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USER TRAINING FOR 
ELECTRONIC CASE 

FILING

UNITED STATES DISTRICT COURT 
DISTRICT OF NEW HAMSPHIRE 

Established by the Judiciary Act of 1789

2

Training Objectives

o Prepare Documents for Electronic 
Filing

o File Documents Electronically
o View Electronically Filed Documents
o Understanding Rules and Procedures 

Governing ECF
o Managing Your User Account Options 

and Password  
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Training Materials

Agenda

4

Training Materials Cont.

o Training Exercises
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ECF Help Desk Sticker

Place in Convenient Location

6

Training Materials Cont.

CLE Certificate
of Attendance
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Training Materials Cont.

Systems Requirements

8

Training Materials Cont.

ECF Resources Insert

All materials available 
on ECF “Resource Material”
section of USDCNH web site
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ECF Resources Insert Cont.
Executive Summary of Rules/Procedures 
Governing ECF and Administrative Procedures

10

ECF Resources Insert Cont.

o ECF User Manual

Almost All of Today’s User
Training Instruction Are In 
Greater Detail in User Manual
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ECF Resources Insert Cont.

Civil/Criminal Events List

All documents must be 
titled and docketed 
consistent with list

12

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
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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

14

What is Electronic Case Filing

o 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 
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Benefits of ECF

o 24 hour filing over the Internet
o 24 hour access to view, download or 

print documents from your desktop
o Instantaneous e-mail notice of filed 

pleadings and court orders
o Electronic service of pleadings

16

National Initiative

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

o 90 Bankruptcy Courts (71 
operational)

o 70 District Courts (44 operational)
o Nationwide implementation 

completed sometime in 2005
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Other ECF Courts in First Circuit 

o District Courts (Massachusetts, Maine 
and Puerto Rico)

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

18

ECF In New Hampshire

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

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

o Cases existing prior to these dates 
may be ECF if agreed upon by 
counsel
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One Time Exemption

o Attorney may file first document in 
case on paper

o Must register for ECF within 30 days
o Provision lapses June 1, 2005

20

Eligibility for ECF

o Mandatory for all members of 
USDCNH Bar and Pro Hac Attorneys

o Counsel may be exempted upon 
motion

o Pro se litigants upon motion
o All parties file electronically or case 

will remain paper case 
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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

22

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 
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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

24

Electronically Converted 
PDF Required

o 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
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PDF Creation Software Required

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

o Web Site Lists Different Vendors

26

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”
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How to Convert to PDF

Take out Exercise #1

28

How to Convert to PDF

Assume Created Doc in Word Processor

/s/ on final 
version only
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How to Convert to PDF

Left click on WordPerfect
icon on bottom tool bar 

Looks like this

30

How to Convert to PDF

Left click on “File” 
and select “Open”
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How to Convert to PDF

Double left click
on WP icon

32

How to Convert to PDF

o File/Print

Once document opens up,
left click on “File” and  select “Print”



17

33

How to Convert to PDF Cont.

Select either

Click “Print”

Left click on drop down arrow 

34

How to Convert to PDF Cont.
Browse to Folder Where You Want to Save Document—
Maybe Only One Folder for Final ECF Documents

consider uniform
naming convention

click here
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Alternative PDF Conversion 
Method

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

Two methods for
Publish to PDF

36

Converting to PDF in Word
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Converting to PDF in Word Cont.

Name Document

38

Alternative PDF Conversion 
Method in Word

click on drop down arrow
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Alternative PDF Conversion 
Method in Word

Name Document

40

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

o Consider purchasing service contact 
with vendor
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PDF Must Not Exceed 2 MB

o ECF will not accept any document 
exceeding 2MB

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

o Takes long time to open
o Must submit in separate 2 MB 

segments
o 1000 KB=1 MB

42

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

click here

right click

size shown
here 
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Virus Check
ECF Administrative Procedures require virus check.  For 
example purposes, this is the Symantec AntiVirus 
program.

select drive

click here
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Virus Check Cont.

o Navigate and select document

select document

click scan

46

Virus Check Cont.

virus would
appear here
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Logging into CM/ECF

First, click here

48

Logging into CM/ECF

Click here
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Browser Issues
A web browser is required to access cm/ecf

q 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

q Future ECF Upgrades Compatible with Netscape 
7.0 and IE 6.0 

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

50

Enter ECF Login and Password

Enter your login and password
here located on the lower right

hand side of monitor 
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ECF Login and PACER Login

o Same Screen for Both
o Use ECF Login Only When Filing and 

Opening Up “Free Look” in criminal 
case (enter PACER as well for 
criminal free look)

