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In May 2010, the CM/ECF Civil and Criminal Administrative Procedures Manual and User’s
Manual were combined into this single reference document.



Electronic Case Files CM/ECF

Civil and Criminal Administrative Procedures Manual

Getting Started

Introduction

and
Users Guide

This manual provides procedures and instructions for using the Case Management/Electronic Case Files
(CM/ECF) system to file documents with the court or to view and retrieve docket sheets and documents for
civil, criminal and miscellaneous cases in the system. The user should have working knowledge of a
CM/ECF-compatible web browser and Adobe Acrobat or equivalent software for creating and reading
Portable Document files (PDF).

Help Desk

You may contact the Court’s Help Desk at 1-800-466-9302 between the hours of 9:00 A.M. and
4:30 P.M., Monday through Friday, if you need assistance using CM/ECF. For emergency after
hours support you may contact an Operations Supervisor at one of the following numbers:

Tracy Diefenbach (816) 564-1676, Karyn Williams (417) 353-5082, or
Laura Bax (573) 291-9173.

While we include these numbers to provide additional support, these phones are not answered on a
24 hour basis. If you leave a message, someone will return your call as soon as possible.

Definitions

The following definitions are used throughout this User Manual:

A.

“CM/ECFE” (Case Management/Electronic Case Files) refers to the court’s
automated system that receives and stores documents filed in electronic form. The
program is part of the CM/ECF software which was developed for the Federal
Judiciary by the Administrative Office of the United States Courts.

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

“Notice of Electronic Filing” (NEF) is a notice automatically generated by the
Electronic Filing System at the time a document is filed with the system. This is the
official receipt for the filing of your document. The NEF sets forth the time of filing,
the name of the party and attorney filing the document, the type of document, the text
of the docket entry, the name of the party and/or attorney receiving the notice, and
includes an electronic link (hyperlink) to the filed document which allows recipients
to retrieve the document automatically.
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“PACER” (Public Access to Court Electronic Records) is an automated system
that allows users to view, print and download court docket information over the
internet.

“PDFE” (Portable Document Format) - There are two types of PDF documents:

Electronically converted PDF documents, which are created from word processing
documents (Word, WordPerfect, etc.) using Adobe Acrobat or similar software
and, scanned image PDF documents, which are produced using an optical
scanner.

Electronically converted PDF documents are text searchable and their file size is
small. Scanned image PDF documents are created from paper documents which
have been optically scanned. Scanned image PDF’s are not searchable and have a
large file size.

“Proposed Order” is a draft document submitted by an attorney for a judge’s
approval. A proposed order should not be attached to a motion or other request for
relief as an electronic attachment to the document. Proposed Orders should be e-
mailed to the judge’s courtroom deputy in Word format.

“Document” shall include pleadings, motions, briefs, memoranda, exhibits,
certifications, declarations, affidavits, papers, orders, notices, and any other filings by
or to the court.

“Technical Failure” is defined as a malfunction of court owned/leased hardware,
software, and/or telecommunications which results in the inability of a Filing User to
submit a filing electronically. Technical failure does not include the malfunctioning of
a user’s equipment.

“Paper Filing” is submitting a document in hard copy on paper.

“Pay.gov” is an electronic credit card/direct debit payment system established by the
United States Department of Treasury.

CM/ECF System Capabilities

A user with a PACER account, a CM/ECF-compatible web browser, Adobe Acrobat or equivalent
software, and access to the Internet can use the court’s CM/ECF system to perform the following

functions:

Access the Court’s web page.
View or download the most recent version of the User’s Manual.
View, download or print court files from your desktop.

Electronically file cases, pleadings, and documents 24 hours a day.
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. Receive instant notification of filed documents via your e-mail system.
. View various reports (e.g., Docket Report, Cases Filed Report, Calendar Report).
Requirements

Hardware and Software Requirements

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

. A personal computer running a standard platform such as Microsoft Windows or
Macintosh.
. An Internet provider using Point to Point Protocol (PPP). For best results, use

high speed (broadband) Internet. Dial up access is not recommended.

. An Internet browser certified to work with CM/ECF. The browsers currently
approved to work with CM/ECF are Internet Explorer 7 and 8, Mozilla Firefox
4.0 and Safari 5.0. Users may experience compatibility issues with Google
Chrome as the court does not officially support Safari as a sanctioned browser.

. PDF creation software to convert a word processing or scanned document into
PDF format.

. PDF reader, such as Adobe Acrobat Reader, to view PDF documents.

. A scanner to convert documents to electronic (PDF) format that cannot be

converted from word processing software. Note: This should only be used for
documents that cannot be produced electronically. Scanned documents
lessen the level of service we provide by slowing down the entire system.

PACER Registration

Users must have a PACER account in order to use the Query and Report features of the CM/ECF system.
PACER accounts are universal and a separate account is not needed for each individual court. If you do
not have a PACER login, contact the PACER Service Center at (800) 676-6856 or (210) 301-6440 to
register for an account or for additional information. You may also register for a PACER account online at

WWWw.pacer.gov.

Note: Your PACER login and password are different from your CM/ECF login and password.
You must have a PACER account to retrieve, view and print certain documents. You will be
charged a fee to access documents, docket sheets, query information, etc. from CM/ECF.
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Registering for Access to CM/ECF

Participants who have never used the system will need to register with the Court to receive a login and
password for the CM/ECF system. Each attorney admitted to practice in this Court and currently in good
standing, or a visiting attorney admitted Pro Hac Vice, shall be entitled to a CM/ECF account to permit the
attorney to participate in the electronic retrieval and filing of pleadings and other documents in accordance
with CM/ECF. Exceptions to this requirement are out-of-state attorneys who represent a party in an action
transferred to the Western District of Missouri pursuant to an Order issued by the Judicial Panel on
Multidistrict Litigation.®

Registration forms can be obtained at our website at www.mow.uscourts.gov or by calling the Court at one
of the numbers below. Participants may also use this opportunity to discuss the system requirements and
the court’s training assistance.

Toll Free Help Desk 1-800-466-9302
or
Kansas City Tracy Diefenbach 816-512-5055
Jefferson City Laura Bax 573-636-4015
Springfield Karyn Williams 417-865-3869

The completed registration form should be mailed to the appropriate address listed below for processing.

United States District Court United States District Court
Clerk’s Office Clerk’s Office, Room 1510
222 N. John Q. Hammons Pkwy 400 East 9™ Street
Springfield, MO 65806 Kansas City, MO 64106

United States District Court Clerk’s Office
131 W. High Street
Jefferson City, MO 65101

Once an account has been established, your login and password will be sent to you by the Office of the
Clerk by regular, first-class mail.

Preparation
Portable Document Format (PDF)

Only documents in PDF format may be filed with the court using the court’'s CM/ECF System. The PDF
Reader and Writer programs are not bundled together. Adobe Acrobat Reader is a free product available
for download. A program capable of writing to PDF is required to file with the court.

! pursuant to the General Rules of the Judicial Panel on Multidistrict Litigation, any attorney of record in an action transferred
under Section 1407 may continue to represent his or her client in any district court of the United States to which such an
action is transferred; therefore, parties are not required to obtain local counsel in the district to which such an action is
transferred.
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Before filing a document with the court, users should preview the PDF formatted document to ensure that
it appears in its entirety and in the proper format.

Setting Up the PDF Reader

Adobe’s free Acrobat Reader software must be installed in order to view PDF documents that have been
electronically filed on the system. The current version of Adobe Acrobat Reader can be downloaded free
from: www.adobe.com. When installing this product, please review and follow the provider’s directions to
utilize the PDF reader after installation.

How to View a PDF File

. Start the Adobe Acrobat Reader program.

. Go to the File menu and choose Open.

. Click on the location and file name of the PDF document to be viewed.

. If the designated location is correct, and the file is in PDF format, Adobe Acrobat Reader

loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of multiple pages, use the
scroll bars to move through the document.

. Click on the View menu for other options for viewing the displayed document. Choose the
option that is most appropriate for the document.

How to Convert Documents to PDF Format

All documents must be converted to PDF format before submitting them to the Court’s CM/ECF system.
The conversion process requires a PDF conversion software, such as Adobe Acrobat Writer or a similar
2

software.

Documents Filed In Error

A document incorrectly filed in a case may be the result of

. selecting the wrong PDF file(s) during the filing process;
. selecting the wrong document event from the CM/ECF menu; or
. entering the wrong case number and not discovering the error before the completing the

transaction.

Once a document is electronically filed it becomes part of the electronic case file. CM/ECF will not permit
the filing party to make any changes once the transaction is accepted.

% The Federal Judiciary does not endorse any specific software.
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To request a correction, please telephone the Help Desk at 1-800-466-9302 as soon as possible after an
error is discovered. You will need to provide the case number and document number for the document
requiring the correction. You will be advised if you need to re-file the document. If appropriate, the Court
will make an entry indicating that the document was filed in error. The CM/ECF system does not permit
you to change the misfiled document(s) or incorrect docket entry after the transaction has been accepted.

Note: All documents filed in CM/ECF are instantly noticed to all case participants and the
Court via e-mail — this includes documents filed in error. Please check your filing thoroughly
before submitting.

Signatures: Affidavits of Service

1. Civil cases: Documents that must bear original signatures or require either verification or an unsworn
declaration under any rule or statute, shall be filed electronically with originally executed copies
maintained by the filer for two (2) years after final resolution of the action, including final disposition of all
appeals. The pleading or other document electronically filed shall indicate a signature, e.g., “s/Jane Doe”.

2. Criminal cases: Certain documents that must contain original signatures other than those of a
participating attorney or which require either verification or an unsworn declaration under any rule or
statute, shall be filed in paper and maintained in the Clerk’s Office.

3. In the case of a stipulation or other document to be signed by two or more persons, the following
procedure should be used:

@ The filing party or attorney shall initially confirm that the content of the document is
acceptable to all persons required to sign the document.

(b) The filing party or attorney then shall file the document electronically, indicating the
signatories, e.g., “sfJane Doe,” “s/John Doe,” etc.

(c) If any attorney challenges his/her alleged endorsement of a jointly filed document he/she
has 12 days in which to assert that challenge to the court.

Filing a Civil Case

Online Case Opening

Effective October 13, 2009, attorneys are responsible for opening their cases and filing the case initiating
document online. Cases can be filed 24 hours a day, 7 days a week. Instructions for opening a case online
begin on Page 19. A Guide to Online Case Opening and an electronic learning module for online case
opening can also be found at www.mow.uscourts.gov/district/using_cmecf.html.

Prior to opening a new case, counsel must complete the Civil Cover Sheet (JS-44c) using the Western
District of Missouri online civil cover sheet found www.mow.uscourts.gov/JS-44/cvcover.html. The Civil
Cover Sheet contains all of the information needed to open a new case. Once the case is opened, the Civil
Cover Sheet must be submitted in PDF format as an attachment to the complaint or notice of removal.
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Note: Please contact the Clerk’s Office to file a Qui Tam (false claim) case, Application for
Stay of Execution or sealed case.

If you are filing a Motion to Vacate (2255 Mation), please contact the CM/ECF Help Line at
1-800-466-9302 for additional instructions.

A CM/ECF login and password are required to complete online case opening. If you do not have a
CM/ECEF login and password, please contact the CM/ECF Help Line at 1-800-466-9302 between the hours
of 9:00 am and 4:30 pm, Monday through Friday, for instructions on how to file your complaint.

You must file your case initiating document immediately after the case has been opened.

Payment by credit card, debit card or bank account is made online during the filing of the complaint or
notice of removal.

Filing Sealed Cases
Users should contact the court for information on filing sealed cases or filing documents in sealed cases.

Summons

Fillable summons forms are available under the Forms section of the District link on our webpage. An
option , E-Mail Summons to be Issued, is available on the Civil CM/ECF menu to assist you in submitting
summons to the court.

E-Mail the Court
E-Mail Proposed Order /
E-Mail Summons to be Issued

Select a division from the options presented on the following screen. A summons, including those for
cases assigned to the St. Joseph or Southwestern Divisions, can be issued by any of the divisional offices.

[E-Mail Summons to be Issned
Jefferson Citv
Kansas Citv
Springfield

Once the selection has been made, the user’s e-mail program will open and populate the e-mail address for
the office selected. Complete the e-mail by including the case number and attaching the completed
summons to be issued.
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If your system does not allow you to e-mail a summons from CM/ECF, the completed summons should be
e-mailed in PDF format to one of the following:

Office E-mail Address

Kansas City kcgen@mow.uscourts.gov

Springfield spfdgen@mow.uscourts.gov

Jefferson City jcgen@mow.uscourts.gov

Once the complaint has been electronically filed, the Court will affix an electronic seal to the summons and
e-mail them back to the requesting party for service. Please indicate in your e-mail if you prefer to pick up
the summons in the Clerk’s Office. Summons can also be brought to the Clerk’s Office and issued at that
time.

Filing Sealed Documents and Proposed Documents

Sealed Documents

Sealed documents are to be filed in CM/ECF, with access restricted to the Judge and authorized staff,
unless otherwise ordered by the Court. Unless they are being filed pursuant to a previously entered
Protective Order, users wishing to file sealed documents must seek permission from the Court to file the
document.

If a user wishes to file a sealed document, they should file a Motion for Leave to File Document and
indicate that they are wishing to file a document under seal and the reason they are making the request.
The proposed sealed document along with a proposed order should be e-mailed to the courtroom deputy
who is assigned to the judge from whom you seek leave to file under seal. Do not attach the proposed
sealed document to the Motion for Leave to File. The document will not be sealed without intervention by
a court employee.

If leave to file a sealed document is granted, the user should file the document using the corresponding
sealed document event, i.e., Motion for Order (Sealed), Suggestions in Support (Sealed), Suggestions
in Opposition (Sealed), etc.

The CM/ECF system will send notification of a sealed document, but the document cannot
be accessed by counsel, so you MUST mail opposing counsel a copy.

NOTE: When filing your document, please make sure that you use the (Sealed) event so that
your document and all attachments are sealed. Pay close attention when providing a
description of the sealed document and attachments — do not include information intended to
be sealed. The docket entry is displayed to the public even though the sealed document is not.

Proposed Documents

If the document you wish to file requires leave of court, such as an amended complaint or a document to be
filed out of time, the proposed document shall be attached as an exhibit to the motion. If your motion is
granted, the order will direct you to electronically file your document with the court.
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Proposed sealed documents are exceptions to this policy. Do not attach a document for which you seek
leave to file under seal as an attachment to a document. The document will not be sealed without
intervention by a court employee. Proposed sealed documents should be e-mailed to the courtroom deputy
who is assigned to the judge from whom you seek leave to file under seal. The e-mailing of the proposed
sealed document should be preceded by the filing of a motion for leave to file under seal.

Another exception to this policy is Proposed Scheduling Orders. Unlike proposed orders, proposed
scheduling orders should be electronically filed and should not contain a signature line for the presiding
judge. The proposed scheduling order should include the electronic signature of both the filing and
opposing counsel. The non-filing party has 12 days from the filing of the proposed scheduling order to
challenge their alleged agreement to the substance of the submission.

Submitting a Proposed Order

A document that is submitted in PDF format cannot be modified. Therefore, a proposed order must be
submitted to the Court in Word format. All proposed orders must be e-mailed to the courtroom deputy for
the presiding judge in the case in Word format which is available in most word processing software.

An option, E-Mail Proposed Order, is available on the Civil and Criminal CM/ECF menus to assist you in
sending proposed orders to the court.

E-Mail the Court
E-Mail Proposed Order/
E-Mail Summons to be Issued

From the following screen, select the judge to whom the case is assigned.

[E-Mail Proposed Order

District Judges Visiting Judges Prisoner Pro Se
Judge Fernando J. Gaitan Jr.  Judge Catherine D. Perry  Prisoner Pro Se
Judge Garv A. Fenner Judge Rodney W. Sippel
Judge Richard E. Dorr Judge Audrev G. Fleissig
Judge Gregorv Kavs Judge John A. Ross
Judge Beth Phillips Judge Robert T. Dawson
Judge Brian C. Wimes Judge J. Fredrick Motz
Judge Scott O. Wright Judge Charles A. Shaw

Judge Howard F. Sachs
Judge Dean Whipple

Judge Ortrie D. Smith
Judge Nanette K. Laughrey

Magistrate Judges
Judge Robert E. Larsen
Judge John T. Maughmer
Judge Sarah W. Havs
Judge Matt J. Whitworth
Judge David P. Rush
Judge James C. England

Once the selection has been made, the user’s e-mail program will open and populate the appropriate e-mail
address. Complete the e-mail by including the case number and attaching the proposed order.

If your system does not allow you to e-mail proposed orders from CM/ECF, attach your proposed order to
an Internet e-mail and send it to the appropriate courtroom deputy as listed below:
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Judge

Courtroom Deputy

Email

Chief Judge Gaitan
Judge Fenner
Judge Kays

Judge Phillips
Judge Wimes

Judge Wright

Judge Sachs

Judge Whipple
Even Numbered Cases
Odd Numbered Cases

Judge Smith

Judge Laughrey

Chief Magistrate Larsen
Magistrate Maughmer
Magistrate England
Magistrate Hays
Magistrate Whitworth
Magistrate Rush

Prisoner Pro Se

Rhonda Enss
Terri Moore

Alexandra Francis

Kelly Mcllvain
Tina Duer

Joella Baldwin

Kelly Mcllvain
Tina Duer
Kelly Mcllvain
Tina Duer

Terri Moore
Alexandra Francis

Renea Matthes
Renea Matthes
Dorothy Myers
Kerry Martinez
Glenda Elayer
Lori Carr
Jackie Price
Glenda Elayer
Cindy Thoennes

rhonda_enss@mow.uscourts.gov
terri_moore@mow.uscourts.gov

alexandra_francis@mow.uscourts.gov

kelly_mcilvain@mow.uscourts.gov
tina_duer@mow.uscourts.gov

joella_baldwin@mow.uscourts.gov

kelly_mcilvain@mow.uscourts.gov
tina_duer@mow.uscourts.gov
kelly_mcilvain@mow.uscourts.gov
tina_duer@mow.uscourts.gov

terri_moore@mow.uscourts.gov
alexandra_francis@mow.uscourts.gov

renea_matthes@mow.uscourts.gov
renea_matthes@mow.uscourts.gov
dorothy_myers@mow.uscourts.gov
kerry_martinez@mow.uscourts.gov
glenda_elayer@mow.uscourts.gov
lori_carr@mow.uscourts.gov
jackie_price@mow.uscourts.gov
glenda_elayer@mow.uscourts.gov

cindy_thoennes@mow.uscourts.gov

Visiting Judges

Judge

Courtroom Deputy

Email

Judge Perry
Judge Sippel
Judge Fleissig
Judge Ross
Judge Dawson
Judge Motz
Judge Shaw

Michelle Merrill

Mary Ellen Claypoole

moed_Proposed_Orders@moed.uscourts.gov
moed_Proposed_Orders@moed.uscourts.gov
moed_Proposed_Orders@moed.uscourts.gov
moed_Proposed_Orders@moed.uscourts.gov
michelle_merrill@arwd.uscourts.gov
MDD_JFMVisitingMOWD@mdd.uscourts.gov

moed_Proposed_Orders@moed.uscourts.gov
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Privacy Notice

All documents are filed electronically and are available on the Court’s Internet website, with the exception of large
exhibit attachments, sealed cases and Social Security cases. Any subscriber to CM/ECF and/or PACER will be able
to read, download, store and print the full content of unrestricted electronically filed documents.

