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PREFACE

All documents submitted for filing by a member of the bar of this district in civil cases
commenced on or after June 1, 2004, and in criminal cases commenced on or after
January 1, 2005, except those documents specifically exempted, shall be electronically
filed using the court’s Electronic Case Files System (ECF). On October 1, 2005, all
remaining paper cases were converted to electronic cases pending in this court, unless
exempted by court order, will be converted to electronic cases. A party who is not
represented by counsel may file papers with the clerk in the traditional manner, but is not
precluded from filing electronically.

An attorney may apply to the court for permission to file paper documents. If granted,
exempted counsel will continue to file and serve on paper while all other attorneys will
file electronically using ECF. All electronically filed documents, however, must be
served on paper to the exempted counsel.

Counsel who have registered on the ECF system shall receive a Notice of Electronic
Filing (NEF) for all filings. Counsel may also receive a NEF when the clerk’s office
dockets a pleading or other entry in a non-ECF case. For such filings in non-ECF cases,
however, counsel must remember that the service and filing of pleadings in those cases
must continue to be made on paper in the traditional manner with an original signature.

The clerk's office will not maintain a paper court file in an ECF case, except as provided
in the Administrative Procedures for Electronic Case Filing (ECF Administrative
Procedures). The official court record shall be the electronic file maintained on the
court's servers together with any paper documents filed in accordance with the ECF
Administrative Procedures.
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INTRODUCTION

This manual provides instructions for using the Electronic Case Files System (ECF) to
file documents with the court or to view and retrieve docket sheets and documents for all
civil, criminal and miscellaneous cases in the system. It also addresses certain ECF
rules and procedures. As this manual does not contain a comprehensive review of all
rules and procedures governing ECF, a Filing User should closely review the
Administrative Procedures for Electronic Case Filing for the District of New Hampshire.
A Filing User should also have a working knowledge of an ECF-compatible web browser
and Adobe Acrobat or equivalent software for creating and reading Portable Document
Files (PDF).

Definitions

A. “ECF Administrative Procedures” refers to the Administrative Procedures for
Electronic Case Filing for the District of New Hampshire.

B. “ECF”"is the court’s Electronic Case Files System, which is an automated system
that receives and stores documents in electronic form.

C. “Electronic Filing” is the process of uploading a document from the Filing User's
computer and using the court’s Internet-based Electronic Case Files System (ECF)
to file the document on the court’s docket. The ECF system only accepts documents
in a portable document format (PDF).

D. “Filing User” is an individual who has a court issued login and password to file
documents electronically in this judicial district.

E. “Notice of Electronic Filing” (NEF) is a notice automatically generated by ECF at
the time a document is electronically filed in the ECF system, setting forth the time of
filing, the name of the party and attorney filing the document, the type of document,
the text of the docket entry, the name of the party and/or attorney receiving the
notice, and electronic links (hyperlinks) to the filed document and the docket report.

F. "PACER” (Public Access to Court Electronic Records) is an automated system
that allows an individual to view, print, and download court docket information over
the Internet.

G. “PDF” refers to Portable Document Format. There are two types of PDF
documents:

e “Electronically Converted PDF Documents,” which are created from a
word processing system (MS Word, WordPerfect, etc.) using PDF
creation software and are text searchable. Electronically converted PDF
documents are text searchable and their file size is small.

e “Scanned PDF Documents,” which are created from paper documents run
through a scanner. In most cases, scanned image PDF's are not
searchable and have a large file size.
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Only documents electronically converted to PDF from the word processing
original may be filed through ECF unless the Filing User possesses only a
paper copy of the document to be submitted, in which case a scanned PDF
may be submitted.

