 S —
Motions under Motions and Related Filings. (Civil Events

Open a Case [
Open a Civil Case

Initial Pleadings and Service
Initiating C 1 and Other Pleadings
Service of Process
Answers to Complaints' Amended Complaints Habeas Petitions
Other Answers

Motions and Related Filings
Motions
R s, Replies and Suppl ] Briefs

ECF User Manual 74 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015



Civil Events

STEP ACTION
2 The next screen displays a reminder about proper format of motions and briefs in support of
motions.
Motions
Click [Next].

LR 7.1(c)(1)(A) requires that motions be accompanied by a brief. Therefore, when filing a
motion, the brief and required certificate of service should be contained in and filed as one PDF
document. (See Filing User Manual section 4.4 Filing a Civil Motion)

If your motion does not conform to the above practice, please reformat into one PDF file before
continuing.

Clear |

3 The next screen displays a list of motion types. Click to select the desired motion type. To select

multiple motion types click the additional types and they will be displayed in the Selected
Events window.

Motions
|f the Speclflc rellef the mOtIOn IS aSkI ng for Find the motion type that best describes your document.

iS nOt | n th |S | |St, Se|eCt “ M OtIO n - F ree .” The motion type vou select does NOT have to exactly match the title of vour document.
The EC F syste m W| | I p rom pt for a You will have the opportunity to add further description to the docket text before

completing the e-filing.
description of the relief on a later screen.

If vou are unable to find anything on the list that best describes the motion vou are filing,
select Motion - Free.

CI |Ck [Next] . Start typing to find an event.
Available Events (click to select events)
[Adoun &

Alternate Senice

Amend/Correct

Appoint Counsel

Appoint Guardian/Attorney ad Litem

Appoint Receiver

Approve Consent Judgment

Attorney Fees

Bifurcate

Bond

Certificate of Appealability

Certify Class

Change Yenue

Compel

Consolidate Cases ~

Selected Events (click to remove events)

Clear

Check that only the intended event is listed in the Selected Event window. The user can
click the [Clear] button to remove all events from the Selected Event window.

4 The system prompts for the case number. Enter the
case number and select [Find This Case]. Civil Case Number
o002 | = |
[t | Clear |
5 If the case number is found, the [Next] button will activate.

Civil Case Number

[2:08-cv-10002

Click [Next] to continue.

ﬂl Clear |
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STEP ACTION
6 The pick filer screen opens. Select the party filing this [wetions
document from the Select Party window on the right side %o 10002 GERMEM Stsan
of the screen.
Click [Next] to continue. ::' L. == m;.w
-Ba:urr;;nnn pla
nsan, Bamay [pla]
Mext| Clear | Mew Filer
7 Upload the PDF file containing the Motion.
Click [Browse] and locate the document to be filed. See 3.6 Uploading Documents for more
information.
Select the pdfd ent and any attach
Once thefile or files  yri Document
have been uploaded, | Browse... |
click [NEXt]' Attachments Category Description
1_| Browse... || j |
MNext Clear |
Preview your document at this time. This can be done the same way as described in
section 3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot
be edited or changed in any way by an attorney.
8 Modify the docket text if necessary by using the drop down window or the free-text window.
Verify that all the Motions
information is correct 2:08-cv-10002-GER-MKM Stinson v. Alread
and click [Next]. reassigned
Docket Text: Modify as Appropriate.
[ ~| NIOTION for Summary Judgment | by Lilly Alread.
(Attachments: # (1) Index of Exhibits, # (2) Exhibit A - Deposition Transcript, # (3) Exhibit B -
Email) (Adams, Chris)
MNext Clear |
If there are any mistakes in the docket text, it is still possible to fix them. Click on
the “Back” button in the browser or click on “Civil” to start over.
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STEP ACTION

9 This is the last opportunity to check the information. Notice the file paths below, use these to
verify that the correct files have been uploaded.

Docket Text: Final Text

Click [Next] to commit the transaction. MOTION for Summary Judgment by Lilly Alread. (Attachments: # (1) Index of
Exhibits, # (2) Exhibit A - Deposition Transcript, # (3) Exhibit B - Email) (Adams,
Chris)

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

Source Document Path (for confirmation only):

C:Documents and Settings'clark\My Documents! Training Programs! Training Documents!08-10002
'\MOTION FOR SUMMARY JUDGMENT pdf pages: 4

C:Documents and Settings!clark\My D: \Training Programs! Training D ‘D for
Training'IndexEx pdf  pages: 1

C:Documents and Settings'clark\My Documents\ Training Programs' Training Documents'Documents for
Training ExA pdf  pages: 4

C:Documents and Settings'clark'My Documents\ Training Programs' Training Documents'Documents for
TrainingExB.pdf pages: 7

Clear

10 The Notice of Electronic Filing will display.

4.8 Filing Summons Returned Executed

Filing a summons returned executed requires the paperwork to be converted into a PDF file. If necessary,
scan the back side of the summons and the green card used for certified mail and convert into a PDF for
upload into the ECF System.

PLEASE NOTE: These instructions are for e-filing a summons returned executed only. Certificates of
service for other pleadings, such as motions, should be included as the last page of the pleading

when they are e-filed and not submitted to the court as a separate e-filing.

Follow these steps to file a summons returned executed:

STEP ACTION

1 Click on Service of Process under the category Initial F o cmiies iy M
Pleadings and Service.

Open a Case
Open a Civil Case

Initial Pleadings and Service
iy [nitiating Complamts and Other Pleadings
(™ Service of Process

Answers to Complaints Amended Complaints Habeas Petitions
Other Answers
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STEP ACTION
2 Click on the event “Certificate of Service/Summons Returned Executed” so it appears in the
Selected Events list and click [Next].
Service of Process
‘ Start typing to find another event.
|Available Events (click to select events) Selected Events (click to remove events)
Certificate of Service (Docket Event Moved to Other Documents Cate  [Certificate of Senice/Summons Retumed Executed
Request for Additional Summons
Summeons Returned Unexecuted
Waiver of Senice Executed - 60 Day
Waiver of Senice Executed - 90 Day
Waiver of Service Unexecuted
Mext C\earl
3 Enter the assigned case number and click [Find This Case]. Service of Process
Civil Case Number
0a-1000 _Find Thi Case |
Hee.tl Clear
4 If the case number is found, the [Next] button will become active. Service of Process
Civil Case Number
|2:08-cv-10002
Mext | Clear |
5 Click [Next] to continue. [ervice of Process
[2:08-cv-10002-GER-MKM Stinson v. Alread
Clear
6 The next step is to upload the PDF file containing the summons returned executed into the ECF
system. The NOTICE reminds the user to be sure that the summons was properly served. If it
was not, this event should not be used.
C|ICk [BrOWSE] a nd |0cate the INOTICE: This event should only be used if the party was served with a summons in accordance with Fed. R. Civ. P. 4.
document to be filed. See 3.6  [Select the pdfd and any attach
Uploading Documents for Main Docament
. . B .
more information. owse. |
Attachments Category Description
Once the file or files have been || Browss... || il
uploaded, click [Next]. S——
Preview your document at this time. This can be done the same way as described in section 3.6
Uploading Documents steps 9-10. Remember, once submitted, a filing cannot be edited or
changed in any way by an attorney.
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STEP ACTION
7 If the party served was the U.S. Government, S -
. ervice of Process:
or an agency, department or official of the |208.cv-10002-GER-MKM Stinson v. Alread
U.S. Government, type “y”. If not, type “n”
and click [Next] . [[s the party served the U.S. Government, or an agency, department or official of the
U.S. Government Y/N7r|
M Clearl

8 Select the party that was served the summons. e o SEUED

DO NOT pick the filer of this document. slect the party )
Select the Party: OR Select a Group:
In this case the plaintiff is verifying the defendant
vs;]as Izrgpirllyhﬁe}:ve:, therefore the defendant Stinson, Barney [pla] @ No Group
should be highlightec. O All Defendants
Click the appropriate party and click [Next]. O Al Plaintifis
) Al Parties

Note: If the party served is not listed, add the
party by clicking [New Party]. For more
information see 4.1.2 Adding/Creating New Party [Mext | |Clear || New Party |

9 Enter the date the party was served. After entering the “Date Served,” the “Date Answer Due”

field will automatically populate. The formula takes into account days when the court is closed
and weekends.