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

52

Significance of ECF Login

o ECF login your signature 
o Only authorized agent may use
o 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
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Filing A Motion In ECF-DEMO

54

Click on “Civil”
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From Submenu –
Select “Motions”

56

Scroll down 
to “Summary Judgment”

Click on Next

Two-part motions are possible
by clicking on two motion types      
while holding down the control key.  
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Key in Your Case Number

58

Select Party Filer

Highlight 
filer and
click Next

Highlight and select filer
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Read Help Message

60

Browse to Attach the PDF Doc
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Verify PDF Doc

Left click to highlight, right
click to select “Open”

62

Verify Document; Close File
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Click on “Open” to Attach to ECF

64

CRITICAL:  Attachments = Yes
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Attachment Screen

3 Steps to attach
1. Browse to select PDF doc

2. Select Type, add Description

3. Add to List

66

Step 1 - Click on “Browse”
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Browse to PDF Document and 
Open

Left click to highlight, right
click to select “Open”

68

Verify and Close
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Click on “Open” to Attach to ECF

70

Document is Attached
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Step 2 –Name the Attachment

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

Description:
Add freeform text
only if necessary              

72

Step 3 – Add to List
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Attachment is Added – See List

74

Step 1- Attachment #2: Browse 
to PDF Doc (Affidavit)

3 STEPS:
1. Browse                   
2. Add Type/Description
3. Add to List 

Three Steps:
1. Browse
2. Add Type/Description
3. Add to List
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Select Attachment #2 (Affidavit) and 
Open

Left click to highlight, right
click to select “Open”

76

Verify and Close
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Click on “Open” to Attach to ECF

78

Step 2 – Attachment #2: 
Choose Type, Add Description

Description

Type

Description
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Step 3 - Attachment #2: Add to 
List

80

Step 1 – Browse for Attachment 
#3
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Step 1- Attachment #3: Browse Out to 
PDF Doc (Notice of Conventional Filing)

Left click to highlight, right
click to select “Open”

82

Verify and Close
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Click on “Open” to Attach to ECF

84

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

**NOTE:  See User’s Guide pp. 56-57
See also Administrative Procedure 2.5(e)
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Step 3 – Attachment #3: Add 
to List

Click on 
“Next”

Add to List

86

Read the Help Message
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Docket Text Screen – Add Text 
Then Click “Next”

Choose appropriate modifier – if any

Enter freeform text

88

Motion - Drop Dead Screen

Click “Next” if everything is correct –otherwise use your
“BACK” button on the Browser to make corrections.

Clicking on “Next” sends out the NEF and 
the doc is added to the court’s docket.
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Notice of Electronic Filing

File stamp 
information

Docket Text

Click on doc # for 
full document

90

NEF Continued

Service information
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E-Mail Notification of a Filing

Who^
root = Summary of ECF Activity
ecf-bounce = Individual Notices

92

E-Mail NEF

Case number – Goes to docket sheet

Document number – Goes to filed document 
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Clicking on Document Hyperlink 
Brings Up Screen Below

Motion and Attachments
Have Separate Links

Click Here

94

Free Look at E-Filed Document
Read, Print, or Save to Hard Drive

Save
Print
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How To File An Objection

Take Out Exercise #2

96

Click on “Civil”
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Objection to Motion for 
Summary Judgment

Choose “Objections, Responses and Replies”

98

Choose “Objection to Motion”

Scroll down to Objection or type “obj” and hit “o” until
Objection to Motion appears – or use the down arrow.

Click on drop down arrow
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Click on “Next”

100

Key in Case Number and Click 
“Next”

Your case number is
located on monitor under

login & password
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Select the Filer and Click “Next”

102

Browse to Attach the PDF Doc
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Open to Verify Document

Right click 
open/verify/close

Click on Open to attach

Left click to highlight, 
right click and select “open”

104

Verify and Close
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Click “Open” to Add to ECF

106

Click on “Yes” and “Next” to 
Add Attachments

Objection to Motion is attached

Objection to Motion is attached

Click on “Yes” to add attachments

Lastly, click on “Next” 
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Step 1 – Browse to Attach PDF 
Document

108

Open to Verify Document

Left click to highlight,
right click and select “Open”
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Verify and Close

110

Click “Open” to Add to ECF
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Step 2 – Choose “Type” and Add 
“Description”

