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CIVIL CASE OPENING BY ATTORNEYS

Effective February 4, 2008, attorneys will open their own civil cases in CM/ECF
when filing their case initiating document. During the case opening event, you
will be prompted to enter information from the Civil Cover Sheet and enter parties
in the case.

A civil case can be opened and the initial document/pleading filed if:

(1) The filing fee, if applicable, is paid using a credit card or Automated
Clearing House, also referred to as DirectDebit when prompted as
part of the event;

(2) A motion to proceed in forma pauperis is filed; or

(3) No filing fee is required.

You must complete the entire process. You will open the new case and file
your initial document/pleading. Do not attempt to open the same case twice.
Never hit the back button to go back to the previous screens where you entered
your parties or case information once you receive an assigned case number.

READ ALL SCREEN MESSAGES CAREFULLY.
MESSAGES CONTAIN INPORTANT INFORMATION
ABOUT WHAT SHOULD BE ATTACHED TO YOUR
FILING AND HOW TO PROCEED DURING FILING.

The following instructions will guide you through opening a civil case.
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OPENING A CIVIL CASE

You have the option of using the cascading menus or continuing to use the
existing static menus when selecting an event.

If using the cascading menu option, hover over [Civil] on the
blue menu bar, move your pointer over Initial Pleadings, and
then select [Service/New Case (Attorney Filing]. (See Figure
1). Selecting the Service/New Case (Attorney Filing) in this
manner will bring directly to the initial screen for case opening.

If using static menu, click [Civil] on the blue menu bar. After
selecting Civil, the Civil Events window opens displaying all of
the events from which you may choose to electronically file a
pleading or document. (See Figure 2). Click on New Case
(Attorney Filing) under the Open a Case event group.

wmnal Query Reports ~ Utilities ~ Search

[ ST S enice Complaints and Other Initiating Documents

Motions anf.Related Filings MNew Case (Attorney Filing)
Other Filing Senice of Process
Answers to Complaints
Other Answers
[T WL 1
Figure 1

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

Civil Events

Open a Case Other Filings
New Case (Attomey Filing) ¢ Nonices

Trial Documents
InirialPleadi%s and Service Appeal Documents
Complaints and Other Initiating Documents ~ Other Documents
Service of Process
Answers to Complaints
Other Answers

Motions and Related Filings
MMotions
Objections. Responses and Replies

Figure 2

The first screen provides you with a link to download the case opening
instructions. These instructions will provide you with step-by-step instructions
on opening a civil case. Download the case opening instructions and select
[Next]. (See Figure 3).

Open a Civil Case

INMPORTANT INSTRUCTIONS REGARDING CASE OPENING. Do not proceed with your filing
until you have downloaded or printed these instructions for use during case opening. When
entering parties, be sure to follow the instructi v questions during case
opening, please call Intake at 603-225-1423. CASE OPE\[\G [\STRLCT[O\S

Figure 3
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¢ Read the important message on the next screen. (See Figure 4).

e Click [Next].

INPORTANT NOTICE: An attorney can file a Complaint or other case initiating document electronically through
CMECF ONLY if he/she satisifies at least one of the following requirements:

the atiorney pays the iing fee electronically nsing a credit card when prompted as part of this event,
1) th he filing £ 1 icall; i di d wh d f thi

| (2) the attorney simultaneously files a motion to proceed in forma pauperis, or

(3) no filing fee is reguired.

If none of these three conditions apply, you must abort this submission and conventionally file the Complaint with
the appropriate filing fee.

Mesxt | Clear |
Figure 4

New Case Information

e The case opening screen will require you to enter information about your
case. Enter information on the initial case filing screen as follows: (See
Figure 5.)

» Office: Leave as Concord

» Case type: Leave the case type as “cv” for civil case.
Select “mc” for miscellaneous case.

» Case Number: Case number automatically entered by the system.

» Date filed: File date automatically entered by system.

» Lead Case Number: Do not enter any information.

» Association Type: Do not enter the association type. You should
always leave this as “consolidated.”

» Other court name: Enter other court name, if the case is a Notice of

Removal or Habeas Corpus Petition pursuant to 2254,
2241 or 2255.

» Other court number: Enter other court number if the case is a
Notice of Removal or Habeas Corpus Petition.

> Related cases: Leave unchecked.
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EECF Civil = Criminal ~ Query Reports v  Utilities ~ Search Logout

Open a Civil Case

Office | Concord 'l Casetype [cv v C&senumber

Date filed 11/14/2007

Lead case number fp
" - mc
Association type | consalidated m

Other court name |

Other court number

[” Related cases
Ne)dl Clear

Figure 5

Office: Leave as Concord

Case Type: Leave as “cv”
Select “mc” only for
miscellaneous case.

Lead case number: Leave
blank.

Associate Type: Leave as
consolidated.

Other court name and
Other court number:
Enter only if filing Notice
of Removal or Habeas
Corpus Petition pursuant
to 2254, 2241, 2255

Related cases: Leave
unchecked.

e After entering all initial case opening information, click [Next].
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The next screen displays multiple fields to enter the new case information
(see Figure 6). The information entered on this screen with be obtained from
the Civil Cover Sheet. Fill in the necessary fields as follows when entering
the new case information:

>

>

>

Jurisdiction:
Cause of Action:
Nature of Suit:
Origin:
Citizenship of
Plaintiff:
Citizenship of

Defendant:

Jury demand:

Demand:
Arbitration Code:

County:

Fee Status:

Fee Date:

Date transfer:

Enter the appropriate jurisdiction from the Civil
Cover Sheet.

Enter the appropriate cause of action listed on the
Civil Cover Sheet

Enter the appropriate nature of suit listed the Civil
over Sheet.

Enter the appropriate origin from the Civil Cover Sheet.

Enter citizenship information of the plaintiff, only if
the case is a diversity case and you selected “4 (Diversity)”
under the Jurisdiction field.

Enter citizenship information of the defendant, only if
the case is a diversity case.

Enter the party requesting a jury demand if a demand is
requested in the Complaint in accordance with LR 38.1.
For removals, the jury demand must be “p” if the plaintiff
demanded a jury in the initial pleading in the removal court.