Service of Process:
2.08-cv-10002-GER-MKM Stinson v. Alread

Click [Next].

[Enter date served and date answer is due
Party Claim Date served
Lilty Alread - Complaint(filed 01/22/2008) |1.|’23.1’2008

Date answer due
|2112/2008

NOTE: Be sure to enter the date
served, not the date the summons was
issued.

M Clear |

10 | Click [Next].

Service of Process:
2-08-cv-10002-GER-MKM Stinson v. Alread

Mext Clear
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STEP ACTION
11 Review the final docket text before completing the filing. Also review the Source Document Path
to make sure the proper PDF is going to be uploaded in the system.
Service of Process:
2:08-cv-10002-GER-MKM Stinson v_Alread
Docket Text: Final Text
CERTIFICATE of Service/Summons Returned Executed. Lilly Alread
served on 1/23/2008, answer due 2/12/2008. (Lang, Scott)
Attention!! Pressing the NEXT button on this screen commits this transaction. You
will have no further opportunity to modify this transaction if vou continue.
Source Document Path (for confirmation only):
C:Documents and Settings'Lung Desktop'08-10002'Summons Returned pdf  pages: 2
Mext | Clear |
Click [Next].
12 The Notice of Electronic Filing will display.
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5 Filing Documents Under Seal

Civil documents can be filed under seal using the ECF System. When a document is filed under seal, a
Notice of Electronic Filing (NEF) will be sent to all parties; however, the document will not be viewable
via the hyperlink contained in the NEF. The filing party must send copies to the other case participants.

Although the capability exists to file a document under seal at any time, LR 5.3 and LR26.4 still require
the filer obtain leave of the Court before filing a document under seal.

Note: At this time criminal documents cannot be filed under seal and must be filed in the traditional
manner.

The following procedural steps can be applied to any sealed document. The events progress the same
as unsealed events with the exception of several new screens.

STEP ACTION

1 From the ECF System Main Menu, click Civil.

EECF Givil = Criminal = Query Reports ~ Utilities ~ Searsh Logout

.5, District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

This message is contained in the file Operationotice bim
Yot may use this fle 1o slert users to curren CAMECF operational tsses

Be sre to check the cout web site for updated policies and informasion about possible sstem dov fime-vr mied usconrts g cmec.

2 Click Sealed Documents.

Reports Utilities Search

Other Filings Post-Judgment Filings
Notices Post-Judgment Collection D
Trial Documents
Appeal Documents Sealed Filings

Other Documents Sealed Documents
Discovery Documents
Emergency Documents

3 Select document type from the list of available
events and click [Next].

EECF Civil ~ Criminal ~ Query Reports

Search Logout
Sealed Documents

Note: If the specific type of document being filed ‘ Start typing to find an eveat.

is not listed, select Sealed Document — Other. el Moeiie (shd o esi e
Sealed Document - Other
Sealed Exhibit
Sealed Motion
Sealed Reply to Response to Motion
Sealed Response to Motion
Selected Event

Clear
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STEP ACTION
4 Enter Case Number and click Find This Case. E
EECF civil - Criminal ~
. . . Search Logout
Note: The [Next] button will become active when case is = -
. . Sealed Documents
found. Click the [Next] button to continue.
Civil Case Number
5 Select the party filing the document and click [Next]. Select the filer.
Select the Party:
AAA Products, Incorporated  [dft]
AAA Products, Incorporated [3pp]
Creative Products. Incorporated [3pd]
‘Dynamic Corporation [pla]
Next | Clear | Hew Filer
6 This screen informs the filer that the EECF Civil =  Criminal -  Query Reports -  Utilities ]
document can only be filed pursuant to Searzh  Logout
. Sealed Documents
Local RUIeS 5.30r26.4. It aIso adwses 2.05-Cv-G0001-NGE-WC Dynamic Corporalion v AAA Products, Incormaoraled
that the document must be served in the
iti Sealed documents can only be filed pursuant to Local Rules 5.3 or 26.4.
tradltlonal manner. Only the germane portion of a filing may be sealed. For example, if the
sealed ltem bs an exhibit to a motion, response, or reply; only the exhibit
. . may be sealed.
After reading the screen, click Yes to
. . . Your sealed document will only be viewable by chambers for the assigned
afﬂrm com pllance W|th COU rt RUIeS and judge. A notice of electronic filing will be sent to opposing counsel whe
. WILL NOT be able to view the document. ** Service mn ¢ éffected in the
click [NeXt]- rraditional manner, **
Do vou affim that vou have read the above statement and that vou are in compliance with the
Court Rules
O Yes
@ No
l‘ ['.'— =)
7 Click [Browse] and locate the document to be filed. See 3.6 Uploading Documents for
more information. Once the file or files have been uploaded, click [Next].
Select the pdf document and any attachments.
Main Document
Browse
Attachments Category Description
1,| Browse... | j |
M Clear
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STEP ACTION
Preview your document at this time. This can be done the same way as described in
section 3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing
cannot be edited or changed in any way by an attorney.
8 Fill in the relief requested in the text box. Click [Next].
Criminal
Sealed Documents
2:05-cv-60001-NGE-WC Dynamic Corporation v. AAA Products, Incorporated
[Relief requested in motion: e_g. for Summary Judgment
Preliminary Injunction
Mext | Clear |
9 If this document relates to another document on the docket, indicate this by clicking the
box on this screen and click [Next].
If this document does not relate to another document on the docket, leave the check box
blank and click [Next].
EE c F Civil Criminal Query Reports
Note: The Filed and Sealed Documents
Documents boxes are 2:05-cv-60001-NGE-WC Dynamic Corpaoration v. AAA Products, Incorporated
optional to narrow down
options on the next [~ Should the document vou are filing link to another document in this case?
screen. Filed | to |
Ducumenlsl to I
Mext | Clear |
10 Review docket entry. Use the optional text box to further describe the filing if necessary.
CliCk [Next]. Criminal Reports Utilities. Search
Sealed Documents
2:05-cv-60001-NGE-WC Dynamic Corporation v. AAA Products. Incorporated
Docket Text: Modify as Appropriate.
SEALED MOTION Preliminary Injunction by Dynamic Corporation. (Adams, Chris)
’Ne;nl Clear
Note: Be sure the word SEALED appears before the event that you are filing. If it does not,
stop the filing and use the Sealed Category of events.
11 Review the final docket text before completing the filing. Also review the Source Document
Path to make sure the proper PDF is going to be uploaded in the system.
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STEP ACTION
Click [Next].