“Description”--Only if Necessary

“Type”—First click on drop down
arrow, then select as appropriate

112

Step 3 – Add to List

Lastly, click on “Next”

Click on “Add to List”
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Link the Objection to the 
Correct Motion – Click “Next”

114

Read Help Message
Click on “Next”
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Add Text if Applicable and Click 
“Next”

Freeform text box
Freeform text box

116

Objection to Motion – Drop 
Dead Screen

Check carefully – use the Back 
Button for correctionsCheck carefully – use “Back” Button for corrections
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Notice of Electronic Filing – NEF

File stamp

Click on number to get full document

Docket text

118

Notice of Electronic Filing – NEF 
Continued

Service Information
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Filing a Complaint in ECF-DEMO

Must have filed
an ECF Credit Card
Authorization Form

120

Click on “Civil”
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Under “Initial Pleadings & Service”

“New Case (Attorney Filing)”

122

Select “Complaint” and hit 
“Next”

Click on drop down arrow

Select “Complaint”
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Read Help Message and Enter Case 
No.:  04at2004 on next screen

Case number

124

Key in Case Number: 04at2004
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Help Message Screen - Read

126

Attach the Complaint:
Browse to PDF Document
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Right Click to OPEN and Verify 
PDF Document

128

Verify Document & Close
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Click on Open to Attach

130

Click on “Yes” to Attach the Civil 
Cover Sheet, Summons or Waiver
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Browse to Attach PDF 
Document – Civil Cover Sheet

3 steps to attach

1. Browse - Open

2. Add Type & Description

3. Add to List

132

Step 1-Browse
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Verify Document (JS 44 Civil 
Cover Sheet)

Right click. Open, 
verify and close 

Attach by 
clicking Open

134

Step 2-Select Civil Cover Sheet 
as the “Type”
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Step 3-Add Civil Cover Sheet to 
List

136

Step 1-Select “Browse” to 
attach Summons
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Select Summons – For Clerk to 
Issue

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

138

Right Click and Open to Verify 
Document
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Click on “Open” to Attach

140

Step 2-Choose “Type” and Add 
“Description”
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Step 3-Add to List and Click on 
“Next”

142

Enter Case Caption and Click on 
Next
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Drop Dead Screen – Read Carefully 
Before Clicking on “Next”

(Use the “Back” Button for corrections)

144

NEF – Notice of Electronic Filing

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

146

How to File an Answer and 
Third Party Complaint

Take Out Exercise #3
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Click on “Civil”

148

Answer and Third Party 
Complaint

Select “Answers to Complaints”



75

149

Key in Your Case Number

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

150

Select the Filer
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Create the Association Between 
the Party and the Attorney

152

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

Browse to Attach

Link
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Open to Verify the Answer and Third 
Party Complaint

Right click and
“Open” to verify

154

Verify and Close
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Click on “Open” to Add to ECF

156

Answer and Third Party 
Complaint is Attached

Click on “Yes” radio button to
attach Third Party Summons-

Then “Next”
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Step 1 –Browse to Attach Summons

158

Open and Verify Completed 
Summons

Click “Open” to attach

Right click
and “Open”
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Verify and Close

160

Click on “Open” and Add to ECF
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Step 2 – Choose “Type” & Add 
“Description”

Choose “Summons/Waiver” as “Type”

Add Description if necessary

162

Step 3 – “Add to List” and “Next”

Click “Add to List”

Click “Next”
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Check Box Next To: “Does this filing 
include a third-party complaint?”

Check this box

164

Click on “Add/Create New Party”
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Search for a Party in the 
Database – Enter Last Name

Click on “Search”

166

Read the Search Results Message

Click on “Create new party”

Note “No person found”
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Enter Name and Choose “Role”  
Only

Select “Third Party Defendant”

Once finished, click “Submit”

168

Tips for Adding 
Parties to the Database

o 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

o 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

170

Help Message Screen-Read 
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Update Jury Demand if Value is 
Incorrect

Enter a value – do NOT leave this field blank.

Once done click “Next”

172

Read Help Message

Jury Demand
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Modify Text as Appropriate

174

Answer and Third-Party 
Complaint – Drop Dead Screen

To make corrections, use the Back Button

Use Back Button to make corrections 

Read Attention!! message above
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NEF – Notice of Electronic Filing

File Stamp
File Stamp

Click on document # to see document 

Docket text

Scroll down to get service information

176

NEF – Continued

Service information
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Service of Third Party 
Complaint

o Cannot serve Third Party Defendant 
Through ECF

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

178

Independent Exercise
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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  

180

Click on “Utilities”
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“Maintain Your Account”

Change passwords and email notification addresses

182

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 #. 