Effect of Electronic Filing

Electronic transmission of a document to the ECF system, together with the
transmission of a Notice of Electronic Filing (NEF) from the court, constitutes filing of
the document for all purposes of the Federal Rules of Civil/Criminal Procedure and
constitutes entry of the document on the docket maintained by the clerk pursuant to
Fed. R. Civ. P. 58 and 79 and Fed. R. Crim. P. 49 and 55. The official record shall
be the electronic file maintained on the court’s servers together with any paper
documents filed in accordance with the ECF Administrative Procedures.

A document electronically filed through the court's ECF transmission facilities is
deemed filed on the date and time stated on the NEF received from the court.
Electronic filing does not alter the filing deadline for a document. All electronic filings
must be completed before midnight local time in order to be considered timely filed
that day unless a different time is established by court order.

Public Access

The public may obtain access to the electronic docket and documents that have not
been sealed at no charge at the clerk’s office during regular business hours. A copy
fee for an electronic reproduction will be assessed in accordance with 28 U.S.C. §
1914,

The public may obtain remote access to the court’s docket and electronically
filed documents at the court’s Internet site (https://ecf.nhd.uscourts.gov) by
obtaining a PACER login and password. Remote Internet access to
documents in social security and civil asset forfeiture cases will be limited to
counsel of record and shall not be available to the general public. A user fee
for accessing court information through PACER will be assessed in
accordance with 28 U.S.C. § 1914.
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ECF SYSTEMS REQUIREMENTS

Hardware and Software Requirements

The following hardware and software is needed to electronically file, view and
retrieve case documents:

Personal computer (Pentium or higher/Macintosh equivalent) (64MB Ram)
running a standard platform (e.g., Windows 95, 98, 2000, NT). Minimum IBM
or Mac PC with a 486-66 MHZ Processor and 16MB Ram, Windows 3.1.

Portable Document Format (PDF) compatible word processing software for
creating pleadings (e.g., WordPerfect, MS Word). Any DOS based word
processor will be insufficient as the PDF-creation software will be unable to
generate a PDF file from those word processors.

PDF is the only format used with CM/ECF. Thus, Filing Users will need PDF-
creation software, used to convert documents from a word processor format
to a PDF format, and PDF-reader software, used to open and read
documents received in PDF format.

A scanner to convert paper documents that are not in a word processing
format to digital format for electronic filing in the court’'s ECF system. Use a
scanner ONLY if you cannot electronically prepare your documents with a
word processing software package and convert them to PDF format, such as
when the Filing User possesses only a paper copy of the document to be
submitted (e.g. pre-existing documents such as contracts, medical records,
drawings, photographs, etc). For scanner instructions, see the “Scanner
Tips” section of this manual.

NOTE: The court will provide a public scanner at the clerk’s office as a courtesy for
those persons who do not have a scanner.

PACER account with login and password.
CM/ECEF login and password.

An Internet Service Provider using point-to-point protocol (PPP) for accessing
the Internet and for sending and receiving e-mails. Some type of Broadband,
DSL or T-1 service is highly recommended (minimum access speed of 56K).

An e-mail account. The ECF system sends electronically filed court orders
and pleadings by e-mail to all registered ECF users in a case. As part of the
initial registration process, persons requesting an ECF login and password
must provide the e-mail address where they would like to receive
electronically filed documents.
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e An ECF-compatible web browser. ECF was designed to work with Internet
Explorer and Firefox. Netscape Navigator is no longer compatable. Internet
Explorer 6.0 is also recommended; compatibiliby testing for IE 7.0 is not yet
completed. You may also use the following browsers with CM/ECF: Mozilla
Firefox 1.5 and higher, Mozilla 1.7 and higher and Safari 1.2 (for MAC users).
You must use a browser that supports 128 bit encryption and your browser
must be JavaScript-enabled..

Setting Your Browser To Automatically Clear the Internet Cache

In some instances your web browser may not allow you access to all available
options. The Maintain Your Account link may not appear under “Utilities” or you
may receive a message: “This page cannot be displayed.” Users of ECF have
experienced some compatibility issues with versions of Netscape Navigator lower
than 4.7; America On-Line’s version of Netscape Navigator; and versions of
Internet Explorer other than Version 5.5. Any version of Internet Explorer requires
the user to clear the temporary Internet files/history of the web browser each time
ECF is accessed. This will ensure web pages viewed within ECF display all
available options.