Crimipal Query Utilities. Search Legout

Sealed Documents
05.0¢-60001-NGE-WC Dynamic C At Prodyucts Inc

Docket Text: Final Text
SEALED MOTION Prelimi Inj) lon by Dynamic Cor lon. (Adams, Chris)

essing the NEXT button on this screen commits this transaction. You will have so further opportunity to modify this transaction if vous

Source Document Path (for confirmation only):
C\Documments and Settings clark My Documents ATCOP 2010ATCOPIyerd p&  pages: 1

Hext I Cloar

12

The Notice of Electronic Filing will display.

5.1.1 Filing Sealed Initiating Documents
Filing a new case under seal is different than filing documents under seal. Before filing the new case,
contact the help desk at 313-234-5042. Note: The help desk is only available 8:30 a.m. to 4:30 p.m.,

Monday through Friday. For emergency after-hour filings, contact the U.S. Marshals Service Control
Center at 313-234-5656.

5.1.2 Filing Exhibits Under Seal
When filing a document that contains exhibits, there are two different scenarios:

e Some or all of the exhibits are being filed under seal, but the main document is not.
e The main document is being filed under seal as well as the exhibits.

IF... THEN...

Some or all of the exhibits are File main document in the appropriate civil
being filed under seal, but the category; and use the “Sealed Exhibit” event
main document is not, to file the exhibits that are under seal. Be

sure to relate those exhibits to the main
document when prompted.

Main document and exhibits are Use the appropriate sealed event to file the
being filed under seal, main document, and then select “Yes” to the
attachments question to upload the exhibits
that are under seal.
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6 Criminal Events

6.1 Filing a Criminal Motion

Follow these steps to file a motion in a criminal case:

STEP

ACTION

1

After logging into the ECF system and reaching the Welcome Screen, click on the word
Criminal in the Main Menu Bar.

UECF Civil crlmlr:al Query ﬂepnrvts Utilities Search Logout

U.S. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Click Motions.

Criminal Events

Other Filings
Discovery Documents
Waivers
Service of Process

Motions and ted Filings Notices
Motions % Trial Documents
Responses, Replies and Suppl tal Briefs Appeal Documents

Other Documents

Charging Instruments and Pleas
Plea-Related Documents

Applications, Petitions, Requests and Related Filings
Applications Petitions Requests
ApplicationPetition Request Responses and Replies

This screen reminds the filer that when filing a motion, the required brief and certificate of
service must be included as one complete document. Do not make the brief an attachment
to the main paper and do not send the brief as a separate filing.

Click [Next]. Motions

LR 7.1{c)}(1)}(A) requires that motions be accompanied by a brief. Therefore, when filing a motion,
the brief and required certificate of service should be contained in and filed as one PDF document.
(See Filing User Manual section 5.1 Filing a Criminal Motion)

If your motion does not conform to the above practice, please reformat into one PDF file before
continuing.

Clearl
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STEP ACTION

4 Enter the case number and click [Find This
Case].

IMotions

Criminal Case Number

[07-20085 Find This Case |
[ext | Clear |

5 If there is more than one defendant in the  Motions
case, the system displays the main case e ——
and a list of the individual defendant cases. [eororzooes7 | Hide Gase List |
. . . Select a case
Select the defendant(s) this motion applies | 3 7.20085.Ac-0AS USA . Mittieman etal -
to. |n this examp|e itis the seventh [ 2:07-cr-20085-AC-DAS-1 Irving M Mittleman
- ! . 7 2:07-cr-20085-AC-DAS-2 Frederick Dewayne Washington
defendant, Markus Sloane. After selecting I™ 2:07-cr-20085-AC-DAS-3 Erving M Mittleman, Jr
. M 2:07-cr-20085-AC-DAS-4 Anthony Braddock
that defendant’s name, click [Next]. I™ 2-07-cr-20085-AC-DAS-5 Larong Harris
7 2:07-cr-20085-AC-DAS-6 Allan Starghill

F# 2:07-cr-20085-AC-DAS-7 Markus Sloan
™ 2:07-cr-20085-AC-DAS-8 Dick Shepherd

Mext Clear
6 The Select Filer screen displays. On the
. . Select the filer.
left side of the screen all the parties forthe | .u —e
USA pla Select the Party:

case will be listed.

®lrving M Mittleman  dft
Frederick Dewayne Washington dft
Ervirlg M Mittleman, Jr  dft

On the right side of the screen, select the |, ,ongtarris
party who is filing this motion. Click to Al Sl 6

Markus Sloan dft

highlight the party and click [Next]. #Dick Shepherd an

:Soa Markus [dft]
Shepherd, Dick [dft]

Warning: You may only select a party for
which the filing user has an appearance on the record. The other parties are greyed out.
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STEP ACTION

7 The next screen displays a list of motion types. Click tO  Find the motion type that best describes your document.
Se|eCt the deslred m0t|0n type TO Select mult'ple The motion type vou select does NOT have to exactly match the
motion types click the additional types and they Will De  Lomtetis e e © 244 further descripfion fo the dg
displayed in the Selected Events window.

If you are unable to find anything on the list that best describes
select Motion - Free.

If the specific relief that you are seeking is not in this Start typing to find another event

Available Events (click to select events)

list, select “Miscellaneous Relief.” The ECF system will = [iLimine

. . . . Joinder in Existing Mation
ask for a description of the relief on a later screen. Click |Judgmen: of Acquital
Leave to File Document
[Next]. —— Modify Conditions of Pretrial Release
Modify Conditions of Probation/Supervised Release
‘% IMotion - Free
Mew Trial
Produce
Protective Order
Psychiatric Exam
Quash
Reconsideration
Recusal
Reduce Sentence e

~

Selected Events (click to remove events)
‘ Motion - Free

8 The next step is to upload the PDF file containing the motion, brief, and certificate of service
into the ECF system.

Click [Browse] and locate the
document to be filed. See fain Docamen

3.6 Uploading Documents _Browse... |~ —

for more information.

Select the pdf document and any attachments.

Attachments Category Description

Once the file or files have 1. _Browse.. | o
been uploaded, click [Next]. Newt| e

Preview your document at this time. This can be done the same way as described in section
3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot be edited
or changed in any way by an attorney.

9 If necessary, modify the docket text appropriately.

It is possible to further describe the motion with the drop down and free-text boxes.

Click [Next].

Docket Text: Modify as Appropriate.
I 'I MOTION to Suppress |Evidence by Markus Sloan. (Morrow, Sandra)

Ne_x‘[l Clear |
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STEP ACTION

10 This screen is the final check before submitting this transaction. Once again, look through the
docket text to make sure it is correct, and verify the case number at the top of the screen.

Notice the text in red and blue.

Click [Next].

Docket Text: Final Text
MOTION to Suppress Evidence by Markus Sloan. (Morrow, Sandra)

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

Source Document Path (for confirmation only):
C:Documents and Settings'Lung'Desktop'\07-20085'Motion to Suppress pdf pages: 2

Clear |

11 The Notice of Electronic Filing will display.

6.2 Filing a Notice of Joinder/Concurrence to Motion

In multi-defendant cases, an attorney will sometimes file a notice of joinder to a co-defendant’s motion.

