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USER TRAINING FOR
ELECTRONIC CASE
FILING

Training Objectives

[0 Prepare Documents for Electronic
Filing

[0 File Documents Electronically

[0 View Electronically Filed Documents

[0 Understanding Rules and Procedures
Governing ECF

[0 Managing Your User Account Options
and Password




Training Materials
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ECF Help Desk Sticker

Place in Convenient Location

Training Materials Cont.

CLE Certificate
of Attendance




Training Materials Cont.

Systems Requirements

Training Materials Cont.

ECF Resources Insert

All materials available
on ECF “Resource Material”
section of USDCNH web site




ECF Resources Insert Cont.

Executive Summary of Rules/Procedures
Governing ECF and Administrative Procedures

sk Sy anes D wec s Conso
INSTRICT 08 NEWw HAsI P

ADMINISTRATIVE PROCEDURES FOR
ELECTRONIC CASE FILING

ECF Resources Insert Cont.

O ECF User Manual

Almost All of Today’s User
Training Instruction Are In
Greater Detail in User Manual

ELECTRONIC CASE
FILES

USER MANUAL

Umniled States District Court
District of New Hamgshine

Al 2008




ECF Resources Insert Cont.

Civil/Criminal Events List

All documents must be
titled and docketed
consistent with list

11

ECF Resources Insert Cont.

ECF Credit Card Blanket
Authorization Form

*Required to E-File
Complaints, Motions
Pro Hac Vice, Notices
of Appeal and Audio
Tape Requests

*May have one card
for entire firm

Lo S4atem Do Comi
it of s g

ECFCREDT CARD
BLARKET AT HORIATIR FORA
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ECF Resources Insert Cont.

ECF Registration Form
*Must be USDCNH member

in good standing or admitted

pro hac vice

*Login and Password E-Mailed

to User

*May Change Password--Not Login
*Consent to service through court’s
ECF system

*Subscribe to CM/ECF

User Group List Serve

What is Electronic Case Filing

[0 ECF allows attorneys to file
documents over the Internet and to
receive court filings in their own e-
mail box

O Court record stored in fixed electronic
format instead of on paper

14




Benefits of ECF

0 24 hour filing over the Internet

[0 24 hour access to view, download or
print documents from your desktop

O Instantaneous e-mail notice of filed
pleadings and court orders

[0 Electronic service of pleadings

15

National Initiative

[0 Nationwide roll out for all levels of
federal court. CM/ECF presently
being implemented in 160 courts

[0 90 Bankruptcy Courts (71
operational)

[0 70 District Courts (44 operational)

[0 Nationwide implementation
completed sometime in 2005

16




Other ECF Courts in First Circuit

[0 District Courts (Massachusetts, Maine
and Puerto Rico)

0 Bankruptcy Courts (Massachusetts,
Maine, New Hampshire, Puerto Rico,
Rhode Island)

17

ECF In New Hampshire %54

0 ECF mandatory in all civil cases filed
after June 1, 2004

OO ECF mandatory in all criminal cases
filed after January 1, 2005

[0 Cases existing prior to these dates
may be ECF if agreed upon by
counsel

18




One Time Exemption

[0 Attorney may file first document in
case on paper

0 Must register for ECF within 30 days
[J Provision lapses June 1, 2005

19

Eligibility for ECF

[0 Mandatory for all members of
USDCNH Bar and Pro Hac Attorneys

[0 Counsel may be exempted upon
motion

[0 Pro se litigants upon motion

[0 All parties file electronically or case
will remain paper case

20
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How ECF Works

Create a document using word
processing software

Convert word processing document to
Portable Document Format (PDF)

Log onto court’s CM/ECF system
Follow a set of simple prompts and
submit to Court’s system

Document instantaneously added to

docket and served on participating
attorneys

21

Preparing Documents for Filing

in ECF

Only PDF documents may be filed with the
court using the ECF system

Universally readable regardless of word

processing system

22
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Two Types of PDF Documents

There are two types of PDF documents

1. Electronically converted Portable
Document Format (PDF) documents—
converted from word processing document
using PDF creation software

2. Scanned image PDF documents--
converted from paper document using a
scanner

23

Electronically Converted
PDF Required

[0 Only converted PDF may be filed
unless filer possesses only hard paper
copy of document

O If filer has only paper copy, then may
file scanned PDF

24
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PDF Creation Software Required

[0 Adobe Acrobat (or another compatible
PDF formatter) allows you to write or
convert word processing document to
PDF

[0 Web Site Lists Different Vendors

25

Adobe Acrobat Version 6.0

Users having V.4 cannot read PDF
documents converted using V.6

Handout in packet explains

how to install and save documents
in Acrobat Version 6.0 so they

will be “backward compatible”

rae;
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How to Convert to PDF

Take out Exercise #1 e

BEF Training - Kurreiss 01

i
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b o o o e g . b
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How to Convert to PDF

Assume Created Doc in Word Processor
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How to Convert to PDF

Left click on WordPerfect|
icon on bottom tool bar

MBS Ay WD -.mml:.n-ﬂ-uﬂm R T R T H1TPM

How to Convert to PDF
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How to Convert to PDF
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B DT> en - M= oo Wi

\Double left click

on WP icon
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How to Convert to PDF
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How to Convert to PDF Cont.
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Alternative PDF Conversion
Method

If you have WP Version 9 or Higher you may use “Publish

to PDF”
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Converting to PDF in Word Cont.
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Alternative PDF Conversion
Method in Word

click on drop down arrow
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Alternative PDF Conversion
Method in Word
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Check Format and Pagination
After Converting to PDF

O Simplify font, headers or other
document characteristics

O Try a different method of converting
to PDF

O Try downloading different software—
like PDF995 at www.pdf995.com

[0 Consider purchasing service contact
with vendor

40
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PDF Must Not Exceed 2 MB

[0 ECF will not accept any document
exceeding 2MB

[0 Some e-mail programs won’t accept
documents larger than 2 MB

[0 Takes long time to open

[0 Must submit in separate 2 MB
segments

0 1000 KB=1 MB
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How to Check Size of PDF

In WordPerfect within “Open File” directory, you can
determine the size by clicking on the “views” option on
tool bar and selecting “details”
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How to Check Size of PDF Cont.

In WordPerfect and MS Word you can highlight the
document, right mouse click, and click on properties
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Virus Check

ECF Administrative Procedures require virus check. For
example purposes, this is the Symantec AntiVirus

program. )
click here
l'eI ;-ﬁp_.ngg ; Bl ;.l.:l.l Pgﬂ
Szan Comgaser
- (. "-1.::1’. o
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Virus Check Cont.

[0 Navigate and select document

(A ymaniec Anlivirus Corperats Edition Z sl

Bl Edb s Soan o Corfigpre  Heiorkes Help
o smemes praves cor IS REEERE select document
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Virus Check Cont.

virus would
appear here

ML —.

| D A |Fileriame

1| '_, |

[Files scarmad: 1 [\rus e dound: 0 EIEFFEI:II]I:I'ID-.EI.I]ZUE =
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Logging into CM/ECF
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Logging into CM/ECF

% U.S. District Court - Mozilla 1=l
| Ehe Bt Viw Go Bookmats Jook Werdow Help '

Ta. o 3 8 gmo T |- @l
Bock ~ foond  Relad Sy | MRt lechtestoidscouts gor x| agwch] L ﬂ‘-:

i AHHome: | wiBockmarks SOMEDF NHLIVE £LCMECE MH TEST #0MED Med THAIN o Fict # Official Adhiotic Site, 4.