Follow the steps below before accessing ECF.

Netscape 4.x (Netscape Navigator is no longer supported and should not be
used.)

e From within the browser, choose EDIT, PREFERENCES

e From PREFERENCES choose ADVANCED, CACHE

e At the CACHE screen, click the buttons CLEAR MEMORY CACHE and
CLEAR DISK CACHE

e Also, at the CACHE screen choose the radio button “Change page every
time”

e Click OK

Netscape 7.0 (Netscape Navigator is no longer supported and should not be
used.)

e From within the browser, choose EDIT, PREFERENCES

¢ From PREFERENCES choose ADVANCED, CACHE

e At the CACHE screen, click the buttons CLEAR MEMORY CACHE and
CLEAR DISK CACHE

e Also, at the CACHE screen choose the radio button “Every time | view the
page”

e Click OK
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Internet Explorer 5.5 & 6.0

e From within the browser, choose TOOLS, INTERNET OPTIONS

e From the GENERAL tab click the button DELETE FILES in the
Temporary Internet Files section

o Then from the GENERAL tab click the button SETTINGS in the
Temporary Internet Files section

e From the SETTINGS screen choose the radio button “Every visit to the
page”

o Click OK

e From the GENERAL tab click OK

Firefox

e Type “about:config” in the address field where you normally see http://

e Scroll down to “browser.cache.check doc_frequency” and double click. A
pop up window will appear entitled “Enter integer value.”

e In the “Enter integer value” pop up window, change the number in the
white text box to one (1)
Click OK

e The line should now read:

“browser.cache.check doc frequency userset interger 17
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ELIGIBILITY, REGISTRATION AND PASSWORDS

A person must register with both ECF and PACER in order to be a Filing User.

ECF Eligibility

Registration is required for participation in ECF. An attorney admitted to the Bar of
this court, including an attorney admitted pro hac vice, may register as a Filing User
by completing the online registration form available on the court’'s website.

A non-prisoner who is a party to a civil action and who is not represented by an
attorney may file a motion to register (on a form prescribed by the clerk’s office) as a
Filing User solely for purposes of the action. If during the course of the action the
person retains an attorney who appears on the person’s behalf, the clerk’s office
shall terminate the person’s registration in that case upon the attorney’s appearance.

ECF Registration

The ECF Registration Form is available on the court’'s website by clicking the
Electronic Case Files link on the left navigation bar, CMECF on the fly away menu
and then Registration on the sub-flyaway. It is also available on the Frequently
Used Forms page, which you can access from Hot Topics, Case Processing &
Electronic Case Files.

Pro se parties who wish to file electronically must complete a registration form.
Completed registration forms should be mailed to:

Office of the Clerk

United States District Court
55 Pleasant Street, Room 110
Concord, NH 03301-3941
Attn: ECF Registration

Registration as a Filing User constitutes consent to electronic service of all
documents in accordance with the Federal Rules of Civil Procedure and the Federal
Rules of Criminal Procedure.

ECF Login and Password

New users will receive by e-mail from the clerk’s office a login and password
identification following registration. Since the ECF Administrative Procedures
provide that the password and login constitute the Filing User’s signature for all
purposes, including for the purposes of Fed. R. Civ. P. 11, care should be taken to
ensure that this information is protected from unauthorized use. A Filing User shall
not allow another person to file a document using their login and password, except
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for an authorized agent of the filing user. Use of a user’s login and password by a
staff member shall be deemed to be the act of the registered user.

Filing Users may change their password at any time through maintenance of their
user account. A Filing User who has forgotten or misplaced their login and/or
password should contact the ECF Help Desk to have new ones issued. Additionally,
a Filing User who learns that the security of their password has been compromised
must immediately change their password and notify the ECF Help Desk.