Leave this field blank.
Leave this field blank.

Enter county listed on the Civil Cover Sheet. Use the
county of residence of the first listed plaintiff, except in U.S.
plaintiff cases. In U.S. plaintiff cases, use the county of
residence of the first listed defendant. In land
condemnation cases, use the location of the tract of land
involved.

Select in accordance with the following:

IFP (in forma pauperis) — if filing a Motion to
Proceed in Forma Pauperis

None (no fee required) — used by federal
government agencies or filings that do not

require a fee

pd (paid) - when payment is made at time of filing
pend (IFP pending) — DO NOT select this option
Wv(waived) — DO NOT select this option.

Do not change, leave as current date.

Leave this field blank.
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EECF Gvil v Crminal v Query  Reports »  Utlifes - Searcn  Logout

Open a Civil Case

sdiction |3 [Federal Question) v

Canse of action |D(N0 calse code entered)

Nature of suit |D(zer0]

Dentand (5000)

(lemand n(None) ~ * Classacﬁouﬂ

Arlifgation code | County | Belknap v

Fee stafus | pd jfeedale |12}5fEDUT Date fransfer

Figure 6

Please Note: The system will verify the accuracy of
combinations entered on this screen. For example, if an invalid
Nature of Suit and Jurisdiction combination is selected, a screen
will appear stating:

Microsoft Internet Explorer x|

Invalid Mature of Suit/Jurisdiction combination [864/4]. Valid Jurisdiction code(s) for
[} Mature of Suit [864] are [2,]

If you receive this error message, click [OK] and select valid
combinations as indicated.

Civil Case Opening by Attorneys

Jurisdiction, Cause of
action, Nature of suit, and
Origin — Enter information
from Civil Cover Sheet

sk sk e sfe sfe e sfe sk e sfe sfe e she sk o sfe sk e seskeske sfesk
Citizenship of Plaintiff:
Enter only if case is a
diversity case and you
selected “4 (Diversity)
under Jurisdiction.

Citizenship of Defendant:
Enter only if Diversity case.

Jury Demand — Enter
information if requested in

complaint in accordance
with LR 38.1

Class Action, Demand, and
Arbitration Code: Leave
blank

County: See instructions on
previous page.

Fee status — See instructions
on previous page.

Fee date: - Do not change.
Leave as current date.

Date transfer: Leave blank.

e After filling in the appropriate fields and verifying the information is correct,

click [Next].
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Add/Create New Party

First, you must search the database for the party name to see if your party is
already in the database. If the party you represent is not listed in the “Select
a Party” screen, you must create a new party.

(A detailed explanation of adding parties and entering party names and
addresses is attached as Appendix B. These instructions should always
be followed when: (a) adding a party AND (b) searching for a party.)

If you have any questions or concerns when adding a party,
call Intake at 603-225-1423 before adding any parties.

The party information screen will allow you to enter all of the parties to the case.

NOTE: It is very important that you add the party names in the
exact order they are listed on the complaint and that the parties
are entered exactly as they appear on the complaint. For
instance, if the party is Doe Qil Corp., the party should be entered
as Doe QOil Corp. not as Doe Oil Corporation.

In the Last/Business name field, type the first few letters of the last name of
the individual, or the first few letters of the company name and click [Search].
You must enter at least two letters in this field to search for a party name.
(See Figure 7.)

EE F Ciwil hd Criminal - Query Reports ~  Utilities ~ Search

Open a Civil Case

([ inti efendant Any)
(\ Fi leﬂlel Middle Z\'amel
</Sean:h I)Clearl

Figure 7

After clicking the search button, the system will look for any matches to your
party name entry.

If a match is found, the results will display in a new window. (See Figure 8).

Scroll down the list of names to search for the party to your case. If you find a
name that exactly matches the party in your case, click on the name and click
[Select name from list].

If a match is not found, or the party does not appear in the list,” click [Create new

party] . (See Figure 8).
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Search for a party

Last/Business Name I First Name I Middle Xambl
Search | Clearl
" " If a match is found, select party from
ll'(_\' search resulis . . .
Doe. Carrine =] list and click “Select name from list.”
Doe, Father
Doe, Jack
Doe, James
P 1 If no match is found, click

! “Create new party.”

Select name from list | Create new party

Figure 8

Party Information Screen. On the party information screen, you will add the parties
on the case. (See Figure 9). (Refer to Attachment B when adding a party.) Enter data
on the party information screen as follows:

e Enter Last name, First name, Middle name, and Generation, if
applicable.

e DO NOT enter any information the title field.

e SELECT the party Role from the drop down list.

e DO NOT select pro se if you do not know the party’s attorney. Select only
if you know the party is a pro se party.

e DO NOT add prisoner ID or Unit information.

e DO NOT add an office, address, Email, or phone number.

e DO NOT enter corporate parent or other affiliate. This information will be
added when a Disclosure Statement is filed.

You may enter information in the following two fields only:

¢ The Party text field is for descriptive information (i.e., “Deputy”, “in his
official capacity,” “individually”, etc.). Enter Party text as outlined in
Attachment B.

e The Alias button is used when a party has aliases (i.e., “formerly known

as,” “doing business as,” etc.). Enter an Alias as outlined in Attachment B.
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Party Information : :

Lasgarfme IAngeIino First name |

Middle name | Generation |
Title I

ole | Defendant (dftpty)

7| Prose [No

Prisoner Id

Office |

Address 1 l_ Leave address I" Show this address on the docket sheet
Address2[ Jines blank.
Address 3 l_
Giy[ state| [
County I—L’ Country l—

Prison | Not Associated with Prson
ALDERSON j

Populate Prison Address Lines |

Phone[  Leave blank. Fax
| -mail I_
Party tex
Start date IW

" . Add all aftomeys, aliases, i ts and oth
Aﬂorney“.t Alias... | Worporate parent or other afliate.. | Review.. | 2 DTEYS, 2 1dses, Cpore & paretis dn ofer
S—

affiliates before clicking the Submit button
( Submit | Yoancel | Clear |
N—

Figure 9

Last, First, Middle Name:
Enter, if applicable to create
new party. If you selected a
party from the search screen,
the name will appear at the top
of the Party Information screen.

