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1. Registering for Access

If your use of the CM/ECF system will be limited to querying specific cases, your
PACER login and password should be used for this access.

If you intend to use the CM/ECF system to file documents over the internet, you must
register for a court issued login and password, which is used in conjunction with your
PACER login and password. To obtain this access, log onto the court's CM/ECF
website (www.ctd.uscourts.gov) and download a registration form or contact the
Clerk’ sOffice help desks (Hartford: (860) 240-3200; Bridgeport: (203) 579-5861; New
Haven: (203) 773-2140) to obtain aform. Send completed registration form to:

Clerk, United States District Court
141 Church Street
New Haven, CT 06510

Attention: CM/ECF Registration

Once your registration form is processed, you will be issued a login and password
which will allow access to our training database. The training database is used to
familiarize yourself with ECF’ s capabilities. After monitored practicing, you will be
provided with alogin and password for usein thelive database. Y ou will continue to
have access to the training system for ongoing training and practice.
Use your PACER login/password to view and print dock et sheets or other information.
Use your CM/ECF login/password to file documents in a case, using the internet.
By submitting aregistration form, users agree to abide by the following:

a. The system is to be used only in those cases designated by the United

States District Court for the District of Connecticut for electronic filing.
It may be used to file and view electronic documents and docket sheets.
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b. Documents areto be submitted electronically, only in Portable D ocument
Format (PDF).

C. The combination of the user login and password, issued by the Court, will
serve as the signature for the attorney filing the document. Attorneysare
responsible for the safekeeping and security of their passwords and are
required to immediately notify the Court if they suspect or learn that their
password has been compromised.

2. Accessing the District of Connecticut Official Court Electronic Case Filing
System

a Reach us viathe I nternet at https://ecf-train.ctd.uscourts.gov

b. Click on link District Version 1 Train System

i U]
=[] e 5 - £
Welcoma to the District CM/ECF Traln Araa
Disirict Version 1 Traln Sysiem.
3 Octoher 1585
- W AR i o[ &
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C. Enter your assigned L ogin/User Name and your Passwor d to accessthe
CM/ECF database. This will deliver you to the Court Page. You will
then have six options: Civil, Criminal, Query, Reports, Utilities, and
Logout. Thereisalso aHELP feature built into the system, accessible
by clicking on the yellow question mark.

[If you receive an error message, click on the “Back” button and re-enter your login
and password. A Security Information box may appear advising you that you are
already logged in. If this occurs, click on continue to proceed to logging in.]

ALkl LskizE Yerzar Lz -m df = T
fBa E® dew o Gamans Ik b Hep
‘iim - :x&.—.—. : n?m Eﬁ | hitmnfo-tren o usoowts amo-d o, dHzs eeAaL002M L S1L G- ;iEI d,i-l:lli :ﬁ -

L.9. District Court
Districk of ConnecHeout

OfMclal Court Electronic Document Flling System

This mastags Ie contaird In the e Operadonhlotics. tm.
You may used thie flle to alert weere to cumert CMECF operational lesues.

Fhie Beeiidy (8 dfor Cffoia) Cour Qusing s enly. Achivilk fo nd fom fis sle bs fopged. Docvmasd Siinpe or thie sysfom era subactie Fagersl
Fulke of C! Procadere 1. Eviderce of vnasfhoszed or ormine! @i ife wil be forsdled o ihe soproprale ke eriorcament eficiz (o,

igfcome [0 e LLe Dlsieed Coar for the CYERRG Of Confeelicul Stecimnic Docuienl S SySieln This page (550 the 459 b1 alomeys and
firme paficizading in ihe sladmniz Bing sveism. The mos receni vermion & e Naferage bonesr ard ihe Arohe PDF manarcen be obisined
by aalssing e WefscepePLF Seiings opfior Vafed balom
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3. Navigation

The Blue menu toolbar to the right of the CMECF logo allows navigation within
CM/ECF, using drop-down menus. The standard browser navigation toolbar allows
user to go back or forward screens or to print.

When exiting from CM/ECF ALW AY S click the L ogout button first, before closing
your browser.