Duty to Update ECF Registration Information

A Filing User has an obligation to notify the clerk’s office and all parties in any
active case, through the use of the “Notice of Change of Address” event in ECF,
of any change in the following information contained in the original ECF
Registration Form: name; mailing address; firm name or affiliation; or telephone
number. If not involved in an active case, a Filing User may simply mail the
change information to the clerk’s office. For your convenience, a “Notice of
Change of Address” form is available in a fillable PDF format on the court’s web
site. A Filing User is responsible for updating and keeping their email information
current, without court intervention or assistance, by using the “Maintain Your
Account” feature.

Withdrawal As ECF Filing User

Once registered, an attorney of record in an active ECF case may withdraw from
participating in the ECF system only upon motion in that case. Otherwise, an
attorney may withdraw from participating in the ECF system by providing the
clerk’s office with a written notice of withdrawal. Upon receipt, the clerk’s office
will immediately cancel the attorney’s password and terminate the attorney’s
name from any applicable electronic service list. An attorney’s withdrawal from
participation in the ECF system will not be construed as authorization for the
attorney to file cases or documents conventionally unless so authorized by court
order.

CM/ECF User Group List Serve Registration

As a precondition to registering as an ECF Filing User, persons are required to
subscribe to the court's CM/ECF User Group list serve. This will be our primary
method of distributing important information to our ECF Filing Users, such as
procedural updates, filing tips, systems updates, and other pertinent information.
You can subscribe by going to the court’s website at www.nhd.uscourts.gov and
clicking on the “Subscription Service” link on the left navigation bar on the home
page. If you have previously subscribed to one of our list serves, such as local rules
or opinions, then you would select “Modify”. If you have never subscribed to any of
our list serves, you would select “Registration Form.” Note that while attorneys
registering as an ECF Filing User must subscribe to the CMECF User Group
list serve, support staff may also subscribe to the list serve and the court
strongly recommends that they do.
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PACER Registration

ECF users must have a PACER account. If you do not have a PACER login, contact
the PACER Service Center at (800) 676-6856 or (210) 301-6440 to establish an
account. Or you may register for PACER online at http://pacer.psc.uscourts.gov.
There is no fee to obtain the account. It takes approximately one (1) hour to receive
a login and password from the PACER Service Center if you register on-line.

PACER Fees

Access to web based documents via the ECF-PACER system will generate a $.08
per page charge. Generally, a page is defined as 54 lines of data. Additionally, there
is a cap on the per page charge (a maximum of $2.40 or the equivalent of 30 pages)
for electronic access to any single document. When charges are accrued, a
transaction receipt will appear before the document may be viewed. This receipt will
indicate the date and time of the transaction, the type or description of the
transaction, the number of pages billed and the cost for that particular transaction.
The user may click the [View document] button to proceed or the browser’s [Back]
button to cancel the request. Charges for viewing the docket sheet do not appear
before viewing the docket sheet they appear at the end of the docket sheet.

The Pacer Service Center sends quarterly statements to account holders. For any
balance less than $10.00, payment will be deferred until the next quarter. For more
information regarding billing and payment requirements, or to obtain a registration
form for PACER, you may contact the PACER Service Center by calling (800)
676-6856 or (210) 301-6440, or via e-mail at pacer@psc.uscourts.gov.
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RESOURCES AND ECF HELP DESK

Court Internet Address

The court has devoted a section of its web page to CM/ECF. That section contains
downloadable versions of this User Manual, ECF Administrative Procedures, ECF
systems requirements and other useful documents, as well as links to other helpful
sites and training resources. This section can be accessed from our home page
located at www.nhd.uscourts.gov. Our ECF system can be accessed on the web
page or directly at https://ecf.nhd.uscourts.gov.