Title: Leave blank.

Role: Be sure to select a party
role.

Pro se: Select ONLY if you
know the party is pro se. Do
not select pro se if you do not
know the party’s attorney.
Leave as No.

Prisoner ID, Unit, Office,
Address, Phone, Email, Fax:
LEAVE ALL FIELDS
BLANK.

Party Text: is for descriptive
information (i.e., “in his official
capacity,” “individually”, etc.).
Enter Party text as outlined in

Attachment B.

Alias: aliases (i.e., “formerly
known as,” “doing business
as,” etc.). Enter an Alias as
outlined in Attachment B.

e After verifying all the information is correct, click [Submit]. A new party
screen will display to allow you to search for and add another party to the
case. Refer to the instructions above to add/create a new party.
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Completed Adding Parties. Once you have entered all the parties to your
case, click [End Party Selection]. (See Figure 10.)

Open a Civil Case

Search for a party ( " Plaintiff © Defendant © Any)
Last/Business Name | First Name I Middle I\'amel
Search | Clear |

Figure 10

Your new case number and Docket Lead Event will be displayed as shown in
Figure 11. You MUST select Docket Lead Event to file your complaint or other
case initiating document at this time. PLEASE NOTE THE CASE NUMBER
ASSIGNED TO YOUR CASE.

Open a Civil Case

Case Number 07-3013 has been opened. &=

Docket Lead Event? <

Figure 11

IMPORTANT: Once you have added the parties and received a case number,
DO NOT hit the back button to go back to any previous screen or you will receive
an error as shown in Figure 12. If you receive this message or you have made
an error entering the parties or any civil case opening information, call the Help
Desk at 1-800-776-0320, option 8 or Intake at 603-225-1423.

Open a Civil Case

Warning: The transaction you submitted has already been accepted and posted by this system. If your
original submission contained an error, you must contact the court for further instructions on how to void
it. If this submission was inadvertently submitted (clicking on the Next link on the previous page twice),
you may find details about your original submission by viewing your transaction log. Additional
information follows:

Transaction Id 83716
| | Date Time of Submission [2007-12-13 15:01:00
‘User Name ‘Adams, Gail
Case Number 1:07-cv-3017
Text Opened New CV Case 1:07-cv-3017

Unable to Open Case - CheckForLog Failed
An error occurred in case opening, possibly due to double clicking the previous link. Check transaction log for case opened.

Back |

Figure 12

10
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FILING AN INITIAL PLEADING

Once you click the Docket Lead Event link, the system gives you a dropdown box
of potential lead events as shown in Figure 13. Select the appropriate event and
click [Next]. All case opening event are titled with “New Case” in their title. If
you do not see “New Case” in your selected event, DO NOT use that event for
case opening.

READ ALL SCREEN MESSAGES CAREFULLY.
MESSAGES CONTAIN IMPORTANT INFORMATION
ABOUT WHAT SHOULD BE ATTACHED TO YOUR
FILING AND HOW TO PROCEED DURING FILING.

The following events are used for case opening:

Complaint — New Case

Miscellaneous — New Case

Motion to Vacate Sentence 2255 - New Case

Notice of Removal — New Case

Petition for Writ of Habeas Corpus 2241/2254 — New Case

For a listing of all documents that must be filed with each of these events, please
see Attachment A.

|| Start tvping to find another event.
Available Events (click to select events)

Amended Complaint ;l
verreprehaes=paiyipamebeldin f Habeas Corpus - 2254
Complaint- New Case
LaULIIIlUILICIiIII %
Crossclaim

Intervenor Complaint

Miscellaneous Case - New Case

Motion to Vacate Sentence 2255 - Mew Case

Motice of Remaoval - Mew Case

Petition for Wit of Habeas Corpys 22471/2354 - Mew Case
Third Party Complaint =

Selected Events (click to remove events)

ICompIaint-New Case

Mext | Clear |
Figure 13

11
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For illustration purposes, we will be filing a civil complaint using the
Complaint — New Case event.

Complaint — New Case. ONLY the following documents are to be filed during
case opening when selecting the Complaint event:

1. Complaint

2. Any exhibits to the Complaint
3. Civil Cover Sheet

5. Summons-Waiver

DO NOT file motions with the Complaint. Motions must be filed after the
case is opened using the appropriate motion event.

DO NOT file the Disclosure Statement with the Complaint. The Disclosure
Statement must be filed after the case is opened using Other
Documents/Disclosure Statement event.

e After selecting your event, the case number screen will appear as shown in
Figure 14. Your new case number will appear in the civil case number box. If
your new case number does not appear in the box, enter the number that was
assigned to your case.

e C(Click [Next].

Civil Case Number

[1:07cv-3013

1
Figure 14

e Select the party filing the complaint. (See Figure 15). If there is more than
one filer, select the names while pressing down the Control key.

e Click [Next].

Complaints and Other Initiating Documents

1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

Select the filer.

Selet{}slhe Party:

Doe Oil Company [Plaintiff] Add/Create New Partv
Jones Chemicals. Inc. [Defendant]

Mext Clear

Figure 15
12
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You will then associate yourself with the filing party in the case. (See Figure
16). Do not uncheck the Notice box or you will not receive electronic notices
of filings and court orders in the case. If you are lead counsel , you may
check the box next to Lead.

Click [Next].

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Oil Company v. Jones Chemicals, Inc.

STEP 1: Check box on left if you wish to be attorney of record. If box not
checked, you will NOT receive e-nofices in case.

I STEP 2: Check NOTICE box to receive futare e-nofices.

OPTIONAL: Check LEAD box to designate self as lead counsel.

mpany (ptypla) represented by AdamsG3 (aty) ™ Lea
Nextl Clearl

Figure 16

These two boxes must be checked in order to receive electronic
notification through ECF. DO NOT uncheck these boxes.

Select the party or parties that the complaint is against. (See Figure 17).
Select more than one party by holding the Control key while selecting the
party or select the bullet next to All Defendants.

Click [Next].

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

Please select the party that this filing is against.