Some exhibit attachments are being maintained in paper only and will be available in the clerk’s office. The
Clerk’s Office will not make electronically available documents that have been sealed or otherwise restricted by
court order. Attorneys of record in a case are given one free access to view each electronic document. For
additional access opportunities and for other interested viewers there are minimal charges associated with case
access and the requirement of a PACER password.

You should not include sensitive information in any document filed with the court unless such inclusion is
necessary and relevant to the case. You must remember that any personal information not otherwise protected will
be made available over the Internet via CM/ECF and/or PACER. If sensitive information must be included, the
following personal data identifiers must be partially redacted from the pleading, whether it is filed traditionally or
electronically:

a. Social Security numbers. If an individual’s social security number must be included in a
pleading, only the last four digits of that number should be used.

b. Names of minor children. If the involvement of a minor child must be mentioned, only the
initials of that child should be used.

C. Dates of birth. If an individual’s date of birth must be included in a pleading, only the year should
be used.
d. Financial account numbers. If financial account numbers are relevant, only the last four digits of

these numbers should be used.

e. Home addresses. If a home address must be included, only the city and state should be listed.
(This applies to criminal case documents only.)

In compliance with the E-Government Act of 2002, a party wishing to file a document containing the personal data
identifiers specified above may file an unredacted document under seal. You are asked to do so only if you believe
maintenance of the unredacted material in the court file is critical to your case. In addition, you must electronically
file a redacted copy for the public file, absent order of the court.
You are advised to exercise caution when filing documents that contain the following:

1) Personal identifying number, such as driver’s license number;

2) medical records, treatment and diagnosis;

3) employment history;

4) individual financial information; and

5) proprietary or trade secret information.
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Counsel is strongly urged to share this notice with all clients so that an informed decision about the inclusion of
certain materials may be made. If a redacted document is filed, it is the sole responsibility of counsel and the parties
to be sure that the redaction of personal identifiers is done. The clerk will not review each pleading for redaction.

SPECIAL NOTICE TO PARTIES/ATTORNEYS IN SOCIAL SECURITY CASES

It is your responsibility to provide the U.S. Attorneys’ office with the social security number of the plaintiff
upon the filing of a new social security case. You may e-mail Sharon Whitaker at

sharon.whitaker@usdoj.gov OR you may call her at 816-426-3130 with this information.
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Case Management/Electronic Case Filing (CM/ECEF)

How to Access CM/ECF

Users can access the CM/ECF system via the Internet by going to http://ecf.mowd.uscourts.gov.

UNITED STATES DISTRICT COURT
FOR THE WESTERN DISTRICT OF MISSOURI @

Case Management 5

CM / ECF

Welcome to the U.S. District Court for the Western District of Missouri

Western District of Missouri - Document Filing System

‘Welcome to V4.0 of CMV/ECF!

EMay2009

[Court Information

Or, you may go to the Western District of Missouri’s web site at www.mow.uscourts.gov and click on the
District link then click on the CM/ECF Login link under District.

Logging In

Select United States District Court for the Western District of Missouri - Document Filing System to
open the login screen and login to CM/ECF.

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 Netice 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 infermation:
If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER lagin, you may register online at http:/pacer psc.uscourts gov.

Authentication
Login: IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: Al filers must redact: Social Security or taxpayer identification mumbers:
dates of birth: names of minor children: financial account mumbers: and, in criminal cases_ home add in compliance with Fed R_Civ
ResS et P.52 orFed R Crim P19 1. This requirement applies to all documents, inchuding attachments
Forgot your password?
client [ 1 understand that, if 1 file, I must comply with the redaction rules. T have read this notice
code:
Notice

An access fee of $0.10 per page or $3.00 per document with an audio attachment, as approved by the Judicial Conference of the United States, will be assessed for access to this service. For
more information about CM/ECF, click here or contact the PACER Service Center at (300) 6766536,

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

Note: Use your CM/ECF login and password if you are entering the system to file a pleading or
to maintain your account. If you only wish to query the database for case information or to view
a document, enter your PACER login and password. You will be charged a fee to access
documents, docket sheets, query information, etc. from CM/ECF.
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e Enter your CM/ECF Login and Password in the appropriate data entry fields. All CM/ECF
login names and passwords are case sensitive. Review the notice regarding redaction
responsibility to the right of the Authentication box. You must signify agreement by
checking to the right of the Authentication box or you will be unable to proceed. Click

to transmit the information to the system. If an error is made before you have
submitted the screen, click to erase the Login and Password entries and re-enter the

correct information.

. If an invalid combination has been submitted, the system responds with an error message.
Click & in your browser and re-enter the correct login and password.

. The client code is an optional feature that can be used to track PACER billing charges 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.

Selecting the Appropriate CM/ECF Feature

The screen below is the Welcome screen with the blue Main Menu bar.

crimipal = [+ ] [ - Utilities = Search Logout

UNITED STATES DISTRICT COURT

FOR THE WESTERN IMETRICT OF MIESOURI @ l

COSEMGI’IGQ&“EI’IT
CM / ECF

U.S. District Court
Western District of Missouri
Official Court Electronic Document Filing System

Welcome to V4.0 of CAVECK

This ,.far,n’n ch ()_f,.”su.’(.,mr.rms wss only. Acrivity ro and from this site is logged. Documant filings on this sysrem ave subject fo Federal Rule af Civil
Procedure 11, Evidance of unauthorized ov eviminal activiny will be forwarded to the appropriare lenw enforcement officials.

[Welcome to the U.S. District Court for the Western District of Missouri Electronic Document Filing System. This page is for use by attorneys and fims participating in
the electronic filing system. The most recent version of the Adobe PDF reader can be obtained by selecting the 00 Serrings option listed below

PDF Settinge

[Last login: 06-10-2008 15:37

Note: The date you last logged into the system appears at the bottom left corner of the
Main Menu screen. For security reasons, you should review this information each time
you login. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please contact the court’s Help Desk
at 1-800-466-9302 as soon as possible.
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ZEC R . wmme
UE F Civil criminal Query Reports Utilities Search

CMV/ECF provides the following features that are accessible from the Main Menu bar at the top of the opening
screen.

Civil - Select Civil to electronically open a new case or file pleadings, motions, and other
documents in civil or miscellaneous cases.

Criminal - Select Criminal to electronically file pleadings, motions, and other documents in criminal
or magistrate cases.

Query - Select Query to obtain information by specific case number, party name, or nature of suit.
You must login to PACER before you can query CM/ECF.

Reports - Select Reports to retrieve docket sheets and cases-filed reports. You must login to
PACER before you can view any CM/ECF report.

Utilities - Select Utilities to maintain your account, view your personal CM/ECF transaction log and
view mailing information for a case.
Search - Select Search to search for a CM/ECF menu or event by typing in a keyword or part of a

document title. Only letters and numbers may be searched. Note: This feature is not
available to PACER users.

Logout - Select Logout to exit from CM/ECF and prevent any further filing with your password
until the next time you log in.

l;. - If you have a question about any CM/ECF screen, you can click the yellow question mark
in the top blue bar. This will often provide you help for the screen you are viewing.

General Rules

Manipulating the Screens

Each screen has the following two buttons:

. The button clears all characters entered in the box(es) on that screen.
. The [14ext] o [_Submit | putton accepts the entry just made and displays the next

entry screen, if any.
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Correcting a Mistake

Mozilla Firefox Toolbar

¥ CM/ECF Western District of Missouri-login - Mozilla Firefox
= it View History Bookmarks Tools  Help

€T 'R https: ffecf. mowd. circ8. denfegi-bin/ShowIndex. pl MENRIRS P~
LAY/

Use the & button on the Mozilla Firefox toolbar or the £ on the Internet Explorer toolbar to go back
and correct an entry made on a previous screen. However, once the document is transmitted to the court,
only the court can make changes or corrections.

Menus

The cascading menu system allows users to navigate from one CM/ECF menu item to another by hovering
over the main blue bar and selecting specific items from the cascading menus.

Criminal = Reports ~ Utilities - Search

Civil Events Online Case Opening »
Initial Pleadings and Service Complaints and Other Initiating Documents
Motions and Related Filings » § Service of Process
Online Case § Other Filings » | Answers to Complaints/Counterclaims/Crossclaims
Open a Newj Aftorney Annual Dues ¥ | Other Answers
Certificate of Good Standingr
Initial Pleadin EJS_?ELaLg?FHI’lty Events Certificate of Good Standing
Complaints and Qther Initiating Documents Certificate of Good Standing

As an alternative to the cascading menu system, users can also access items by clicking on the blue menu
bar item. When a user clicks on the blue menu bar item, CM/ECF presents all options available through
that item on a single screen. The example below is the screen displayed when the user clicks the Civil
option on the blue menu bar.

o A ) . . I
UE C F Ciwil Criminal Query Reports Utilities Search Logout
[Civil Events
Ouline Case Opening Attorney Annual Dues
Open a New Case Attorney Anmual Dues
Initial Pleadings and Service Certificate of Good Standing
Cornplamts amd Other Trtiating Documments Certificate af Good Stancding
Initial Pleadings and Service Social Security Events
Eervice of Process Eocinl Security Documents
Answers to Complamts/ Commterclamms Crossclames — Soctal Security Conmplant
Ohther Answers Social Secumity Answer

Soc Sec Motion for Extension
Motions and Related Filings
Mobions
Responses mnd Rephes

Other Filings
ADER Documents
Discovery Documments
Notices
Documents for Trial
Appeal Documents
Cther Dhocimments

Although both menu options are available to users, this manual will use the option to access items by
clicking on the blue menu bar item.
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Opening a Civil Case — A Step-By-Step Guide

If you prefer to view this information via an online tutorial, click here or access through our webpage.
Select Civil from the blue menu bar at the top of the ECF screen.

Select Open a New Case under Online Case Opening on the Civil Events screen.

Civil Events Screen

Criminal ~ Reports ~ Utilities ~ Search
Civil Events
< Online Case Opening Certificate of Good Standing E-Mail the Court
Open a New Case Certificate of Good Standing E-Mail Proposed Order
E-Mail Summons to be Issued
Initial Pleadings and Service Social Security Events
Complaints and Other Initiating Documents Social Security Documents
Service of Process Social Security Complaint
Answers to Complaints/Counterclaims/Crossclaims ~ Social Security Answer
Other Answers Soc Sec Motion for Extension

Motions and Related Filings
Motions
Responses/Replies/Suggestions

Other Filings
ADR Documents
Discovery Documents
Notices
Documents for Trial
Appeal Documents
Other Documents

The following screen includes important information regarding opening a new case in CM/ECF. Please review the
information carefully.

EE c F Civil ~ Criminal v Query Reports Utilities ~ Search Logout

Open a Civil Case
ATTENTION: If this is your first time electronically filing a new civil case, we strongly recommend you view the CASE OPENING MODULE.

Qui Tam (false claims) cases and Applications for Stay of Execution are not to be opened online. Please contact the Clerk's Office at 816-312-5000 to file
these cases.

If you are filing a Motion to Vacate (2235 Motion), please contact the CNVECF Help Line at 1-800-466-9302 for additional instructions.

NOTICE: The Clerk's Office reserves the right to correct any information which is entered incorrectly during online case opening.

Clear
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Initial Case Opening Screen

The next screen is the initial case opening screen. The selection of the office and case type provide the
system with the information it needs to assign a case number and judge. You will receive a case number
after the case has been created. A judge will be assigned to the case and will appear on the Notice of
Electronic Filing after the initiating document has been filed. Following is a description of each of the

fields in the case opening screen.

Date filed 122272008

Lead case number
Association type | consclidatad -
Other court name

Other courl number

1 Related cases

MNext Clear

Office

Local Rule 3.2 addresses divisional venue. Divisional venue is determined first by the county in
which the defendant resides, or if the defendant resides outside the Western District of Missouri,
the county where the plaintiff resides or where the claim for relief arose. Local Rule 3.2 also
addresses the issue of multiple defendants and non-resident defendants. Cases must be initiated in
compliance with Local Rule 3.2 and the clerk’s office will reassign any cases filed in an incorrect

division.

Cases removed from a County Circuit Court to the District Court are assigned to the District Court
Division in which the County Court lies. The selection of the incorrect office will result in an
Administrative Transfer by the Clerk's Office and a redraw of judge from the appropriate deck.

Please see below for a listing of counties included in each division.

Jefferson City el anzes Ty St. Joseph Springfield
(Central Division) (Sou_th_western (V\-/e_s_tern (St. Joseph Division) = (Southern Division)
Benton Osage Barry Bates Andrew Livingston Cedar Pulaski
Boone Pettis Barton Carroll Atchison Mercer Christian Taney

Callaway Jasper Cass Buchanan  Nodaway Dade Texas
Camden Lawrence Clay Caldwell Platte Dallas Webster

Cole McDonald Henry Clinton Putnam Douglas Wright
Cooper Newton Jackson Daviess Sullivan Greene
Hickory Stone Johnson DeKalb Worth Howell
Howard Vernon Lafayette Gentry Laclede

Miller Ray Grundy Oregon

Montineau St. Clair Harrison Ozark
Morgan Saline Holt Polk
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Case Type

Only civil and miscellaneous cases can be opened by attorneys. Select “cv” for a civil case or “mc”
for a miscellaneous case.

The following initiating documents receive a civil “cv” case number:

. Complaint
. Notice of Removal
. Petition for Writ of Habeas Corpus

The following initiating documents receive a miscellaneous “mc” case number:

o Application to Enter Premises

. Federal Lien Against Property Filed by Government Agency
. Letters Rogatory

. Motion for Protective Order

. Motion for Return of Seized Property

. Petition to Enforce IRS Summons

. Motion to Quash IRS Summons

. Motion to Enforce Subpoena

. Motion to Perpetuate Testimony

° Motion to Quash Subpoena

° Motion to Vacate Arbitration Award

° Motion to Withdraw Reference to Bankruptcy Court
. Notification of Appointment of Receiver

° Registration of Foreign Judgment

o Request for Subpoena to Identify Infringer

NOTE: When filing a miscellaneous case use the Miscellaneous Case Initiating Document event
and make appropriate choice, as to the type of miscellaneous case, from the list displayed on the
screen.

Complaints and Other Initiating Documents
2:09-mc-09001-NKL Atkinson v. Baker

Select Type of Miscellaneous Action from List

O Application to Enter Premises

(O Federal Lien Against Property Filed by Government Agency
(2 Letters Rogatory

(O Notification of Appointment of Recefver

O Motion

O Registration of Foreign Judgment
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If your miscellaneous case involves a motion, such as a Motion to Enforce Subpoena, you will use
the Miscellaneous Case Initiating Document event but you will not be prompted to attach a
document. After docketing the Miscellaneous Case Initiating Document event you should file your
motion separately using the appropriate motion event. If there isn’t an appropriate motion event
please file your motion using the Motion for Order event. You will be able to attach your motion to
this event. If you have questions when filing a miscellaneous case please contact the Clerk’s
Office.

Lead Case Number and Association Type

The Lead case number and Association type fields are only used by court staff so it is not
necessary to enter additional information in these boxes.

Other Court Name and Other Court Number

If you are filing a notice of removal, enter the name of the other court, i.e., Circuit Court of
Jackson County, Missouri, in the Other court name field.

Enter the county’s case number in the Other court number field.

Related Case

If the case you are filing relates to another case in the Western District of Missouri, check the
Related Cases box. A new screen will open which allows you to add the related case information.

Related Case Entry Screen

Open a Civil Case

Related case number
Relation type |related v

1 More related cases

Clear

Enter the related case number in the text box. Entering related case information creates a hyperlink
to that case from the docket sheet.

If there is more than one related case, after entering the first case number check the More related
cases box.

When all related cases have been entered, click the Next button.
Case Information Screen
The Case Information Screen can be completed from the information supplied on the Civil Cover Sheet.

Please remember that you must attach the civil cover sheet in .pdf format when filing the case initiating
document.
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Please be aware that the selections you make on the Case Information Screen are very important. An error
will displayed if information is not entered correctly. To continue opening the case, the errors must be
corrected.

Case Information Screen

Open a Civil Case
Jurisdiction : 3 (Federal Question) v
Caunse of action | Filter:
Nature of suit |0 (zero) + | Filter:
Origin | 1(Criginal Proceeding) v
Citizenship plaintiff B
Citizenship defendant b
Jury demand | n (None) ¥| Class action n ¥ Demand (3000)
Arbitration code A County Andrew  +
Fee status | due (due) + | Fee date |9/23/2009 Date transfer

Jurisdiction

Jurisdiction defaults to Federal Question. The drop down list displays additional options for
jurisdiction, including Diversity, U.S. Government Plaintiff and U.S. Government Defendant.