4. Civil Events

To fileacivil document electronically, click on Civil Events option on the blue menu
bar. You will then be asked to file a document from one of the following primary
categories: (1) Initial Pleadings and Service; (2) Motions and Related Filings or (3)
Other Filings.

Civil Events
Initial Pleadings and Service Other Filings
omplants and Other Inbiating Documents Fotices
cervice of Process Tnal D ecuments
Answers to Uomplaints Lppeal Documents
Uther Answers Uther Diecuments

Motions and Related Filings
Motons
Eesponses, Eeplies and Supportine Documents
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Each primary category contains subcategories of events, all of which are accessible
through a series of drop-down menus. Viewing the primary categories, select the
subcategory option that applies to your filing. After selecting an option, you will be
promoted for a more specific selection. For example: Select “Motions” from the
“Motions and Related Filings” category.

a. Identify the main document you are filing (e.g., a Motion to Compel) by
selecting one of the optionslisted in the drop-down menus. Y ou must use
the titles provided.

b. If you are unable to select a document type from the available list of
documents, you are encouraged to contact one of the help desks for
assistance.

Civii + Criminal

Motions

Bond

Certificate of Appealahility
Cerify Class

Change Wenue
Clarification

Ll E

Conference
Consolidate Cases |

Meut Clear
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Y ou will then be prompted to do the following:

C. Enter a case number entered as YY-NNNN or in one of the illustrated
formats.

Case Number

|o3-55555 99.12345, 199-0v-12345, 1-99-0v-12345, 99cv12345, or 1.990v12343
Mext l Clear
d. Identify the party for whom you are filing the document (if necessary, you

may add parties at this point using the court’s approved party indexing
instructions; if you are not associated with the party as counsel, you will
be prompted to create an association - at this point, be sure you have
selected the correct party!)
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SECF  ov - o
U Civil Criminal Query

Motions

3:03-cw-55555-GLG Sots w. US Postal Service

select the filer.
Select the Party:
RN A D | ./ Create Mew Party

LIS Postal Service, [Defendant]

et Clear

e. Click on"Next" to get to the next screen where you will be able to upload
adocument for filing.

f. To select a document you have created, saved and published to PDF on
your local computer click on the "Browse" button, then navigate to the
drive where you stored your document. Important notes:

I Only PDF documents may be e-filed
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I. If you fail to designate a PDF document for filing, you will be
unable to continue with your filing

EECF Civil +  Criminal +  Query

Motions
303-cw-55555-GLG Sohs v S Postal Sernce

=elect the pdf document dfor example: CA19%cu501-21 pdf).

Filename

ﬂ Browse... |

Attachments to Document: & HNo 0 Yes

hlext I Clear |

Onceyou click on "Browse" and navigate to the location of your document, highlight
the document you have created and saved in PDF format.
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LEIJ SDSD Districk Yersion 1.3 - Netscape

Fila  Edit ‘ew Go  Bookmarks  Tools  Window  Help

%_- * @’ - _a ; | htkps :/fecf-train. ctd. uscourts. govcgi-bin/login, plP426462 4310302
E S e
File Upload _?IEI
f Lo Al
Lockin: [\ WORK | = & ¥ E-

PEFSTIEn CASE3b-CIVIL
| 00cv1 002Mandatela2503 CASEI-CIVIL
00cv1002Mandatela2503 CASE3-CIVIL-amd
E 00w 1002MCOA07F 2202 consentk]
00cv100ZNCANSZ503 or editar mergekd

icvS5555MotCompel 102603 cr-gditor-gx-ans-kl

03cwS5555MotCompel 102603 cr-editor-exercise
E Appearance-Trubb-crimcase CRIMIMAL CHALLEMGE INSTRUCTIONS
#ppearance-Trubb-crimcase crimtogether
| BRUCE-ANS- COUNTERCLM crpettyk]
Ba BRUICE-ANS-COUNTERCLM crusavbenedictk]
CASET-CIVIL Crsavjamesinskruct
CASEL-CIVIL-amd crusavijamesk]
casel-crim Y edit case
bl CASEZ-CIVIL W exer 1 instruckor