Select the Party: OR Select a Group:
I| [Dog QilCompanrmiammsi ] Add/Create New Party
o Jones Chemicals, Inc_[Defendant] £ Xo Group
C (Al Defendants )
aintifs

" All Parties

Figure 17

13



CM/ECF Civil Case Opening by Attorneys

The next screen will list what should be attached to your complaint during
docketing (Complaint, Exhibits to Complaint, Civil Cover Sheet, Summons-
Waivers). It also states that you are not to file other motions, disclosure
statements, or other pleadings until after you have filed your complaint with the
court. After filing your complaint, documents may be filed using the appropriate
event in ECF.

Add vour Complaint on this screen and select the ves radio button for Attachments to Documents.

On the next screen (attachment screen) add the following in this order:
1. Any exhibits to the Complaint.

2. The Civil Cover Sheet.

3. The Summons - Waiver.

NOTE: Do not file other motions or pleadings as part of this submission. If yvou would lilze to file a motion, vou may
do so using the appropriate motion event after filing vour Complaint.

Also note that if the plaintiff is a partnership or nongovernmental corporate party as defined in Fed. R. Civ. P. 7,
vou must file a Disclosure Statement using the Other Documenits/Disclosure Statement event immediately after
filing vour Complaint.

If you have an emergency motion reguiring expedited treatment, please file your motion using the appropriate
motion event and contact Intake at 603-225-1423.

Select the pdf document (for example: C1199cv501-21 pdf).
Filename

| Aromen ] Select Browse to attach
‘g )

_Attachments to Docament: * No your Complaint

. Mext I Clear I
Figure 18

Attach your PDF documents

Select [Browse] to attach your civil complaint. Browse out to the directory
where you saved your text searchable PDF document.

Right click on the PDF and view the document to be sure you are attaching
the correct document, it complies with Local Rules, and contains a /s/
signature. (See Figure 19). Whether you are attaching the complaint or an
attachment, this procedure should always be followed to be sure the correct
document is attached to your filing.

14
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Bt - R ——— — ——————"
Complaints and Other Iniiating Documents 21
:::E;—SCE;JBO1HD Doe Qil Company v. Jones Chemicals, Inc. — |ﬁ}‘erasa Oparai j @ IJD_ s @-
Select
T N
Prin
Add your Complaint on this screen and select
= . Analyse fille with FileAlyzer
2. Select Open with |
On the next screen (attachment screen) add A O B Combine in Adobe Acrobat...
1. Any exhibits to the Complaint. crObat or pen e e
2. The Civil Cover Sheet. With to View
3. The Summons - Waiver. [~ ———pteke Avalable Offine
Document. cuih D »
NOTE: Do not file other motions or pleadings {8 Show Versions...
filing your Complaint. T :
Also note that if the plaintiff is a partnership or nongovernmental corpora cut 4
Documents/Disclosure Statement event immediately after filing your Compl Copy
= ” . - o st Create Shortout
If you have an emergency motion requiring expedited treatment, please fil Sl S0 j | Open ,
s SRR = o
Select the pdf document (for example: C:1199cv301-21 pdf). Properties | 7/
Filename /\
| 1. Select browse to attach vour complaint. 3. After viewing,
Attachments to Document: ® No select Open to
. . — attach the document
Net | _Cear | ™ 4. Select Yes radio button to file attachments.

to your filing.
Figure 19

e (Click [Open] to attach the Complaint and select the Yes radio button to attach
the additional documents. Clicking [Next] will bring you to the attachment
screen for attaching your additional documents. (See Figure 20).

e Follow the procedure above for adding your attachments — browse out and
right click on the document to open to be sure it is the correct document.
After viewing, select [Open] to attach the document to your Complaint in
ECF.

e Select appropriate category from Category dropdown list and/or type a
description for your attachment (descriptions should be five words or less).
Select [Add to List] to add your document to the Complaint. (See Figure
20).

15
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Complaints and Other Initiating Documents
1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cappendix pdf).
Filenamg,

m:\WINAF’F’S\WF’DOCS‘\DAIL‘r"\GaiI's Fo Br?&e... |
e

1123 Before proi ™dcscribe the document using the Category list, the Description box, or both.

Category Description

| Ciu =11

Add the filename to the list box below. If you have more
i e Next button.

chments, go back to Step 1. When the list of filenames is

Add to List L

<

Remaove from List I

Mext

1
Figure 20

The next screen will show you have successfully added your first attachment to
your Complaint. (See Figure 21).

e Select [Browse] to attach your next document and follow the procedure
above for viewing the document and adding it to the filing. Select a category
and/or add a description and click [Add to List].

e After adding all the documents, select [Next].

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: C-\appendix pdf).

Filename

IM:\WINAF’F’S‘\WF’DOCS‘\DAILY‘\GaiI'S Fo  Browse.. |.

2) Before proceeding to step 3. describe the document using the Category list. the Description box. or both.

Category Description

| j |Summ0n9 - Jones Chemicals, Inc.

3) Add the filename to the list box below. If vou have more attachments, go back to Step 1. Whenfthe list of filenames is
complete, click on the Next button.

ALWINAPPSWWPDOCS\DAILY \Gail's Folder\Demo Docs\Doe Oil\js44-CiWICOveW Add to List |

Remove from List |

s
Mext

I

Figure 21
On the next screen, place a “y” in the box if the Complaint includes a jury
demand. It also asks various questions about what type of case you are filing. If

applicable, place a “y” in the appropriate box. (See Figure 22).

16
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e Place a “y” in the jury demand box if complaint includes a jury demand.

e Place a “y” in the box of appropriate case type, if applicable.
e Click [Next].

Complaints and Other Initiating Documents
1:07-cv-03013-JD Doe Qil Company v. Jones Chemicals, Inc.
CLOSED

% Place a “y” in the box if
If the answer to any of the questions below is yes,’please enter a y in the box, Complaint includes a jury
demand.

Does this Complaint include a jury demand”.’i ——

Is this an ERISA case’] Place a “y” in the box, if

applicable.

Is this an SSA case7|

_~
Is this an IDEA case7| & /

Is this a Government Forfeiture case7|
TN

( MNext I) Clearl

Figure 22

On the next screen you will be prompted to answer the question whether you are
a US Government Attorney or filing a motion to proceed in forma pauperis.
(See Figure 23).