Click here
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Browser Issues

A web browser is required to access cm/ecf

U Netscape V 4.7x is recommended; Internet
Explorer 5.5x also compatible. Netscape 4.76
which can be downloaded for free via link on
“Systems Requirements” section of ECF web
site

O Future ECF Upgrades Compatible with Netscape
7.0 and IE 6.0

O If you are using another browser and are
having problems, please let us know that when
you contact us for help.
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ECF Login and PACER Login

O Same Screen for Both

[0 Use ECF Login Only When Filing and
Opening Up “Free Look” in criminal
case (enter PACER as well for
criminal free look)

[0 Use PACER When Looking at Docket
Sheets or Electronic Documents
Contained Therein

51

Significance of ECF Login

ECF login your signature
Only authorized agent may use

Use by another deemed act of person whose login was
used

O If share password with person who leaves employ,
change password

O Change password periodically

O If believe compromised, change immediately and contact
ECF Help Desk

OoOoo
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Filing A Motion In ECF-DEMO

D STATERS BT (T
EEEET O H O MR

Sad U, BALCULOH B

Beirvanes b ity s R et e e i b o ad

v e,
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Click on “Civil”

Criminal . . Reports - Utilities . Logout

1.5, District Comrt
Disirict of New Hampshire

Official Court Elecironic Document Filing System

This message is contained in the Ale Operation!Notice. him.
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From Submenu —
Select “Motions”

i IS E CB | eemmeibed-teet b oecl dorioge e inepiarier: S xe s Y
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Scroll down
to “Summary Judgment”

Two-part motions are possible
by clicking on two motion types
while holding down the control key.

Click on Next

- R = [E | Do = S A ]
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Key in Your Case Number
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Select Party Filer
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Read Help Message
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Browse to Attach the PDF Doc

Select the pll decumest (for exampde: CH1 P0ew3di-Z1 gy
Filunanss
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e A £ FR | P ==
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Verify PDF Doc
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Left click to highlight, right
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B Adube Acrobat - [Moteon for Sammacy edepnent.padfl] i I!_I_._L@
TO ERs Edt Documert Tools Wew  Wndoes  Heip =] %]
=8-SR Rl ¥, AL AN IR |

@ -~@ 00 - o6 -85 2-&-3a8
B%uEmT-

UNFTED STAT IS DETRICT COURT PR Ti6
NPT RIECT £ MW HAREPE IR

. Canr Mo, SR XN

Duainy Himdy

E BIOTEEN O SUMMARY L EHESTENT

Dricndam meooes the court for semmary judgmeni broywse hbe was sughi ol of

Dhverw's Dl B sy berr mtise Do s (bt koseledgs sgainst lim; becsise defoidam i -

#] 0" 5] 1orz F M Bsztin [0 = W 4] '

62

31



Click on “Open” to Attach to ECF
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CRITICAL: Attachments = Yes

iMotions

1-04- e G000 1-5h Bladsos v Brady

[Crare deciment fied (masdaroey)
12004

Select the pdff decument For example. S ¥enS01.21 pdfy

Filename —_—
|M'.\.'\.'rn'\-l-‘F's'.'-'.Ft‘JI:\ftl\'ar.L"E—' mei | <
e !

tamachmemts to Decsment: ™

CM
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Attachment Screen

Motions
10 e S

wloct eme s more et b
1) Enter the pdf documes Hist com
Pl

3 Steps to attach

<«——— 1. Browse to select PDF doc

raon

sitachmem lfor cxaypie

i app e poi]

] At s cpmen, relect @ ducosment +
Tyee D

7} Aeibd S Blemme 10 the bk ke

e _ 2._Se|<_ect Type, add Degcription
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Step 1 - Click on “Browse”
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Browse to PDF Document and
Open

=
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Left click to highlight, right
click to select “Open”
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Step 2 —Name the Attachment

Motions
Qo 00

SO 1E T e BT T arTad e

1) Exter the pil document thae ccntmns sttachmens (For exmmple Clapn endie po£) Mm;
e
7 POIOCERS CARKE Fidy B

- Add freeform text
e & deserption only if necessary

B o hawe mors attachmests, go back b Stap 1 When the tiss of Benamer i compete, chek on e et buston

,«—Type: Choose “Memorandum of Law”
from the drop-down list

e i ot BB | Do -

72

36



Attachment is Added — See List
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Step 1- Attachment #2: Browse
to PDF Doc (Affidavit)

Three Steps:
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3. Add to List
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Select Attachment #2 (Affidavit) and
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Click on “Open” to Attach to ECF
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Step 3 - Attachment #2: Add to
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Step 1- Attachment #3: Browse Out to
PDF Doc (Notice of Conventional Filing)
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Click on “Open” to Attach to ECF

I - 5. CHatrect Comrtahd - Mazibs =Isl=]
Ele [t View (o fockmaks  [ools ‘Wislow  Help |
i ] ¥l

iR ETa
" dbHomsn | wbia

foe 8 ELF Trmrwrg

Nalari rme ur resmn
1 Erasr tin paf 4o

B LL -2A 8 | (e |

iEmal LS S S aETRESEE O i @ ey ST HEEGE nzam

Step 2 — Attachment #3:
Choose Type; Add Description

5 CM/ECF TEST - U.S. District Canrtnbd - Mazilis =1 |
uiu s n.-E-a b & intipm: oot bostrihd cired dery ol iy Koghn pEIEAA LA =) un Bwarch| o8 - m
T A Hommn | wbiookmarks SO M LIVE S CMLCE M TEST bRt Windcomen to The M ... S ONcial Adatc S, S48,

Litilitian

Malari rme mr reses sHsree e,
11 Erawr the pif decarene that condmar aracursst (for oownpds O e o it
File pmren

A M AT LT AL TR ]|

Beraet =Y | e p————
T ddd e Flevemn e i der bei ko belane B pos e rrore 2 bes besevds, ge kel is Biep 1 When dee i sl illmaeer m semmpleie pbek o dee e b

[ % Baporatrioens & Devasio .

| P |

— **NOTE: See User’s Guide pp. 56-57
See also Administrative Procedure 2.5(e)

B UL -4 8 o | Daere Pl | W

sy 31 € ¢ S METE@E | Gl Epls] S NS EGE csem

84




Step 3 — Attachment #3: Add
to List
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Docket Text Screen — Add Text
Then Click “Next”
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E-Mail Notification of a Filing
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Clicking on Document Hyperlink
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How To File An Objection
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Objection to Motion for
Summary Judgment
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Choose “Objection to Motion”
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Click on “Next”
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Key in Case Number and Click
“Next”
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Select the Filer and Click “Next”
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Open to Verify Document
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Click “Open” to Add to ECF
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Click on “Yes” and “Next” to
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Document
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Step 2 — Choose “Type” and Add
“Description”
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Link the Objection to the
Correct Motion — Click “Next”
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Wleome for the LT Dharver Court foe Die Dhainier of Mew Sirweshiee Blecirome Doovwent Piliag Trorem, This ragw i for the see &y aiforwers and fiems  x)
e A £ I == |
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Under “Initial Pleadings & Service”