The jurisdiction for miscellaneous cases is 3 (Federal Question).

Cause of Action

The statutes, also referred to as causes of action, are listed in numerical order. To select the cause
of action, users can click the drop down list and scroll down to find the appropriate statute.

An alternate way of finding the cause of action is to enter the full or partial statute in the Filter
field. CM/EFC will narrow down the drop down list to just the items that match the string entered.

G —
Cause of action 'Gilter: .

The cause of action for miscellaneous cases, misc (Civil Miscellaneous Case), is located at the
bottom of the list or by typing “misc” in the filter box.

Nature of Suit

The natures of suit are listed in numerical order. To select the nature of suit, users can click the
drop down list and scroll down to find the appropriate entry.
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An alternate way to find the nature of suit is to enter the full or partial nature of suit in the Filter
field to further narrow down the drop down list to just the items that match the string entered.

Nature of suit | 0 (zero) &Eﬂter: Clearﬁlter |

e —

The nature of suit for miscellaneous cases is 999 (Miscellaneous Case).

Origin

A complaint originating in the Federal Court is always 1 (Original Proceeding). A notice of
removal is always 2 (Removal from State Court). Use the drop down box to select the appropriate
origin.

The origin for miscellaneous cases is always 1 (Original Proceeding).

Citizenship

The Citizenship fields only need to be filled out for diversity cases. If you are filing a diversity
case, select the appropriate citizenship statement for the parties. Note: Diversity must be selected

on the Jurisdiction field if you are completing the citizenship fields.

The citizenship fields do not need to be completed for miscellaneous cases.

Jury Demand

Jury demand should only be requested if there is a jury demand contained within the case initiating
document you are filing. The jury demand can be made by the plaintiff when filing a complaint or
the defendant when filing a notice of removal. N (none) should be selected if the document filed
does not state a jury demand.

The jury demand for miscellaneous cases is always n (None)

Class Action

If you are alleging a class action, click the drop down box and select “y”. To request class
certification, you must file a motion once your case has been opened.

When filing a miscellaneous case, the class action field should remain at the default “n”.

Demand

If a monetary demand is requested in the complaint, enter the amount to the nearest thousand. For
example, if you are requesting $1,500,000 enter 1500, without a dollar sign, comma or decimal.

When filing a miscellaneous case, the monetary demand should be left blank.
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Arbitration
The Arbitration code field is not used in the Western District of Missouri and is left blank.

County
Click the County drop down list to display a list of all counties in the Western District of Missouri.

The county selected MUST be the county which determined divisional jurisdiction. Click here for
more information.

Fee Status
Unless you are a U.S. governmental agency or you are filing in forma pauperis, the fee status
should be set to p (paid). If a motion to proceed in forma pauperis is being filed, ifp (in forma

pauperis) should be selected. Attorneys for the United States or agencies of the United States
government should select the fee status waived.

Fee Date

The fee date will automatically default to the current date. Please do not change or remove the
date.

Date Transfer

The Date transfer field remains blank.
When finished entering the all of the information on the Case Information Screen, click Next to continue.
Party Names

Perhaps the most critical piece of Online Case Opening is the entry of party names. It is important that this
be done correctly since it impacts not only your case, but the general records for the court. The Party Entry
Guide is available on our website to assist you in adding parties. We suggest you print it for future
reference.

The party search screen is divided into two panels. The left panel contains controls to Add New Party and
Create Case. The search fields in the right panel allow users to search the CM/ECF database for parties.

Party Search Screen
Open a Civil Case

Add New Party Search for a party
Collapse All Expand 4 L@st/Business Name First Hame Middle Name
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Searching for a Party

BEFORE ENTERING ANY PARTY NAME, do a search of the current list of names in the
CM/ECF database by entering at least three letters of the party’s last name in the last name field
that’s presented. If your party is a corporation, enter the first three letters of the corporate name.
The Party Entry Guide includes search hints to help you search the CM/ECF database for parties.

If the system finds a match, CM/ECF will display a list of party names. Be SURE to scroll down
through the list offered on the screen. If you find something similar, check your own spelling or
configuration to determine which is preferable.

Search Results
Open a Civil Case

Add New Party Search for a party
Collapse Al Epand | LastiBusiness Name |Hai First Name Middle Name

Search Results

Hard, Phillip o
Hardware Technologies, Inc.
Harle, Denise

Harle, Jerry E

Harmon

Harald, Stanley v

l Select Party ] [ Create New Party

If the name of the party you represent appears in the list, select it and then click Select Party.
Creating a New Party

If you do not find a match AFTER performing a search, click Create New Party to enter the party
as a new entry into the database.

ECF will display the Party Information screen to collect information on the new party.

Party Information Screen

[Open a Civil Case
[ Ada Hew panty | [ Create case || Party information
o E Y Last name || Firat name
Middie name Generation
Tite
Role | Defendant (ditpty)
Prose | Mo -
Prisoner i unit
Office
Addreas
Address 2 ] snow this agaress on the docket shet
Address 3 City
State Zip Country
Prison -
[ Fax
E-mail
Barty toxt
Start date | 9/24/2009 End date
Corporation | no Notice | yes
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While there are many data entry boxes on this screen, only limited fields are completed:

Last name;

First name;

Middle name (If Applicable);
Generation (If Applicable);
Role; and

Party text (If Applicable)

Do not enter any additional information for new parties.

Party Name

For businesses, the company name is entered in the Last name field. For individuals, the
Last name, First name and Middle name fields are used. The Generation field is also
completed if applicable.

Role

The Role type defaults to defendant. Select the correct party role from the drop down list.
Since most cases are opened by plaintiffs, please be careful to change the designation to
Plaintiff. If your case is a removal you must still be careful to add the party role types
properly.

Party Text

This field is OPTIONAL and allows you to add descriptive information about the party.
Examples of party text are: A Missouri Corporation, Individually and in the Official
Capacity, etc. Please do not add the party role, ie plaintiff, defendant, etc to the Party Text.

When all required information is entered, click the Add Party button.

As the parties are added, you will see them appear in the left panel. The information in the left
panel is referred to as the Case Participant Tree.

Case Participant Tree
Open a Civil Case

Add New Party Create Case ||| ¢arch fora party
Collapse All Expand All | L2st/Business Name First Hame Middle Name
I?Tnm Parker pla./ @
i B

‘Corporate Parent or other affiliate ®

i —Attorney
[SBurger Queen dt / ®
hias

E--Cormrﬁte Parent or other affiliate ¥

i---Aﬂomey
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The following chart provides you with a description of the icons and hyperlinks you see in the left
panel of the Case Participant Tree.

Case Participant Tree Icons

Icon | Description

# | Delete this party from the case.

#; | Add new alias or corporate parent.

~ | Edit the party, alias or corporate parent.

The Expand all hyperlink displays all parties, including aliases, corporate parents and attorneys.
The Collapse all hyperlink displays only the parties in the case, with all other information
collapsed in the tree.

Each branch of the case participant tree can be expanded or collapsed individually by clicking on
the + and — icons.

If the party tree is not expanded, you should expand it to make sure you have all parties and aliases
added. If necessary, click the appropriate icon in the Case Participant Tree to add or correct
information. When all parties have been added and appear correctly in the Case Participant Tree,
click Create Case.

Final Review

CMV/ECF gives you one last opportunity to makes changes to case opening information.

Final Review Screen

Open a Civil Case

| Add Hew Party | CreateCase | >earchfora party
Collapse All Expand All Last/ Business Name First Name Middle Name
='Tom Parker pla.# & ‘M|
Alias
Corporate Parent or other affiliate ¥
Attorney
=Burger Queen dft &
Alias %
Corporate Parent or other affiliate %

Case will be created. Proceed?

Clicking No will allow you to add, delete or modify parties. If all of the information is correct,
click Yes to create the case.
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The case is now open in CM/ECF and a case humber has been assigned. Please make a note of the case number

for future reference.
Opena Civil Case
< Case Number 09-4022 has been opene

Doclet L ead Event?

Click Docket Lead Event to docket your complaint, notice of removal or miscellaneous case initiating document.

If you are filing a Motion to Proceed In Forma Pauperis, do not click on Docket Lead Event. Click Civil on
the blue menu bar. Under the category Motions and Related Filings, click Motion and select the event Proceed In
Forma Pauperis.

You must file your case initiating document immediately after the case has been
opened.

When the complaint, notice of removal or miscellaneous case initiating document is filed, a judge is randomly
assigned and will be displayed on the Notice of Electronic Filing. Please make a note of the judge assignment for
future reference.

Notice of Electronic Filing with Judge Assignment

[Complaints and Other Initiating Documents
4:09-cv-00063 Parker v. Burger Queen

U.S. District Court
TUnited States District Court for the Western District of Missouri - Test Area

Notice of Electronic Filing

[The following transaction was entered by Smith, Robert on 9/24/2009 at 11:29 AM CDT and filed on 9/24/2009
[Case Name: Parker v. Burger Queen
[Case Number: 4:09-cv-00063-HFS
Filer: Tom Parker
Number: [
[Judge Assigned: Howard F. Sachs (presidin;

[Docket Text:
[COMPLAINT against Burger Queen filed by Robert Smith on behalf of Tom Parker. Filing fee $350, receipt number 454253. Service
[due by 1/25/2010. (Attachments: # (1) Civil Cover Sheet)(Smith, Robert)

4:09-cv-00063-HFS Notice has been electronically mailed to:
Robert Smith  rsmith1234@vahoo.com

4:09-cv-00063-HFS It is the filer's responsibility for noticing the following parties by other means:

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

Once you file the case initiating document and receive the Notice of Electronic Filing, your case is considered
opened. The Clerk’s Office will review all information entered during Online Case Opening and, if needed, make
any corrections.

If you require assistance during Online Case Opening or other filing matters, please contact our CM/ECF Help
Line at 1-800-466-9302.

Revision Date: July 2013 27



Filing a Document in a Civil Case — A Step-By-Step Guide

There are nine basic steps involved in filing a civil document:

1.
2.
3.

© o~

Select the type of document to file.
Enter the case number in which the document is to be filed.
Designate the party(s) filing the document.
a. Add/Create a new party if necessary.
Specify the PDF file name and location for the document to be filed.
Add attachments to the main document.
a. If attachments exceed SMB (approximately 12-15 pages), either
- break the attachment into smaller units, attaching each in sequential order,
or
- create a Notice of Exhibit Attachment and submit in paper.

b. All documents which form part of a pleading and which are being filed at the
same time and by the same party may be electronically filed together under one
docket number (exception-suggestion in support or opposition to motion, see
below)

Link related documents.

Modify the docket text as necessary.
Submit the document to CM/ECF.
Receive notification of electronic filing.

After successfully logging into CM/ECF, follow these steps to file a pleading.

1.

Select the type of document to file

Select Civil from the Main Menu at the top of the CM/ECF screen. The Civil Event window
opens displaying all of the events from which you may choose for your filing. This section of the
User’s Manual describes the process for filing a Motion in CM/ECF. The process is similar for
filing other pleadings in CM/ECF. The Search feature, found within the blue menu bar, is helpful
in locating appropriate events.

Click on Motions, under the category of Motions and Related Filings.

Criminal ~ Reports ~ Utilities ~ Search Logout
Civil Events

Online Case Opening Certificate of Good Standing E-Mail the Court

Open a New Case Certificate of Good Standing E-Mail Proposed Order

E-Mail Summons to be Issued

Initial Pleadings and Service Social Security Events

Complaints and Other Initiating Documents Social Securitv Documents

Service of Process Social Securitv Complaint

Answers to Complaints/Counterclaims/Crossclaims ~ Social Security Answer
Other Answers Soc Sec Motion for Extension

Motions and Rela
Motions

Other Filings
ADR Documents
Discovery Documents
Notices

Documents for Trial

Appeal Documents
Other Documents
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The next screen will allow you to scroll down and select the type of motion you are filing or, by
typing text in the docket event search field, the system will display those events that have matching
text. The list will grow shorter as the system narrows the possible choices that match the criteria.
Click and highlight the desired event when it is displayed in the available events box.

After clicking on the desired event, the name will appear on the right in the Selected Events box.

If you are filing a single part motion, verify the event in the Selected Events box and click
to continue.

Motions

Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
Alter Judgment Amend/Correct
Amend/Correct

Appeal In Forma Pauperis

Appear

Appear Pro Hac Vice

Appoint Counsel

Appoint Guardian/Attorney ad Litem

Attorney Fees

Bifurcate

Bond

Certificate of Appealability

Certify Class

Change Venue

Clarify

Compel v

To remove an event which was incorrectly selected, click on the event in the Selected Events box.
The unwanted selection will be removed from the box.

Note: To file a multi-part motion, continue to add events to the Selected Events box.
Once you have finished making your selections, verify the events in the Selected Events

box are correct and click to continue docketing. To remove an event which was

incorrectly selected, click on the event in the Selected Events box. The unwanted
selection will be removed from the box.

2. Enter the case number in which the document is to be filed

After you enter the entire case humber, click [Find This Cas= | Cage numbers can be entered in many
formats, i.e., 08-123, 4:08-cv-123, or 08cv123. If the case number is entered incorrectly, the
system will display a message that it cannot find the case. Verify the correct case number, re-enter

it in the box and click [Find This Cas= |

~Civil Case Number
06cv4010 Find This Case
——
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If duplicate numbers are found, they will be displayed in a list. Check the box for the case in
which the document is to be filed.

e Criminal » Query Reports ~ Utilities - Search Logout

Civil Case Number

08-cv-4010

[114:08-cv-04010-HFS Smith v. Bongaidee

Clear

When a valid case number has been entered, click to move to the next screen.

3. Designate the party(s) filing the document

The case participant tree is displayed in the left pane during docketing so users can readily see all
case participants during the process of selecting the filers. Each branch of the tree can be expanded
to reveal additional information or collapsed to the case participant level. To view all parties,
attorneys and aliases, click on Expand All. The Collapse All option will display parties, but not
their attorneys or aliases. The tree is displayed for reference purposes during docketing. All party
selections will be made in the right pane.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

[2:08-cv-04010-NKL Smith v. Jones ef al

Sellct the filr.
Collapse All Expand All

2:08-cv-4010
#Bob Jones dft

Select the Party: OR Select a Group:

Jones, Bob [dff]

Jones, Harbert [dft] o)
G1John Smith pla Smith, John [pla] ) No Group
White pla White. Marianna [pla] © AN Defendants
O Al Plaintiffs
O All Parties

ar New Filer

When selecting the filer, the right pane displays the existing parties and the case participant tree is
in the left pane. Highlight the name of the party for whom you are filing the document, or, if the
Select a Group option is presented and you represent all defendants or plaintiffs you may select a

group by clicking in the circle next to the group. Click [Next]

If the party you represent is not reflected in the party list, click [ MewFiter | A new search screen
will be displayed from which the user then can search for and add a new party.
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Adding New Parties

To search for a new filer, type in the party's last name, or if a business, the first three letters of the
business name. When searching for an individual, the search can be further narrowed by entering

the first name of the party. Click .

UECF Civil criminal Query Reports Utilities Search Logout

Motions

2.08-cv-04010-NKL Smith v. Jones et al

JPS

Pick Filer

B

®Herbert Jones dft
#John Smith pla
®Marianna White pla

TR Cxpand Al Bugigess Name |White First Name Middle Name
2:08-cv-4010
Bob Jones dft

Search for a party

Be sure to scroll down through the list of names that come up on the screen. If the system finds the
correct name, select the name already in the database to eliminate different versions of the same

party name. Click [setectparty |

EE F il - Criminal~ Quary Reparts ~ Utilitiss - Search Lageut

Motions
2" 08-cv-04010-NKL_Smith v_Jones et al
JPS

Collapse M| Expand AN
Z:08-cy-4 0

#Bob Jones oft

# Herbert Jones @

#John Smith pla

+Marianna White pla

swarch for a party
Last ) Business Rame While First Name Migiale Name

[ searcn |

White. Mananna

White. Marissa

vafl: Hew Party |

On the Party Information screen review the party name and select the party’s role in this filing.
Do not add party addresses, phone or e-mail information. All information added on this screen will

be accessible to the public. Click to add the party to the case.

Motions
2.08-cv-04010-NKL_Smith v _Jones et al
T

Pick Filer
Collacme All

208, 4010
#fob Jones oft
“Herbert Jones an

criminal -

Query Reports - utilities - Seargh Logout

#dahn Smith pla
“Marianna White pla

[CAddPany |
Star o Hew Sea

o
P —
Address 2 [ show this address on the docket shaeoet
Actdrann 3 ciny
state e Conantry
Prinen -
f— Fax
Cmant
Party text
Start date [12/13/2008 et date
Corporavon [no = nouce | yes =

arch
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Creating New Parties

Many names and businesses are in the system so please verify the spelling of the party’s name to
avoid duplicate entries. If the party search returns no results, click [ Create new party ]

Q g
Motions e
[2:08-cv-04010-NKL Smith v. Jones et al
JPS
Search for a party
Collapse All Expand Al Last/Business Name White First Name |Maryann Middle Name
2:08.cv-4010

= Bob Jones dft
#Herbert Jones dft
#John Smith pla

& Marianna White pla

Search Results

Select Pal . Create New Party

Search returned nQ ¥ avain or create a new party.

If the party being added is a business, enter the entire name in the Last Name field. For an
individual, enter the Last Name, First Name, Middle Name, Generation and Title fields as
appropriate. From the drop down list, chose the appropriate Role for the party. Leave all other

fields blank and click [ AddPary ],

= e - - o - -
UE 'F civil criminal Query Reports utilities search
Motions 3
2 08-cv-04010-MKL Smith v. Jones et al
JPE
[ Pick Fier | Party Information
Collanze Al Emand i -
2i0R-gy- 4010
#fob Jones an Role | Plaink# (pla:pty) 114
nHarban Jones an Prose Mo
vdohn Smith pia Prisoner d wnit
= Marianna White pla o
Aoy
Address
Address 2 L] snow tnis sodress on the docket sheet
Address 3 city
State np Country
Prison -
Bhone Fax
Comail
Party text
Start date | 12/18/2009 End date
v Matice |yes ¥
farch

With all new parties CM/ECF needs to create an association between the party and their attorney.