Complaints and Other Initiating Documents
1:08-cv-00005 Davis et al v. Jones Chemicals, Inc. [}5

Will vou be filing a motion to proceed in forma pauperis or are vou a US Government Attorney Y/N7? ||

Next | Clear

If you are not a US Government attorney or filing a motion to proceed in forma
pauperis, the next screen will show the filing fee. (See Figure 24). Clicking
[Next] on this screen will load the Pay.gov screen to enter your payment
information. (See Figure 24).

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Oil Company v. Jones Chemicals, Inc.

[Fee: $350

Figure 24

¢ You can enter payment by selecting either ACH Debit or credit card payment.
Enter either your ACH Debit information or your credit card information and
click [Continue with ACH Payment] or on [Continue with Plastic Card
Payment]. (See Figure 25.)
17
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o pa P e - ot P

Step 1: Enter Payment Information
This item is payakble by Bank Account Debit (ACH) or
Option 1: Pay Via Bank Account [ACH) About ACH Debit

Plastic Card {ex: VISA, Mastercard, American Express, Diners Club, Discover)

Required fields are indicated with a red asterisk *

Account Holder Name: IAd amsG3
Payment Amount: 3250.00

Account Type: I j "
Routing Humber: : Enter ACH Debit
Account Humber: Account Informatlon
Confirm Account Number: I * here

Check Number: I

Fouting Mumber ArCcount Murmber Check Number

W0 apqLE?AI: 923 PR 7aq0™ [ 23

Payment Date: 11/21/2007

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Prooess.

Continue with ACH Payment | Cancel |

Mote: Please avoid navigating the site using your browser's Badk Butten - this may |lead to incomplete data being transmitted and pages being loaded
incomectly. Please use the links provided whenever possible.

‘Option 2: Pay Via Plastic Card {PC} (ex: VISA, Mastercard, American Express, Diners Club, Discowver]
Required fields are indicated with a red asterisk *

Account Holder Name: If-\damsGB
E Payment Amount: $250.00

Billing Address: : Enter credit card
Billing Address 2 | information here.
ciy:|
State / Province: I ______ j

Zip | Postal Code: I

Country: | United States j
VIsSA @. IF\MEX D ] .DE_-E!HEK.
c‘;rd-rype;l YI* — | Ll
Card Number: 'Cang aumhar vale shoukd aot cantaln Sp3ces ar 4ashes)

I *
Security Code: Hieilp finding pour Securky code

| Expiration Date:l j‘ 1‘l j' =
4

of”

[&] Done ’_ ’_ ’_ ’_ E | Internet
Figure 25

¢ You will then receive a payment authorization screen. You must select the

box next to the statement that you authorize payment. (See Figure 26)

e (Click [Submit Payment].

18
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Online Payment Return to vour eriginating application

Step 2: Authorize Payment 2

Payment Summary  Edit this information

Address Infermation Account Information Payment Infermation

Payment Amount: $250.00

Transaction Date and 11/20/2007 10:42
Time: EST

Account Holder Hame: AdamsG3
Billing Address: 55 Fleasant Strest
Billing Address 2:
City: Concord
State / Province: NH
Zip / Postal Code: 02201
Country: USA

Card Type: Visa
Card Humber: =""""""""2222
Expiration Date: 7 / 2010

A

To have s confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

1 Email Confirmation Receipt

Email Address: I

Confirm Email Address: I

cC:

Authorization and Disclosure

Required fields are indicated with a red asterisk *

@msm:— to my card account for the above amount in accordance with my card issuer sgreement.D

Press the "Submit Payment” Button only onoe. Pressing the button more than cnoe could result in multiple transactions.

| » Submit Payment | Cancell

Mote: Please avoid navigating the site using your browser's Badk Button - this may lead to incomplete data being transmitted and pages being loaded
incomectly. Please use the links provided whenever possible.

Figure 26

You must continue processing your electronic filing. If you stop here, your

=

account will be charged but your document will not be filed with the court . (See
Figure 27.)

e Select [Next].

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Oil Company v. Jones Chemicals, Inc.

INOTICE: PLEASE CONTINUE PROCESSING YOUR ELECTRONIC FILING IN CMUVECE. I you stop here, vour
ipleading will NOT be filed with the court. Press NEXT to continue.
Mext b

( Clear |

Figure 27

NOTE: If an error was made during docketing, DO NOT hit the back button
after your payment has been processed. If you do so, you will be charged for
duplicate payments. Contact Intake if your payment has been processed
and you did not intend to open a new case and must abort your filing. If you
simply made an error or omitted a document during filing when opening your
new case, complete your filing and contact Intake or the ECF Helpdesk to
report your error. You will be informed how to correct the error.
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e If you have any conventionally filed documents, place a “y” in the box.
Otherwise, leave blank. (See Figure 28).

e (lick [Next].

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

lAre there any conventionally filed (mailed, hand-deliver v/physical exhibits to this pleading?

If yes, enter a y in the box, otherwise leave blani€

ﬂ
Mext Elearl

Figure 28

N

e After verifying the docket text and verifying that all the attachments were
attached to the entry, click [Next]. (See Figure 29).

L LAESLIISAUNIES || WO || ST (W3] SUUYIE || DA ] PILA TIAY | Sea T el

criminal ~ Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1:07-cv-03013 Doe Oil Company v. Jones Chemicals, Inc.

Docket Text: Final Text

NEW CASE/ COMPLAINT entitled Doe Qil v. Jones Chemicals filed. Filing fee $ 350, receipt number

010283393 filed by Doe Qil Company. (Attachments: # (1) Civil Cover Sheet, # (2) Summons - Jones
Chemicals)(AdamsG3, )

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

Source Document Path (for confirmation only):

MAWINAPPS'WPDOCS'DAILY\Gail's Folder Demo Docs'Doe Oil Doe Oil Complaint pdf  pages: 1
M\WINAPPS'WPDOCS!DAILY\Gail's Folder Demo Docs'Doe Oiljs44-CivilCoverSheet pdf  pages: 2 %
MIWINAPPS'WPDOCS'DAILY\Gail's Folder Demo Docs'Doe Oil\Summons.pdf ~ pages: 2

Clear
Figure 29

You will then see the Notice of Electronic Filing. You will also receive this notice
in you email box. (See Figure 30).
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criminal ~ Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1.07-cv-03013 Doe Oil Company v. Jones Chemicals, Inc.