STEP ACTION

1 Click on Criminal in the Main EECF gwil - Criminal Query  Reports  Utiiies - Search  Logout
Menu Bar. —

U.S. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

2 Click on Notices under the heading Other Filings.

Criminal Events

Other Filings
Charging Instruments and Pleas Discovery Documents
Plea-Related Documents Waivers
Service of Process
Motions and Related Filings -_\'oﬁces
Motions Trial Documents
Responses, Replies and Supplemental Briefs Appeal Documents

Other Documents
Applications, Petitions, Requests and Related Filings

Applications Petitions Requests
ApplicationPetition Request Responses and Replies

U.S. District Court, Eastern District of Ml
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STEP ACTION
3 Select “Joinder/Concurrence” from the Available Events list. The event appears in the
Selected Event window.
Notices
|
Available Events (click to select an event) Selected Event
Change of Electronic Filing Registration Infarmation Farm =] |JoincIer.-"Conmlrrence
Discovery MNotice
Expert Evidence of Mental Condition
Insanity Defense
Intent to Offer Evidence
MNatice - Other
Motice of Intent to Seek Death Penalty
Penalty Enhancement
Public Authority Defense
Withdraw Motion
Withdrawal of Alibi
Withdrawal of Expert Evidence of Mental Condition
Withdrawal of Insanity Defense =
Withdrawal of Public Autharity Defense =
Next | Clear |
Click [Next].
4 Enter the case number in the next screen and Notices
click [Find This Case].
Criminal Case Number
[o7-20085 Find This Case
et | Clear |
5 Because this is a multi-defendant case, the system displays a list of all defendants in the case.
When filing a Notice of Joinder, you must select the defendant filing the notice of joinder
and the defendant that originally filed the motion. In this example, defendant number
eight is joining a motion filed by defendant number seven. A checkmark should be placed by
each applicable defendant’s name.
Click [Next].
Criminal Case Number
[207-cr-200857 8 _Hide Case List |
Select a case:
[C2:07-cr-20085-AC-DAS USA v. Mittleman et al =
M 2:07-cr-20085-AC-DAS-1 Irving M Mittleman
[ 2:07-cr-20085-AC-DAS-2 Frederick Dewayne Washington
[ 2:07-cr-20085-AC-DAS-3 Erving M Mittleman, Jr
M 2:07-cr-20085-AC-DAS-4 Anthony Braddock
M 2:07-cr-20085-AC-DAS-5 Larong Harris
[~ 2:07-cr-20085-AC-DAS-6 Allan Starghill
¥ 2:07-cr-20085-AC-DAS-7 Markus Sloan
¥ 2:07-cr-20085-AC-DAS-8 Dick Shepherd
Mext | Clear |
ECF User Manual 89 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015




Query

STEP

ACTION

Click [Next] to continue to file the Notice. Nofices

2.07-cr-20085-AC-DAS USA v. Mittleman et al

Clearl

The system displays the parties in the case. On this
screen, only select the party filing this notice.

Select the filer.

Select the Party:
Click on the filer's name and click the [Next] button.

USA [pla]
. ) Mittlerman, Irving M [dft]
Warning: You may only select a party for which the Washington, Frederick Dewayne [dft]

filing user has an appearance on the record. The other Mittleman, Ening M, Jr [dft]

. Harris, Larong [dft]
parties are greyed out. Starghill, Allan [dft

Shepherd, Dick [dft]

Next| Clear |

The next step is to upload the PDF file containing the Notice of Joinder into the ECF system.

Select the pdf d and any hment:

Click [Browse] and locate the
(Main Document

document to be filed. See 3.6 Browse |~ —

Uploading Documents for more
information.

Attachments Category Description

Browse. | j |

L

Once the file or files have been Next| Clear

uploaded, click [Next].

Preview your document at this time. This can be done the same way as described in section
3.6 Uploading Documents steps 9-10. Remember, once submitted, a filing cannot be edited
or changed in any way by an attorney.

The next screen is a reminder to users that a co-defendant’s motion will only appear as an
available document to link to if the user selected that co-defendant’s case at the beginning
of the filing.

. Notices
Click [Next]. 2:07-cr-20085-AC-DAS USA v. Mittleman et al

NOTICE: If the document vou are joining does not appear on the next screen, vou must go back to the beginning
of this transaction and select BOTH the defendant filing this notice and the defendant where the
original document is filed.

Clear
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STEP

ACTION

10

The system displays the applicable events from each of the defendant’s cases. If filing on a

large case, scrolling slowly through each case may be necessary to locate more recent filings

made by other defendants. In this example, the attorney is joining a co-defendant’s motion

to suppress evidence. Check the corresponding box to document number 10 and click [Next].
—

Select the appropriate event(s) to which your event relates:

2:07-cr-20085-AC-DAS Markus Sloan

I 01/07/2008 9 SUPERSEDIN CTMENT as to Irving M Mittleman (1) count(s) 1s. 2s,

. rayne Washington (2) count(s) 1s, 3s, Erving M Mittleman_ Jr (3)
s) 1s, 4s, Anthony Braddock (4) count(s) 1, 5, Larong Harris (5) count(s) 1,
6, Allan Starghill (6 ) count(s) 1, 7, Markus Sloan (7) count(s) 1, 8, Dick
Shepherd (8) count(s) 1, 9. (Greverbiehl, C.) (Entered: 01/14/2008)
i 02/11/2008 10 MOTION to Suppress Evidence by Markus Sloan. (Morrow, Sandra)

2:07-cr-20085-AC-DAS Dick Shepherd

[T 01/07/2008 9 SUPERSEDING INDICTMENT as to Irving M Mitfleman (1) count(s) 1s, 2s,
Frederick Dewayne Washington (2) count(s) 1s. 3s, Erving M Mittleman, Jr (3)
count(s) 1s, 4s, Anthonv Braddock (4) count(s) 1, 5, Larong Harris (3) count(s) 1,
6, Allan Starghill (6 ) count(s) 1, 7, Markus Sloan (7) count(s) 1, &, Dick
Shepherd (8) count(s) 1, 9. (Greverbiehl, C.) (Entered: 01/14/2008)

Ne_;dl Clear |

11

If necessary, modify the docket text using the free-text box.

Click [Next]_ Docket Text: Modify as Appropriate.

NOTICE of Joinder/Concurrence in [10] NIOTION to Suppress Evidence filed by Markus
Sloan by Dick Shepherd as to Markus Sloan, Dick Shepherd I‘
(Lang, Scott)

Ne_xtl Clearl

12

Look through the docket text to make sure it is correct, and verify the case number at the top
of the screen and the Source Document Path. Notice the text in red and blue. Click [Next] to
continue.

Notices
2.07-cr-20085-AC-DAS USA v. Mittleman et al

Docket Text: Final Text

NOTICE of Joinder/Concurrence in [10] MOTION to Suppress Evidence filed by
Markus Sloan by Dick Shepherd as to Markus Sloan, Dick Shepherd (Lang,
Scott)

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

Source Document Path (for confirmation only):
C:Documents and Settings' Lung' Desktop' Desktop Does'07-20085 Joinder pdf  pages: 2

Clearl

13

The Notice of Electronic Filing will display.

ECF User Manual 91 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015




Query

7 Query
7.1 Querying the ECF System

At any time during an ECF session, a filing user can click Query on the Main Menu Bar to search for case
information by case number, date filed, nature of suit, party name or attorney name. See Figure 7.1-1.

EECF Civi -~ Criminal ~ Query Reports - Utiities ~  Search Logout

U.S. District Court

Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Figure 7.1-1

The system displays a PACER login screen. Enter a PACER login and password and a client code if desired.
See Figure 7.1.-2.

Criminal ~ Query Reports ~ Utilities ~ Search

PACER Login

Instructions

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

™ Make this my default PACER login
After checking this box, you will only need to use your CM/ECF login and passward, either for electronic filing or for viewing documents via PACER.

Authentication

Login: |
Password:

Client code: |

Reset

Notice
An access fee of $0.08 per page, as approved by the Judicial Conference of the United States, will be assessed for access to this service. For more information about CMVECF, click here or contact the PACER Service Center at (800) 676-6836.