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

2:08-cv-04010-NKL Smith v. Jones et al
JPS

The following attorney/party associations do not exist for the above case(s). Please check the box on the left of the screen to create
an association if you represent the party.

P Maryann White (pty-pla) represented by Robert Smith (aty) [ Lead
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If you represent the party you have added, leave the box to the left of the party’s name checked to
create the attorney/party relationship. If you do not represent the party, but are adding them as an
additional party, i.e., third party defendant, uncheck the box so no association is created. Click

)

4. Specify the PDF file name and location of the document to be filed

CMI/ECEF displays a field for locating and entering the PDF file of the document you are filing.
The file must be in PDF format with a .pdf suffix. If the file is not in PDF format, it will not
be accepted by the system. If an attempt is made to upload a file that is not in PDF format, or
make a standard docket entry without also submitting a document, an error message will appear.

To upload a document, click LiBrawse. .
select the directory in which the PDF version of the file is located.

Civil -

Criminal ~ Query

Reports ~ Utilities ~ Search Logout

2:08-cv-04010-NKL Smith v. Jones et al

LJPS
elect the pdf document and any attachments.

[Main Document

Browse_

to navigate to the appropriate directory. Use the mouse to

Attachments Category

1 Browse_ v

Description

Navigate to the appropriate directory and file name to select the PDF document you wish to file.

Highlight the file to upload to CM/ECF.

i

Look i

ay "= Test Document &, pdf

L

bl Recent
Docurnents

.

Desktiop

by Documents

<8

Ay Computer

«

b P ebvaork,

File marme: ~

Files of tpype: Al Files o

i PDF Files ~ o ¥ = m-

2 ][]
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Note: To verify that the document being filed is the correct document, after
the file is selected, right click on the file name and select open from the menu.
The PDF document will open and can be viewed to verify that it is the correct
document.

Viewing the document allows a user to find and correct significant filing
errors before sending the document to the Court and other parties. Remember,
once submitted, a filing cannot be edited or changed by an attorney.

File Upload
Loalk in: | L PDF Files hd
9 Select
My Recent Open with Adobe Reader 7.0
Documents Open

Once you have verified the document is correct, close Adobe Reader and click [_oen ] CM/ECF
closes the File Upload screen and inserts the PDF file name and location in the Motions screen. If
you fail to select a document to file, CM/ECF will display an error message. If there are no

attachments to the motion, click .

Motions
2:08-cv-04010-NKL Smith v. Jones et al

JPS

Select the pdf document and any attachments.

lam Document

\ECF Docs\Robin\TestDocumentA pd!
- Attachments Category Description
L. :

5. Add attachments to the main document

All documents which form part of a pleading and which are being filed at the same time and by the
same party may be electronically filed together under one docket number, e.g., the motion and a

supporting affidavit.
EXCEPTION: Suggestions in support of a motion should be electronically filed separately and

shown as a related document to the motion

Attachments are added on the lower portion of the document upload screen. Click LEma®se..; to
search for the document. Navigate to the appropriate directory and file name to select the PDF
document you wish to file. Verify that the document being filed is the correct document and click

Lo .
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Note: The civil cover sheet should always be an attachment to your complaint.

Once a PDF document is selected, the user must select either a Category or a Description to
further describe the attachment. Under Category click on the arrow and make the appropriate
selection. It is also acceptable to enter data in both fields. As the process of adding an attachment
is completed, a new row will appear so the user can then add a second attachment if necessary.

Additional rows will be added as needed. After adding all .pdf attachments, click .

Note: If you select “Exhibit” from the drop down list, DO NOT type “Exhibit” in the
description box, doing so results in duplicate docket text.

EECF Civil -~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Motions
2:08-cv-04010-NKL Smith v. Jones et al

JPS

Select the pdf document and any attachments.

[Main Document

I\ECF Docs\Robin\TestDocumentA.pd

Attachments Category Description

|. I\ECF Dacs\Robin|Exhibit A pdf Exhibit ~I[a Remove
5 :

When attachments and exhibits are in paper format

Exhibits to filed documents, which are not available in electronic form, should be
electronically imaged and filed by scanning the documents and converting them to PDF
format. Whenever possible, relevant portions of conventionally produced documents
should be extracted, scanned and electronically filed.

When attachments and/or exhibits cannot be scanned and filed electronically or are
greater than 5SMB (approximately12-15 pages in length)*, a one page .pdf document
titled Notice of Exhibit Attachment may be created and attached to the pleading using
the same steps described above for an exhibit. If attachments and exhibits are filed in
paper format, you must provide an original for the Clerk’s Office, a copy for the Judge
and a copy must be served on all parties in the case.

*For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.
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6. Link related documents

If your document refers to an existing document in the case, and you are provided with the option
of linking the documents, click in the box to the left of *“Should the document you are filing
link to another document in this case?”. The Filed (date range) and Documents (document
numbers) fields are available for the user to narrow down the number of documents presented to
them on the following screen. It is not necessary to enter information in the Filed or Documents

fields. Click =,

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

2:08-cv-04010-NKL Smith v_Jones et al

JPS

[elect document fg.he Aedl A
< {Should the document you are filing link to another document i@
Filed

Documents to

Scroll through the list of previously filed documents, and click on each that apply. When you have
selected all applicable documents, click .

Civil - Criminal ~ Query Reports ~ Utilities ~ Search

2:08-cv-04010-NKL Smith v. Jones et al
JPS

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

...... 01/25/2008 1 COMPLAINT against Bob Jones filed by Bonnie Barrister on behalf of John
Smith. Filing fee $350, receipt number 1111. Service due by 5/27/2008.
(Richardson. Glenda) Modified on 1/25/2008 (Richardson, Glenda).

01/25/2008 SUMMONS ISSUED as to Bob Jones. (Jones, Robin) (Entered: 06/12/2009)

[§02/01/2008 2 RETURN OF SERVICE of complaint executed by John Smith. Bob Jones served

on 1/31/2008. answer due 2/20/2008. (Jones, Robin) (Entered: 06/12/2009)

[1§02/09/2008 3 ANSWER to 1 Complaint on behalf of Bob Jones.(Jones, Robin) (Entered:
06/12/2009)

06/12/2009 4 MOTION to amend/correct 1 Complaint filed by Ima Guestaty. II on behalf of
Marianna White. Suggestions in opposition'response due by 6/29/2009 unless
otherwise directed by the court. (Attachments: # 1 Exhibit A)(Related document(s)
1) (Guest aty. Ima)

The next screen will automatically display the response/suggestions in opposition deadline. This
will apply unless otherwise directed by the court.

civil - criminal - Query Reports ~

Utilities - Search Logout

2:08-cv-04010-NKL Smith v. Jones et al
JPS

Motion to Amend/Correct

S ions in O ition/R. Deadline
The following deadline will apply unless otherwise directed by the court
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7. Modify the docket text as necessary

Click on the drop down box to open a modifier list. If appropriate, select a modifier. Click in the
open text area to type additional text for the description of the pleading. It is NOT necessary to
type the complete title of your document in this box; its intent is to add only that additional
information necessary to provide distinguishing identifiers. Do not use abbreviations. This text
will appear in italics on the docket sheet.

criminal- Query Reports - Utllities - Search Logaut

Motions
2.08-cv-04010-NKL Smithv. Jones et al
JPS

Docket Text: Modify as Appropriate.
| ] MOTION to amend/correct [1] Complain§ to add additional parties filed by Robert Smith on behalf
—— Al s ons i its 1

s ) = directed by the court.
Amendid 1) Exhibit A) (Rela

Consent
& it

P ”
documen 1(=)[1]) (Smith, Robert)

8. Submit the document to CM/ECF

After completing these steps, click . A new window appears with the complete docket text

for the entry. Review the docket text. If you need to modify data on a previous screen, click S
on the browser’s toolbar to find the screen you wish to alter.

Note: The full path and filename for any uploaded documents are displayed on the final
approval screen. Please confirm that the correct documents have been selected for
filing. If the incorrect documents were selected, do not proceed with the filing.

You can abort the filing by clicking on a menu item on the Main Menu. Users should

avoid the &= button as page information is NOT saved and the user may encounter
some problems.

When you arrive at the final approval screen, if the entry is correct, click . To abort the entry,
click on Civil to restart. Once you submit the filing it is an official court document.

EE F Civil = crimipal - Query Reports - Utilities - Search Logout

Motions

2.:08-cv-04010-NKL Smith v. Jones et al

JPS

Docket Text: Final Text
First MOTION to dicorrect [1] Complaint ro add addit | parties filed by Robert Smith on bahalf of
Maryann White. Suggesti in oppositioniresp due by 1/4/2010 unless otherwise directed by the
court. (Attachments: # (1) Exhibit A)(Related document(s)[1]) (Smith, Robert)

yn on this screen commits this transaction. You will have no further opportunity to

Saurce Document Path (for confirmarion only).
TestDocumentA pdf  pages: 1
Exhibit A pdf pages: 1

[Mext] | [ Cloar |
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9. Receive notification of electronic filing

Do not attempt any other CM/ECF System function or sign off until the Notice of Electronic Filing
is displayed. Otherwise, the transmission may be interrupted and the document will not be filed.

Note: The Notice of Electronic filing represents your electronic file stamp. You should
save a copy and/or retain a hard copy in your office file. Select [File] on the browser
menu bar, choose Save As . .. from the drop-down window to save the receipt to a file
on your network or the hard drive of your computer.

Select [Print] on the browser toolbar to print the document receipt.

The Notice of Electronic Filing provides confirmation that the CM/ECF System has registered
your transaction and the document is an official Court document. The date and time of the
transaction is displayed along with the number assigned to the document.

Names and e-mail addresses of the attorneys who are registered CM/ECF users and will receive
electronic notice of the electronically filed document are displayed on the Notice of Electronic
Filing. Transmission of the Notice of Electronic Filing constitutes service of the filed document on
registered CM/ECF users.

If applicable, the names and addresses of individuals who will not be electronically notified of the
filing will also be displayed on the Notice of Electronic Filing. It is the filer’s responsibility to
serve hard copies of the document and the Notice of Electronic filing to attorneys and
parties who are not registered for electronic notification. Attorneys are reminded that a
copy of all sealed documents must also be sent to opposing counsel, regardless of the
opposing attorney’s electronic status.

Criminal  ~ [ - Utilities
Motions
2:08-cv-04010-NKL Smith v. Jones et al
JPS

U.S. District Court

United States District Court for the Western District of Missouri - Test Area

Notice of Electropic Eiling,
< The following transaction was entered by Smith, Robert on 12/18/2002 at 3:10 PM CST and filed on 12/18/200!
(ot it v Tores et o

Case Number: 2:05-cv- (S0 T N
il rann White

Document Number: 3

N\

o g
First MOTION to amend/correct [1] Complaint to add additional parties filed by Robert Smith on behalf of Maryann White. Suggestions in opposition/response due
by 1/4/2010 unless otherwise directed by the court. (Attachments: # (1) Exhibit A)(Related document(s)[1]) {Smith, Robert)

2:08-¢v-04010-NKL Notice has been electronically mailed to:

Ima Guestaty . [T bill terry @mow.uscourts.gov

Robert Smith _ rsmith1234@yahoo.com

2:08-cv-04010-NEL It is the filer's responsibility for noticing the following parties by other means:

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

Original filename:n/a

Electronic document Stamp:

[STAMP MOWDStamp_[D=873558776 [Date=12/18/2009] [FileNumber=78260-0] [
33a3eTb193280cf3291fe0ai41b2fcI180b0ceb24 1 e0aade3Deal02Tdbb1 745712640
23022634ec073372063e03d 7130323 eea280c302314fc64eb1a3803 1 Le]]

Document description:Exhibit A

Original filename:n’‘a

Electronic document Stamp:

[STAMP MOWDStamp_[D=873558776 [Date=12/18/2009] [FileNumber=78260-1] [
8f9672b4503f2e42728119edTh70d360c2d0d6dd7e8436d50b33d8edIe18dcddBbeac
de0137aalbT2cbdledaeefe83008e3fci004c124d8ae286782688b126]]
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Please consult our web site (www.mow.uscourts.gov) to view the “Who Wants Paper?” document
to see if you need to provide a paper copy of the electronically filed pleading or other document to
the chambers of the presiding judge in the case.

E-Mail Notification of Documents That Were Filed

After a document is electronically filed, the CM/ECF System sends a Notice of Electronic Filing
via e-mail to the designated attorneys who have registered as CM/ECF users to receive electronic
notification. Attorneys and parties who receive electronic notification of the filing are permitted
one free look at the document by clicking on the associated hyperlinked document number
embedded in the Notice of Electronic Filing. The one free look will expire 15 days from the date
the Notice of Electronic Filing was transmitted. Since sealed documents are not available to
anyone, absent court order, only the notice of electronic filing is viewable, even to case
participants.

The Court strongly suggests that the document be copied to your hard-drive or network for future
access. Subsequent retrieval of the case docket sheet and document from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Filing Other Types of Civil Documents

To file a document other than a motion or application, make the appropriate selection from the
Main Menu bar. The screens that follow will be very similar to those described above for filing a
motion. If you have questions regarding filing other documents, please contact our Help Desk at
1-800-466-9302.

Filing Documents in Criminal Cases

There are ten basic steps involving in filing a criminal document:

1. Select the type of document to file.
2. Enter the case number in which the document is to be filed.
3. Designate the defendant for which the document is being filed.
4. Designate the party(s) filing the document.
5. Specify the PDF file name and location for the document to be filed.
6. Add attachments to the main document.
a. If attachments exceed 5SMB (approximately 12-15 pages), either
- break the attachment into smaller units, attaching each in sequential
order, or
- create a Notice of Exhibit Attachment and submit in paper
7. Link related documents.
8. Modify the docket text as necessary.
9. Submit the document to CM/ECF.
10. Receive notification of electronic filing.
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After successfully logging into CM/ECF, follow these steps to file a pleading.
1. Select the type of document to file
Select Criminal from the Main Menu at the top of the CM/ECF screen. The Criminal Event

window opens displaying all of the events from which you may choose for your filing. This

section of the User’s Manual describes the process for filing a Motion in CM/ECF. The process is
similar for filing other pleadings in CM/ECF.

Click on Motions, under the category of Motions and Related Filings.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Criminal Events

Charging Instruments and Pleas E-Mail the Court

Plea-Related Documents E-Mail Proposed Order

elated Filings
Motions
Responses

Other Filings
Discovery Documents
Waivers

Service of Process
Notices

Trial Documents
Appeal Documents
Other Documents

The next screen will allow you to scroll down and select the type of motion you are filing or, by
typing text in the docket event search field, the system will display those events that have matching
text. The list will grow shorter as the system narrows the possible choices that match the criteria.

After clicking on the desired event, the name will appear on the right in the Selected Events box.

If you are filing a single part motion, verify the event in the Selected Events box and click to
continue.

Criminal ~ Query

Reports ~ Utilities ~ Search

Start typing to find another event.

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

Amend/Correct

Appeal In Forma Pauperis
Appear

Appear Pro Hac Vice
Appoint Counsel

Appoint Expert

Bifurcate

Bill of Particulars

Bond

Brady Materials
Certificate of Appealability
Change Venue

Committ for Study/Observation ~

To remove an event which was incorrectly selected, click on the event in the Selected Events box.
The unwanted selection will be removed from the box.

Revision Date: July 2013 40



Note: To file a multi-part motion, continue to add events to the Selected Events box.
Once you have finished making your selections, verify the events in the Selected

Events box are correct and click to continue docketing. To remove an event
which was incorrectly selected, click on the event in the Selected Events box. The
unwanted selection will be removed from the box.

2. Enter the case number in which the document is to be filed

After you enter the entire case humber, click Find This Case | Case numbers can be entered in many
formats, i.e., 08-123, 4:08-cr-123, or 08cr123. If the case number is entered incorrectly, the system
will display a message that it cannot find the case. Verify the correct case number, re-enter it in the

box and click Find This Case |,

Criminal = Query Reports ~ Utilities ~ Search Logout

Criminal Case Number
08-1 Find This Case

If duplicate numbers are found, they will be displayed in a list. Check the box for the case in
which the document is to be filed.

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

Motions

Criminal Case I =
Select a case:
4:08-cr-00001-DW USA v. Contreras et al =
[14:08-mj-00001 USA v. Stephens et al =
I —

Clear

When a valid case number has been entered, click to move to the next screen.

3. Designate the defendant for whom the document is being filed

Very Important: If there is more than one defendant in the case, the system will display the
Select a Case screen. Select only the case for the defendant for whom the document is being filed.
If the motion is being filed as to one defendant, only select that defendant’s case. After selecting

the defendant(s), click .

ZEC = r— -  wImm-e
UE F Civil Criminal Query Reports Utilities Search Logout

Motions

Criminal Case Number
408-cr-12 ["Hide Case List |
Select a case:

[14:08-cr-00001-DW USA v. Contreras et al =
[0 4:08-cr-00001-DW-1 Eric Contreras (closed 07/23/2009)
¥14:08-cr-00001-DW-2 Nick Salazar
[14:08-cr-00001-DW-3 Geraldine Garcia (closed 02/18/2009)
[J4:08-cr-00001-DW-4 Jimmie D. Lambert (closed 11/17/2008
4:08-mj-00001 USA v. Stephens et al =

Next lear
S
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* next to the number, click the

Note: If the system displays the case number with a
' to expand the list to show all defendants in the case. Select only the defendant(s)

for which the document is being filed and click .

Criminal Case Number

4:08-cr-1 Hide Cage Ligt

ol e M T =T =1
I [J4:08-cr-00001-0%Y USA v, Contreras et al = K—

4. Designate the party(s) filing the document

The case participant tree is displayed in the left pane during docketing so users can readily see all
case participants during the process of selecting the filers. Each branch of the tree can be expanded
to reveal additional information or collapsed to the case participant level. To view all parties,
attorneys and aliases, click on Expand All. The Collapse All option will display parties, but not
their attorneys or aliases. The tree is displayed for reference purposes during docketing. All party
selections will be made in the right pane.