Ciwil Evemas

Imsitial Plosdings and Servics
f mtig

Biotions and Felated Filings
-

B S E R
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Select “Complaint” and hit
“Next”

Crimirsal ~ +  Chwry = Eeports s GtWEes o+ Logoud

= 0
Complaints and Other initlating Documents

=l < Click on drop down arrow

Select “Complaint”

b A F B | o
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Read Help Message and Enter Case
No.: 04at2004 on next screen

b Lk & TR i | ) [
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Key in Case Number: 04at2004

A I3~ (8 | o i | ) [
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Help Message Screen - Read

Complaints and Other Initiating Documents
106 at- 0 200 unie Mew Cases filed by Aftomeys 2004

utiating document electrenically through

rements: (1) the attorney has filed a credit card
eoushy files 3 m i
your ermadit card will he cha

MPORTANNT INOTIC] tormey can file a complaint or other cas
CMECEF GIFLY if he ifirs at least one of the followi i

n form with the Clerks Office, (2) the attorney
wr (3} no filing Fee is reguir

g T

n b proce

d. IF apprapris

with the Gling fes
vamnl.

If wouw DO MOT have a credivc card sathorzadon form ar are filing i formma pasperts and condmse with dds event, e

@ot he opened until the fee is received and/or the motion to proceed in forma pauperis is gramted.
; Cieer |

e | Do
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Attach the Complaint:
Browse to PDF Document

‘Complaints and Other Initiating Documents

1.0t

-pnk New Cases hlad by Aftormews 2004

Vodd C omaplaine first, then the Civil Cover Sheet and Summrons Walver, along with any other documents as separate
fttachments

Select the pdf document (for example SIS %cvS01-21 pdl)
Filenaamae

[ Bircraie <

itackhments to Docament: = e 7 Tes

Flad Croar

b A wE R | Doe
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Right Click to OPEN and Verify
PDF Document

21

Look j: [ =3 SCANHER = & & cF -

E.Afhdawtn!ﬂ.ppnrt of Motion For 53.vepsd

Hizkory

@

Frmsicl o

=]

e of Law i Supoort of 5, pdf
Motion For Sumenary Judgment, pdf
Mokics of Conweribonsl Fing. pdf
pages 420 and 422, pdf

e
My Compuber
A

My Mahweek P

Fils puis Il.'.‘d-wplh: Bledsae pot
Filez of fuper |4 Fites

Lef Lo
[

Verify Document & Close

B Adobs Acrobat - [Com glnmnt Blodson.pdl]
TH e Ede Qocumert Took Wew Windus Hep i) x|
(BB - KA @1 «r M|+ 1]

oee - @ OO0 - (o6 RmE 8500 -2 B8
B E®T-

AN THE URTED STATES [HETRMHT TR
PO THE [RSTIRICT O MW FLABI e
INERW T EDYR0K i
E Ploaamil ]
. i il Achon Fo. (4-i1 1-550
i Hansrsbla hidge 2 1 Mciulifis
TR AR AT i
_ Deiewbam___ 1

et L ALNE

N o o Achirm
*F 7" 7] Torda W W BExuim (O H Mo Al
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Click on Open to Attach

Hizkory mM1-7

: AEM B0
9 P 1-7
Dasidop P38 B0
El SIM 1-7
| $IM B-0

hull::np.uu Dkl 10complant. pdf

= +@cFeE-

PE] 3544, vl Cover Sheet.pdf

P Merno of Lass in Support of S1.pdf
5 Mokion for Summery Judgment. pdf

| Motice of Cormventional Filing, pdf
T pages 420 and 422 pof

lﬂ. Fesp ko Mobion 23, pdf

[ Summons-lssusad  pdf

31 x]

Affiderei i Support of Motion For 5).pdf T Summons-Served. pdf
Srewer and Third Party Complairt. pdf

Fils puis IE‘mrﬂa—-u Bledsae padl j < i Dper i >
=

Files cf lype- [ Fies

My MNehwork F

Click on “Yes” to Attach the Civil
Cover Sheet, Summons or Waiver

Complaints and Other Initiating Documents

1 O t- Q3003 unke Baw Cases filed by Atomeys, 200

Wudd Complaing first, then the Civil Cover Sheet and SummonsWalver, along with any other documents as separate
fitachments

Select the pdf decument (for example T S5cvi01-21 pai)
Filenaamas

[M\VJPMTE\M{IOL'.S\SCA}INFH\C ELI—

Artackhments to Docament: T o # Tes o

g-:t |) Chear

e | | il | e (B
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Browse to Attach PDF
Document — Civil Cover Sheet

(Eomplaints and Other Initlating Doe wmen—
1.0 o 0 P00 b Plewes Covmes: Alssch bry Aoy 3

" 3 steps to attach

I < 1. Browse - Open

T et i

l 1 Audd e flemare 1= thr b »-.'-I-ll clowr W you have more snech 2 - Add Type & Descrlptlon k. on the Hext busan
j E— 3. Add to List

131

Step 1-Browse

iComplaints and Other Initiafing Documeanis
10 OO0k P (5 S Ml L S8 eyl T 0

132

66



Verify Document (JS 44 Civil
Cover Sheet)

2ix

Look jn: | ‘=3 SCAMKER S e e =
A0 1-7 JMema of Law in Support of S3pdf
—Jan 80 "I Metion For Summary Judgment. pdf
Hizkory AWM 17 S hctice of Cormventional Piling, pdf
: AEM B0 |pages 420 and 422 pdf
9 P 1-7 I Resp to Mokion =3, pdf
Dasidop P38 B0 ] Summons-lssued, pdf
El “J5IM 1-7
= _J51M -0
it Cornpids Affidaw: in Support of Motion For 53,
My Lickoga ta: 3 i aFEh Attach by
=) Complant Bedsoes, podf A . ..
: <_R|ght click. Open, cllcklngfpen
My Nistvwrek P verify and close
Fils puis iJ'S 44, Civil Corar Shaet po j Dper
F
Files cf lype- [ Fies =] .
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Step 2-Select Civil Cover Sheet
as the “Type”

Tk | liSorirais PR AT A CHATR U S ol NP R LIVE o CRUBCF S84 TEST o 5 borees

e omplaints and Othar Initiating O ocumants
1,065 a): D200 -y ks loner O ey el bny: Afior raeryss/ 0N

feminet ame s more actashmeney.

1) Entex the pdf Sccument thae @ ommny aachmem ifor cxmnpic 12 app modee p2£)
Pilanamss

| CEm e e

BCE R CANTETIT | S

|1 A8 rout opiion, sclect o docment yps andior cettr & deserphon
Type Do seripdion

b ki, W e hawe mote smchmensts. go back b Siep 1 Whven the s of Brnasees o compiete, chek on e et bt

b {5 & (B | bow T ==
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Step 3-Add Civil Cover Sheet to
List

Complaints and Other Inltlating Documents
1. Cl it T rike Pl - ey il b 34 ey T3040
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Step 1-Select “Browse” to
attach Summons

Complaints and Other Inltlating Documents
1. Cl it T rike Pl - ey il b 34 ey T3040

slurt s o1 more artashms
1) Enter the paf -Socumen thie e O \app edie: g
Plsnamss
asi opfion, select a docosmend fvpe madior esier o descrphon
k 1ore atechmenis. go back b
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Select Summons — For Clerk to
Issue

21

Look jn: | ‘=3 SCAMMER x| = EcF¥ -

34D 1-7 1544, Sl Cover Sheet pdf
—J a0 80 ClMema of Law in Suoport of S1.pdf

Hiztary )% 1-7 Mokion for Summery Judgment. pof
1M B0 hictice of Cormentional Fiing. pdf

9 JPE -7 pages 420 ard 422, pof

Daskdop IPB B0 Resp ko Mokicn 53.pdF

= ‘ SIM 1-7 Summons-lesusd, pof

— 23 B0 Summons-Served. pdf

i
My Computer
& =

l‘t..: :

My Melyweek P Filename should be reflected in “File Name” box below.