U.S. District Court
District of New Hampshire
Notice of Electronic Filing

The following transaction was entered by AdamsG3, on 11/30/2007 at 9:46 AM EST and filed on 11/30/2007

Case Name: Doe Ol Company v. Jones Chemicals, Inc.
Case Number: 1:07-cv-3013
Filer: Doe Oil Company

Document Number: 3

Docket Text: [%
NEW CASE/ COMPLAINT entitled Doe Qil v. Jones Chemicals filed. Filing fee $ 350, receipt number 010283393 filed by Doe Oil
Company. (Attachments: # (1) Civil Cover Sheet, # (2) Summons - Jones Chemicals)(AdamsG3, )

(HtmlAtyList) 1:07-cv-3013 Notice has been electronically mailed to:
AdamsG3  gail adams@nhd uscourts gov

1:07-cv-3013 Notice, to the extent appropriate, must be delivered conventionally to:

The following document(s) are associated with this transaction: |
‘ Done ecf-rain.nhd.drcl.den 3%
Figure 30

CONGRATULATIONS! YOU HAVE OPENED A CIVIL CASE AND FILED
THE CASE INITIATING DOCUMENTS. YOU MAY NOW FILE YOUR
DISCLOSURE STATEMENT AND ANY MOTIONS AT THIS TIME.

If you have an emergency motion requiring expedited treatment, please
contact Intake at 603-225-1423.
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ATTACHMENT A

List of Documents to be Filed

Below is a list of documents that should be filed when filing a new case.

Complaint — New Case. ONLY the following documents are to be filed during
case opening:

1. Complaint

2. Attachments to Complaint, if any
3. Civil Cover Sheet

4. Summons-Waivers

DO NOT file motions with the Complaint. Motions must be filed after the case is
opened using the appropriate motion event.

DO NOT file the Disclosure Statement with the Complaint. The Disclosure
Statement must be filed after the case is opened using Other
Documents/Disclosure Statement event.

Notice of Removal — New Case. ONLY the following documents are to be
filed during case opening:

Notice of Removal

Original Writ of Summons or other state court case initiating document.
Notice of Removal to Counsel

A Letter or Notice of Removal to State Court Clerk

Civil Cover Sheet

Al

DO NOT file motions with the Notice of Removal. Motions must be filed after the
case is opened using the appropriate motion event.

DO NOT file the Disclosure Statement with the Notice of Removal. The

Disclosure Statement must be filed after the case is opened using Other
Documents/Disclosure Statement event.
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Petition for Writ of Habeas Corpus 2241/2254 — New Case. ONLY the
following documents are to be filed during case opening:

Petition for Writ of Habeas Corpus
Exhibits to the Habeas Corpus petition
Memorandum of Law

Exhibits to the Memorandum of Law
Civil Cover Sheet

Al

DO NOT file other motions with the Petition. Any other motions must be filed
after the case is opened using the appropriate motion event.

Motion to Vacate Sentence 2255 — New Case. ONLY the following
documents are to be filed during case opening:

Motion to Vacate

Exhibits to the Motion to Vacate
Memorandum of Law

Exhibits to the Memorandum of Law
Civil Cover Sheet

AR A

DO NOT file other motions with the Motion to Vacate Sentence. Any other
motions must be filed after the case is opened using the appropriate motion
event.

Miscellaneous Case — New Case. ONLY the following documents are to be
filed during case opening:

1. Miscellaneous case initiating document

2. Exhibits to the miscellaneous case initiating document
3. Memorandum of Law

4. Exhibits to the Memorandum of Law

DO NOT file other motions with the Miscellaneous Case initiating document.
Motions must be filed after the case is opened using the appropriate motion
event.

DO NOT file the Disclosure Statement with the Miscellaneous Case initiating
documents. The Disclosure Statement must be filed after the case is opened
using Other Documents/Disclosure Statement event.

If you have an emergency motion requiring expedited treatment, please
contact Intake at 603-225-1423.
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ATTACHMENT B

Entering Parties

Parties should be entered in Figure 30 in accordance with the instructions below
and in accordance with Attachment A.

Last name — If the party is an individual, enter only the last name in this field. If
the party is anyone other than an individual (i.e., a company, university,
municipality, etc.) follow the attached examples for entering parties.

First name - If the party is an individual, enter first name. DO NOT enter
anything in this box for other party types.

Middle name — If the party is an individual, enter middle initial, if appropriate.
DO NOT enter anything in this box for other party types.

Generation - Enter if appropriate, (i.e., Jr., Sr., lll).

Title — DO NOT put the title of a person in the Title field. This information will be
entered in the Party Text field.

Role — Select the party role from the drop down list (i.e., plaintiff, defendant, etc.)

Pro se — Field should only be “yes” if the party is known to be a pro se party. Do
not put “yes” in this field if the attorney is unknown.

Prisoner ID — Leave this field blank.

Office — Leave this field blank.

Unit — Leave this field blank.

Address 1, 2, 3, City, State Zip, County, Country — Leave these fields blank.
Phone — Leave this field blank.

E-mail — Leave this field blank.

Party Text — This field is for descriptive titles of people (i.e., “Deputy Clerk of
Court,” “individually,” “as partner,” “MD,” etc).

Alias — This button is selected when entering an alias (i.e., “d/b/a”,”a/k/a,” etc.).

Corporate Parent — DO NOT enter corporate parents. That information will be
added when a Disclosure Statement is filed.
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Review — This button allows the filer to review all party information that has been
entered before it is submitted.

Submit — Click this button to submit the party information and add the party to
the database.

Cancel — Click this button to cancel the information and return to the previous
screen.

Clear — Click this button to remove information added on this screen.