Criminal ~ Query Reports ~ Utilities ~ Search Logout

4.08-cr-00001-DW USA v. Contreras et al
APPEAL

Select the filer.

Ncoliapse A1 Expand AHI
Uocr-1., Select the Party:
®=USA pla

#Eric Contreras (T) dft gglﬁr[ep:s] Etic (T) [dift

@ Nick Salazar oft
EGeraldine Garcia (T) dft Garcia, Geraldine (T) [dft]
EJimmie D. Lambert (T) dft Lambert Jimmis D. (T) [df]

When selecting the filer, the right pane displays the existing parties and the case participant tree is
in the left pane. Highlight the name of the party for whom you are filing the document. Click

o)

If this is an entry of appearance or initial filing as to the filer, CM/ECF needs to create an
association between the party and their attorney. Leave the box to the left of the party’s name

checked to create the attorney/party relationship and click [Next],

=
Q

Motions
4:08-cr-00001-DW USA v. Contreras ef al
APPEAL

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

The following attorney/party associations do not exist for the above case(s). Please check the box on the left of the screen to create

an association if y

VINick Salazar (ptydft) represented by Robert Smith (aty) [4] Lead

[Creorciaa
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5. Specify the PDF file name and location for the document to be filed

CM/ECEF displays a field for locating and entering the PDF file of the document you are filing.
The file must be in PDF format with a .PDF suffix. If the file is not in PDF format, it will
not be accepted by the system. If an attempt is made to upload a file that is not in PDF format, or
make a standard docket entry without also submitting a document, an error message will appear.

Motions
4.08-¢r-00001-DW USA v._Contreras et al
AFPFPEAL

Select the pdf document and any attachments.

Alain Document
Browse.

Attachments Category Description

1. Browse ] -
Next | | Clear |

select the directory in which the PDF version of the file is located.

Navigate to the appropriate directory and file name to select the PDF document you wish to file.
Highlight the file to upload to CM/ECF.

9:,,» Al ﬂlt'.:!i
Look wx | (3 PDF Films « O -

T Test Docunent A, pdf

g
My Diocument
58
My Compuler
- '} File name: ~ Open |
= ] =
My Network. | Files of type All Fies - Canesl |

Note: To verify that the document being filed is the correct document, after the file
is selected, right click on the file name and select open from the menu. The PDF
document will open and can be viewed to verify that it is the correct document.

Viewing the document allows a user to find and correct significant filing errors
before sending the document to the Court and other parties. Remember, once
submitted, a filing cannot be edited or changed by an attorney.

File Upload
Look in: | I__» PDF Files b
Ivhy He-cerrt Open with Adobe Reader 7.0

Documents

QOpen
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Once you have verified the document is correct, close Adobe Reader and click ([ open ],
CMI/ECF closes the File Upload screen and inserts the PDF file name and location in the Motions
screen. If you fail to select a document to file, CM/ECF will display an error message. If there are

no attachments to the motion, click .

UECF Civil Criminal Query Reports. Utilities Search Logout
Motions
4:08-cr-00001-DW USA v. Contreras et al
APPEAL
Select the pdf document and any attachments.
[Main Document
I\ECF Docs\Robin\Test Document A.py Browse._
Attachments Category Description
L ;

6. Add attachments to the main document

Attachments are added on the lower portion of the document upload screen. Click LiErowse..;
search for the document. Navigate to the appropriate directory and file name to select the PDF
document you wish to file. Verify that the document being filed is the correct document and click

Once a PDF document is selected, the user must select either a Category or a Description to
further describe the attachment. Under Category click on the arrow and make the appropriate
selection. It is also acceptable to enter data in both fields. As the process of adding an attachment
is completed, a new row will appear so the user can then add a second attachment if necessary.

Additional rows will be added as needed. After adding all .pdf attachments, click .

Note: If you select “Exhibit” from the drop down list, DO NOT type “Exhibit” in the
description box, doing so results in duplicate docket text.

Motions
4:08-cr-00001-DW USA v. Contreras ef al

APPEAL

Select the pdf document and any attachments.

[Main Document

I\ECF Dacs\Robin\Test Document A.p-

Attachments Category Description

1. [ECF Docs\RobinlExhibit A pdf Exhibit vlla
" -
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When attachments and exhibits are in paper format

Exhibits to filed documents, which are not available in electronic form, should be
electronically imaged and filed by scanning the documents and converting them to PDF
format. Whenever possible, relevant portions of conventionally produced documents
should be extracted, scanned and electronically filed.

When attachments and/or exhibits cannot be scanned and filed electronically or are
greater than 5SMB, approximately12-15 pages in length,* a one page .pdf document
titled Notice of Exhibit Attachment may be created and attached to the pleading using
the same steps described above for an exhibit. If attachments and exhibits are filed in
paper format, you must provide an original for the Clerk’s Office, a copy for the Judge
and a copy must be served on all parties in the case.

*For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

The next screen will automatically display the response/suggestions in opposition deadline. This
will apply unless otherwise directed by the court.

3 o - G - wutiities -
UECF Civil Criminal Query Reports Utilities Search Logout

Motions
4:08-cr-00001-DW USA v. Contreras et al
APPEAL

Motion to Amend/Correct

S i in O ition/R Deadline
The following deadline will apply unless otherwise directed by the court

< [Suggestions in OppositionResponse due

7. Link related documents

If your document refers to an existing document in the case, and you are provided with the option
of linking the documents, click in the box to the left of “Should the document you are filing link
to another document in this case?”. The Filed and Documents fields are available for the user
to narrow down the number of documents presented to them on the following screen. It is not

necessary to enter information in the Filed or Documents fields. Click [ext]

Reports = Utilities = r Logout

Motions
4:08-cr-00001-DWVW USA v, Contreras etal
APPEAL

Select d

|
< Should the document vou are filing link to another document in this case?

Daocaments o

(e ] [ciear ]
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Scroll through the list of previously filed documents, and click on each that apply. When you have
selected all applicable documents, click [ext]

Criminal - Query Reports ~ Utilities - Search Logout

Motions

4. 08.cr-00001.-DW USA v Contreras et al
APPEAL

|[Select the appropriare evenifs) o which your event velates:

4:08-cr-00001-DW Nick Salazar
—

1/0172007 1 COMPLAINT as to Eric Contreras (1), Nick Salazar (2). (Attachments: # 1
Affdavit) (Jones, Robin) [4:08-m;j-00001] (Eatered: 02/05/2008)

O §1/10/2007 7 INDICTMENT as to Eric Contreras (1) count(s) 1-4, 6, Nick Salazar (2) count(s)

1-4, 5. 6, Geraldine Garcia (3) connt(s) 1-4, 6. (Attachments: # 1 Criminal Cover

Sheets) (Jones, Robin) (Entered: 02/05/2008)

O §2/01/2007 8§ SUPERSEDING INDICTMENT as to Eric Contreras (1) count(s) 1s5-4s, 65-8s,

Nick Salazar () count(s) 15-4s, 55, 65-85, Geraldine Garcia (3) count(s) 15-4s,

65-8s, Jammie D. Lambert (4) count(s) 1-4, 5, 6-8. (Attachments: # 1 Crimsinal

Cover Sheets) (Jo nes, Robin) (Entered: 02/06/2008)

[ 4371172008 15 First MOTION to amend'correct 12 Scheduling Order, o add additional

deadlines by Jonumnie D. Lanbert as to Eric Contreras, Nick Salazer, Gerakdme

- Garcia, Jimmic [}, Lambert. Suggestions in opposition/respanse due by 3/26/2008

unless otherwis e directed by the court. (Herman (gATY), Russell)  Tarrrinared)

8. Modify the docket text as necessary

Click on the drop down box to open a modifier list. If appropriate, select a modifier. Click in the
open text area to type additional text for the description of the pleading. It is NOT necessary to
type the complete title of your document in this box; its intent is to add only that additional
information necessary to provide distinguishing identifiers. Do not use abbreviations. This text
will appear in italics on the docket sheet.

Criminal ~ Query Reports  ~ Utilities ~ Search

4:08-cr-00001-DW USA v. Confreras et al
APPEAL

LRocketTextlodify as Appropriate.
. .. 9| MIOTION to amend/correct [75] MOTION to Dismiss Case filed by Nick Salazar m
I Suggestions in opposition/response due by 1/4/2010 unless otherwise directed by the court. (Attachments:

e (Smith, Roberf)

Consent
[ Counter ‘

Cross

Emergency

First

Interim

Joint

L tilertbl

9. Submit the document to CM/ECF

After modifying the docket text, click . A new window appears with the complete docket
text for the entry. Review the docket text. If you need to modify data on a previous screen, click

€= on the browser’s toolbar to find the screen you wish to alter.

When you arrive at the final approval screen, if the entry is correct, click [Mext] T abort the entry,
click on Criminal to restart. Once you submit the filing it is an official court document.
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Note: The full path and filename for any uploaded documents are displayed on the final
approval screen. Please confirm that the correct documents have been selected for
filing. If the incorrect documents were selected, do not proceed with the filing.

You can abort the filing by clicking on a menu item on the Main Menu. Users should

avoid the &9 button as page information is NOT cached and the user may encounter
some problems.

Criminal ~ Query Reports ~ utilities ~ Search

4:08-cr-00001-DW USA v. Confreras et al
APPEAL

Docket Text: Final Text
MOTION to amend/correct [75] MOTION to Dismiss Case by Nick Salazar. Suggestions in
opposition/response due by 1/4/12010 unless otherwise directed by the court. (Attachments: # (1) Exhibit

A)(Jones, Robin)

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

modify this transaction if yon continue.

iSource Document Path (for confirmation only)]
I'ECF Docs'Robin'Test Document A pdf  pages:
I:ECF Docs'Robin Exhibit A pdf  pages: 1

10.  Receive notification of electronic filing

Do not attempt any other CM/ECF System function or sign off until the Notice of Electronic Filing
is displayed. Otherwise, the transmission may be interrupted and the document will not be filed.

Note: The Notice of Electronic filing represents your electronic file stamp. You should
save a copy and/or retain a hard copy in your office file. Select [File] on the browser
menu bar, choose Save As . .. from the drop-down window to save the receipt to a file
on your network or the hard drive of your computer.

Select [Print] on the browser toolbar to print the document receipt.

The Notice of Electronic Filing provides confirmation that the CM/ECF System has registered
your transaction and the document is an official Court document. The date and time of the
transaction is displayed along with the number assigned to the document.

Names and e-mail addresses of the attorneys who are registered CM/ECF users and will receive
electronic notice of the electronically filed document are displayed on the Notice of Electronic
Filing. Transmission of the Notice of Electronic Filing constitutes service of the filed document on

registered CM/ECF users.
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If applicable, the names and addresses of individuals who will not be electronically notified of the
filing will also be displayed on the Notice of Electronic Filing. It is the filer’s responsibility to
serve hard copies of the document and the Notice of Electronic filing to attorneys and
parties who are not registered for electronic notification. Attorneys are reminded that a
copy of all sealed documents must also be sent to opposing counsel, regardless of the
opposing attorney’s electronic status.

Crimipal Reports v Utilities + Search

4:08-cr-00001-DW USA v_Contreras et al
APPEAL

U.S. Distriet Court

United States District Court for the Western District of Missouri - Test Area

Notice of Electropjc Eiling
< [The following transaction was entered on 12/18/2009 at 4:34 PM CST and filed on 12/18/2009 >
Name: USA v Contreras et al

(Case Number:

i e ick Salazar
< [Document Number: 100

[Docket Text:
[MOTION to amendicorrect [75] MOTION to Dismiss Case by Nick Salazar. Suggestions in opposition/response due by 1/4/2010 unless otherwise directed by the
court. (Attachments: # (1) Exhibit A){Jones, Robin)

ey

4:08-cr-00001-DW-2 Notice has been electronically mailed to:
Faderal Public Defender  robin_jones@mow uscourts gov
[Denise J. Carter (Terminated)  bill_terry@mow uscourts.gov
[Lori Carr  lori_cam@mow uscouts gov

MMichael T Pate  bonnie_rowland@morw uscourts 2ov

Robert Smith  rsmith1234@yahoo.com

Robin L Jones  robin_jones@mow uscoutts gov

ITnm Brown _forev erabﬁ@:a}mn com

4:08-cr-00001-DW-2 Tt is the filer's responsibility for noticing the follfing parties by other means:

Russell Herman (gATT)
emman & Herman
11111 N. 15t Street
Anytown, MO 12345 3

E-mail Notification of Documents That Were Filed

After a document is electronically filed, the CM/ECF System sends a Notice of Electronic Filing
via e-mail to the designated attorneys who have registered as CM/ECF users to receive electronic
notification. Attorneys and parties who receive electronic notification of the filing are permitted
one free look at the document by clicking on the associated hyperlinked document number
embedded in the Notice of Electronic Filing. The one “free look” will expire 15 days from the date
the Notice of Electronic Filing was transmitted. Since sealed documents are not available to
anyone, absent court order, only the notice of electronic filing is viewable, even to case
participants.

The Court strongly suggests that the document be copied to your hard-drive or network for future
access. Subsequent retrieval of the case docket sheet and document from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.
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Filing Other Types of Criminal Documents

To file a document other than a motion or application, make the appropriate selection from the
Main Menu bar. The screens that follow will be very similar to those described above for filing a
motion. If you have questions regarding filing other documents, please contact our Help Desk at 1-
800-466-9302.

Query Feature

Registered participants should use this feature to query CM/ECF for specific case information. To run a Query,
click on Query from the Main Menu at the top of the CM/ECF screen.

EECF givil - Criminal -

CM/ECF opens the PACER Login screen. You must enter your PACER login and password before CM/ECF will
permit you to query the CM/ECF database. Any data entered in the optional Client Code field will appear on the
PACER bhilling statement and is useful for internal billing..

PACER Login

Instructions
Enter your PACER login and passwaord. If you do not hawe a PACER login, you may register online at hitp:#pacer psc.uscourts.gov. If you hawe a
CMIECF filer login and passwiord, and would like to automatically log into PACER each time you log in as a filer, check the box below,

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

Authentication

Login:
Password:

Client code:

Note: Your PACER login and password are different from your CM/ECF login and password. You
must have a PACER account to retrieve, view and print certain documents. You will be charged a fee
to access documents, docket sheets and reports from CM/ECF. Keep in mind that PACER charges on a
per page basis so limiting that parameter of your report will limit your costs.

After you enter your PACER login and password, CM/ECF opens a Query data entry screen. If you know the
number that the Court has assigned to the case, enter in the Case Number field and click [ Pun Query |

For civil cases users may also query a case by Nature of Suit or Cause of Action. You must enter a range for either
the filed date or the last entry date in order for the query to run. To capture all cases matching your criteria, search
from 1/1/1970 to the current date. The system will display all cases that meet the criteria you entered.

Users may also query the CM/ECF database by the name of a party or an attorney in the case. Enter the last name
or business name of the party in the appropriate field. At least two consecutive letters must be entered in the “Last
Name/Business” field.
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If you are unsure about the spelling of a party’s name, enter a portion of the name and an asterisk (*). For example,
if the user is unsure if a party’s name is spelled Haroldson or Haroldsen, enter Harolds*n. The results will list both
Haroldson and Haroldsen. Entering Harold will display all cases involving parties with the last name starting with
Harold.

Z|
)

Query

ECF cvil ~ Criminal ~ Query Reports ~ Utilities  ~ Search Logout

Search Clues
Case Number
or search by
Case Stafus: Oopen OClosed OAl
Filed Date to
Last Entry Date to
~
- . 0 (zero)
Naneofut 110 (insurance)
120 (Contract Maring) v
-
- s 0 (No cause code entered)
SUSElOLAERON 00:0000 (D0:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commission: Failure Enforce C) v

Last/Business Name (Examples: Desoto, Des*t)

First Name Middle Name

Run Query

If more than one person or business with the same name is in the database, CM/ECF returns a screen from which to
select the correct name. To the right of the party’s name CM/ECF indicates whether they are a party in a case or an
attorney.

Select A Person

There were 37 matching people.

Smith,_Amyv Marie (pv)
Smith,_Ammvy Marie (pty)
Smith, Anne (pvv)
Smith, Beauregard pry)
Smith, Bob (pvv)
Smith, Connie py)
Smith, Damna § (pry)
Smith, David E (pvv)
Smith, Doe py)

INE=TN

If the individual is a party in more than one case, CM/ECF will list all of the case numbers associated with that
party.

Criminal ~ Reports ~ Utilities  ~ Search

Select A Case

This person is a party in 13 cases.

2:08-cv-04003-WAK  Smith v. Smith filed 01/18/08 closed 10/28/08

2:08-cv-04008 Smith v. White filed 07/21/08

3:08-cv-03003-RED  AT&T Communications v. Smith filed 07/24/08

4:06-cv-00010-ODS  Smith v. Foster filed 09/11/06

4:08-cv-00004 Smith v. Parker filed 01/18/08 closed 05/05/09
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After selecting the case number or party a Query Menu will be displayed. The Query Menu allows a review of
specific case information.

4:08-cv-00004 Smith v. Parker
Date filed: 01/18/2008

Date terminated: 05/05/2009

Date of last filing: 05/05/2009

Query
Alias
Associated Cases
Attorney
Case File Location...
Case Summary
Deadlines Hearings. .

Docket Report ...
Filers
History/Documents....
Party

Related Transactions...
Status

View a Document

From the Query Screen you can perform any of the following:
e Alias - See a list of aliases for the parties in the case.
e Associated Cases - Retrieve the case numbers of any associated cases.
e Attorney - View the names and contact information for all attorneys involved in the case.
e Case File Location - View case file location information.
e Case Summary - Provides a summary of current case-specific information.
e Deadline/Hearings - Review upcoming deadlines and hearings.
e Docket Report - Run a docket report.
e Filers - See a list of filers in the case.
e History/Documents - View the history of the case with the ability to look at a specific date range
or certain docket events.
e Party - See a list of all parties in the case.
¢ Related Transactions - Find transactions in the case related to one another.
e Status - Look at any pending statuses.
e View a Document - View a specific document, if the docket entry is known.