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”.              

184

Change Your E-Mail Options
Again, Start From “Maintain Your Account”
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Change Your E-Mail Options

Click on “Email information”

186

E-Mail Account Setup – Check 
Appropriate Boxes

Enter your e-mail address

Enter other recipients and check the box

Add other cases for notification? 
If so, check the box.

Individual notices or a Daily Summary of filings?

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

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

188

Press Submit Again to Continue 
the Update

Update was successful message
will appear on the next screen
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Procedural & Legal Issues

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

190

DOCUMENTS TO 
BE FILED IN PAPER FORM

Specified in Section III of Admin. Procedures
o Sealed Documents
o Ex Parte Documents
o Objection to Magistrate Assignment
o Trial Exhibits/Exhibit Lists
o Criminal Warrant Applications
o Documents Signed by Criminal Defendants
o CJA 20 & 21 Vouchers & Materials
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Signatures

FILING USER’S SIGNATURE 
o Log in and password
o Rule 11 
o Format

“/s/ (attorney name)”  

192

Signatures Cont.

MULTIPLE SIGNATURES
q Format
/s/ (first attny name)   /s/ (second attny name)

q Certifying Agreement to Content and 
Authority to File
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Signatures Cont.

Affidavits
q If preexists may scan
q 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

194

*Receipt of NEF deemed
service on ECF Registered
Users

*Consent to e-service 
by registering for ECF

*May not serve complaint
electronically 

Service

Back to Reports

shows who
received e-notice

shows who did
not receive e-notice

File stamp information
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Can I Tell Who is Registered 
Before Filing?

o Click on
n “UTILITIES”

n “MISCELLANEOUS -
MAILINGS”

n “MAILING INFO 
FOR A CASE”

196

Mailing Info for a Case

Key in case number
3-0003

Mail information is listed
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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)
o Case opening documents, FRCP 4

198

Certificate of Service

All documents filed in ECF still need
certificate of service, FRCP 5(d), LR 5.1(d) 
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Attachments/Non-Trial Exhibits

o Submit in Converted Not Scanned 
PDF Format if Possible

o Submit as Separate Attachments to 
Main Document

o May Submit in Excerpted Format

200

Conventional Filing of 
Attachments/Non-Trial Exhibits 

o 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 

o Must get conventionally filed attachment 
to court within 48 hours  
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Memorandum Required by LR 7.1(a)(2)—
AP 2.3(e)

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

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

202

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
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Correcting Mistakes
o Do not refile – call ECF Help Desk
o If under filing deadline, may resubmit through “Corrective 

Entry”
o Clerk’s Office may not remove without court order

click here 

Select “Corrective
Entry”

204

Court’s ECF System Down

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

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

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

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

o Direct access if Web Page is down:
http://ecf.nhd.uscourts.gov 
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Your System Is Down 

o May file conventionally with 
“Declaration of Technical Failure”

o Does not excuse untimely filing

206

PACER Information



104

207

PACER LOGIN IS REQUIRED

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

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

208

Firm PACER Account

o May use firm account
o Establish separate account if want to 

keep billing separate from firm
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209

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

Click Here

Takes About 1 Week

210

PACER Fees

o Case Participants “One Free Look” for 
15 Days

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

o .07¢ Per Page-$2.10 max (30 Pages)
o Free Access to View at Courthouse
o .10¢ Per Page to Print at Courthouse  
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PACER ACCESS TO ECF 
DOCUMENTS AND DOCKETS

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

o Off site access available in criminal 
cases in near future

o Case participants have off site Internet 
access in their cases

212

ECF Resources
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213

ECF Filing Questions?

ECF Help Desk – Cathy MacEwan

1-800-776-0320 – Option #8

E-Mail:  ecfhelp@nhd.uscourts.gov

214

USDCNH Website Resources

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



108

215

CM/ECF HOME PAGE-
Reference Materials

click here

216

Reference Material
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217

Login to Live/Training

Login to Training Site

218

Training Links 
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Computer Based Training
ECF Tutorial

220

USDCNH Demo Data Base
CMECF Login:  attorney 1 through attorney 15
Password:  attorney
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221

Training PowerPoint

222

ECF User Training Now 
Available on DVD/VHS

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

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

o Obtain 2 hours CLE credit
o $6.00 at courthouse; $9.50 by mail 
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ECF Addresses – Live Database

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

224

Evaluation Form
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225

•Thank You!!