25
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Entering Party Names

1. Enter appropriate information as outlined
above.

2. Click [Submit].

Party Information

Last name |LAST NAME First name IFIRST NANE
Middle name l— % Generation l- Ente.r Information if
Tile l— applicable
Role | Plaintf (pla:pty) v| Prose [No |
Prisoner Id l— Uit l—
Office|

Addre DO NOT enter any 1 the docket sheet

Add o o o
“ information in these
Addre

fields.
County I—L, Country l—

Prison |NotAssociated with Prison
ALDERSON -

mf |

Populate Prison Address Lines |

Phone Fax I
E-mail |
Party text IENTER PARTY TEXT INFORMATION HERE

Start date |1/4/2008

Aﬂorneyu.l Ahas‘..l Corporate parent or other affliate... | Review..

ISubm\t Cancel Clear|

Add all attomeys, aliases. corporate parents and other
affiiates before clicking the Submit button.

Figure 31

If entering an alias for your party, see below for screen
Shots (Figures 32, 33, 34) and instructions.

26

If party is an individual enter:

Last name —only the last name;

First name - first name.

Middle name —middle initial or name, if
applicable.

Generation Jr., Sr., III, if applicable.

If the party is NOT an individual (i.e.
company) enter:

Last name —see Attachment A;
First/Middle name — Leave blank.

Title — See Attachment A This
information will be entered in the Party
Text field.

Role — Select the party role from the
drop down list (i.e., plaintiff, defendant,
etc.)

Pro se — Field should only be “yes” if
the party is known to be pro se,
otherwise leave as “No.”

Prisoner ID, Office, Unit, Address 1, 2,
3, City, State, Zip, County, Country,
Phone, Email — Leave blank.

Party Text — Enter descriptive titles in
accordance with Attachment B.

Start date — Leave as current date.

Alias — d/b/a, a/k/a, etc. See Attachment
B.

Corporate Parent — DO NOT enter
corporate parents. Information will be

added when a Disclosure Statement is
filed.

Review — Review all party information
entered before it is submitted.

Submit — Click to submit the party
information and add the party to the
database.

Cancel — Click to cancel the information
and return to the previous screen.

Clear — Click to clear fields added on
this screen
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Alias

1. Enter name in Search box.
2. Click Search

ast/Business Name |J0nes )
Search M

Civil Case Opening by Attorneys

Figure 32: Enter alias name

3. Select name from list or create new alias.

Search for an alias

Last/Business Name |

Search | Clearl

IAlias search resulis
Jones, Albert G. i’

=

Select name from list | ( Create new alias )#

Figure 33: Select name or create new alias

4. Select the appropriate alias from the drop down list in accordance with the
instructions in Attachment A. Most common selections are: aka, dba, other).

5. Click [Add Alias] and you will be returned to the party information screen. to

select submit.

Alias Information (Party LAST NAME, FIRST NAME L)

div -

fdba
flka
fuo
neg
nka
oho

rpi
suc

Figure 34: Add alias.
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LastBusiness name IJDnes First name |Ji||

Middle name | Generation I
Tvpe |agent 'I Start date |11.-’19.-’2[JUT

Add alias | Clear .4 Add alias button to retum to the Party screen and submit all information for this party.
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ATTACHMENT B EXAMPLES

Civil Case Opening by Attorneys

Enter all Information In Last Name Field Unless Specified Otherwise

The examples below indicate how the party should be entered in the last
name field. In each chart, the Example list is the commonly used term for
these parties. The Last Name Field/Fields indicates how the party should be

entered when adding parties.

State/Federal/Local Agencies

Federal
(Use US and full name of agency)

Example

Enter in Last Name Field

United States of America

USA

U.S. Department of Agriculture

US Department of Agriculture

U.S. Small Business Administration

US Small Business Administration

U.S. Department of Homeland Security

US Department of Homeland
Security

State
(Use NH and full name of agency)

Example

Enter in Last Name Field

N.H. Department of Safety

NH Department of Safety

N.H. Attorney General

NH Attorney General

N.H. State Prison

NH State Prison

Division of State Agency
(Use NH and full name of agency and division)

Example

Enter in Last Name Field

N.H. Department of Safety, Division of
Motor Vehicle

NH Department of Safety, Division of
Motor Vehicle

N.H. Department of Health and Human
Services, Division of Children, Youth
and Family

NH Department of Health and Human
Services, Division of Children, Youth
and Family

Local Agencies
(Use full name of agency)

Example

Enter in Last Name Field

Merrimack County Superior Court

Merrimack County Superior Court

Manchester School District

Manchester School District
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Enter all Information In Last Name Field Unless Specified Otherwise

Cities, Towns, State, etc.
(Enter city, town first and then “city of,” “town of,” etc.)

Example Enter in Last Name Field
City of Concord Concord, City of
State of New Hampshire NH, State of
Town of Deerfield Deerfield, Town of

Employees of State/Federal/Local Agencies

Heads of state/federal government or agencies in official capacity
(DO NOT use the person’s name. Enter under agency name and title).

Example Enter in Last Name Field
Director of NH Department of Mental NH Department of Mental Health,
Health Director
Warden of NH State Prison NH State Prison, Warden
Superintendent of Grafton County Grafton County Department of
Department of Corrections Corrections, Superintendent
Clerk of the US District Court US District Court — NH, Clerk

Heads of other local/county government in their official capacity
(Enter city name, government title in last name field,
official capacity in Party Text and name of employee as Alias)

Example Enter in Fields as follows
John Doe, in his official capacity as Last name field: Concord, Mayor
Mayor of City Party text: in his official capacity
Alias: Doe, John

Heads of other local/county government in their
official and individual capacity
(Enter city name, government title in last name field,
official capacity in Party Text and name of employee as Alias)

Example Enter in Fields as follows

Richard Gerry, Warden, NH State Last name field: NH State Prison,
Prison in individual and official capacity | Warden

Alias: Gerry, Richard

Alias role: select other
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Enter all Information In Last Name Field Unless Specified Otherwise

Agency employee other than agency head
(Enter name with party text listing title)

(If an officer, chief of police, etc. is sued and the town/city is not sued,
enter the town/city as an alias and select “other” for type. By entering this
information in the Alias field, the case will be found when searching for
cases involving towns/cites, etc.)