4 |

File narme: |EIE|:~.-'55555M otCompel1 02603 j Open I
Files of bype: [0 Files = Cancel |
o

My Bocuments

o8

My Camputer

e T o T 1 TR Y T M N o e

Before uploading it to the system, open the document to be sureit isreadable and isthe
correct document for this particular filing. Do this by right clicking on the highlighted
document, which will provide a drop-down screen. Click on “Open” to view the
document.
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UEIJ SDS0D District ¥Yersion 1.3 - Netscape

File Edt Wiew Go Bookmarks Tools  ‘Window

Help

. » -3

I htkps: ffecf-train, cbd, uscourts, gov o gi-bingl ogin, plr42646243 10302

NOTE: DO NOT SKIP THIS STEP!!

Look in: |1 WORK ~| = @k E-
CASE3h-CIVIL B
000w 1002Mandaten9z503 CASE3-CIVIL B
00cy100ZMandate092503 CASE3-CIVIL-amd E
] 00cy 1002N0AD72902 cansentk] E
00cw 100ZNOADTZE03 cr editor mergekl g
1] S5 Mkl o B - cditor-ex-ans-ki 'E
Desktop 03cvsEssgy | elect ditor-exercise E
Flappearance gpen IMINAL CHALLENGE INSTRUCTIONS T
. Appearance  prink kogether E
. CJBRUCE-ANS:  Gpen With b pettyk .
i ECUMERIS o YTt savbenedictkd E
CASEL-CIy1)  2Ran with Norton Antiinus o oo cingtrc T
'.1_[ CASEL-CIVIL  gand 1o b psaviernesd B
My Carmputer asel-crim edit case E
2 casez-cryn Ut exer 1 instructor B
Copry
il
Creake Shorbouk
Files niame; Delete =l Open I
Files af hupe; e - Cancel |
Froperties %

The court has received documents,

inadvertently, that were not what counsel intended to send. A few seconds of safety

will save embarrassment later.
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If this is the correct document, close the window by clicking on the "x" in the reader
window and click onthe “Open” buttoninthebottom right corner. This"Open" button
translates to "Upload" the document to the system.

g. Identify if you have attachments to accompany your main document (e.g.,
a memorandum in support, an affidavit, exhibits, etc.) by clicking the
"Yes' radio button next to "Attachments to Document.”

Motions

2:03-cv-55555-GL7 Sohs v. US Postal Zermce

Select the pdf document (for example: CA19%cw201-21.pdE).

Filename

|C Y WPYCM-ECEY ontreachy ATTYTraining Browse...

Attachments to Document: & No & Yeg

et Clear
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h. Link the attachments to your main document

Solect one or more attachmants.
1) Eater the pdf document that contams attachment (For immple: CHappendi: pdf.

Flename

I Browse...

2) At your option, select a dacwnent type andlor enter a description.

Type Description
) Add the filenatne to the bot ke belowr I you have more attachrments, go back ta Step 1. When the bzt of filenames iz
cottrplete, clicke an the Text buttan.

C W FYC MEE CRwutreac hATT Y Training 03cyE5555emSu pobiots ampel pdl =] h LT d I

_"J Ramoye from List i

I Augment the entry by adding free text, if needed

EE F Civil « Crimnal + Query +» Reports « Utilities

Motions

3:03-cw-53555-GL5 Sots v, TS Postal Service

Docket Text Modlify as Appropriate,

| Second =| MOTION to Compel ;diSCD‘-’Ef? b¥ Patriria Sotis .
Responses due hy 11/19/2003 {Attachments: # {1} Memorandam in Support) (Minar,
Victoria)

Mt i Clear I
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B Accept the final entry approving it for submission

Criminal + Query + Reports +  Utilities -

Motions
305-cw-53535-315 Botis v, TS Postal Serwvice

Docket Text: Final Tex=t

Second MOTION to Compel #iscavery by Patrida Sotis.Responses due by 11/19/2003
(Attachments: # (1) Memorandum in Support)(Mdinor, Victoria)

S0~ > X

Attention!! Fressing the NEXT button on this screen commmts this transaction. You will have
no Further opportunity to modify this transaction if you contimae.