Fibs s |compteted Summan g =l 1 Open |
Filez of type: | &l Files = Canet /l
=21
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Right Click and Open to Verify
Document

B Adobe Acrobat - [Ceompleted Sammmons.pdf]

T e Ede Qocumert ook Wew Windus Hep i) x|
C=ARe R TR ALV M I N NIE S 1]
[@k= - @000 E S -[0R-|R-6 B2 -0 E
BeLE® Tk -

g LIMITED STATES DMSTRICT COUR |
Lostpien of M Mo
Dvcw Modsor
SUREMAONE 1N A DTV CAKE
“
] i 2 forda P M BSxMn 0O = W 4] E
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Click on “Open” to Attach

2ix

Look jn: | ‘=3 SCAMMER =] + E C¥ O
- JAD 1-7 Completed Summans. pdf rtF
~J a0 5-0 15-44, Givil Cover Sheet, pdf
AWM 1-7 Memo of Laws in Support of S5, pdf
WM -0 IMckicn For Summary Judgment pdF
JPIE 1-7 wotice of Correntional Filng pdf
Dasklon P38 -0 pages 420 and 422, pdf
= ~J5IM 1-7 |Resp to Mokion S1.pdF
—- _J5IM B0 Summons-Lssusd, pof
My Compuier Affdarvkt n Support of Moton For 5).pdF Summons-Served. pdf
{ i omplant Bledsos, podf
My Nel-w:-k P
P | Ty Adche Acabat Docutnent
Size: 22,0 KD
File prrvee: - - j 1 Dpen I >
Files of tvper |l Files =l
]
139
Step 2-Choose “Type” and Add
“Description”
L £ EPRETER]
: L] W= G0 Deckeats  Jook ke beip
3 - 5 B B [F e o oo am i e o 2 amen) b - [
T Jheeess | lteniass P afvacs aFcrasmn oF CO8 S P CHRCE S UVE o CHECE M TEST o O e |

feminct ame or more artashmenes.
1) Enter the pdf Sccument that @ cnimny atachmem {for cxmnpic O app eadee g1

oo |

) 8 our cpion, yebort @ docsmend fipe andior esber o doscrphon
T Do i

Fovmeemi ] [ Tom Bima)
Armanme 1n the bt ko belewr 1 oo have more sechments. go back b2 Step | When the b of Senmses 1w compleie. chek on e Mot bmon

i S o @ | oow T =i [
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Step 3-Add to List and Click on
“Next”

(£ -PNETED]
Bl Ede gee Go Goenass  loh ke ben
& - L e e S
e el el L el L ] .
lComplaints and Other Initating Documsnts
1.0 s, OO0y Comes Ried by Attoemey=d 004
sluct ame or more artachmanes.
11 Enter the pdf -Socumens thae ©cntmny attachumem (For cxmng) "y enstee -
T ——
[
= S —— AEen
Type
e e U | WS T ————— S a—_—— . ] p——
o |
__ Fimmea don
(=
i E B | oam
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Enter Case Caption and Click on
Next

Complaints and Other Initiating Documents

10 at- (200 -un ke Mewe Cases filed Dy Aftorme

200

[Entar Care Caption Plaintif v, Dyfendant [Fiedene By <
Qﬂl

S

"l

-d.— =l |k
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Drop Dead Screen — Read Carefully
Before Clicking on “Next”

(Use the “Back” Button for corrections)

g VWew G0 Bockmarks  Took  Wmdow  Helo
@ - 'gw B | 8 Firme: fiwck-tmet. b crc)_denfeg-bmogn. oi7 137001 IaaE =] &_‘h n-ﬁ =

T hrome dhBockmarks JENOC FPPACIR P OHASER o T Sarver g OMIECE N LIVE . CMPECE W TEST o C3A hesss

L

Complaints and Other Initiating Documents
100 st 00 unk Mew Cases filed by ARomeys 200

Docket Text Final Text

Mew CaselComplaint entitied Bledsoes v. Brady filed, (Attachments: # (1} Civil
Cover Sheet; # (2) SummonsfWaiver; for defendant Brady)(Filed by attytrain, )

Attention!! Pressing the NEXT bhatton an this sereen commite this transaction. You will have

appartEaity 1o modify this ransaction i you continge.
< Pt Chear

3 b ~Z D [ (ST T Y

NEF — Notice of Electronic Filing

Note—You may not electronically serve complaints--
must be conventionally served pursuant to FRCP 4

[TTE TF=

Complaints and Other Initiating Documents
1O at- O 200Nk Maw Casas filed by Attormeys/ 2004

.5, Dristrict Coart
District of Mew Hampchire

Hlonice of Elecwronic Piling

[The follownng ransaction was received from attymrain, entered on 1872004 &t 4-31 PM EST and filed on 301872004

W ase B e Hew Cases filed by Artorneyaf2004
Case Mumber: 1004 -t ZON0Y
Filer:

Dacament Nomber: 14

Docket Text:
Mew CasefComplaint entitted Bledsos v Brady fled (Attackments # (1) Cind Cover Shest, # (2) 5
o e ] Cageress
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BREAK
> MINUTES

How to File an Answer and
Third Party Complaint

—
Take Out Exercise #3

........
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Click on “Civil”

witilivies

e

Fa® %

A, Dslamrdin oy
Diwiried of MNew Hamspahirs

CHlcial Courl Elrctremic Dacumani ilag S5 viemm

= ALTICN Fullione s il Lo Shnl o B Sl Sasagit Aeal i s act b celled e oa

Tk Sohinr i e O] Ciakre Sctanis oAl ATy oo asd S ol oo 1 o gged, Oowusiind 2800 oo o Sraiey e sakiasd oo Pedieead Pt o Celd
i L Suvdeucs o woamiineed oo erinies BTt W B fEreranded 1o s S o ke aqfreoasnd aifouin,

=

. &3 W 58 ot |

lstart] Q4@ Lo @RI EEE S | oEcEERY  SdFNORBEE ex7am
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Answer and Third Party
Complaint

i & Z @ i [

148




Key in Your Case Number

Again, your case number is on monitor
under CM/ECF login & password

PO S = [

149

Select the Filer

Trvws | ilifomiris g0 PR FChn PO S A CURCE LI A TEST o N Yoy

Answaers o Complaints

alac the fler.