ECF Help Desk

The court has also established an ECF Help Desk to assist you with any specific
guestions you may encounter during your use of ECF. Both technical and procedural
guestions may be directed to the ECF Help Desk. The ECF Help Desk will be staffed
from 8:30 am-4:30 pm, Monday through Friday. It is designed to provide quick
answers to your questions and, in most cases, your questions should be answered
on the spot. For questions that cannot be answered immediately, our goal is to
respond to all questions within twenty-four (24) hours. Technical questions will likely
be referred to systems staff for resolution.

To reach the ECF Help Desk, please call:
1-800-776-0320 option no. 8
or e-mail us at: ecfhelp@nhd.uscourts.gov

Suggestions

If you have suggestions on how the ECF system can be improved, please e-mail
them to us at ecfhelp@nhd.uscourts.qgov

ECF Filing User Training Registration

While ECF User Training is not mandatory in this district, it is strongly recommended.
The court provides hands on training sessions on a regular basis at the Rudman
Courthouse. These sessions last approximately two hours and are designed to
provide attorneys and support staff with the basic operating knowledge necessary to
navigate and use the ECF system. Those attending receive 2.0 NHMCLE hours,
which includes .5 hours toward ethics/professionalism. You can register on-line for
this training on the court’s website. Please note that because the on-line registration
feature utilizes pop-up technology, persons who have installed pop-up blocker
software should make the necessary adjustments in order to register. Additionally, to
complete the registration process you must maximize the enrollment screen.
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Computer Based Training (CBT)

The court has developed interactive computer-based training (CBT) modules that are
specific to the filing requirements and filing system used in the District of New
Hampshire. These training modules will replace our live CM/ECF user training
program. Depending upon the speed of your computer system, it may take between
3 to 5 minutes for the selected CBT to load for your use. You will also need Adobe
Flash installed on your computer to view the training.

The courts have designed a series of basic generic computer based training
modules, referred to as CBTSs, to help users become familiar with ECF. This resource
involves a series of twelve (12) separate modules that take approximately ten (10)
minutes each to complete. Many of the modules include tests allowing you to check
your progress. Because these are generic modules the individual screens may differ
slightly from our ECF system, but the principles are the same.

The CBTs can be accessed on the Electronic Case Files section of our website
under “Training.”

CM/ECF Tutorial

An on-line tutorial has been developed by the Court Education Division of the
Federal Judicial Center. This tutorial is slightly more advanced than the CBTs and
simulates the filing of documents, updating a user's e-notification screen, viewing
docket sheets, and performing queries. The tutorial takes approximately forty-five
(45) minutes to complete and will be updated as new releases of the software
containing significant functional changes are loaded. Again, while this is a generic
tutorial and the individual screens may differ slightly from our ECF system, the
principles are the same. The tutorial can be accessed on the Electronic Case Files
section of our website under “Training.”

Administrative Procedures Governing ECF

The rules and procedures governing ECF are set forth in the Administrative
Procedures for Electronic Case Filing for the District of New Hampshire. These
Administrative Procedures can be accessed on the Electronic Case Files section of
our website. An executive summary of some of the more noteworthy federal rules of
procedure, local rules and administrative procedures governing ECF can also be
accessed on our website.

PACER Service Center

The PACER Service Center can be contacted as follows:

Phone: Regular Mail:
- ervice Center
(800) 676-6856 PACER Service C
(210) 301-6440 P.O. Box 780549
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San Antonio, TX 78278-0549
Website: www.pacer.psc.uscourts.gov
E-mail: pacer@psc.uscourts.gov

PORTABLE DOCUMENT FORMAT (PDF)

There are two types of PDF documents — electronically converted Portable Document
Format (PDF) documents and scanned image PDF documents. Unless otherwise
specified in the ECF Administrative Procedures or by court order, only electronically
converted PDF documents may be filed with the court using the ECF system. Thus,
Filing Users must install PDF creation software in order to electronically convert
documents created in a word processing system (MS Word, WordPerfect, etc.) into a
PDF document. Filing Users must also install PDF reader software, which is required to
open and read PDF documents filed through the ECF system and maintained on the
court’s docket. PDF reader software may be downloaded at no cost at www.adobe.com.