! i of
S M th

IS
process, you will receive aNotice of Electronic Filing (NEF). Thisnoticeis generated

by the Court’s server upon receipt of your Internet filing. SAVE THISNOTICE asit
Is your proof of the date and time your filing was accepted by the System.

Crintin il v Ty 4 Ripmirls v Hilikies + Loyl

E03-cw-S5555-GLG Sotie 7. TS Foabal Sernee

V.8, Dhstrict Coart

District of Connecticnt

Hotice af Electremic Filing —

The folawing trandaction 19as received fomn Bines, Wictesia entered an 10029/200F at 3:0%9 PR EST and Aled an 10/2%/2003
Care Mames: Sotia v TS Paztal Sermce

Case Number: 303-cw-35553

Filer- TPatricie Setia

Docoment Humber: 2
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Docket Taxt [
Secand MOTION ta Compel discaverr by Patnce Sotis Beesparses doe by 1101202003 [Attachmente: # (1) BMemoranchun i
Suppartithlines, Yicteaa)

The folowring docutnent(3) are asscciated wwith this transactian

D pownent descopton:ham Doomnent

Qriginal Alemame:nfa

Electromic dorument Stamp:

[STAMP deectStang [T=1030885047 [Date=1072%/2003] [FdelNuerher=261-0] [
SHbaeleatfddS3ReErs 5434 aceale Jel BSS8al 324 chd e 7OEH1ASS 1heddd eofafed b 1]
SdéesdSed dodbRld 02 2eb 1 BRI T3 25 Ladcad 3e8be 2045 T 172 14])

D ooonent degeaption: Memeranchm in Suppaort

Qriginal Blename:nia

Elertromir docnnent 8kamp:

[STAME deerfStamp [T=1034868047 [Date=10/29/2003] [Flebfumher=3261-1][
cSd150ed 1598036 /b 1e01T64 9 e 3ot BB T 2201 83303 580 dbe 5B IS0 724 Telal 80553 Sos
Shaabd43050d922a 36129450 Mah ZhF 203200075327 55440 1 2E4e2]]

3 03-e-535555 Motice il be elecronically mailed to:

Wictoria Imor  vickena mimen@ctd. vec wrts.gonr

% 03-ev-55555 Motice will not be electronically mailed to: -

5. Criminal Events

To file a document electronically in a criminal case, follow the same process as in
Section 4., Civil Events.

Special items of note:

a. Only counsel of record may access documents in criminal cases
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b. Ex parte or sealed documents should NOT be filed over the internet and
should, instead, be filed in the traditional manner, in paper.

Criminal Fvents

Charging Instruments and Pleas
Flea-Eelated Documents

DMotions and Related Filings
Motions
Eesponses, Eephes and supp ortine Documents

Oither Filings
W arvers
sermee of Process
Iaotizes
Trial Deocurnents
Aopeal Documents
Uther Documents
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6. Query

Query allows you to view information on a specific case, to search for specific party
or attorney names or find cases that fall within specific parameters. To access this
feature, you will be prompted for your PACER login and password.

Cuely

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

Instructions

Enter your ECF login and password far electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. Ifyou do not have a FACER
login, contactthe PACER Service Center to establish an account. You may register
anline at htpfpacer psc.uscourts gov or call the PACER Service Center at (200)
BT6-6856 or (210) 301-6440.

An access fee of $ 07 per page. as approved by the Judicial Conferance of the United
States at its September 1998 session, will be assessed for access to this serice. At
that time all inquiries will he charged to your FACER account. If you do not need filing
capabilities, enter your PACER login and password. The Client code is provided to
the PACER user as a means of tracking transactions by client. This code canbe up to
thirty twio alphanumeric charactars long.

Authentlcatlon

Login: [us3804
Fassword: |*““"“*“""‘“*‘
Clignt coda; I

I Make this my default PACER login

Feset I
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Once logged in, your search options are: (1) by case number; (2) by filed or entered
date; (3) by nature of suit; or (4) by name for parties or attorneys.