Bulact the Farty:

b I3 £ R - —
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Create the Association Between
the Party and the Attorney

151

Link the Answer to the Complaint
and Browse to Attach the PDF

152
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Open to Verify the Answer and Third
Party Complaint

Fil [efi yew  Tools  Fascriss el
Bors BE s - B E oo 8D

i | 2 B Trmimieny -1 =

o DR s B §OF Do e ST

Erie | Right click and
Tt Soey:- “Open” to verify

Sy Tor wirle
O WAt E
Gk Wi P
QUi Frire
W =
S T =
Cuit
Cocre
Crasts Shorte
Dsbsis
Ferexan
DL TIEG

il pamm {austes a1 Tre iy s £t 1001 - T
P |1 ddrmecs | LR M e T = Omenosooe
[T S e Py Kim s | Clama

S AN E o~ f e @ E TR D WS | e E ol WA Tl 1051 AM
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Verify and Close

B fudobe Acrolsak - [Ansvesr and Third P - sl ._I.ﬂ'J;
Wi D Cot Comamerd Tool ey fincow Do mli®lx]
e e Ml M 4 b owl [ wen s ow (9D

ey - B - F e -TE B e A T

UNETED STATES DESTRICT 444 BT
THE DISTRICT OH° MW TRARPSHIRED

LHTE N 3LELR=T]
[RETTIIN

s | s | e | Bk

Ll P, (AT 5]

Henorabie Sdge S5 MoiualifTe

(DT P
Pasbsrakan ]

=

k3 L0 TN T 15 S RN RS e L | L L

Do, Hibon Biios, B and thivagd imbosigesd ciinsol barobs sdisamies His Aorswor anl
Atirmean o Lo ke b b Cormpdalie Tiksd in abers-anhal i an Rk

DLE=5 1z F 0 mE=Im O = W 4] '_';I

] U E S s e TR e | e I e NG il A
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Click on “Open” to Add to ECF

FOpen Frle - M: Y WINAPPS | WPDOCS Y CMEC Py ECF T g
Fil [obb slew  Tools  Pascriss ek

—leri )

Bors BE s - B E oo 8D

Leabrs | I B Tmmew = | 15l =
;l'_l'--u PR I BOpeaE ol ) a

o Mk =1 e

[Ff== Mok 51w
- P e ey e _
Fllatapa | 4P == | LR M e T = T

g ke

i e [

e F gy K Ehem

m.‘,"-..._ Mue=3 8 BdRITER S L -_5.,_1 &H{)m 4150 AM
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Answer and Third Party
Complaint is Attached

FCHMECE TEST - U5, District Courtonbed = Mool - i |
TPl Cadt Yeve Goo Bovhmoks  Took Wik ek
o 3 m

L

¥ r ; = . |l
i | fi [ & 1obiges - Fior FAurak skl s sec e s s gl b s boagln RO ARG v | = Searcis i Wi
oAb ol Fonkese b S CRVEOE B LT

S CFAED WH TEST & AT BH TRAIN o Hhist o Oicial Athledlc SBe, F...
Criminal

O ] Ll Utilitie . Logout
Wnmwsre bs Somplsintc
1t OO [ ol Yy

Click on “Yes” radio button to
Belech de p doscguew (B cmmapde. TN IS Toe 201 3T ol

el ol e 5 attach Third Party Summons-

et Then “Next”
& iy

e 3 o DR | [RNHD : el | T |
AEmal ALE<Js@ETBS@ES (@O EIRE] T FNETEEE iaam
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Step 1 —Browse to Attach Summons

lAnswers to Complaints

Dirachy

feminct ame or more artashmenes.

1) Enter the pdfl Socumen that © cntmny attachmem (for cxmnpic O app e g1
Plsnamss

I Eel] «—
21 8 rour opfon, select & docomend fpe asdlor esier o descrphon

Type i

=]l
31 furded then Brmamme 1 the i ko kel B s hawe mors achments, go back b Siep | e e b ol Semmmes w compbeie, chck on e Hest b 5

= el b Lo
| _ P fram List

rigs |

i o @ | oom i [
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Open and Verify Completed
Summons

FOpan File - Mz WINAPPS | WPDOCS W CMEC FYECE Trw q L 351
Fil Cefi yew Tools  Fascrlies ek
dors W - B E oo N8R

Right click

Erind
L re——— and “Open”

Scan for 'Jinames ..

i Wi .

Rk i D
Ok, Frie
2 wAngp "

Lared T L

O
L s

Crvale Frarur
Coabwin

Faname
Frowoe tes
Pl e 20 vt Dy £25 2 ool =

D=y
b Tl ] | b M e TaEe =|  Omenosoope

P e e Py K Ehem

Al A LUE L s RIS B | e e Cew, Bim | Fl BN AT a7 em
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Verify and Close

= =Ll =]

o B o e b e e e e w9 Y ]

T D e [ SE A WRT =
v

LMITEDSTATES DISTRICT OOURT

Paswrict of s barpebin

Dhran Elldeiee

RUAIRAENS I A CUVEL T ASE

v | v | it | Bk

Towmm Pinaky RSy AN ] [T R e T

=

THr § e ot i o Dasasiara

Honbayd Hanr

e N 17 AE

tart] 440 <S8 TS S W || ] 0] Cow EwiTA EL FNEGE iz
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Click on “Open” and Add to ECF

FOpan Frle - Mz WIHAPPS | WPDOCS YWCMEC P L ECE T " T |
Fil  [ofb slew  Tools  Pascriss ek
o BEx-n 5 B E oo WS

Pllmtapa |1 & P dmn = | b M e TaEe

Fagibime | A | b m | Ehem

L el it =300 020 || T = o S i - O Y]
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Step 2 — Choose “Type” & Add
“Description”

14 {for exmmple O lappendi )

hoose “Summons/Waiver” as “Type”

... ¥-Add Description if necessary

TR - N e

161

Step 3 — “Add to List” and “Next”

Answers to Complaints

slurt s o more arachmenes.
1) Enter the pdfl Socumen that © cntmny attachmem (for cxmnpic O app e g1
Plsnamss

more weebments go back b Siep | Ve the e ol S Feir. check: o e Flemt bampenn

Click “Add to List”

Click “Next”

i % o B | suw i [
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Check Box Next To: “Does this filing
include a third-party complaint?”

FCMECE TEST - U5, District Courtonbed - Moxills

- L] 5]
Pl ot Yere Go Bovhmoks Toob Yeedoe bk
o E )
[ R S

e o YT e

- - AR & _

e gl o PSRRI = | am Smarch| oE - ([TRY

S1R M Afcoomsr ks SCTLVECT FH LIWTE SO B TEST & el & Welcoos o Tha Blew 1 < Cificiad Adthleli Site, ML
Criminal

Uitilitie s

Check this box

s OB

=20
St AL = o s BETE D B

=

= e A = Ll Ml szsem
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Click on “Add/Create New Party”

Answers to Complaints

[Thard Farty Complaing

Ereloet from e following kit e parheis) mgminet whom yos are fing this Third- Facty Complan
Eeince the Party: O Eelect s Gresp:

e o) = AdbiTynate Hew Pty 4
I wberschear + Fo oy
Al Drefondans
AR Plasriifs
" ad Faroes
Pt inai |
i IE E B |t i [
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Search for a Party in the
Database — Enter Last Name

(£ -PNETED]

Eie Ede gee G0 Groveses ook mekes b

N ] - e i <] sm mearn| k-

T ki | alteiass WO PATR e g COA S g CMECE A LIVE o CIECE e TEST o 0 ey

b s T & oy
T # [Ciahcnich
_Bwarch | _Ciga |

Click on “Search”
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Read the Search Results Message