Reports
Docket Report

CMI/ECF allows users to run a number of reports. The most common report used by the Court and
attorneys is the Docket Sheet.

Note: Your PACER login and password are different from your CM/ECF login and password. You
must have a PACER account to retrieve, view and print certain documents. You will be charged a fee
to access documents, docket sheets and reports from CM/ECF. Keep in mind that PACER charges on a
per page basis so limiting that parameter of your report will limit your costs.
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To run a docket report, select Reports from the Main Menu at the top of the CM/ECF screen.

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

The next screen gives a list of reports which are available to users. Select Docket Sheet from the Reports
screen. If logged into the system with a Court-issued CM/ECF login, the system will ask for a PACER
login and password before displaying the next screen. Since PACER charges based on the number of
pages, using the following search features will help you reduce your costs.

Enter your PACER login and password and CM/ECF will open the Docket Sheet report query window.

Reports = Utilities = Search

Docket Sheet
Case number 08-10 —
©Filed —
to

OEntered

Documents to ‘

Include: Document options:

Parties and counsel [ Include headers when displaying PDF documents
Terminated parties [View multiple documents
[JList of member cases [Create Appendix

[ Links to Notices of Electronic Filing o0,
© HTML (unpaginated)
() PDF (paginated)
Sort by | Oldest date first v

Clear

Case number field: To run a docket report, enter the case number in the Case number field and click
Find This Case |, (See black arrow above.)

Date range field: The next fields are the date range fields. Use these fields to search for events filed or
entered between a specific start date and end date, inclusive. (See blue arrow above.)

If only a start date is entered, the report will include events filed or entered on or after that date. If only an
end date is entered, the report will include events filed or entered on or before that date. 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.

Document range field: If document numbers are entered in the document range fields, the events
displayed will be limited to those with document numbers between those numbers, inclusive. The system
will not display unnumbered events, such as some text only entries. (See red arrow above.)

Enter only a beginning range number and the report will include documents with that number or higher.
Enter only an ending range number and the report will include documents with that number or lower. Leave
these fields blank and the report will show all documents and events regardless of document number,
depending on other entries on this screen
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The following options can be selected in addition to the Case number, date range and number range
criteria. (See orange arrow above.)

Parties and counsel: If the Parties and counsel option is included, the docket sheet will include

the names of the parties, along with their roles and attorneys. If unchecked, the report will include

only the heading, the general case information, and the docketed events. This can be useful if there
are a lot of parties, and the filing user does not want to print or see those pages.

Terminated parties: If the Terminated parties option is included, a notation next to the party’s
name will say that they were terminated as of a particular date. If the box is unchecked, the
terminated party will not appear in the caption, but will still appear in any relevant docket entries.

Links to Notices of Electronic Filing: If the user selects Links to Notice 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 is not necessary to include the links.

Sort by: Selecting the Sort by option will allow the user to specify the order in which the events
listed in the report will be sorted. Oldest date 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. Since oldest date first is
the most common display, that is the default selection.

Include headers when displaying PDF documents: When the Include headers when
displaying PDF documents is selected, all PDF documents viewed will have a banner at the
bottom of each page containing the case number, docket entry number, date filed and page number
on it. (See below for an example.)

Case 4:08-cv-00010-SOW  Document 19  Filed 04/18/2008 Page 1 of 1

View multiple documents: When View multiple documents is selected, users can select
multiple documents and combine them into a single PDF file to be viewed or be download into a
zip file. Click here for more details.

Create Appendix: Users can select the Create Appendix option to select documents to include
in an Appendix for the Court of Appeals. Click here for more details.
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After entering the preferred options for viewing the docket sheet, select . The docket
sheet below was generated using the default values assigned by CM/ECF.

CLOSED, EAPADMEY

U.S. District Court
United States District Court for the Western District of Missouri - Test Area (Kansas City)
CIVIL DOCKET FOR CASE #: 4:08-cv-00010-S0W

ey v. Bamry
Assigned to: Sr District Judge Scott O Wight

Demand: $750,000

Case in other cowrt: Cireuit Court of Absalute Counry, Missoun, 01-25236
Cause: 25:1441 Petition for Removal: Personal Injury Tumisdiction: Federal Guestion

Elainufy
Barry Terry represented by Kebert Smith

v
Defendans
Terry Barry represented by Shirley I Corron

and Lows, Tne

LE.
ATTQRNEY I'? BE NOTICED

# | Docket Text

1 | NOTICE OF REMOVAL from Circuit Court of Absolute Counry, Missoun, case number 01

6, filed by Shirley I* Cotton on behalf of Temy Damy. Fling fee $ 530,
Entered: 04152008)

pt namber 8314634648, (Anachments: = | State Court Petition, = 2 Civil Cover Shes
| 2 [ A5 WER 1o Complaint Giotics of Removal) fed by Shistey < 152008
3 | Notice of EAP te Progr, 14
| 4 [ MOTION 10 amend comect Eamplain: fled by Rory OF.eilly on behalf of Barry Terry. Suggestions in appositi 172098 unless otherwise directed

Civil/Criminal Cases Reports

To run a Civil/Criminal Cases report, select Reports from the Main Menu at the top of the CM/ECF
screen.

Query Reports Utilities ~ Search Logout

- Crnminal ~ Reports  ~ Utiliies  ~ Search

Docket Sheets/Docket Repo! Civil Reports
Docket Sheet Civil Cases

Calendar Reports Civil and Criminal Reports
Calendar Events Docket Activity

Judgment Index

iminal RepoNg Written Opinions
Criminal Cases,

The Civil Cases and Criminal Cases reports provide you with the flexibility to query the CM/ECF
database to locate cases electronically filed within a date range, associated to a particular judge, or both.
These reports are not subject to the 30 page billing cap.

Users can run the Civil Cases Report based on Nature of Suit, Cause of Action and Jurisdiction. The
option to include open cases, closed cases or both is available.
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The citation code and count status can be used to run the Criminal Cases Report. The option to include
pending, terminated, fugitive and non-fugitive defendants is also available.

Civil Cases Report Selection Screen

= - = = o o <
UE c F civil Criminal Query Reports utilities Search Logout 2

Civil Cases Report

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

Office I Case type [N - | Nature IEE—
Jefferson Gity Chil of suit | 0 (22r0)
Joplin v EAP-case assignment only 110 (Insurance) ~

Cause I
0 (No cause code entered)
00:0000 (00:0000 Cause Code U.)  »

Jurisdiction I Case flags [ ~
Diversity APPEAL Terminal digit(s) 2,47 [F10pen cases
Federal Question v ECOST v [IClosed cases
Filed |12/14/2009 to |12/21/2008
Sort by |Case Number v ~

Output Format (& Formatted Display
O Data Only

Run Report

Criminal Cases Report Selection Screen

Query - Utilites = Search

Criminal Casas Raport

R araiag: This Teport 2 8ot Sabect 1o (he 70 poge PIRSg C3p.
You will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu or the Docket Report.

Cfice MR -~ | Case types MM | Ca:c IR =
Jefierson City Courtran fags  APPEAL
Joplin - Criminal v BLOST -

Citation w
Count Status [F] Pending [ Dispoced
Filed | 1211472009 | to | 12/21/2009
Terminal digit(s) 2 2.7 [F)Pending defendants

CTerminated defendants
[ [Fugitive defendants
[“INon-Fugitive defendants

Sort by | Case Number - w

= Formatted Display
et 2 Data Only

|_Run Arport | [ Clear |

Written Opinions Report

Pursuant to the E-Government Act of 2002, PACER users have the ability to view written opinions free of
charge.

To run a Written Opinions report, select Reports from the Main Menu at the top of the CM/ECF screen.

Query Reports + Utilities ~ Search

criminal ~ Query Reports ~ utilities  ~ Search Logout

Docket Sheets/Docket Reports Civil Reports

Docket Sheet Civil Cases
Calendar Reports Civil and Criminal Reports
Calendar Events Docket Activity

gfffmcnr noes
Criminal Reports Written Opinions
Criminal Cases
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There are several search options available. A filed start and end date must be entered. The date
automatically defaults to the previous month. Users can search by case number, party, nature of suit, cause
of action or case type. Any combination of the preceding options can be selected to narrow the search
results.

Criminal ~ Query Reports ~ utilities Search Logout

Middle Name

¥ (zerc)
110 (Insurance)

0 (No cause code entered)

Courtran v 00:0000 (00:0000 Cause Code U..) »
Case Flags [N ~

APPEAL

BCOST hd

<Filed between 1/21/2009 | and | 12/21/2009 OSummar_\' text
@ Full docket text
Sort by | Case Number ¥

The results will show the case number and the date the order was filed. The case number is an optional link
to the docket sheet, but PACER fees will apply if activated. To view the written opinion, click on the
document number hyperlink to open the document. Once open, the document can be printed and/or saved.

‘Written Opinions Report

LS. District Court — United States District Court for the Western District of Missouri - Test Area
Filed Report Period: 3292006 - 4/28/2008

Date Filed: § Doc. # Description: Notes:
2M-cv-H446-WAK 083072007 1 REPORT AND RECOMMENDATIONS re 3 MOTION for ffice; Jefferson City
Richardson v. Bax summary judgment filed by Glenda Richardson Objections 1o R&R NOS: Civil Righes: Other

due by 91272007 Signed by Magistrate Judge Wilkam A, Knox on Cause: 422000 Job
8/22/07. (Richardson, Glenda) Discrimination (Age)
11/15/2007 15 JORDER adopting Report and Recommendations re 4 Keport and Office: Jefferson City
[Recommendations. MOTION motion for summary judgment 3 e NOS: Chil Righte: Other
jdenied. Signed by Magiswrate Judge Wiliam A Knox on November Cause: 422000 Job
15, 2007 {Tones, Robin) Discrimination (Age)
2.06-cv-04020-80W 082472006 i JORDER gramting  motion 1o reassign'ransfer case to District X Office; Tefferson City
[Williams v. Smith Signed by Judge Scom ©. Wright on 8/23/06. (Richardson, Glenda)  Case Fiags: CLOSED
NOS Labor. ERI1S.A
Cause: 29:1337 ERLS.A.
2 2006-ny-03001-WAK 08182006 13 JORDER grantmg 12 metion to amend correct as to Luke Skyvwalker  ©ffice. Jeffersen City
USA v. Skywaller 1), Signed by Tudge William A Knox on 8/18/08, (Bax, Laura)

Calendar Events Report

The Calendar Events Report displays court proceedings for a selected date range. To run a Calendar
Events report, select Reports from the Main Menu at the top of the CM/ECF screen.

- Criminal ~ Query Reports ~ Utilities ~ Search

[Reports

Docket Sheets/Docket Reports Civil Reports
Docket Sheet Civil Cases

Calendar Reports Civil and Criminal Reports
alendar Ever Docket Activity

Judsment Index
Criminal Reports Written Opinions
Criminal Cases
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Users can search by Office (location), Nature of Suit, Calendar events (hearing type) or date set. Any
combination of the preceding options can be selected to narrow the search results.

Reports  ~ Utilities ~ Search

Case

) Both OAM O PM
Time O aMm OPM

Include closed cases
Display terminated
parties

Geution Hearing

Include docket
text

Sort by | Time b

The Calendar Event report will list the date, time and type of hearing. Each entry will include a hyperlink
to the case and a description of the docket event that set the hearing. All parties in the case will be listed
along with their respective counsel.

U.S. District Court
United States District Court for the Western District of Missouri - Test Area
Calendar Events Set For 4/28/2008-6/1/2008

05/19/2008
09:00 AM
2:08-cr-00003-0ODS-1 USA v. Terry
Accelerated Jury Trial Courtroom 8C. Kansas City (ODS)
Russell Herman (gATY) representing Barry Terry (Defendant)
Robin L Jones representing USA (Plaintiff)
@ SCHEDULING AND TRIAL ORDER as to Barry Terry granting [12] MOTION to continue. Accelerated Jury Trial set for 5/19/2008 09:00 AM
before Ortrie Smith. See Order for additional deadlines. Signed by Magistrate Judge Sarah W. Hays on February 25, 2008.

Utilities

The Utilities section of CM/ECF allows registered users to maintain their account, change certain PACER
information, view all of their CM/ECF transactions, track all internet payments made, link to legal research and
review mailing information for a case.

To access the Utilities functions, select Utilities from the Main Menu at the top of the CM/ECF screen.

Criminal ~ Query Reports ~(  Utilities ~ Search Logout

The next screen shows all available Utilities options.

Q po i og0 ¥
[Utilities
Your Account Miscellaneous
Change Chient Code E-Mail and Mailings...
Maimtain Your Account Internet Payment History
Remove Default PACER Accomt  Legal Research ...
Review Billing History Verify a Document
Show PACER Account
View Your Transaction Log
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Maintain Your Account

Click on Maintain Your Account from the Utilities Menu to open the Maintain User Account Screen.

Reports ~ Utilities ~ Search

|Utilities

Your Accop Miscellaneous

E-Mail and Mafings...
Maintain Your Account Internet Pavment History

FEMOTeTESMPICER Account  Lesal Research ..

Review Billing History Verifv a Document

Show PACER Account

View Your Transaction Log

This screen displays all of the user registration information that is contained within the CM/ECF database
for your account with the Court. This information can only be accessed with your CM/ECF login and
password.

Update Address and Phone Information

Some users have the ability to update their address and phone information from the Maintain User
Account screen. If location information is displayed in open text boxes, then the information can be
updated by the user. The screen below shows information that can be updated by the user.

Reports  ~ Utilities  ~ Search

Maintain User Account

Last name Smith First name Robert
Middle name Generation
Gender ~ ATY Type |All v
Title
Bar number Type aty
Prisoner id Add Headers to PDF Documents

Office |Smith, Smith & Smith
TUnit
Address 1
Address 2 2222 Main Strest
Address 3

City Anytown State |MO Zip |55555
Country County A
Phone |(417) 1234567 Fax |(417) 234-5678
Thitials DOUD Tnd date

lEmai\ information.. I [Morausannformanon. I

If a user’s name is linked to a law firm, the user will not be able to make changes to the firm name and
address. Changes to the telephone and fax number can be made by the user. When a user is linked to a law
firm, a notice of change of address needs to be submitted to the court for any address or firm change.
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The information in the screen below is linked to a law firm and cannot be updated by the user.

(Maintain User Account
Last name Jones First name Tom
Middle name Generation
Gender - ATY Type .
Title
Bar number Type aty
Prisoner id Add Headers to PDF Documents
Office Daniels Danicls & Gossett et al.
Unit
Address 1 501 Warner Brothers Circle
Address 2
Address 3
City Hollywood State CA Zip 92138
Country County
Phone |816-123-4567 Fax |816-765-4321
Initials DOB End date
[ Email information ] [ Mare user information

After updating your account information, click.

The next screen displays all cases associated with your account. Select Update All to apply the changes to
both open and closed cases.

Crimipal ~ Query Reports = Utilities = Search

ISearching for existing Attorney Records
Select the cases to be npdated

ICAUTION: Modifications that you entered on the previous screen can be applied only to the cases you are allowed to access. If the person you are editing is
lassociated with any other cases, information in these cases will not be modified.

\If you 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 to all of those cases regardiess of whether or not the user selects cases individually or selects the ***Updatd
None™** option.

\If vou modified items ather 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 AlI*** option. If vou salect the ***Update None™** option, no changes will apply to any cases listed.
(Clic tion mark on the menu bar above for more information.

*** | Ipdate Mone **%
x . Doe etal (Defendant)

0:1-cv-817 Greenv. Blue (Defendant) Case Term 06/01/2009

0:2-cr-4040-1 USAv. Duno (Defendant)

0:2-ev-619 Terryv. Curl (Plaintiff)

0:2-cv-621 Baltimore v. Washington (Plaintiff) Case Term 06/21/2002

0:2-cv-82002 Harris etal v. Travelers Inn & Hotels (Defendant)

1:1-cv-3111 Johnseon v. Brown (Plaintiff)

2:2-cv-4333 Jones v. Mouse (Plaintiff) b

Click to transmit the changes to the CM/ECF system. The system will display an account update
confirmation screen once the changes have been accepted. Make sure you receive this screen before
leaving the Utilities menu.

Criminal ~ Query Reports - Utilities  ~ Search

[Updating person record...
[Update Person Prid: 38

The update was successful .. prid 38 - Robert Smith
The update was successful ..
[No e-mail edit requested.

[No user update requested
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Change Your Password

For security purposes CM/ECF displays a string of asterisks in the Password field to mask your password.
Because the password field is masked, if you change your password, the Court cannot access the new
password. If you forget your password, the clerk’s office can reset it.

To change your CM/ECF password, place your cursor in the Password field, delete the asterisks and type
your new password. As you type your new password the characters will be displayed. When you have
completed entering your new password, click | Retumto Accountscreen | to return to the Maintain User
Account screen.

Reports ~ Utilities  ~ Search

More User Information for Robert Smith

Login |R51234 Last login 12-21-200% 12:27
Password === Current login 12-21-2009 12:27
Create date 05/03/2008
Registered Y TUpdate date 12/04/2009

Internet Credit Card Y
Groups Aftorney

Return to Account screen Clear

Click on the Maintain User Account screen. You will see the screen below. At this point the

changes have not been accepted by CM/ECF. Click to submit your changes to the CM/ECF
system.

Criminal ~ Query Reports = Utilities  ~ Search

(Case specific fields were not altered.
(Click submit to continue with update of person.

H Clear

The account update confirmation screen will be displayed. Make sure you receive this screen before
leaving the Utilities menu.

Reports ~ Utiities + Search

[Updaring person record...
[Update Person Prid: 3§

The update was successful.... prid 38 - Robert Smith

Updating user record
The user update was successful

Participant records were not altered.
[No e-mail edit requested.

User edit complete

Note: When making changes to your account, if you do not receive the account confirmation
screen, any changes you made have not be accepted by the system.
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Maintain Your E-Mail Settings

Click on Maintain Your Account from the Utilities Menu to open the Maintain User Account Screen. To
access the E-mail Information screen, click |  Emailinformation... | The E-mail Information screen allows
users to update their e-mail address, add secondary e-mail addresses

(i.e., paralegal, secretary or other support staff), request notice for additional cases and specify format and
delivery for receiving all Notice of Electronic Filings (NEFs).