Casze Mumber |3—I33—I3V—55555 (Exarriples: S5E00, 1:99c00)
of search by
Filad Data | to |
Laat Entry Date | to I
2
: 0 (zero)
Mature of Suit
110 (ngurance)
140 (Contract: Maring] d
or search by
Last Mame | (Examploe: Dagzoto, Dos™)
First Marma | Middle Mame |
Type I =

Fun Query I Clearl

For example, we will search for the case 03-55555. Once the search criteriaisentered,
the following screen will be displayed:
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3:03-cv-33385-GLG Sotiz v TS Postal Serwce
Gerard L. Goettel, presiding
Joan . Margohs, referral
Date filed: 0%/17/200% Date of last iiling: 10/2%/2002

Query

Alias
Lecortated Caces
Attorney

Case Sumtnary
Teadines/Hearmes.

Diocket Beport ..
Filers
HisteryDocumments.
Party

Eelated Transactions. ..
status

a. Alias: displays any aliases attached to any party (e.g., d/b/a, f/k/a, etc.)
b. Associated cases: displays if there are any consolidated cases

C. Attorney: displays each attorney and the party represented
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Nebscape ‘O Search ﬂEhu:-p| .,iEll:-:lh'narks

Crirninal . Ciuany . Repoils ULilities

3:03-cv-55555-6GLG Sotis v. US Postal Senvice
Gerard L. Goettel, presiding
Joan . wanolis, referral
Date Rled: 08/1712003 Date of [ast filing: 10/26/2003

Attarneys

Victaria Minor
141 Church Street
Mea Hawven, CT 08510 Palricia Sobis

vmatty (3@ yahoo com reprasanting i
Asgigned: 0972008 (Flainiif]

LEAD ATTORNEY
ATTORNEWY TO BE NOTICED

d. Case Summary: displays basic statistical information on the case without
docket entries

e. Deadlines/Hearings: displays any deadlines or hearings, pending or
terminated

f. Docket Report: displays the docket sheet

o — g e — rem e e et mmmerimp | g e

Filrg Date Decachat Tecct

AR LrI IS @1 | COMPLAINT againgt LIS Postal Sendea { FIING Tea $ 150 racel ot nurrbar H1046E), flad by Pat o e Sotls Mina,
W) (Ertered 10222003

O Fz002 @ | Summons ksved as b US: Postal Seros. (Minor, 4 3 [Entared: 10i222003]

O 7003 @2 | Crderon Pratel Deedines Mot ons B CUsmiss dua on 1247403, Amandad Plasdings dua by 1106 772003,

Discoweny dua by HM1H2004. O spositive Mok ons dus by 4172004, Signed by Judgs Gerard L. Geatsl on
S T0E. IMinor, W) (Entarad 100222002)
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g. Filers: by clicking on a selected party, displays documents filed by the
selected party and provides a link to the underlying docket text.

= W A=t AR U | S eereri —

Crirninal - Cuery - Repoils

3:03-cv-55555-GLG Sofis v LU= Postal Eardce
Gerard L. (3oettel, presiding
Joan . Margolis, refarral
Date Flad: 0201 7/20032 Date of last filing: 10/26/2003

Filers
Mame Type | Added [Terminated |
Patricia Sotis Plaintiff 09¢17/2003 |
US Postal Service. | Deferdant  |09/17/2003 l

+ Criminal + (Ouery + Reports

3:03-cv-55555-GLG Sotis w. T3 Postal Service
Grerard L. Goettel, presiding
Joan 5. Margols, referral
Date filed: 03/17/2003 Date of last filing: 10/25/2003

Filer Patricia Sotis

Lac. Event Name Filed
No.