(£ -PNETED]

Fie e gee G0 frowesss ook e Do

A - = w, M [F i v vt e oo e i1 1 e

T ki | lteiais WO FPATR e o CO6 S g CMECE A LIVE o CIECE M TEST o 0 ey

Bl Note “No person found”

Click on “Create new party”
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Enter Name and Choose “Role”
Only

Once finished, click “Submit”

167

Tips for Adding
Parties to the Database

0 Company: enter the entire company
name in the last name field

O Individual: fill out the last name, first
name, middle name and generation
as appropriate

[0 County or city: enter in the last
name field the county or city first (i.e.
“Concord, City of” or “Merrimack
County,” etc.)
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Select the Party Against Whom You
are Filing the Third-Party Complaint

Answers to Complaints

[Thard Farty Complaing

Febect from the following kst i parts) mgainet wiom you are fing this Third- Pachy Complant

Huiwct the Party: DR Bwiect w Group:

i i o B | oew i [
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Help Message Screen-Read

TCHMECE TEST - U5, District Courtonbed - Mosxills - i |
Pl et Yere Goo Boohmoks  Toob Wik bk

= z a < s =
m‘:“ e Kp‘tml Sy [ Tl s T Rarsl ol £ pacra 1 s gl gl R 30006120 v || a Swarch) Pt m

AN ookl SCRVEDE MH LT SCRVEDE BN TEST 8 Hhiel o Wekones b The Blew H o8 Offkclal Sthksis St ML

Criminal - L 3 . Litilitie s

linmwsrs b & ampisénts
104 ) i Os

T T B B B
i e i ] i PFT i i i

1 LY TLAIITEIF ks i

b 1 GELY THEFETART b mcde & paryy, vl gheovabd B d D oredaneh

<$I::- havw aes

3 o 0D | e |
Al A LE L s ETE S B | [Fc (i) Een] B -l FH Tl 127 EM
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Update Jury Demand if Value is
Incorrect

(£ -PNETED]

Eie Ede e~ G0 Beolests  Jooh  Wckes  Deip
F - n e -t . . sl D O, A1 S PR3 1 i = k| e
= 3, U8 Fopeifact 1nar e coci. donica-nJoge.sie T | o teomh| B |

Fracmn ey oA S CUECE A LIVE g CMICF e TEST g 0 ey

T ki | alteterns A WOC

ASWErs to Complaints
e N 4 [T - v Drach

Updistw Jury Demund
WL .

il [ |

nter a value — do NOT leave this field blank.

Once done click “Next”
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Read Help Message

172
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Modify Text as Appropriate

(=
Answaers to Complaints

& E B | tow -

173

Answer and Third-Party
Complaint — Drop Dead Screen

Took e i

N e s =] o] A -

T ki | ilibonicasie PR VAT G CHASET A Sereer ol CHECE MHLIVE TR N TEST G W e

Dockss Ta Taun
AMEWER te Complaint with Jury Demand, THIRD FARTY COMPLAIMNT ageinst Biii Beilchick fied by Tom
: (1) Saan

2 @ (1) SummonsWalver; For Third-Fa rty Dretancant Balichick DatEytrmin, ¥

Read Attention!! message above

Use Back Button to make corrections
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NEF — Notice of Electronic Filing

Criminal  +  Quuary = Repoets - wtilities  + Legaiit

Imnmwere ta Camplants =

{0 D DT Sl Bl s ' Bt

II'&. Ciiwmrien Cawrd

rs—— | RSY 21y o]
[lcire of Elecrame Flag

[T Plbaming et srion. wris m oot ron Livmih Dol T paered o200 o 132 ERUEDT ao Bl o A7200H

s Mz Bleddics v Eracky
e T

e o el Click on document # to see document
M=tk e T

I o 2 vrnphand wath Jurp D nosed, THIRD FABTT COMFLALT agast Divow Brdsa ¢ Bed by Ton Brady, DhHechoente # (1)

RN ave il Deaals

T4 Felamwineg o oum sio] e a5 canbi=] v (kis Vst iSiog
Docket text

Dweremreni deyermpmon: bl [is arcny

Wbl Tem smecras

[Elewrvamis da P ois K1) --|

Scroll down to get service information
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NEF — Continued

Cheil  » Criminal Quiary " Repoats " Utilities Laguonrk

AT 1 1 S P M S AR TN
[ e=nanent dscrpion S Wasr
{hragal filemmrnecria

(Electranic darumen Sismp

TTARE oo Etiangs_IDr=104540 37 15 [Date=AT0 4] [Ektemtes
E4 0 Fe bt €5 o T P4 71 T IS
LSS S A e TR 1578 e T TS 33 2T E St

1:04-co- | [otaee will be electramicaly mailed ta: <
vsriel T Lsch  staniel vk R senis gow Service information

(1:04-cv- 1 M ogee wil act bo electranically medlnd iedd
Loy T, Eaedle

el fooiie:

A it Pl "Wy

T D sl e, O 90245

Ploxedal B, Bazbaploe
iy & BlaoMlorpdyy, FLLT
it Hoath B

[Dissrtiald. WH 03357

[2]
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Service of Third Party
Complaint

[0 Cannot serve Third Party Defendant
Through ECF

0 Will Receive Completed Summons
with Paperwork for Service Pursuant
to Fed. R. Civ. P. 4

177

Independent Exercise

178
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ACCOUNT SET UP

1. Changing Passwords
2. Changing E-Mail Address

3. Adding Persons to Receive E-Mail
Notices in Your Cases

4. Receiving E-Mail Notices in Cases in
Which You are Not Counsel of Record

179

Click on “Utilities”

ELA. Dismricn Ot
THeatrbed off Mew Humipsbbee

Qiffickad Courd Electrmnlc Dcumend Filiag Sysiem

CALTION Sofiow op cisadionm 8 Ghe SowTt o oo Ml ooaam vy o be rviad' op od

ek o 3¢ o TR oAy SRt oo, ATty b aited P 1505 5100 L Mg, Dhdaennt e o ohAr CRese st oo mekivst for Maderod Rl o Coi
Crasdiany (1, Eordnes of ARRIIITIAT o YRR SOTVALE ] B LA e o DR TR o R T,

==
PR e Reimra

St [ JLE sl s@ETEOAL S CETENER ST SNOLESS waom
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“Maintain Your Account”

Change passwords and email notification addresses

Wit Trata

TR R e

Maintain User Account: Change
Password

Please verify the info on this screen. Do NOT make
any changes. See Admin. Procedure , Section 6.2(e)
for instructions on changing name/address/phone #.

......... | iumy |

+ = » = Click on “More User Information” to change password
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Type in New Password

Your login should appear in the login box. You may now change your password by:
1. Typing a new password in the password box;
2. Clicking on “Return to Account screen”.