CM/ECF has been tested and works correctly with Firefox 3.3, and Internet Explorar 7 and 8.

Figure 7.1-2

If a filing user logs into the system for querying purposes only and not to electronically file documents,
there is no need to enter a Court-issued login and password. Enter a PACER login and password instead.
See 3.2 Entering the ECF system for further information.

Once a PACER login and password is entered, the Query Screen displays. See Figure 7.1-3.
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Search Clues

Case Number |

or search by

Case Status: O Open OClosed OAI
Filed Date to
Last Entry Date ta
.S
Nature of Suit 0 (zero)
110 {Insurance)
120 (Contract: Marine) b
.S
. 0 (Mo cause code entered)
Lareaingey 02:0431 (02:431 Fed. Election Commission: Failure Enforce C)
02:0437 (02:437 Federal Election Commission) hat
Last/Business Name (Examples: Desoto, Des*t)
First Name Middle Name
Type ¥ |  Prisoner ID
Figure 7.1-3
There are several ways to search, as explained in the table below:
Field Explanation
Case Number Search by full or partial case number.
Examples:
Full Case Number = 2:10cv12345
Partial Case Number = 10-12345
Case Status Use this option to narrow down results when searching other criteria.
Filed Date This will search for cases that were filed between a given start and end
date. Use Format: mm/dd/yy.
Last Entry Date This will search for cases that have a last entry that falls between a
given start and end date. Use Format: mm/dd/yy.
Nature of Suit Search by the type of case filed. Example: Social Security, Habeas, Civil
Rights
Cause of Action Search by the Federal Cause of Action Code
Name Search by Business/Last Name, First Name, Middle Name. If searching
for a company, enter the entire company name in the Business/Last
Name field.
Type Search for either a Party or an Attorney.
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7.1.1 Name Search Tips

When using the Name search, there are several ways to search:

LastBusiness Name | (Examples: Desoto, Des*t)

First Name | Middle Name |

Tvpe I - I

Figure 7.1-4

e Enter the full last name or business name if known. See Figure 7.1-4.
e Use an asterisk (*) if unsure of the spelling.

Examples:

If the last name is Johansson, enter Joh*n. The results will include any case involving someone
with a last name starting with “Joh” and containing the letter “n” after it. So the results could list
Johnson as well as Johansson.

If the name was Morrow, enter *row. The results could list RowBoats, Inc. or Brown, as well as
Morrow.

If the last name is Haroldson, but a filing user is not sure if it is Haroldson or Haroldsen, enter
Harolds, without the asterisk. The results will bring up cases involving anyone with the last name
starting with Harolds.

e Two consecutive letters must be entered in one of the name fields.

o If the entity being searched is a business, the search must be performed in the “Last
Name/Business” field.

e To narrow the search, select the type of person being searched. The choices are “party” or
“attorney”.

7.1.2 Running Query

Once all of the search criteria is entered, click on the [Run Query] John Manufacturing Company (pty)
button. Johnson, Andrea M. (aty)
. . . Johnson, Betty ty

The ECF system will display the search results according to the SR SR (pt)
criteria entered. Johnson, Charles (pty)
Johnson, David W (ptv)

If searched by name, the results will list the full name of the

parties containing the search criteria and whether they are a party Figure 7.1-5
in a case or an attorney. An example of Querying the last name

John is shown in Figure 7.1-5.
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If information is entered in the “Filed Date” field, the system will list the results by case number. An
example of a Query of cases filed within a date range is shown in Figure 7.1-6.

2:09-cv-10044-SIM-MJH  Kuiksey v. Wayne County Badging and Credentials Office et al filed 07/30/09
2:09-cv-10048-VAR-MKM Mickalich et al v. United States of America filed 07/30/09
2:09-cv-10051-NGE-RSW  Heard v. Caruso et al filed 08/11/09
2:09-cv-10052-GER-MKM  Gordon v. Social Security, Commissioner of filed 08/11/09
2:09-cv-10053-PID-MEM  Miller v. Stovall filed 08/11/09
2:09-cv-10059 Lomas v. General Motors Corporation filed 09/29/09

closed 05/29/09 0(No cause code entered)

0(No cause code entered)

closed 06/25/09 0(No cause code entered)

O(No cause code entered)

O(No cause code entered)

0(No cause code entered)

Figure 7.1-6

If the party selected is involved in more than one case, the system will list all of the case numbers
associated with that party.

After entering the appropriate query criteria and selecting the case number or party name queried, a
Query Menu will be displayed. The Query Menu allows a review of specific case information. See Figure

7.1-7.

Perform any of the following tasks:

e Alias: See a list of any aliases for the parties in the case e

e Associated Cases: Retrieve case numbers of any associated cases :

e Attorney: View the names and contact information for all attorneys Alias .
involved in the case. W

e C(Case Filg Location: View Case File Location (usually available Fm:ﬁie Location.
electronically) Case Summary

e Case Summary: Retrieve a case summary DeadlinesHearings.__

e Deadlines/Hearings: Review upcoming deadlines and hearings Docket Beport ...

e Docket Report: Run a docket report listing all entries on the case. See Filers
7.1 Docket Sheets for more information History/Documents...

e Filers: See a list of filers in the case Party .

e History/Documents: View the history of the case with the ability to Ei?i:d st s
look at a specific date range or certain docket events View a Document

e Party: See a list of all parties of the case

e Related Transactions: Find transactions in the case related to one Figure 7.1-7
another

e Status: Look at any pending statuses

e View a Document: View a specific document, if the docket entry number is known
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8 Reports

8.1 Docket Sheet

The system allows a filing user to run a number of reports, the most common one is the docket report.

To run a docket report, click on “Reports” in the Main Menu Bar. See Figure 8.1-1.

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

U.S. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Figure 8.1-1
The next screen gives a list of reports. Click on Docket Sheet. See Figure 8.1-2.
Reports
Docket Report Criminal Reports
Docket Sheet Criminal Cases
/ Civil Reports Civil and Criminal Reports
Civil Cases Calendar Events
Judoment Index  Docket Actrvity
Written Opinions
Figure 8.1-2
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If logged into the system with a Court-issued login, the system will ask for a PACER login and password
before displaying the next screen. See Figure 8.1-3.

Criminal ~ Query Reports ~ Utilities ~ Search

PACER Login

Instructions

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

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

Authentication

Login: |
Password:

Client code: I

Reset

Notice
An access fee of 50.08 per page. as approved by the Judicial Conference of the United States, will be assessed for access to this service. For more information about CMVECF, click here or contact the PACER Service Center at (300) 676-6836.

CM/ECF has been tested and works correctly with Firefox 3.3, and Internet Explorer T and 8.

Figure 8.1-3

Depending on the options selected when the report is requested, the report shows every party and
attorney on a case and the docket text of every event. When creating the docket sheet report, the system
displays the following report selection screen. See Figure 8.1-4.

[Docket Sheet

|Case number|2:08-cv-10002

G Filed I ¢ I
" Entered ¢
Documents I to I
Include: Document options:
¥ Parties and counsel I™ Include headers when displaying PDF documents
¥ Terminated parties ™ View multiple documents

™ List of member cases

I Links to Notices of Electronic Fikng Format:
+ HTML (unpaginated)
" PDF (paginated)

Sort by I Oldest date first j
Run Report | Clearl

Figure 8.1-4
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Explanation Screen Area
Enter the case number in the “Case number” field and click [Find e sumber FTo097— Fnd i Casa | |
This Case].
The next fields are the date range fields. Use these fields to search GFiled | o |
" Entered

for events filed or entered between a specified start date and end
date, inclusive.
e Ifonly astart date is entered, the report will include events
filed or entered on or after that date.
e Ifonlyanend dateis entered, the report will include events
filed or entered on or before that date.
e If the fields are left blank, the report will show all events
regardless of filed or entered date, depending on other
entries on this screen.