How to Convert Documents to PDF Format

You must convert all of your documents from their native word processing application
to PDF format using PDF creation software before submitting them to the court
through the ECF system. There are several different ways in which to convert a
document from a word processing program into a PDF format. There are also
numerous vendors who provide PDF creation software. The federal judiciary does
not endorse or recommend any specific PDF software. For purposes of illustration
only, we have chosen to depict our instructions with reference to Adobe.

Note: Depending on the font, the printer selected, and other document
characteristics, the pagination and format of a document may change during the
conversion process. Thus, you always want to be careful to review converted
documents to assure the document maintained the desired format after conversion.
If not, you may want to try a different method of converting the document, such as
using PDF Distiller rather than PDF Writer or even trying Publish to PDF if you have
WordPerfect 9 through 11. You may also want to try downloading an alternative
PDF writer software, such as PDF995 at www.pdf995.com, and attempt to convert
using this method.

For WordPerfect

Version 9 or Above

Recommended Method of Converting to PDF. WordPerfect 9, 10 and 11
offer a feature (“Publish to PDF”) that converts documents to PDF. This method
creates a document three to five times larger in size than documents converted
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with PDF Writer or PDF Distiller, however, it maintains formatting and pagination

better.

You can click on the “PDF icon” on your toolbar, or:
Open the document to be converted.
Click on the File menu and select, Publish to PDF.

Save the file as a PDF file, giving it a .PDF extension.

The file is now in PDF format under the newly designated name, and the original
document remains in its original form under the original name.

Alternative Method of Converting to PDF. While this method of converting
documents to PDF results in the document being much smaller in size, it does
not always maintain formatting or pagination.

Open the document to be converted.

Click on the File menu and select the Print option. Select the option to
change the selected printer. A drop down menu with a list of printer
choices is displayed.

Select your PDF Writer or PDF Distiller option.

“Print” the file. The file should not actually print out; instead the option to
save the file in a PDF format appears.

Name the file, giving the extension .PDF.

Accept the option and the file is converted to a PDF document.

Version 6.1, 7 and 8

Open the document to be converted.

Select the Print option in the dialog box and select the option to change
the selected printer. A drop down menu with a list of printer choices is
displayed.

Select your PDF Writer option.

“Print” the file. The file should not actually print out; instead the option to
save the file in a PDF format appears.

Name the file, giving the extension .PDF.

Accept the option and the file is converted to a PDF document.
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For Microsoft Word
Recommended Method of Converting to PDF. If you have installed Acrobat 5
or 6, use the “PDF icon” on your toolbar. This is the best method for formatting,
pagination, and publishes in a smaller size.
e Open the document to be converted.
e Click on the Create Adobe PDF button on the toolbar.

e Save the file as a PDF file, giving it a .PDF extension.

The file is now in PDF format under the newly designated name, and the original
document remains in its original form under the original name.

Alternative Method of Converting to PDF.
e Open the document to be converted.
e Click on the File menu and select the Print option. Select the option to
change the selected printer. A drop down menu with a list of printer
choices is displayed.

e Select your PDF Writer or PDF Distiller option and click on “ OK”.

e The file will not actually print out; instead the option to save the file in a
PDF format appears.

o Name the file, giving the extension .PDF.

e Accept the option and the file is converted to a PDF document.
Converting to PDF in Older Word Versions

e Open the document to be converted.

e Click on the File menu and select, Create PDF.

e Save the file as a PDF file, giving it a .PDF extension.

The file is now in PDF format under the newly designated name, and the original
document remains in its original form under the original name.