183

Change Your E-Mail Options

Again, Start From “Maintain Your Account”

it Thana

TS [ e —

184
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Change Your E-Mail Options

Cemntry | Cuunty | =]
Fhewe [ Fax [
Tmétials DoR ALK e End dare
r-..—n..rn-p—:'___—ﬂ I'!||u||n.llnduybrl—“-__-j
l Braruy =]
< Emai Dhiarm mi |
i ==l Click on “Email information”
& ik L 5D | bow | ) [
185

E-Mail Account Setup — Check
Appropriate Boxes

-'mw-v:-ﬂ-ddm-|--= o llevbnhd wmcoucta oy Enter your e-mail address
Eand the metic pecilied below
iy o-ma sl ndir ——————————————
A | < Enter other recipients and check the box
= L n in which 1 am imvelved

AR : —___ Add other cases for notification?
‘ If so, check the box.

Y

Choose format for your e- mail notices
NOTE: check with your IT staff re: html/text version

a - C— - ——
Once done click on
“Return to Account Screen”
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Click Submit to Enter Changes
to Password and/or Email Info

187

Press Submit Again to Continue
the Update

Update was successful message
will appear on the next screen

188
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Procedural & Legal Issues

ECF Governed by Combination of Federal Rules,
Local Rules and Administrative Procedures

NIk Sy aTes B v Coas
isweier of New Hasranng

ATMINISTRATIVE PROCEDURES PO
ELECTRONIC CASE FILING

DOCUMENTS TO
BE FILED IN PAPER FORM

Specified in Section 111 of Admin. Procedures
Sealed Documents

Ex Parte Documents

Objection to Magistrate Assignment

Trial Exhibits/Exhibit Lists

Criminal Warrant Applications

Documents Signed by Criminal Defendants
CJA 20 & 21 Vouchers & Materials

OO00000

190
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Signatures

FILING USER’S SIGNATURE
O Log in and password
O Rule 11

O Format
“/s/ (attorney name)”

Diare Jaf [Mame of Password Regisiran |
Name of Password Registram
Bar No
Law Flrm Mame:
Adldlress
City, Staie, Zip Code

Phone: (xxx} X5X-KXAK
E-mail: axaf@aan. xnx

191
Sighatures Cont.
MULTIPLE SIGNATURES
U Format
/s/ (first attny name) /s/ (second attny name)
U Certifying Agreement to Content and
Authority to File
ia! Trenisl 1. Lyl lat 3
Daalel J. Lynech Rabert Enigha
Bar Mo, 244 Bar Mo, o
Lynech Law Officzs, BA Eimght Staibeer Law Officzs, PA
3F Bird Loups 1 Red Ralder Drive
b b e e
::a:l‘: mm;mﬂmmm Fmail; -hkn.i‘gjldﬁttniﬂ.tr.&ﬂi]
192
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Signatures Cont.

Affidavits
O If preexists may scan

O If created in context of litigation, use
/s/ for affiant and jurat signature

1. Get original signed before filing in ECF

2. Obligation to retain original for 3 years from date
of filing or conclusion of appeals, whichever is later

193

Service

File stamp inﬁormation

V¥ . Ebwrriry Caany

*Receipt of NEF deemed -'_” - B
service on ECF Registered '”Nq" h

Users

*Consent to e-service
by registering for ECF

*May not serve complaint
electronically

shows who ~_|
received e-notice i

shows who did —5
not receive e-notice A e
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Can I Tell Who is Registered
Before Filing?

D C“Ck on | “.L o Y g T e T T e e N T Y Y

1 Abuakiiiks SOMECE P LIVE S ORVECT L TEST MG p8e TIATN o 1ot o OTicad Athick: fitn, b1

m “UTILITIES” = e mizor

&

(B ML o i o L N
| Ao Bllonkmerks STMT MILIL £

B “MISCELLANEOUS -
MAILINGS”

B “MAILING INFO
FOR A CASE”
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Mailing Info for a Case

“hHome | wbBockmarks #FCMECE BHLIVE o

ailing information for a Case

e Key in case number

| ome | iBookmerks o CMUECE MHLIVE £ CMUECE HH TEST o OMECE NH TRATM o Hiet o Official Athietic Site, MI..,

el - Comniinal - Rapoita - Utilities = Logout by

Mialling Information for s Case 1:04-cv- 00001 -5 1
Flectronbc Ml Noice Lixi <
The toll>wang sw thoss whe are curreredy <o tha bt to recene @-mal netic

= Larry I Howile
Gttt el A U GV

- amyeain
pat_lee eyifink oot g

(e Eammnl Moibce Lisi

[Mlhe Fallomning o e Ler of MTomays whi
v v aelect mnd copy thie Ret it e

R L
PG AR PO e in. o

ki Il et ¥ ol il T L

T ]

1ou
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Service Cont.

CONVENTIONAL SERVICE REQUIRED FOR:

O Non-registered parties, AP 2.8(d)

O Conventionally filed documents, AP 3.8

O If learn ECF did not serve parties, FRCP 5(b)(3)
[0 Case opening documents, FRCP 4

197

Certificate of Service

All documents filed in ECF still need
certificate of service, FRCP 5(d), LR 5.1(d)

|
Sample Certificate of Service
CERTFICATE OF SERVICE

I heredy cedify (hal the [TRle of Documenf] was sered on e following
persons on this date and in the manner specified herein: Electronically Served
Thwough ECF: [Memes of Filing Users]; Convenlicnally Served: [Name and
Addrezs of Mon-Filing Lisers].

198
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Attachments/Non-Trial Exhibits

O Submit in Converted Not Scanned
PDF Format if Possible

0 Submit as Separate Attachments to
Main Document

[0 May Submit in Excerpted Format

199

Conventional Filing of
Attachments/Non-Trial Exhibits

0 Bulky or physical exhibits

O Exhibits that must be scanned and Filer
has no scanner — lapses 6/1/05

O Must submit a “Notice of Conventional
Filing” in place where attachment would
have been electronically submitted

OO0 Must get conventionally filed attachment
to court within 48 hours

200

100



Memorandum Required by LR 7.1(a)(2)—
AP 2.3(e)

[0 Must be filed as first attachment to
main document and NOT as separate
docket entry

[0 CAVEAT: If filed in connection with
contemporaneously filed objection
and motion—filed as main document
and linked to both

201

Scanned PDF Documents

O May submit scanned PDF only if cannot
electronically convert document

O If have no scanner may submit
conventionally or use court’s public
scanner

O Original of scanned document must be
retained for 3 years from filing or
conclusion of appeals, whichever is later

202
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Correcting Mistakes

O
O

O

Do not refile — call ECF Help Desk

If under filing deadline, may resubmit through “Corrective
Entry”

Clerk’s Office may not remove without court order

bl Ewants (Other Documents
Ot & Case
e: b |

ioral Case -
el P (2, 113 T
o Cate e Select “Corrective [semn E

Tninlal Fleadiegs and Servie 7 Fqlrrmnlcr.l:uq'm!l F
Corveliares a.rugﬂm innMn Lx Entry i::::;&f;:m T Mobor)

Sermee ol Erocess Bil o Comts
Asrwrers to Complasity Cemficatn of Cusiccial instituton
onlmersl Peceipt
ho due s ol mieral Petumed Fece pt
orsert o Magisiste Judge - Moton
lenins sl Redanmd Pl 'fnns!nllur.luilsr:lrdlﬁ-Tuﬂ

Mo

Obactions, Basporses md Bepliss ;;::;:::g::;‘::ﬂ Dinoument
ol H Circionurs o Bxpert
| i click here — - —
Trial Counenifs E:ﬂf.',,'.",’:.';'i, & 203
Appeal Documets
Other Dicwuments