Use the Documents field to display documents that adhere to the Documents to
criteria entered only.
e The system will not display unnumbered events, such as
minute sheet entries of court proceedings.
e Enter only a beginning range number and the report will
include documents with that number or higher.
e Enter only an ending range number and the report will
include documents with that number or lower.
e Leave these fields blank and the report will show all
documents and events regardless of document number,
depending on other entries on this screen.

e Parties and Counsel: If checked will display Case caption o
with parties, roles and attorneys. ¥ Parties and counsel
. . o . . W Terminated parties
e Terminated parties: If checked will display parties even if W e e s
they have been previously terminated from the case. I™ Links to Notices of Electronic Filing

e List of member cases: Will list any linked member cases
that are associated with this case.

e Links to Notices of Electronic Filing: The docket sheet will
have a silver ball next to the docket number of those items
which have a Notice of Electronic Filing. If generating the
docket to print it, it is not necessary to include the links.

Checking Include headers when displaying PDF documents will Document options:
. . ¥ Include headers when displaying PDF documents
display all PDF documents with a banner on top of each page I View multiple documents

containing the case number, docket entry number, date filed and
page number on it. The option to “View Multiple Documents”
allows a user to select multiple docket entries and combine them
to be one PDF.

Case 2:08-cv-10002-GER-MKM  Document6  Filed 02/11/2008 Page 1 of 2
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Explanation Screen Area

The “Sort by” option allows the user to specify the order in which Sort by [ Oldest date first
the events listed in the report will be sorted. Oldest date first is |
the traditional order. This means that the events will be shown in
the order they were filed or entered, with the most recent event
at the end of the report. Most recent date first would put the first
event last. Since oldest date first is the most common display,
that is the default selection.

j

Most recent date first

After entering the preferred options for viewing the docket, click Docket Sheet
[Run Report]. Case number [208 10002 |
% Filed liml—
The docket report will generate. © Entered
Documents I— to l_
See Figures 8.1-5, 8.1-6, and 8.1-7 for explanations of the screen. I;;;Er;mdcmd

¥ Terminated parties
I” List of member cases
I™ Links to Notices of Electronic Filing

A i Oldest date first hd

Run Report Clear |

An example of the heading and the case summary of the docket sheet report are shown below. See Figure
8.1-5.

U.S. District Court
Eastern District of Michigan [TEST] (Detroit)
CIVIL DOCKET FOR CASE #: 2:08-cv-10002-GER-MKM

Stinson v. Alread Date Filed: 01/22/2008
Assigned to: District Judge Gerald E Rosen Jury Demand: Defendant
Referred to: Magistrate Judge Mona K Majzoub Nature of Suit: 360 P 1: Other
Cause: No canse code entered Jurisdiction: Federal Question
Plaintiff
Barney Stinson represented by Scott Lang

McFee & Associates

555 Kors Lane

Troy, MI 48223

Email: cmecfattorneyl@yahoo.com
LEAD ATTORNEY

ATTORNEY TOQ BE NOTICED

Figure 8.1-5

This part of the docket sheet report contains the court, the case number, and the basic case information,
most of which was entered when the case was opened.
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Here is an example of the portion of the docket sheet report including the case caption. See Figure 8.1-6.

Plaintiff
Barney Stinson represented by Scott Lang
McFee & Associates
555 Kors Lane
Troy, MI 48223
Email: cmecfattorney] @yahoo.com
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

V.

Defendant

Lilly Alread represented by Sandra Morrow
123 Main Street
Royal Oak, MI 48067

Email: cmecf aftorney2(@yahoo.com

ATTORNEY TO BE NOTICED

Figure 8.1-6

The case caption contains the roles and names of the parties and the names and addresses of their
attorneys.

An example of the docketed events section of the docket sheet report is below. See Figure 8.1-7.

Date Filed # |Docket Text

01/22/2008 i®3 | ATTORNEY APPEARANCE: Sandra Morrow appearing on behalf of Lilly Alread (Morrow, Sandra) (Entered:
01/22/2008)

01/23/2008 i® 4 | CERTIFICATE of Service/Summons Returned Executed. Lilly Alread served on 1/23/2008, answer due 2/12/2008.
(Lang, Scott) (Entered- 01/23/2008)

02/11/2008 @5 | ANSWER to Complaint with Affirmative Defenses with Jury Demand, THIRD PARTY COMPLAINT filed by Lilly
Alread against Duncan Kane by Lilly Alread. (Morrow, Sandra) (Entered: 02/11/2008)

Figure 8.1-7

The # column contains the document numbers of the documents. If a number is underlined, it is a
hyperlink to the PDF file for that document. The silver balls next to the document numbers are links to
the Notices of Electronic Filings. The NEF contains the “timestamp” for the document and records who
received notice of this filing electronically and who did not.

8.2  Written Opinions Report
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Pursuant to the E-Government Act of 2002 and starting in April 2005, a filing user has the ability to view
written opinions free of charge using PACER. To run a report of written opinions by district and magistrate
judges in the Eastern District of Michigan, click on “Reports” in the Main Menu Bar. See Figure 8.2-1.

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

U.S. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Figure 8.2-1

Click on the link Written Opinions. See Figure 8.2-2.

Reports

Docket Report Criminal Reports
Docket Sheet Criminal Cases

Civil Reports Civil and Criminal Reports
Civil Cases Calendar Events
Judoment Index  Docleet Activity
Written Opinions

Figure 8.2-2

U.S. District Court, Eastern District of Ml
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There are several search options available. A filed start and end date must be entered. The system will
automatically enter dates a month apart. See Figure 8.2-3.

Written Opinions Report

Case Number'

Last Name | First Name | Middle Name I
Office _g Nature of
Bay City Suit |0 (zero)

Detroit =l 110 (Insurance) hd|
Case Typ [ - | Cause
Civil 0 {Mo cause code entered)
Criminal =l 02:0431 (02:431 Fed. Election__ ) hd|
Case Flags _g
APPEAL
CLOSED =]
Filed between |1/14/2008 and |2/13/2008 ¢ Summary text
 Full docket text
Sort bE-ICase Mumber 'I
Run Report | Clear |

Figure 8.2-3

Search Options:
e To search by case number, enter a valid format in the “Case Number” field (e.g. 05-50000).

e To search by party, enter the last name or company name. For valid search options, see 7.1
Querying the ECF System.

e Tosearch by nature of suit, select one of the codes with its accompanying description. The nature
of suit describes the basic issue of the case chosen by the plaintiff in the case from a pre-
determined list that is part of the civil cover sheet.

e A user can also search by case type, and search according to case flags. Always leave the cause
code blank. The Eastern District of Michigan does not use cause codes to identify cases.

e To narrow the search results, use a combination of search options, ex. Last Name, Nature of Suit
and date.

The results will show the case number and the date the order was filed. To view the written opinion, click
on the document number to open the PDF image, see the arrow in Figure 8.2-4. The case number is an
optional link to the docket sheet, but PACER fees apply, if activated.
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To save the document to the computer’s hard drive or to print a copy of the document, click on the icons

shown below the ECF System Main Menu Bar. See Figure 8.2-5.

