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Operations 
 

 

QUICK GUIDE TO E-FILING 
 
Like all federal courts across the country, the Eastern District of Michigan uses a program 
called CM/ECF (Case Management / Electronic Case Filing) to allow users to 
electronically file documents in cases. CM/ECF is a secure way for attorneys and non-
incarcerated pro se parties to upload their documents directly into the Court record. 
Electronic filing has many benefits, including round-the-clock access to file, electronic 
service on other parties in the case, including the judge, and easy access to Court records 
through PACER (Public Access to Court Electronic Records). 
 
This guide was written to give you the basics on how to use the CM/ECF system. 
 
 

Requirements to E-File 
 

• Computer 
• PACER Account 
• PDF Creation Software 
• Internet Access 
• Scanner for Non-Electronic Documents 
• Technical Expertise equivalent to sending an attachment via e-mail 
 
 

Getting Permission to File 
 
You must be given access to file in the Eastern District of Michigan. Only attorneys 
admitted to the bar, federal government attorneys, or non-incarcerated pro se parties who 
apply to file in a case can e-file documents.  You apply for admission and/or permission 
to e-file through the PACER website.  
 
 

ECF Policies and Procedures (Required Reading) 
 
An appendix to the Eastern District of Michigan Local Rules is the ECF Policies and 
Procedures. Whether you have experience filing in another district or are new to e-filing, 
this document must be thoroughly read and understood in order to successfully e-file. A 
copy of the ECF Policies and Procedures is available on the Court’s website. 
 
  

Court 
Operations United States District Court 

Eastern District of Michigan 
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Scanned 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, 
be sure to make them text-searchable whenever possible. To save file space, 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. 
 
 

Choose What Document (Event) You are Filing 
 
After logging into the system, you must decide what kind of document you are filing. You 
have several different categories to choose from. Look at key words in your document 
title to help you choose what is most appropriate or use the Search button in the Main 
Menu bar to help locate the best event. If still undecided, you can call the ECF Help Desk 
at (313) 234-5000 for guidance. 
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Displayed Messages 
 
Many events have custom messages displayed in the event to prompt filers to use the 
event correctly and avoid common problems with e-filing. Always read the text on every 
screen and follow the displayed directions. Here are some examples. 
 

 
 
 

 
 

Uploading a Document 
 
When you get to a screen with a Browse button, this is where you upload the document 
you want to e-file. Clicking Browse will open your computer’s file folders and allow you 
to find where you saved the document. It is recommended that you open the document 
and confirm it is the correct file before going to the next screen. If you have exhibits to the 
filing, they can also be uploaded on this same screen, one at a time. Review the ECF 
Policies and Procedures for rules about labeling and uploading exhibits. All exhibits must 
be scanned and electronically filed, no matter how lengthy. 
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Text-Only Events 
 
Some events filed by the Court, and a handful of events filed by attorneys and pro se 
filers are known as text-only events. No PDF file is uploaded with the entry. Instead, all 
necessary information is contained in the docket text. Examples include a notice resetting 
a hearing date or a request for the Court to issue a summons. 
 

 
 

Filing a New Case 
 
Attorneys can electronically open a new civil or miscellaneous case. You’ll be prompted 
to enter all parties listed in the initiating document and the system will generate a case 
number. After uploading the initiating document, the system will also assign judicial 
officers to the case, as dictated by local rules. Entering accurate party information and 
statistical information when prompted is required. Please review the Electronic Case 
Filing User Manual on our website for specific instructions and direction. 
 
Pro se filers, regardless of e-filing status in previous cases, open a new civil or 
miscellaneous case by either bringing in or mailing paper to the Clerk’s Office. 
 
 

Paying Filing Fees 
 
Filing fees are paid online using a credit card or checking account information associated 
with your PACER account. Specific events allow payment as part of the filing, such as the 
Notice of Appeal and Civil Case - Complaint. If you skip payment while e-filing, you can 
electronically file text-only fee events after the fact. Payments are secure while processing 
and a record of all payments made is accessible through PACER. 
 
 
 

E-Filing Help Desk 
 
Court staff can provide answers to common e-filing questions during business hours, 8:30 
AM - 4:30 PM, EST. Keep in mind that court staff cannot provide legal advice of any kind, 
and that staff are not trained to provide technical assistance for your computer equipment. 
You can reach the Help Desk at (313) 234-5000. 
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WHAT MAKES US DIFFERENT? – FILING IN MICHIGAN EASTERN 
 
If you are already familiar with e-filing in another federal district, there are still some 
important things to note when filing in Michigan Eastern. 
 

Proposed Orders 
 
Proposed orders prepared for judge’s signatures are not made part of the record by 
attorneys. Instead, they are submitted to the judge’s chambers for consideration. The 
portal to submit proposed orders is located under the “Utilities” menu. All proposed orders 
must be submitted in a format compatible with Microsoft Word, not PDF. 
 
Note: If preparing a stipulation and order, combine the documents together and submit 
as a proposed order, pursuant to the ECF Policies and Procedures. 

 
Discovery Documents 

 
Discovery documents are not to 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. 

 
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. 
 
All other discovery material filed will be stricken. 
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Sealed Documents 
 
When given permission by the judge or when mandated by federal statute, documents 
that should be sealed are filed electronically using events found under the “Sealed 
Documents” link. The PDF document is not accessible to any parties in the case, only the 
Court. Service of sealed documents must be done traditionally by the filing party. 
 
In civil cases, the docket entry is still accessible from the public docket and NEFs are 
sent. The case participants and public can see a sealed document has been filed, but 
they will not be able to read the document. In criminal cases, the docket entry itself is 
sealed, no NEF is sent, and case participants and the public will not be able to tell a filing 
has been made. 
 
All sealed events have message prompts to remind the user about what is restricted, and 
that proper authority or permission is needed when filing a sealed document. If proper 
permission is not given, the Court can order the filing unsealed. 
 
Civil Example: 

 
Criminal Example: 
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The Court makes the audio recordings from duty court before a magistrate judge available 
to the public whenever possible. To listen to the recordings, you must open the PDF and 
then access the attached mp3 file. 

Accessing the attachment varies depending on the internet browser you use. Look for a 
paperclip icon associated with the file to access the mp3, or click the help button in your 
browser and search for “accessing attachments.”  

Audio Uploads Made by the Court 



NG Version 1.3 February 2020 Page 8 of 8 

Forgotten Login/Password 

Use your PACER login and password to access e-filing privileges in federal court. If you 
forget your login and password, PACER has links on their login screen that will prompt 
you to answer security questions so you can access your account and reset your login 
information. 

Secondary Email Addresses 

Most contact information, including the primary email address is updated and maintained 
by PACER. However, you can add additional (secondary) email addresses to your 
account for cases in MIED. To do this, click on Utilities in the Main Menu Bar and select 
Maintain Your Secondary Email(s).  It is recommended that you set all secondary 
emails with the same noticing preferences as your primary email. 