Example Enter in Fields as follows:

Officer John Doe Last name field: Doe
First name field: John
Party text: Officer

Officer Jane Smith (town sued) Last name field: Smith
First name field: Jane
Party text: Officer

Officer Jane Smith (town not sued) Last name field: Smith
First name field: Jane
Party text: Officer
Alias: Bedford, Town of

Agency employee without first name
(Enter first name field as FNU)

Example Enter in Fields as follows:

Sergeant Smith (of NHSP) Last name field: Smith

First name field: FNU

Party text: (first name unknown),
Sergeant, NH State Prison

Corrections Officer Smith (of county Last name field: Smith

jail) First name field: FNU

Party text: (first name unknown),
Corrections Officer, Merrimack
County Department of Corrections.
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Enter all Information In Last Name Field Unless Specified Otherwise

Prisons/Jails/Departments of Correction

State/Local
(Enter as county department of corrections)

Example

Enter in Last Name Field

Merrimack County Department of
Corrections

Merrimack County Department of
Corrections

Hillsborough County Department of
Corrections

Hillsborough County Department of
Corrections

Federal (Enter as specified in Federal

Bureau of Prisons Directory found at

www.bop.qgov/facilnot.html.

Corporate Names

IMPORTANT: Enter entire corporate name as it appears in the complaint in the

last name field. If corporation is spelled o
entering the party. If not spelled out, use

ut in the complaint, spell it out when
abbreviation as it appears in the

complaint. When searching for a party with an abbreviation, and the abbreviation
is included in the list, select the party. If the party is included in the list, create a
new party. For instance, if the company name is ABC Corporation, and the
search finds ABC, Corp. DO NOT select ABC, Corp. You must create a new

party as ABC Corporation.

DO NOT use spaces between initials of corporate names containing first name

and surname. Examples: A.B. Dick Com

pany, A.E. Smith, Inc.

Example Enter in Last Name Field
A.B. Dick Company A.B. Dick Company
ABC, Corp. ABC, Corp.
ABC Corporation ABC Corporation

Unions/Locals (Index under full title)

Example

Enter in Last Name Field

Local 345 of the Cement Workers;
International Union of Electrical
Workers

Local 345 of the Cement Workers;
International Union of Electrical
Workers
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Enter all Information In Last Name Field Unless Specified Otherwise

Forfeiture

Residence
(Town/State/Address)

Example

Enter in Fields as follows:

In the matter of a search of a white
house with green shutters at 428
Ocean Road, Portsmouth, NH

Last name field: Portsmouth, NH,
328
Ocean Rd.
Party text: In the Matter of the
Search
of a white house with green
shutters.

Business
(Business/Town/State)

Example

Enter in Fields as follows:

In the matter of the search of 550
Winnacunnet Road, Room 208,
Beachside Inn, Hampton, NH.

Last name field: Beachside Inn,
Hampton, NH
Party text: In the Matter of the
Search
of 550 Winnacunnet Road, Room
208

Vehicle
(Make/Model/Year)

Example Enter in Fields as follows:
One 1992 Chevrolet Cavlier VIN Last name field: Chevrolet Cavalier
151JC1449N7136603 1992

Party text: In the Matter of the
Search
of VIN 151JC1449N716603
Money
(Numeric Dollar Amount)

Example Enter in Fields as follows:
$1,000 in US Currency seized from the | Last name field: $1,000.00 US
residence of J. Griffin Currency

Party text: Seized from the
residence

of
Alias: J. Griffin
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Enter all Information In Last Name Field Unless Specified Otherwise

Bank Account
(Institution/Account No. (xxxxxxx1234)

If there are more than one account at the same institution/bank, put the account
number in the last name field. If not, put the account number in party text. You
should always substitute (xxx) for all but the last four digits of the account
number.

Example Enter in Fields as follows:
(one of two accounts at the same institution in | Last name field: York County
case) o Federal
York County Federal Credit Union Credit Union Account No.
_Account no. 12345678 XXXX5678
in the name of Carrol Lane. Party text: In the name of

Alias: Carroll Lane

(one account) - Last name field: Chase Bank
Funds on Deposit in Account No. Party text: Funds on Deposit in
0011223344 at Chase Bank up Account No. xxxxxx3344 up to the
to the Value of $10,000 Value of $10,000

Miscellaneous
(Owner or Institution/What’'s Being Searched)

Example Enter in Fields as follows:
Safety Deposit Box #186, located at Last name field: Granite Bank,
Granite Bank, 122 West Street, Safety
Keene,NH, leased by General Tours, Deposit Box #185
Inc. Party text: Located at Granite Bank,
122 West Street, Keene, NH,
leased

by General Tours, Inc.
Alias: General Tours, Inc.

In the Matter of the Search of a Last name field: Compaq Computer,

Compaq Computer, Serial No. Model No. 234

1234567, Model No. 234 Party Text: In the matter of the
search

of Serial No. 1234567
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ATTACHMENT C

Attorney Checklist
Before Opening a New Civil Case

O Read documentation on Opening a New Civil

O Prepare documents to file and convert to pdf
O  Initiating document
O  Civil cover sheet
O Summons(es)/Waiver(s), if applicable
O  Any additional documents to be filed

O Have credit card available or ACH Debit information

O Open civil case
O Enter all the statistical information

O Enter all the parties in exact order they are listed on the
Complaint. Do not add addresses

O Change the party role type to the correct role, if necessary

O Create a link for the attorney and party
Attorney for plaintiff(s), if Complaint is filed
Attorney for defendant(s), if Notice of Removal is filed

O File initiating document

O Attach supporting documents to the complaint as a separate
attachment (i.e., exhibits)

O Attach a completed civil cover sheet as a separate attachment

O Attach summons(es)/waiver(s) as a separate attachment (each
summons or waiver should be filed as a separate attachment.)

O After filing initiating document, file any additional documents using the
appropriate event

O Motion for Temporary Restraining Order
O Motion to Proceed Informa Pauperis
O Financial Disclosure Statement

If you have any questions, concerns, experience problems, or have an
emergency motion requiring expedited treatment, please contact Intake at 603-
225-1423.
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