Reports - Utilities ~ Search

Maintain User Account

Last name Smith First name Robert
Middle name Generation
Gender b ATY Type (Al v
Title
Bar number Type aty
Prisoner id Add Headers to PDF Documents

Office |Smith. Smith & Smith
TUnit
Address 1
Address 2 | 2222 Main Street
Address 3

City |Anytown State | MO Zip 55555
Country County -
Phone |(417) 123-4567 Fax |(417) 234-5678
N End date
<[ Email information.. ] )Morausannformanon.

Adding and Changing Primary and Secondary E-Mail Addresses

The initial E-mail Information screen is divided into two panes. In the left pane are the primary e-mail
address and secondary e-mail addresses, if any. Select the e-mail address to be updated, or if adding a
secondary e-mail address, select add new e-mail address.

Query Reports = Utilities = Search Logout

Email Information for Robert Smith

Ilegistered e-mail addresses Configuration options
Crimery e-mail address: Select an e-mai address to confizure.
rsmith1234 @vzhoo.com

econdary e-mail aderasses:
tsmith4321 @vahoo.com
add new e-mail address

Return to Person Information Screen l Clear
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After the e-mail address is selected, the current e-mail address and additional configuration options are
displayed in the right pane. Delete the existing address and type in the new information. If adding a new
secondary e-mail address, type the address in the box. Once the user enters a complete e-mail address,
configuration options appear under the e-mail address in the right pane.

Email Information for Kobert Smith

|[Registered e mail addresses L ion options
[Primary e-mail adaress
rsmith1 234 @ vahoo com ramith 1234 &yahoo com

! addresses. Should this e-mail address receive notices? & Yes O No

How should notices be semt to this e-mail address? & Per Filing O Summary Report

| Return to Person Beraan | In what format should notices be cent to this e.mail address? O HTML & Text

Case-specific eptions

Add additional cases for noticing

These cases will send notice per filing. (detml mehod)
O:GG-my-02223-0W-1 USAv. Dae
217 MKL Green v. Bh
040-S0W-1 LISAv. Dy ida Dune

615DV Tawry v Bill Terey

821-DW Rialtimors v. W cned on DE21/2002) - Reprasenting Court Malimars
02-ov-BZ002-F JG Hams et al v. Travelers Inn & Motels - Mepresentng Travelers Inn & Hotels
07-2-03111-JCE Johnson v. Brown - Hepresenting Phil Johnsen

02204333 HKL Jones v. Mouse - Representing Artis L Jones

- Representing John Dae
Tl [2009) - Representing John Blus

moCoooc

These cases will send notice as @ SLMMary raport, (el meod

Following is an explanation of each of the configuration options available to users:

Description

Should this e-mail | CAUTION: This setting should ALWAY'S be set to Yes. If set to No,
address receive neither the primary e-mail address nor any secondary addresses will
notices? receive Notices of Electronic Filings (NEFs) in any cases.

Sets the default delivery method for notices sent to this address. If Per
Filing, an e-mail will be sent for each individual filing. If Summary
Report, one daily summary e-mail notice that lists all the filings for

How should that day will be sent; if this option is selected, an additional option is
notices be sent to added to the screen: Should this e-mail address receive a “‘no

this e-mail activity”” notice when no summary noticing occurs? If Yes, the Daily
address? Summary Report e-mail will include the message ““no transactions

found for this time period” if no activity occurs in the cases for which
the user is configured to receive summary notices. If No, then no e-
mail will be generated when there is no activity in the cases.
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In what format

should notices be Controls the format of the e-mails — either HTML or Text. HTML is
sent to this e-mail | the preferred format.

address?

ﬁng\/gﬁ:gﬁases for Displays a list of all of the cases for which the user is configured to
receive NEFs.

address?

Add additional Allows users to add cases in which they are not an case participant,

but would like to receive NEFs. There is no free look associated

cases for noticing with these Notices.

These cases will
send notice per

filing. (default An e-mail will be sent for each individual filing.

method)

These cases will

send notice as a One daily summary e-mail notice that lists all the filings for that day
summary report. will be sent.

(alternate method)

When you have modified the e-mail primary or secondary e-mail address information, click
| RamoPesnibnein Sz jn the left pane to return to the Maintain User Account screen. Click

on the Maintain User Account screen. You MUST hit the Submit button on THIS
screen to save any of the changes made to your email configurations.

When the primary e-mail address is modified, the next screen will display all cases associated with
the account. Select Update All to apply the changes to both open and closed cases.

UE c F Civil Criminal Query Reports Utilities Search

Searching for existing Attorney Records
Select the cases to be updated

ICAUTION: Modifications that you enteved on the previous screen can be appiied only to the cases you are allowed to access. If the person you are editing Is
lnssociated with any other cases, information in thase cases will not be modified

\If you modified any of the name fields (firsi, last, middle, generation) on the previous screen, those values will automatically be recorded in all accessible cases fo
Wwhich the person is linkaed. These changes will apply io all of those cases regardless of whether or not the user selacis cases individually or selects the ***Update]
Wone™** opiion.

\If you 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 vou select or ALL cases if you choose the ***Update AII*** option. If you select the ***Update None™** aption, no changes will apply to any cases listed.
(Click the guestion mark on the menu bar above for more information,

*** Update All *+* A

0:0-mj-2223-1 USAv. Doe etal (Defendant)

0:1-cv-817 Greenv. Blue (Defendant) Case Term 06/01/2009
0:2-cr-4040-1 USAv. Duno (Defendant)

0:2-cv-619 Terryv. Curl (Plaintiff)

0:2-cv-6271 Baltimore v. Washington (Plaintiff}y Case Term 06/21/2002
0:2-cv-82002 Harris et al v. Travelers Inn & Hotels (Defendant)

1:1-ev-3111 Johnson v. Brown (Plaintiff)

2:2-cv-4333 Jones v. Mouse (Plaintiff) ¥
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Click to transmit the changes to the CM/ECF system. The system will display an account
update confirmation screen once the changes have been accepted. Review the e-mail
configurations for each e-mail address. To see the complete list of cases for which

each e-mail will receive notice, click the View/Hide case list. Make sure you receive this screen
before leaving the Utilities menu.

sEcF Civil - Crminal ~ Query Reports  ~ Utiliies = Search

[Updating person record...
[Update Person Prid: 33

The update was successful.... prid 38 - Robert Smith
[Participant records were not altered.

[E-mail configuration:
Primary e-mail address: rsmith1234@yahoo.com
This e-mail address will receive notices.
Notice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as text.
This ¢-mail address will receive general announcement notices from this court.
e notices for all cases in which Robert Smith is a participant

View/Hide case list

2 ess: tsmith54321@yahoo.com
This e-mail address will receive notices.
Notice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HTML
eive general announcement notices from this coust.

View/Hide case list

[No user update requested

Add/Remove Additional Cases

To receive NEF’s in additional cases which may be of interest, enter a case number or multiple
case numbers separated by a comma, in the Add additional cases for noticing text field in the

bottom right pane and then click [ Find This Case || After selecting the

appropriate case(s), click [ Addcase(s) | This will add the case(s) to the list of cases in the service
list. To remove cases which are no longer of interest, highlight the case number in the box and

C|iCk[ Remove selected cases l

cwil - Criminal ~ Query Reports ~ utilities  ~ Search Logout

Email Information for Robert Smith o
[Registered e-mail addresses Configuration options
\Primary e-mail address.
rsmith1234/@vahoo.com rsmith1234@yahce.com
|Secondary e-mail addresses. Should this e-mail address receive notices? @ Yes O No
tsmith4321@vahoo.com
add new e-mail address 'How should notices be sent to this e-mail address? & Per Filng O Summary Report

[ Rieturn to Pareon Information Serean || hat format should notices be sent to this e-mail address? © HTML @ Text

Clear

[ Show all cases for this e-mail address | (Copy case fisis from here)

=5

These cases will send notice per filing. (defeauit methad)

0:00-mj-02223-DW-1 USAv. Doe - Representing John Doe

0:01-cv-D0817-NKL Green v. Blue (Closed on 06/01/2008) - Representing John Blue
0:02-cr-04040-SOW-1 USAv. Duno - Representing Ida Duno

0:02-cv-DD619-DW Teryv. Curl - Representing Bill Terry

0:02-cv-DD621-DW Baltimore v. Washington (Closed on D6/21/2002) - Representing Court Baltimore:
0:02-v-B2002-FJG Harris et al v. Travelers Inn & Hotels - Representing Travelers Inn & Hotele
1:01-v-03111-JCE Johnson v. Brown - Representing Phil Johnsen

2.02-c-04333-NKL Jones v. Mouse - Represenling Artis L Jones
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If you wish to receive one daily summary e-mail notice that lists all the filings for that day in a
particular case or cases, highlight the case(s) in the These cases will send notice per filing box

and click [ Change selected cases to notice a3z a summary report ]

For secondary e-mail addresses, the additional Should this e-mail address receive notice for all
cases in which this individual is a participant? configuration option is available. By selecting
Yes users will receive e-mail notification in all of the cases which appear in the These cases will
send notice per filing box and any future cases in which the primary user appears. Selecting No to
this option will ensure that the user will not receive notices in any future cases in which the
primary user appears.

Secondary e-mail recipients requesting to receive notice in specific cases only should delete all
cases for which they do not wish to receive notice from the These cases will send notice per filing
box. E-mails will be sent to secondary e-mail recipients for all cases listed in the noticing box.

Note: The “free look” does not apply when viewing documents in cases for which you a not
participant. Adding Additional Cases allows you to receive the NEF, however, in order to iew
the document, you will need to use your PACER account.

Click to transmit the changes to the CM/ECF system. The system will display an account
update confirmation screen once the changes have been accepted. Review the e-mail
configurations for each e-mail address. To see the complete list of cases for which each e-mail
will receive notice, click the View/Hide case list. Make sure you receive this screen before leaving
the Utilities menu.

[Updating person record...
[Update Person Prid: 38

The update was successful... prid 38 - Robert Smith
Participant records were not altered

[E-mail configuration:
Primary e-mail address: rsmith1234@yahoo.com
This e-mail addrese will receive notices.
Notice will be sent to this addrese on a per filing basis.
Notice sent to this address will be formatted as text.
This e-mail addrese will receive general anmouncement notices from this court
e notices for all cases in which Robert Smith is a participant

ess: tsmith54321@yahoo.com

This e-mail address will raczive notices.

Notice will be sent to this address on a per filing basis.

Notice sent to this address will be formatted as ETML.

sive ganeral notices from this court

[No user update requested
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View Your Transaction Log
Use this feature of CM/ECF to review your transactions and verify that:
« all of the transactions you entered are reflected in the Transmission Log; and

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

From the Utilities menu, select View Your Transaction Log.

Criminal ~ Query Reports ~ utiliies  ~ Search
[Utilities
Your Account Miscellaneous
Change Client Code E-Mail and Mailings...
Maimtain Your Account Internet Pavment History
Remove Default PACER Account  Legal Research ...
Review Billing History Verify a Document
View Your Transaction Log

Enter the date range for your report and click (Fun Repor J,

\View Transaction Log

<Entar the Date Selection Criteria for the Transaction Log Report
tart Date: |9/9/2009 | End Date: |9/10/2009

Run Report Clear

CM/ECEF displays a report of all your transactions within the date range you specified. If you believe or
suspect that someone is using your login and password without your permission, change your password
immediately, and telephone the court as soon as possible.

Transaction Log

Report Period: 09/09/2009 - 09/10/2009

Id Date Case Number Text

MOTION to clarify <I>Complaint</T> filed by Rebert Smith on
behalf of United States of America. Suggestions in
opposition/response due by 9/24/2009 unless otherwise directed by
the court. (Smith, Robert)

171701 | 09/09/2009 10:32:28 |4-09-cv-5

171717 09/10/2009 10:00:35 |4:09-cv-44 Opened New CV Case 4:09-cv-44
171724 | 09/10/2009 11:00:31 |4:09-cv-44 Opened New CV Case 4:09-cv-44

NOTICE OF BANKRUPTCY APPEAL filed by Robert Smith on
171725 | 09/10/2009 11:02:19 |4-09-cv-44 behalf of Harold Thomas. Bankruptcy Court case number 09-456464.

File received. Appellant Brief due by 9/25/2009.(Smith, Robert)
NOTICE OF BANKRUPTCY APPEAL filed by Robert Smith on

171730 | 09/10/2009 11:06:59 |4-09-cv-44 behalf of Harold Thomas. Bankruptcy Court case number 09-79770.
File received. Appellant Brief due by 9/25/2009.(Smith, Robert)

171731 | 09/10/2009 11:06:58 |4:09-cv-00044 Automatic judge assignment failed for this case -- contact the court.
COMPLAINT against Harold Thomas filed by Robert Smith on

171750 | 09/10/2009 12:55:49 |4-09-cv-44 behalf of Harold Thomas Service due by 1/11/2010. (Attachments: #
(1) Civil Cover Sheet)(Smith, Robert)

171751 | 09/10/2009 12:55:48 |4:09-cv-00044 ‘Automatic judge assignment failed for this case -- contact the court.
COMPLAINT against Steve Jacobs, Jr filed by Robert Smith on

171755 | 09/10/2009 13:02:26 |4-09-cv-44 behalf of Harold Thomas. Filing fee $350, receipt nmumber 134343,
Service due by 1/11/2010.(Smith. Robert)

171756 | 09/10/2009 13:02:25 |4:09-cv-00044 Automatic judge assignment failed for this case -- contact the court.

Total Number of Transactions: 10
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Miscellaneous Utility Features
CMI/ECF provides three miscellaneous functions within the Utilities feature of the system:
1) Mailings

2) Internet Payment History
3) Legal Research

Criminal ~ Query Reports ~ Utilities ~ Search Logout

Utilities

Your Account Miscellaneous
Change Client Code E-Mail and Mailings...
Maintain Your Account Internet Pavment History|
Maintain Your Email Legal Research ...

Remove Default PACER Acco
Review Billing Historv

Show PACER Account

View Your Transaction Log

Mailings

Included in the E-mail and Mailings feature of CM/ECEF is the ability to view mailing
information and print mailing labels for a specific case.

Reports = Utilities  ~ Search

[E-Mail and Mailings

Mailing Info for a Case
Mailing Labels by Case

Mailing Info for a Case - Enter a case humber and click to see which attorneys receive
electronic notification and those that require manual noticing. This feature will help the user
complete the required Certificate of Service.

Reports -~ Utilities ~ Search

|[Electronic Mail Notice List

The following are those who are currently on the list to receive e-mail notices for this case.

* Robert Smith
rsmith1234(@yahoo.com

<)Ian|ml Notice List

The following is the list of attorneys who are net on the list to receive e-mail notices for this case (who therefore require mamual 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.

Shirley P Cotton
Lerner and Lowe, Inc.
1301 Della Street
[Boerne, TX 72123
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Mailing Labels by Case — CM/ECF will display name and address data in label format for a
single case. The print function in the browser must be used to print labels, or the screen contents
can be copied and then pasted into a word processing program. Users can select all participants for
a case or any combination of participants.

Mailing Labels by Case Search Results
Case number |4:08-cv-1
[Eddie Bartol Ima Guestaty, II
M AN Select ALL participants for case Bartol and Braughtworth Office of the Guest Attorney
OR Suite 5000 1234 Main Street
818 Grand Boulevard Kansas City, MO

Select amy combination of the following
[Kansas City, MO 64015

-~

Participants |Amicus

Appellant .
¥l Judges
[ Attornevs [Robin L Jones Carol A. Kelley

1 ool 400 E. 9th Street Paul Hastings Janofsky and Walker|

column . . . "

Print format [Room 151%1 1299 Pennsylvania Awe., N.W.

3 columns [Kansas City, MO 64106 10th Floor

Washingten, DC 20004

Internet Payment History

The Internet Payment History allows users to see a list of payments they have made by credit
card or direct debit via the internet for a specified date range. Each entry lists the case number,
date and time of the transaction, a description of the docketing event which initiated the
transaction, payment method, receipt number and payment amount.

Reports = Utilities - Search

U.S. District Court
United States District Court for the Western District of Missouri - Test Area
Internet Payment History for Smith, Robert
12/4/2009 to 12/21/2009

s o Payment .
Case no. Date Paid Description Method Receipt# | Amount
2009-12-04 08:08:23 | Petition for Writ of Habeas Corpus(4:09- CreditCard 0866-173127 | $ 5.00

il cv-00068) [cmp pwrithe] ( 5.00)

2009-12-04 08:12:10 | Pay Arntomey Reinstatement(2:07-me-09998) CreditCard 0866-173130 | § 50.00

it [mmisc feereins] ( 50.00)
208-me- 2009-12-04 08:22:33 | Certificate of Good Standing(2.08- CreditCard | 0866-173139 | $ 15.00
08388-SOW 1mc-08888-SOW) [ruise certes] ( 15.00)

Legal Research

When you click on the Legal Research hyperlink from the Miscellaneous screen, CM/ECF opens
a new screen that contains hyperlinks to a Law Dictionary and a path to your Westlaw and/or
Lexis accounts via the Internet.
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Additional Information and Features

Transcripts

1.

Effective June 9, 2008, the United States District Court for the Western District of
Missouri, in accordance with the Judicial Conference Policy on Privacy and Public Access
to Electronic Case Files, Federal Rule of Civil Procedure 5.2 and Federal Rule of Criminal
Procedure 49.1, implemented a new policy regarding official court transcripts. Following
is a portion of the policy:

a. A transcript provided to the court by a court reporter or transcriber will be
available at the Clerk's Office, for inspection only, for a period of 90 days after it
is filed.

b. During the 90-day period, a copy of the transcript may be purchased from the

court reporter or transcriber at the rate established by the Judicial Conference.
Any attorney of record who has purchased a copy of the transcript from the court
reporter or transcriber will be given remote electronic access to the transcript
through the court's CM/ECF system.