“fCM/ ECF

+ *, *MIED

: B Save a Copy

— | Print Ch_ Email (i) Search

i s

ABCH
v

Criminal Query Reports

w1 Reviewy & Comment - gsign -

f'Q~_;DE(—)11B% -

&

(D% O

Case Number & Name: | Date Filed: | Doc. # | Description: Notes:
1:07-cv-10951-DML-CEB | 12/03/2007 9 |REPORT AND RECOMMENDATION re § MOTION | Office: Bay City
Dumler v. Social Security, for Summary Judgment filed by Social Security. Case Flags: REOPENED
Commissioner of Commissioner of, 7 MOTION for Summary Judgment filed | NOS: Social Security:
by Joan Dumler Signed by Magistrate Judge Charles E DIWC/DIWW
Binder. (Behringer, L) Cause: No cause code
entered
12/03/2007 11 |ORDER Adopting Report and Recommendation for 9 Office: Bay City
Report and Recommendation Signed by District Judge Case Flags: REOPENED
David M Lawson. (Behringer, L) NOS: Social Security:
DIWC/DIWW
Cause: No cause code
entered
1:07-cv-11010-DML-CEB | 12/07/2007 9 |REPORT AND RECOMMENDATION re 7 Office: Bay City
Dumler v. Social Security, GRANTING MOTION for Summary Judgment filed by Case Flags: CLOSED
Commissioner of Joan Dumler, § DENYING MOTION for Summary NOS: Social Security:
it S o o . o = e oo mrmong
Figure 8.2-4

Utilities

Figure 8.2-5
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9 Utilities

The Utilities section of the ECF system allows a filing user to update his or her contact information,
change login and password, electronically send proposed orders to chambers, change certain PACER
information and to determine which attorneys are registered users in a specific case.

To access this information, click on Utilities in the Main Menu Bar. See Figure 9.1-1.

9.1

EECF civii ~  Criminal -

Search

U.5. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Logout

Figure 9.1-1

Updating Address Information

According to LR 11.2, if there is a change in an attorney’s contact information, the attorney must file and
serve a notice with the new contact information. Failure to file promptly current contact information may
subject that person or party to appropriate sanctions, which may include dismissal, default judgment, and

costs.

Once the notice has been filed per LR 11.2, the attorney must also update the information in their CM/ECF

Profile.

Follow these steps to update the filing user’s name, mailing address and phone number:

STEP ACTION
1 From the Utilities menu, click on (LR
Maintain Your Address Your Account Proposed Orders  Miscellaneous
Maintain Your Address Proposed Orders...  Mailings .

Maintain Your E-mai
Maintain Your LoginPassword

View Your Transaction Log
Internet Pavment History

Change Client Code

Change Your PACER Login
Remove Default PACER Account
Review Billing History

Show PACER Account

inks
n
Tudge’s Courtesy Copies
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STEP
2 Make any appropriate changes and click [Submit].
(Maintain User Account
Last name |Lang First name |Scott
Middle name I— Generation l—
Gender I_L, ATY Type I—;,
Title |
Bar number Tvpe aty
Prisoner id | ¥ Add Headers to PDF Documents
Office |McFee & Associates
Unit |
Address 1 [555 Kors Lane
Address 2 |
Address 3 |
City |Tr03.r State IMI— Zip |48223—
Country IUS— County l—;,
Phone [248-655-0123 Fax |
Imitials DOB End date
Submit | Clear |
3 The next screen asks if all, none or just particular cases should be updated with the new

information. THE COURT HIGHLY RECOMMENDS THAT THE ATTORNEY UPDATE ALL CASES
SO CONTACT INFORMATION IS ALWAYS ACCURATE.

After choosing ***Update All*** click [Submit].

Searching for existing Attorney Records
Select the cases to be updated

CAUTION: Modifications that vou entered on the previous screen can be applied only to the cases vou are allowed to access. If the person
vou are editing is associated with any other cases, information in those cases will not be modified.

\f vou modified any of the name fields (first, last, middle, generation) on the previous screen, those values will automatically be recorded in
\all accessible cases to which the person is linked. These changes will apply fo all of those cases regardless of whether or not the user selects
cases individually or selects the ***Update None*** option.

\f vou modified items other than the name fields (ex. mailing address fields) on the previous screen, those values will be recorded ONLY in
the accessible cases that you select or ALL cases if vou choose the ***Update All*** option. If vou select the ***Update None*** option,
no changes will apply to any cases listed. Click the guestion maric on the menu bar above for more information.

*** |pdate Mone =
2:7-cr-20085-8 USA v. Shepherd
2:8-cv-10002  Stinson v. Alread

Submit Clearl
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STEP ACTION
4 The system displays a confirmation Updating person record...
screen to indicate that the change has Update Person Prid: 1267932

been made.
The update was successful__ prid 1267932 - Scott Lang

The update was successful

9.2 Changing Email Information and Preferences

Follow the steps below to change the primary and secondary e-mail addresses and e-mail preferences:

STEP ACTION
1 From the Utilities Menu, click Maintain Your E-Mail. Utilities
Your Account
Maintain Your Address
Maintain ¥our E-mail
Maintain Your LoginPassword
Wiew Your Transaction Log
Internet Pavment History
Change Client Code
Change Your PACER Login
Remove Default PACER Account
Rewview Billing History
Show PACER Account
2 The e-mail information for the filing user will display. To add an additional e-mail address to
the account, click add new e-mail address.
To edit an e-mail address, click the address to be edited.

EE c F Civil ~ Criminal -~ Query Reports ~

Email Information for Chris A Adams

Registered e-mail addresses Configuration options

\Primary e-mail address: Select an e-mail address to configure.

— chrisaadams48226/@ vahoo.com
\Secondary e-mail addresses:
testaccountd 8226 @ lve.com
add new e-mail address
Submit all changes I Clear |
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STEP

ACTION

Configuration options

3 Make changes as required.

Ichrisaadam948226@yahna.cum

Should this e-mail address receive notices? ® Yes ¢ No

How should notices be sent to this e-mail address? © Per Fiking * Summary Report

Should this e-mail address receive a "no activity” notice when no summary noticing occurs? © Yes & No
In what format should notices be sent to this e-mail address? © HTML & Text

Should this e-mail address receive general announcement notices from this court? # Yes ¢ No

Show all cases for this e-mail address (Copy case lists from here)

“Should this e-mail address receive notices?” This should ALWAYS be “Yes.” If not,
the filing user will not receive notices when documents are filed in all cases the
attorney is associated with.
How should notices be sent to this e-mail address is a matter of preference:
0 If Per Filing is selected, the NEF’s will be sent to the attorney as each
document is filed.
0 If Summary Report is selected, the filing user will receive one email a day
that contains a report of all the filings that occurred the previous day.
= |f Summary Report is selected, the option below that asks if an email
should be sent indicating “no activity” when nothing is filed in any of
the filing user’s case needs to be answered.
Format of the emails can be either in HTML or Text:
0 HTML: Most emails can accept HTML emails and will allow hyperlinks to be
included to allow the user to click on the link to view documents filed.
0 Text: Should only be used when a filing user’s email client does not allow for
HTML.
Should this email receive general announcements from the court can be set to yes or
no, however, if it is set to no, the filing user may miss important system outage
messages.
The [Show all cases for this e-mail address] button will display a list that indicates all
the cases this email address is associated with. This is useful when determining
which cases a Notice of Change of Address must be filed in.
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STEP

ACTION

The second half of the screen allows for case specific options to be selected.