1 @ Complaint 0717742003

@ Motion to Compel| 1072662003

=1

|

@ Motion to Compel| 10/28/2003
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h. History/Documents: displays the basic docket entries with links to
specific docket text

trm sl S by z ez i e i p=

10T ev-55555-0L A Soticy. USPoatd Sorvice =
Guarard L. Gosths, presiding
S G Margalls, raferal
Dyt Aoz (0 72005 Doosbe of st Mling: 10026000
History
{Doc
No. Datsn DascHption
— |Filad: QBA 7120003 | Summard [saued
|E.'1$E|"ed 10v2242003 |
Doskst Tast: Summana lsaued a5t US Postel Serice. Mincr, V)
1 |Rifad: D& TR Cﬂmplalrt
Enaac 102200 E
| 'Qp_r_.k_ﬁ*_f_?_g-g__gw_lj_l__ﬂlm againgt US Poatd Service { Filing fee £ 150 recedint rurber H104 66}, filed by Patricia Sois dinor, ) |
2 |Sied: IIIQIH'EIG |Ordar on Frama Dioadines
|Enderag: mr:m:m
"_EEEJ:EF Tas Dider o1 Freiial Deadings: Malons To Dismise s on 13717103, Armanded Pl ngs due by 111 72003, DIESovery dus by
S.H&‘EIIM Duigrgithe bk ore due by 712004, Sgned g,'_gl_l{qqg_f_}g_@'_ci_l:__t.?l_:u_j@ on Y10 ivinor, W)
a .|'-'.||'ﬂ.:;|' 01000 | M-:II] G0 b Appalt Counssl
jEﬂMd‘ 1|ZI.I‘23-'2EI'.'G|
| Temminsten: ‘ID.IM’ZIG

I Party: displays the parties and attorneys

J— e mam e | v

Criminal . Uuery . llepors . Utilities

3:03-cv-455955-GLG Sctis v U= Postal Senica

iZarand L. (zosths|, prasiding
Joan G. Margolis, refemel
Datws filed: 097172003 Datw of last filing: 1072672003

Partles
Patricla Sote Victorda Minor
A ded: QR FA2003 1471 Church Streat
{Plzindif Mew Heven, CT 06510

represertad by METyO3ERENcC.Com
Agzigned: Q%1 Qa3
LEAD ATTORMEY
ATTORNEY FO BE NATICED

LS Postal Bervice
Addea: JG 72003
(Dieferdani]
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B Related Transactions: displays transactions that have been linked (e.g.,
motion, memo in support, memo in opposition, order on motion)

Lanmr

B:03-pv=-55555-GLG Satic v. US Pastal Sardos
iZarard L. Goatal, presidng
Joan G, Margalis, referal
Date Mled: 054 TE200G Dete of laet Aling: 1002003

Realated Transactlons

N#e: Fach salecied (rensaction in (e caee i5 shown balos in a box mith any aifariraresctions o which # is mlaiad

Event

Doc. Me. Event Mame EvertFlied Terminatae

B & Complaint 051 7i200 |
2 % Order on Pretrlal Deadlines 0172003 |
| & Summens [weued e 71200 |
4 ¥ Ordar Rafaming Motian V0003

!3 Motion b Apoire Couneal 10010 100412002

B @ Order on Moton ts Appeint Courssl A0

) fodon to Appoint Counsal 100 1002002

K. Status: displays any pending status of the case

7. Reports

This option allows you to generate lists of civil cases, criminal cases, docket sheets or
judgments.
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EECF Civil + Criminal -+ Query

Reports

Docket sheet Civil Reports Criminal Reports
Civil Cases Criminal Cases

Tudement Index

Search criteria include nature of suit, case flags, cause of action, filed date range or
terminal digit. At least one selection criteria must be entered.

Laqom ?

Chvll cnaa Report

Ease «| Mature m «| Cage ~| Cause s "
IBrﬂ opUas cade enlera
Office || Bk Mew Heuen ..I ® |Grievance Fraceeding | Gp et 110 fharence) ﬂ“““ AREMRATION o D431 (L2451 Fed Elec