C. After the 90-day period has ended, or longer if ordered by the court, the transcript
will be available to download through PACER, for copying at the Clerk's Office,
and for purchase from the court reporter or transcriber.

The policy applies solely to transcripts filed on or after June 9, 2008, of proceedings held
before the United States District Judges and Magistrate Judges for the Western District of
Missouri and recorded by Official Court Reporters, Contract Court Reporters, and
Electronic Court Recorder Operators. The policy does not apply to depositions,
proceedings of state courts, other jurisdictions, or sealed transcripts.

The policy establishes a procedure for counsel to request the redaction from the transcript
of specific personal data identifiers before the transcript is made remotely available
electronically to the general public.

Please visit www.mow.uscourts.gov to view the complete transcript policy.

Universal Event and Menu Search

CMI/ECF has a universal event and menu search option which allows users to search for a main menu item

or event.
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To search for a menu item or event, select Search from the Main Menu at the top of the CM/ECF screen.

locate.

Reports ~

Civil Events Search Menus and Events X

Utilities  ~ Search

Online Case Opening Attorney Annual Dues
Open a New Case Attornev Annual Dues
Initial Pleadings and Service Certificate of Good Standing
Complaints and Other Initiating Documents Certificate of Good Standing
Initial Pleadings and Service Social Security Events
Service of Process Social Security Documents
Answers to Complaints/Comnterclaims/Crossclaims ~ Social Security Complaint
Other Answers Social Security Answer

Soc Sec Motion for Extension
Motions and Related Filings
Motions
Responses and Replies

The search feature will search for complete words as well as partial words. Searching for the letter
combination “dis” will bring up any events or menu items with the “dis” combination, i.e., dismiss,
disqualify, discovery, etc. Each item is a hyperlink to the corresponding menu item or event, so the user
can access the menu item from the search results screen.

S h Its for 'di Search Menus and Events e
earch results for 'dis'
P meru items and 23 evenss found Juis} [Csearcn |

Menu Items
Civil Events — Other Filings — Discoverv Documents
Criminal Events — Other Filings — Discovery Documents
Civil Events — Appeal Documents
Appeal of Magistrate Judse Decision to District Court

Civil Events — Complaints and Other Initiating Documents

Case Transferred In - District Transfer

Civil Events — Discovery Documents

Disclosure of corporate interests
Discovery Document (Sealed
Certificate of service of initial Rule 26 disclosures

Civil Events — Motions

Viewing Multiple Documents from the Docket Sheet

CMV/ECF provides the ability to select and view (or save) multiple documents at one time from a docket
sheet. The multiple document view saves the user time and effort when they know there are several
documents they wish to view (or save). A user can view the documents or download (save) the selected
documents into a zip file.
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To run a docket report, enter the case number in the Case number field and click Find This Case |, Click

|4 View muttpte documents| from the Docket Sheet report query window. If needed, select other options for
the docket sheet.

EECF civil - criminal~ Query Reports~  Utilities ~ Search Logout
Docket Sheet

(Case number [4.07-cv-7

©® Filed
O Entered

Documents to
Include: Document options:
[“Parties and counsel
Terminated parties
[List of member cases
[Links to Notices of Electronic Filng

Sort by | Oldest date first v

displaving PDF documents
w multiple documents

The docket sheet will display with check boxes where there are documents to be selected. Check the box
for each document you wish to view. At the bottom of the docket sheet are two options:

. The button will display the selected documents in one display window. If
you save the PDF documents they will be saved as one PDF document.

. The [_Download Selected | by tton will download the PDF documents into a ZIP file. Once the
user selects a destination directory and filename, the ZIP file is saved in the specified location. The
ZIP file is stored in a format that results in separate files upon decompression.

Date Filed # | clear | Docket Text
02/02/2007 1] NOTICE OF REMOVAL by QuikTrip Corporation from Circuit Court of Jackson County, Missouri, case number 0316-088198 ( Filing fee 5 330) filed by Robin L
[[] || Jones on behalf of QuikTrip Corporation (Jones, Robin) (Additional attachment(s) added on 11/16/2007 # 1 State Court Petition, # 2 Civil Cover Sheet) (Jones

Robin). (Entered: 02/02/2007)

02/02/2007 2 0 NOTICE OF REMOVAL by QuikTrip Corporation from CC of Jackson County. Missouri, case number 0316-783%0. ( Filing fee § 330 receipt number 185711)
filed by Russell Herman (2ATY) on behalf of QuikTrip Corporation (Herman (gATY). Russell) (Entered: 02/02/2007)

021572007 |3 MOTION to dismiss party (Suggestions in opposition/response due by 3/3/2007 unless otherwise dirscted by the court). MOTION for partial summary
judzment filed by Russell Herman (2 ATY) on behalf of QuikTrip Cotporation. Suggestions in opposition/response due by 3/21/2007 unless otherwise diracted
by the court (Terry, Bill) Modified on 11/13/2007 to correct date filed (Jones, Robin). (Entered: 02/16/2007)

10192007 |4 - [ MOTION tojoin filed by Russell Herman (ATY) on behalf of QuikTrip Corporation. Suggestions in oppasition/response due by 11/3/2007 unless otherwise
directed by the court (Hemman (2ATY). Russell) (Entered: 10/19/2007)

10192007 |5 [ | ORDER granting 4 motion to join Signed by Chief District Judge Femando J. Gaitan on Octaber 19. 2007 (Jones, Robin) (Entered: 10/19/2007)

07/22/2008 §I B ORDER TRANSFERRING/REASSIGNING CASE. Case reassigned to St District Judge Scott O. Wright for all further proceedings. Chief District Judge
Femando I. Gaitan, Jr no longer assigned ta case Signed by Chief District Judge Femando I. Gaitan, Jr on July 22, 2008 (Jones, Robin) (Entered: 07/22/2008)

07/22/2008 7 B ORDER TRANSFERRING/REASSIGNING CASE. Case reassigned to District Judge David G Kays for all further proceedings. St District Judge Scott 0. Wright
no longer assigned to case Signed by Sr District Judge Scott O. Wright on 7/22/2008. (Tones, Robin) (Entered: 07/22/2008)

01/22/2009 8 Bl SCHEDULING ORDER: Discovery due by 3/2/2009. Pretrial Conference set for 4/13/2009 02:00 AM in Chambers before David Kays. Jury Trial set for 3/1/2009
02:00 AM in Courtroom 8D, Kansas City (DGK) before David Kays. Dispositive Motions due by 4/1/2009. Signed by District Judge David G Kays on 1/12/09.
(Martinez, Alexandra) (Entered: 01/22/2009)

View Selected

or
Download Selected

Viewing Multiple Documents for One Docket Entry

CM/ECF provides the ability to view (or save) multiple attachments for a single docket entry at the same
time. The multiple attachment view saves the user time when they know there are several attachments
related to a single document.
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After entering a valid case number on the Docket Sheet screen, the button becomes active and
allows you to run the docket report. The docket entries are displayed with hyperlinks to the documents.
Clicking on any document that has attachments brings up a display listing the main document and each
attachment. At the bottom of the docket sheet are two options:

. The button will display the selected documents in one display window. If you
save the PDF documents they will be saved as one PDF document.

. The button will download the PDF documents into a ZIP file. Once the user
selects a destination directory and filename, the ZIP file is saved in the specified location. The ZIP
file is stored in a format that results in separate files upon decompression.

The | [ View multiple d"m&'ﬂts‘ checkbox does not have to be checked to use this feature.

Q Y
Document Selection Menu
Select the document vou wish to view.
Document Number: 3 1 page 6kb
Attachment Description
1 Exhibit A 1 page 6kb
2 Exhibit B 1 page 6kb
—
ViewAll | or | Download All 3 pages 18 kb

Create an Appendix

One of the options on the Docket Report screen is Create Appendix. Users can select the Create
Appendix option to include an Appendix for the Court of Appeals. Documents can be selected from the
Docket Report for aggregation into a single PDF file.

From the Docket Report Screen, select Create Appendix.

Reports  ~ Utilities ~ Search

Docket Sheet

(Case number |4:08-cv-10 (closed 02/17/2009)

©Filed
OEntered

Documents to
Include: Document options:
[ Parties and counsel Include headers when displaying PDF decuments
[¥ Terminated parties T il
[List of member cases i
[Links to Notices of Electronic Filing

Sort by | Oldest date first b
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When the Docket Report is run with the Create Appendix option selected, four radio buttons are included
at the bottom of the report: Include full docket sheet, Include abridged docket sheet, Include documents in
Appendix and Include document hyperlinks in Appendix.

Creating an Appendix with the Include full docket sheet Option
When the Include full docket sheet option is selected, a full docket sheet will be generated and
included in the Appendix.

Creating an Appendix with the Include abridged docket sheet Option
When the Include abridged docket sheet is selected, an abridged docket sheet containing only the
entries selected will be generated and included with the Appendix.

Creating an Appendix with the Include documents in Appendix Option
When the Include documents in Appendix option is selected, the documents selected for inclusion
in the Appendix are appended to the docket sheet in PDF format.

Creating an Appendix with the Include document hyperlinks in Appendix Option
When the Include document hyperlinks in Appendix option is selected, a PDF version of the
docket sheet that does not include the documents is generated. This PDF version of the docket
sheet includes document hyperlinks which direct the user clicking on them back to the Western
District of Missouri’s CM/ECF application to view the documents.

The Sort Order column allows users to specify the order in which documents are included in the
Appendix. Any documents with a sort order specified this way will be included in the order by their sort
number, before documents that don’t have a specified sort order. The table of contents (bookmarks) for the
aggregated PDF file will be in the same order as the included documents.

United States District Court for the Western District of Missouri - Test Area (Kansas City)
CIVIL DOCKET FOR CASE #: 4:08-cv-00010-50W

Terry v. Barry Date Filed: 01/13/2008
Assigned to: St District Judge Scott O. Wright Date Terminated: 02/17/2009
Demand: $730.000 Jury Demand: Defendant

Case in other court: Circuit Court of Absolute County, Missouri, 01-23436 Nature of Suit: 360 P.L: Other
Cause: 28:1441 Petition for Removal- Personal Injury Jurisdiction: Federal Question
Plaintiff
Barry Terry represented by Robert Smith

Smith, Smith & Smith

222 Main Street
(417 1234567
Fax: (417) 234-3678
Email: tsmith1234@vahoo.com

LEAD ATTORNEY
ATTORNEY TO BE NOTICED
v
Defendant
Terry Barry represented by Shirley P Cotton
Lemer and Lowe, Inc.
1301 Della Street
Boeme, TX 78123
210-666-7788
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
o Sart
Date Filed # |dear| oo ocket Text
12/11/2008 F o RDER granting 50 motion for summary judgment. Signed by St District Judge Scott O. Wright on December 11, 2008. (Jones, Robin) (Entered
2/11/2008)
12/11/2008 G2 0 AOTION for summary judzment (SEALED) filed by Shirley P Cotton on behalf of Terry Barry. Suggestions in opposition‘response due by
13/2009 unless otherwise directed by the court (Tones, Robin) (Entered: 12/11/2008)

Footer format: |PAGE <pagenum> Inchude full docket sheet @ Tnclude documents in Appendix
(Numbers, letters, spaces. and <pagenum>Qgly) O Inchude abridzed docket sheet O Include document hyperlinks in Appendix
Bm———

P S—
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If all of the documents in the case would together exceed the maximum allowable file size, then the file
sizes for each individual document would appear on the screen.

057292009 |2 | O NOTICE OF REMOVAL from Platte County, case number 03-579439, filed by Siobhan Brogan on behalf of William
31?3 s Terry(Officer of the Court). (Brogan, Siobhan) (Entered: 05/29/2009)
05292009 (2@ | O COMPLAINT against JoAnn Barnhart filed by Siobhan Brogan on behalf of William Terry(Officer of the Court) Service due
1\43 s by 9/29/2009. (Brogan, Siobhan) (Entered: 05/29/2009)
05292000 |29 | O NOTICE OF APPEAL as to 49 ORDER on motion for extension of Social Security deadlines by William Terry(Officer of the
51?3 § Court). (Brogan Siobhan) (Emtered: 05/29/2009)
107202009 |23 MOTION to dismiss party filed by Siobhan Brogan on behalf of William Terry(Officer of the Court). Suggestions in
L opposition‘response due by 11/4/2009 unless otherwise directed by the court. (Brogan, Shannon) (Jones, Robin). (Entered
s 102012009)
Footer format: |PAGE <pagenum> @® Include full docket sheet ® Include documents in Appendix
(Numbers, letters, spaces, and <pagemum> only) O Include abridged docket sheet O Include document hyperlinks in Appendix
Total filesize of selected documents (MB):
br Maximum filesize allowed (MB): 20
v

As documents are selected to be included in the Appendix, the system calculates the total file size so the
user can avoid exceeding the limit when selecting documents.

NOTICE OF REMOVAL from Platte County, case number 09-579489, filed by Siobhan Brogan on behalf of William
Terry(Officer of the Court). (Brogan, Siobhan) (Entered: 05/29/2009)

05/29/2009

05/29/2009 COMPLAINT against JoAnn Barnhart filed by Siobhan Brogan on behalf of William Terrv(Officer of the Court) Service due

by 9/29/2009. (Brogan, Siobhan) (Entered: 05/29/2009)

05/29/2009 NOTICE OF APPEAL as to 49 ORDER on motion for extension of Social Security deadlines by Wiliam Terry(Officer of the

Court). (Brogan Siobhan) (Entered: 05/29/2009)

10/20/2009 MOTION to dismiss party filed by Siobhan Brogan on behalf of Willam Terry(Officer of the Court). Suggestions n
opposition/response due by 11/4/200% unless otherwise directed by the court. (Brogan, Shannon) (Tones, Robin). (Entered
10/20/2009)
Footer format |PAGE <pagenum= @ Include full docket sheet @ Include documents in Appendix
(Numbers_ letters. spaces. and <pagenum> only) O Include abridged docket sheet O Include document hyperlinks in Appendix
View Selected Total filesize of selected documents (MB): |2.287275
br Maximum filesize allowed (MB): 20

Download Selected ]

The user can view the Appendix or download the Appendix to their computer based on their preference.

A summary of PACER billing will be provided for the selected documents. This will consist of a series of

PACER bhilling receipts for each document, with a computed total billing amount. The user will be charged
for the docket sheet from which the documents are selected, but not for the docket sheet that is included in
the aggregated file.

Frequently Asked Questions

My machine locks up at the login screen, but other attorneys at my firm don’t have the problem -
why me?

If you get to the login screen and the system hangs when you try to complete your login, something
is blocking the Secure Socket Layer (SSL). The systems person at your firm needs to look at the
router and any firewalls the firm has set up to determine where the blocking is taking place.
Attorneys at a firm may experience this problem while other attorneys at the same firm do not
because they may be directed to different proxy servers.
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I receive a “Data Missing” error when | try to print reports from CM/ECF — what does this mean?
Some users have reported when trying to print large dockets other reports from the CM/ECF
system that they have received an error message stating: “Data Missing — This document resulted
from a POST operation and has expired from the cache. If you wish you can report the form data
to recreate the document by pressing the reload button”. To fix this problem, we recommend
dramatically increasing the size of your cache.

I have logged into CM/ECF but I do not get all of the docket entries. Why is this happening?

The cache on your computer may be full. Cache is a location on your hard drive where data is
stored. When you search the Internet, your computer keeps track of every page you have visited
and saves this information on our hard drive. If this file becomes large (i.e., many pages have been
searched), the result may be a loss of data. Consult your IT support personnel about how to clear
your cache.

Which browsers are not compatible with CM/ECF?

Netscape

Internet Explorer 5.0 and below
AOL browser

MSN browser

Google Chrome

My document seems to change when | convert it into PDF - what’s happening?

This is called “flowing”. Depending on the font, the printer selected, and other characteristics of
the content, a document may undergo some changes when it’s converted into PDF. Set your PDF
Writer as the default printer BEFORE opening the WordPerfect or Word document. Setting the
PDF writer as your default printer will allow pagination to occur as you work on the document,
thereby assuring proper page breaks in the final document.

Are there any reasons why | wouldn’t receive my court generated Notice of Electronic Filing via e-
mail?

The most common reason for non-delivery is that our court e-mail has been identified as spam
either by the recipient or automatically by the Internet Service Provider (ISP). If a recipient
inadvertently identified a previous court email as spam, the ISP may be blocking e-mail from the
court. Contact your ISP to rectify this situation. Some ISP’s may automatically route court e-mail
to a junk mail folder. Go into your junk mail folder and mark the e-mail from the court as “not
junk mail”.

When | log into my account I get a screen that says I’m already logged in. What causes this and
what should I do?

Failing to select “Logout” when exiting can cause this. Also, since your login and password
substitute for your signature, you are only allowed to have one session open at a time. You will
also receive this message if someone else has logged into your account. You should click
“Continue Login” to enter the system. Doing so will boot any other user of this account off the
system.

Revision Date: July 2013 75



When | click on the link in my e-mail, why am | prompted for a login?
There are 3 reasons you may be prompted to login after clicking the link in your e-mail:

1. Ifitis a certain case type (e.g., Social Security or Immigration case) or a restricted document,
you will need to enter your CM/ECF login and password so the system can verify you are an
attorney of record in the case.

2. If 15 days have elapsed since the document was filed, the free copy has expired and you will
be required to login in. You will be charged for viewing the document.

3. If the link has already been accessed, you will be charged for viewing the document.

Technical Failures

The Clerk shall deem the Western District of Missouri, CM/ECF web site to be subject to a technical failure on a
given day if the site is unable to accept filings continuously or intermittently over the course of any period of time
greater than one hour after 12:00 noon that day, in which case filings due that day which were not filed due solely
to such technical failures shall become due the next business day. Such delayed filings shall be rejected unless
accompanied by a declaration or affidavit attesting to the filing person’s failed attempts to file electronically at least
two times after 12:00 p.m. separated by at least one hour on each day of delay due to such technical failure. If you
have questions about CM/ECF, please call our Help Desk at 1-800-466-9302.

Logout

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

Click on Logout from the Main Menu at the top of the screen. CM/ECF will log you out of the system and return
you to the CM/ECF login screen.
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