Case-specific options

Add additional cases for noticing

These cases will send notice as a summary report. (default method)

2:04-cv-70250-GER-VMM Lombardo v. Newell Rubbermaid, Incorporated - Representing Richard Lombardo

2:05-cr-80000-1 USA v. Smith - Reprasenting USA

2:05-cv-60001-NGE-WC Dynamic Corporation v. AAA Products, Incorporated - Representing AAA Products, Incorporated, AAA Products, Incorporated
2:05-cv-60020-NGE-WC Dynamic Corporation v. AAA Products, Incorporated - Representing AAA Products, Incorporated, AAA Products, Incorporated
2:05-cv-60060-NGE-WC Dynamic Corporation v. AAA Products, Incorporated - Representing AAA Products, Incorporated

2:05cv-60123 ABC Corporation v. Jones - Representing Kimberly Jones

2:06-cv-10153-PDB-RSW Mojo Records v. Cobo Joe's - Representing Cobo Joe's, MoTown Records

2:07cr-20084-AJTMAR-1 USA v. Cox - Representing Lee H Cox

Remove selected cases | Change selected cases to notice per filing

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

Remove selected cases | Change selected cases to notice as a summary report

e Toreceive notices in a case that the filing user is not associated with (attorney is not
listed in the caption), enter the case number in the Add additional cases for noticing
box. NOTE: Notices received in these cases will not provide the filing user with a
“free look” at the document filed.

e ltis possible to select certain cases that should be received in the opposite type than
what is selected above.

0 Select the cases that should you want to change the method of receipt for
and click the [Change selected cases to...] button. Note when a case has
been selected and changed, it will not appear in the other box.

0 The filing user can also choose to stop receiving notices in a particular case,
by selecting that case and clicking [Remove selected cases]. NOTE: If the
attorney is a participant in the case, the system will not allow the case to be
removed from the box. This should only be used when an “additional case”
has been added and now is to be removed.

Repeat steps 2-4 for changes to secondary email addresses.

Once all changes have been made, click [Submit Email Information for Chris A Adan
Changes].

Registered e-mail addresses

\Primary e-mail addreass:

chrisaadams4 8226/@vahoo.com

\Secondary e-mail addresses:
testaccountd 8226 @lve com
add new e-mail address

Submit all changes I Clear |
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9.3 Changing Login and Password

Follow these steps to change a filing user’s login and password.

STEP ACTION

1 Click on Maintain Your Login/Password from the
Utilities menu.

Utilities

Your Account
Maintain Your Address
Maintam Your E-mail

# Maintain Your LoginPassword

2 Choose a Login and Password and enter them in the appropriate boxes.

The password is limited to eight characters, but may contain letters, numbers and
symbols.

Click [Submit].

Criminal ~ Query Reports ~

Vlore User Information for Chris A Adams
Login IbhrisA Last login 02-19-2010 14:59
Password I”***"”***"” Current login 02-19-2010 14:59
Create date 05/10/2004
Registered Y Update date 12/03/2009
Internet Credit Card Y
Default Printer
Additional Printers

Groups Attorney

Submit | Clear |

3 The login and password are now changed.

EECF Civil ~ Criminal ~ Query

Updating person record...
(Update Person Prid: 1992

The update was successful .. prid 1992 - Chris A Adams

(Updating user record
The user update was successfil

The update was successful....

[User edit complete
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9.4 Determining Appropriate Service of Papers

Use the Mailings Category in the Utility Screen to determine which parties in a particular case require
paper service. This information is required to accurately complete a certificate of service.

Follow these steps to determine the e-filing status of attorneys in a particular case:

STEP ACTION
1 From the Utilities Menu, click on Mailings...
Miscellaneous
Mailings. ..
2 Click on Mailing Info for a Case. Lailings
Mailing Info for a Case
Mailing [.abels by Case
3 Enter the case number, find the case and click [Submit]. — -
Mailing Information for a Case
nter the case number to view the recipient list.
Case Number: |2:05-cv-60001|
4 The system lists all parties in the case and whether or not each party is a filing user.
Mailing Information for a Case 2:05-cv-60001-NGE-WC
[Electronic Mail Notice List
The following are those who are currently on the list to receive e-mail notices for this case.
+ Richard J. Amberg . Jr
john_purdy@mied uscourts. gov, jpurdy2 5 @hotmail com
s Amy Tester
kelly_clark@mied uscourts.gov, attvhelp@mied uscourts. gov
Manual Notice List
The following is the list of attorneys who are not on the list to recefve e-mail notices for this case (who therefore require manual
noticing). You may wish to use your mouse to select and copy this list into your word processing program in order to create
notices or labels for these recipients.
Morgan E Davis ThIS attorney WOU|d
Actorney ITraining d
o aes Seeeme | ... need manual service
Your Town, MI 11111
ECF User Manual 110 U.S. District Court, Eastern District of Ml

Last Updated April 27, 2015




Utilities

9.5 Utilities Features — Proposed Orders

The Proposed Orders link is used to submit proposed orders, stipulated orders and stipulations and orders
combined into one document to judicial officers. If a document requires a signature of the judicial officer,
it generally should be submitted using this link, see E.D. Mich. LR 58.1(c). All proposed orders should be
saved and submitted in a format compatible with WordPerfect. Do not convert the proposed order to
PDF.

Follow these steps to submit a proposed order.

STEP ACTION

1 From the Utilities Menu, click on Proposed Orders.

Proposed Orders
Proposed Orders._

2 Click on Submit Proposed Order.

roposed Orders

Submit Proposed Order

3 From the drop down menu,
select the judicial officer that
should receive the proposed
order

Select Judge for Proposed
Order

electaJudge Dyggan  ~

Dutﬁ Court

Feikens

Enter the attorney’s email \ Friedman
From (Email Address) chrisg@yahoo.com

address
Case Number (i.e.ocoooc) 08-10002

Enter the Case Number / Brief Comment: ;. ..-veg is the proposed order

regarding the Motion for Summary
J'Jdgement,l
Add a brief comment

Attachments
Submit Proposal

5 Attach the proposed order by clicking on the [Browse] button and locating the proposed order
in the computer’s drives, following the instructions given to upload any document to the ECF
system.

The document should be saved as a Attachments O \Kelly\Documents fcanr

format compatible with WordPerfect, Submit Proposal |
not PDF. (Microsoft Word is
compatible)

Click [Submit Proposal].

6 The system will show a confirmation screen stating the proposal has been submitted. In
addition, the system will send an e-mail to the e-mail address entered in the “from” field as
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STEP ACTION
confirmation that the proposed order was submitted. No notices of electronic filing are
sent.
A copy of the proposed order should be provided to all other parties by the submitting
EECF Return To CM/ECF
Proposal has been submitted!
Pursuant to ECF Policies & Procedures Rule 11(b), you must provide a copy of this proposed order to all other parties
in the case by e-mail or other form. CM/ECF will NOT send a copy for you nor generate an NEF
Submit another proposed order
attorney according to Rule 11 of the ECF Policies & Procedures.
To return to the ECF System to perform other functions, click on “Return to CM/ECF” in the
Main Menu Bar.
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10 Logging Out
10.1 Logging Out of the ECF System
Logout of CM/ECF after completing all transactions for a particular session. Simply closing the browser

window is not enough. Instead, click on Logout in the Main Menu Bar. This will automatically log out of
the ECF system and return the filing user to the ECF main login screen. See Figure 10.1-1.

EECF Ccivii ~ Criminal ~ Query Reports - Utilites ~  Search Logout

U.S. District Court
Eastern District of Michigan [TEST]
Official Court Electronic Document Filing System

Figure 10.1-1
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