Fllad 14 2m3 to [inseseons
F Open casse
Tarminal dlyt{sﬂ =1L 2 e et aaci
Sdl'tw;lhsaﬂumhar_ﬂl = =
BunPapot | Cher |
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Once the criteria are selected, run the report and the following type of screen will
appear:

triminal . . Haparts . Wilities
Civil Cases Report
U.5. Digtriet Court — District of Connecticut
Flled Report Perlod: 015012003 - 1012612003
Date Filad! | I
Coze Numhben' |Date Clozed/ | Oay=
Reopened! | HNotes
Thie Adtlsd | Raclesed (Pending
3,87 o 00011-5L3 |Filect 0 742003 | a5 Cawse: Family B Medical Leam Act
=olis v LIS Pastal Sendce NOS: Civil Righta: Joba
Cifica: Mew Havan
Preader. Gerard L Gaettel
Refarral Holly B. Filzsimmons
Jury demand: Mone
|Crase Flags: MOTREF
|HBF
:Q:I:EI-EV-DIJIIH-GLG |Filect: LA 72003 | 13 Cause: Family B Wedical Leave Act
Solis v, LS Pastal Sendce NCAS: Civil Righta: Joba
CHfice: New Havan
Preafder. Gerard L Gaettel
[ doreana: Monp
303 ee-00002-J B A |Fitect: 0471742003 1o [Cause: 28:1345 USA Plsimtiff
LI=A 9 Triumph et al NOS: FofeitPenally: Cther
| Ciffica: Nenwt Hawan
|Presicker Janel B. Arterion
[ by domang: Mone
L= B | P L= e T P Tt A S I I |4m i’l"_-\;::n--'-lﬂ ADTIE Macnrddkn Mevanrsa

Once at the report screen, if more information on a particular case is needed, clicking
on the hyperlink will take you to the case’s docket sheet. If there are electronic
documents on the case, they may be accessed, provided there are no restrictions (i.e.,
documents are sealed, in criminal cases in which you are not counsel of record, etc.)
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8. Utilities

This menu allowsauser to manage his or her account and view various|ogsand billing
information. When accessing this feature, the following screen will display:

e R At e e ] e e

LIHItles
Your Account Miacellaneous
ECE Lodin Lanal Pasaarch ..
hdaintain raur Account hdilings.
YWigw Yaur Transactian Lod
Change Client Code Werify & Diocurnent
Change rour PACER Login
Eeview Billing History
Shovi PACER Accaunt

a Maintain Your Account:

Criminal

alntalh Lisar Aceount
Last name [krar Firet name fvigrio
Midele neme | Generafion [ |
Gencer [ 7| ATYTyps [ =
T Type aty
Bar number jc0001
Prsonerid [
Offles |
Unit |
Address 1 |
Asddrege 2 [101 Church Sreel
Aritrass 3 |
ity [Mew Havan Sate [ET-_ Zip IEEETD_
Country [ Courty[ =
Phone | Fax|
Intials ooB AD eods End dats
Civil ref style | =] Crirninel ref atyle | =
Date eworn I_ m:i—j
Email infomnedian.. I hiora uzet rdoemstian... |
Submit | Claar |

CM/ECF Users Manual for Attorneys Page 26



Criminal . (ery . Hepnrs

E #mail information for Victoria Minor
Primary e4mail address Ivmanyﬂﬂ@yahnn.cum

Send the notices specified below
¥ to my primary e-mail address

» ractonia_minot@oid uscourt s, govy
¥ to these additional addresses

¥ Send notices in cases in which | am involved
 Send notices in these additional cases 0310162

" Send a notice for each filing
&% Send a Dally Summary Report

Enrmal notees = html format for Netscape or ISP e-mail service

" textformat for cc:Mail, GroupWise, other e-mail servics

Fetum to Account screen | Clear ]

Users are permitted to change address and telephone information. By clicking on the
“Email information. . .” button, users may update primary email addresses, select
additional addresses at which activity notices may be received and elect to receive
email of activity in selected cases in which the user is not counsel of record.

Upon returning to the account screen, by clicking on the “M aintain user information.
..” button, users may update password access to the system. It is recommended that
users change their passwords upon receiving an assigned login and initial password
from the court.

This screen will al'so provide information on the person ID number, the group to which
the user is assigned, if the user is registered, the last login date, the current login date
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and time, the date the login was created and if applicable, the date the login was
updated. Login names should NOT be changed.