Court’s ECF System Down

O

O

“Technical Failure”—ECF System cannot accept
filings for over 1 hour after noon

If causes to miss a filing deadline, may file on
next business day before noon

May file conventionally or electronically with
“Declaration of Technical Failure”

Court cannot extend “jurisdictional deadlines,”
FRCP 6(b)

Direct access if Web Page is down:
http://ecf.nhd.uscourts.gov

204
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Your System Is Down

O May file conventionally with
“Declaration of Technical Failure”

O Does not excuse untimely filing

205
Yo e
T = . i wmanistrative Cfcr of Lhe LS. Clourts
: P PACER Service Center
jm?un <,
7 ] [ I Paballaiee: SHiHd Bebntk He
1-:gi|d|1'ﬂi|,n|_i|i| ling. il fectmeenl LT RES fir | etroind ¢ e cees b
1.5, Districr, Bankropicy, md Appellade cowt reconds.
Q PATER Dwarview m
ﬁ T pistes o PAEE Motification
& Federal Cipeult MNow
Available
ﬂ Lkt E i N | « Forgotien Password
Eequest
& Instnnt Begietration
ﬁ 1.5, PuartpCnan Tncdex Aovailabis
206
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PACER LOGIN IS REQUIRED

[0 Case participants receive “free look” of
pleadings/orders via e-mail.

O PACER still required to access electronic
dockets, electronic documents, reports,
queries, etc.

207

Firm PACER Account

O May use firm account

[J Establish separate account if want to
keep billing separate from firm

208
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PACER LOGIN MAY BE OBTAINED FROM THE
PACER SERVICE CENTER VIA USDCNH WEB SITE

°- Eleciromic Coee Fikes - US District Court BH - Mozilla ]
Trie Ecit View Go Bockmurks  Tool Wik Holo

H". e L "'I _l;" & Fiktp: { erenas i s o be g e e _indie s g =3 [ g--rﬂ' P.':' - |m]

Elezrranie Casae Filles
PACER - CMAECF

= ' Takes About 1 Week -_

Bkt R | DD NG Y TS0 IS 0 g L il
209

PACER Fees

[0 Case Participants “One Free Look” for
15 Days

0 One Free Look for First “Secondary
Recipients”—All Others Pay Fee

OO0 .07¢ Per Page-$2.10 max (30 Pages)
[0 Free Access to View at Courthouse
O .10¢ Per Page to Print at Courthouse

210
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PACER ACCESS TO ECF
DOCUMENTS AND DOCKETS

OO0 By Judicial Conference policy no off site
public Internet access to documents
filed in civil social security appeal, civil
asset forfeiture or criminal cases.

[0 Off site access available in criminal
cases in near future

O Case participants have off site Internet
access in their cases

ECF Resources
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ECF Filing Questions?

ECF Help Desk — Cathy MacEwan
1-800-776-0320 — Option #8
E-Mail: ecfhelp@nhd.uscourts.gov

213

USDCNH Website Resources

[0 We have collected all the resources needed to use CM/ECF
on our web page (www.nhd.uscourts.gov)

Jfﬁ .|=i|i'.nl Sttes District Court
Vo e

District of Mew Hampshire

214
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CM/ECF HOME PAGE-
Reference Materials

Current System

Login
PACEF, Sorvlce Carker

215

Reference Material

Rafarence Hterials (Y

ming] ECF --POF format {Acrabat

Fandar reguired),  This docisment coogikes the relerant el nobes, bcnl ndes and

adeninsstrabive proced unes govaming ECF Inoa opical overdew format mith citabtians

Al ministative Procedures e Electmme Case: Filing - POF farmat (acrabat e der =

redjiianed ). Thessea princec s supgilanant e Teadanmd rulas of proced e and Bhe

ilistract"s bocal ruless ared ackd redd N ey edactTanic filing s
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Attoemsy ECF Registration Fosm- - POF Bormat {Acrobal Reackr reduired) All parsons

scibcingy o [ in ECF sk reqgister b obitadn @ loging posseond

o ECF Crodit Card Blanket S aticn Formn--FOF lrmat (Aonchat Basder maouined §.

Cn (Tt (ocLanbanits, sioh s complaints, pre hoc vioa mations, and nobicoes of apoeal

iy b Tl fiv ECF anl'y i posi iwvie s bemi Bresd this Torm.

CHMYECF Lisar Group List Serve legistration -8 @ precondition to megistng os an ECH

Filing Ubsesr, prarsiis aoa nec)iired bo sy b it B tha court's CHJECF Liser Group lss

searve,  This will D aur prisdey mesthod of distribating ingortant indormestion b our BCF
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e
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Login to Live/Training

pu -y

Current System

FAL

cxin
PACER Service Center
Registration

Party/Cass Index

Login to Training Site

217

be submitted any time the firm wishes to add or delets authorized wsers. |
Training

= CHMSECF: The Attorney's Perspective "streaming viden”
= Tutorial
+ Computer-Based Training Modules [CBTS)
= Mew Hampshire Demo Database
= Training Registration for Live ECF User Training o= |
* Self Training for ECE
+ Poves Point User Tralning Presentation
« Power Poink format]
o« POF format

Each district court is responsibla for training its own staff and attormey usars. Beginning in

218
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Computer Based Training
ECF Tutorial

CM / ECF

Case Mamagemeni / Electromic Case Files

Disirict Court CMECF
Compuler-Based Training Modules

§ EIET
|

219

USDCNH Demo Data Base

CMECF Login: attorney 1 through attorney 15
Password: attorney

BT
i e ::
2

Welcome to the District CM/ECF Test Area

A By

Totrict Versom | Test Svetam,

Foet Wi piwpensep, ol ies ove of e Toll ivesd wentmg lgais "amirme ] choigh "alonees 17, The pasowmd (g all ol e Wimag Lo giF & "amore ™
Fona waay Bla docmmnis 3 axy cfthe Fedowng oxtl complanis: Tt 200, onl coer: Tor 2 fregh Mol 15, ool e o3 000 e Mo T

Chiooe W e Foipesd 1000 e SYPTRAL T0d 0 et o pid [ron v oot o B2 o el fieed procarmell ak the b soreen. This me it £ emeone obe has proioed e
| marme ey o chn e Lo sebenied. Do spaens. wow 3l ned to ik o dffwent bagis sy oguin B
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Training PowerPoint

Electronic Case Files

B Cortmtn | S T of Fugn 71 M

be submitted any ime the firm wishes to add or delete author red users ﬂ

Training

» CM/ECF: The Attomey's Perspective "streaming video®
+ Tu
&

taff and athormey useas.  Beginning in

221

ECF User Training Now
Available on DVD/VHS

[0 Use written training exercises and NH
Training Demo Data Base to replicate
live training--docket while viewing

[0 Great way to conduct firm wide
training or individual training on own
time

O Obtain 2 hours CLE credit

0 $6.00 at courthouse; $9.50 by mail

222
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ECF Addresses — Live Database

O Direct URL — http://ecf.nhd.uscourts.gov
O CM/ECF Link on Web Page

Eil_'l_l_-' omnc l:::|-.|_ Hl:l_

Electromic Case Files
PACER - CM/ECF

Ealy
BACER Seivion Conter
Buingg bl iy

115 ity Cosn o
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Thank Youl!