Criminal

More Ueser Information for Victoria Minor

Login |ci00001 Last login 10-23-2003 1723
Password [ Current login 10-26.2003 1723
Prid 201182 Create date 10/23/2003
Registered Update date 10,/23,/2003

Groupe Attorney
Fefumn to Account screen I Clear l

Click on the “Return to
Account screen” button, then
on the “submit” button at the
bottom of the screen, to confirm | pgating parson recard. .

the changes to the user profile. [Hpdate Persan Prid: 201162

Once submitted, the following [the updats was successful . prid 201162 - Victoria Minor
message will display:

triminal

|pdating user record
The user update vwas successhul

Farticipant records were not altersd.

ek up automatic a-mail notification complate for Wictona Minar
rSend Mobficeton in all cases forwhich you represent a party = an
Send Motfication b primary e-mail address = off

Case list

303w 101 G2 JBA USA Y, Triumph et al

E-rmail notice of electronic filings for selected cases= an
S umimary e-rmeil = on

Frimary e-mail &Address: MLULL

A dditional e-meil Address:

Mcioria_rinomGictd. uscaurts. gov

Fommatting of noticas = HTHL (Intsrnst a-mail)
|Iser edit complete
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b. View Transaction Log

This report will list, chronologically, transactions in the system under the user’ slogin
and password. If you suspect that your login and password are being used without your
permission, please notify the Clerk’ s Office immediately.

9. Exiting the System

Y ou must click on the “Logout” button first before closing your browser. If you close
your browser (by clicking on the “x” in the upper right corner or by using the drop-
down option on the “File” menu) and you do not |log off properly, even though your
browser is closed, the system will continue to log your user id and password as in
active use.

10.  System Security
Attorneys areresponsible for appropriate and authorized use of logins and passwords.

Every effort should be made to protect the security of your logins and passwords and
to prevent their unauthorized distribution and use.

11. User’'s Manual

This user’s manual isalso available, in PDF format, on the court’s CM/ECF website.
Y ou may view and/or print this manual at any time.

12. Policies and Procedures Manual

The Policies and Procedures for CM/ECF, as adopted and approved by the Court, is
available on-line, in PDF format, on the court’ swebsite. Usersare strongly encouraged
to view and print this document as it provides guidance on various filing issues for both
civil and criminal cases. The manual, in conjunction with the local rules, is the
governing document for electronic filing in this district.
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13.  On-Line Support

On-line support is available from the court website viaemail. To leave a message for
the help desk, email CM ECF@ctd.uscourts.gov. The email should be as specific as
possible and must include:

Y our name

Telephone number where you can be reached during the day
Y our return email address

A detailed description of the question or problem

oo o

14. Hardware and Software Requirements
Successful participation in the ECF project requires:

a. A connection to the Internet
b. Adobe Acrobat
C. Netscape Navigator 3.02 or higher or Internet Explorer 5.0 or higher

15. Scanning or Imaging Documents into PDF format for E-filing

For most documents, your word processing system can create and generate the PDF
versions required for filing. Documents created in this manner are smaller and more
efficient sized filesand are preferred for e-filing over the Internet. However, there are
instances when files must be scanned into images and converted to PDF files for e-
filing. When this occurs, please use the following guidelines:

a. Each file may not exceed 1.5 MB

b. Scan everything to black and white

C. Select the lowest possible resolution (preferably 200 bit)

d. Split larger documents into smaller increments

e. Open the scanned file to be sure it is readable; if it is not, rescan the
document until it is

f. Verify the scanned document has the correct number of pages
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g. Once verified, save the file as a PDF file, using the following naming
convention: [case number][name of document]; For Example:
03cv55555ExhPart1; 03cv55555ExhPart2, etc.

h. Do not use dashes (-), slashes (/), spaces or any other special characters
in the document name

If a document cannot be scanned into PDF format, attach a Notice of Manual Filing
to the main document, indicating that part of thefiling is electronic and part of thefiling
ISin paper.

I If submitting documents on disk to the court, in lieu of filing over the

Internet, please use one disk per case number. Do not mingle filings from
different cases on the same computer disk.
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