Other Word Processing Programs

e Open the document to be converted.
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e Select the Print option in the dialog box and select the option to change
the selected printer. A drop down menu with a list of printer choices is
displayed.

e Select your PDF Writer.

e “Print” the file. The file should not actually print out; instead the option to
save the file in a PDF format appears.

e Name the file, giving the extension .PDF.
e Accept the option and the file is converted to a PDF document.

¢ Depending on the word processing program being used, it may be
necessary to find the printer selection option elsewhere. At that point,
change the printer to PDF Writer, and follow the directions above.

ECF Will Only Accept Documents That Do Not Exceed 3 MB

No PDF document filed via the ECF system shall exceed 3 MB in size. For
estimation purposes, electronically converted PDF documents that are less than 300
pages usually do not exceed 3 MB. Scanned imaged plain text PDF documents that
do not exceed 75 pages usually do not exceed 3 MB. This page limit
recommendation may be much lower, however, for documents scanned at higher
resolution, such as documents having color or detailed graphics, which are much
larger in size.

Note: If you have Adobe 7.0 or 6.0, you can significantly reduce the document
size by using the PDF Optimizer tool.

Attachments and exhibits may be filed according to the following guidelines:

IF ATTACHMENT OR EXHIBIT IS RECOMMENDED PAGE SEGMENTS

An electronically converted document Submitted in 150 page segments and

exceeding 3 MB filed using ECF

A scanned document over 3 MB Submitted in 75 page segments and
filed using ECF

The method a person can use to verify the size of a document depends on the word
processing software you are using. For conversion purposes, note that 1000 KB = 1
MB.

In WordPerfect and MS Word within the “Open File” directory, you can determine
the size of a document by clicking on the view menu and selecting the details option
(see Figure 1).

District of New Hampshire 15 ECF User Manual



Marne ¢ | /’%l\[ype

Figure 1

T Parbuser. pdf 3,984 KB Adpbe Acrobat Doc...

12/16)2003 3:49 PM

In WordPerfect and MS Word or at the File Upload screen in ECF, you can
highlight the document, right mouse click, click on properties, and the screen

depicted in Figure 2 appears.

PAMDuser.pdf Properties i

General | PDF Properties |

2| x|

FOF
ﬁg IF’AMDuser.DdI

Type of file:  Adobe Acrobat Document

Opens with: [} Adabe Acrobat 5.0 Change... [

Location: o INAPPSYMRQOCS\DAIL Y \Court Filings

Size:

Size on dNg

Created: Tuesday, December 16, 2003, 3:49.34 PM
Modified: Tuesday, December 16, 2003, 3:49.36 PM
Accessed  Today, February 26, 2004, 12:00:00 AM

Altributes:

Figure 2

Note: The screen in Figure 2 may show KB size as well.

In ECF before attaching the document at the File Upload screen from WordPerfect, if
you let the cursor hover over the document, a screen will pop up and tell you the size

(see Figure 3).
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File Upload N
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EMCV 1Brady Dismiss, pdf @ 1retsve,pdf
'@04:\? 1Brady Memo.pdf E 1summons. pdf

Deskto mlﬂcvlcmp.pdf '@304401 pdf
'@ 1affidavit.pdf '@ Bkappeals.pdf
Y '@ 1Answer.pdf @ MISTARUpdate.pdf
My Computer m 1complaint.pdf '@ ME UserGuide pdf
vl O '@ 1coversheet.pdf '@ ohio user,pdf
,_; = ﬂ Lexhibits. pdf ﬂ PAMDuser.pdf
My Network P... \

Type: Adobe Acrobat Document
File name: I Size: 3.868 MB

—_— L

Figure 3

How to View a PDF Document
e Start the Adobe Acrobat program.
¢ Go to the File menu and choose Open.
e Click on the location and file name of the document to be viewed.

¢ If the designated location is correct, and the file is in PDF format, Adobe
Acrobat loads the file and displays it on the screen.

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

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

Or, if the PDF is saved in your word processing program:

Highlight the PDF document.

Right click.

Select option Open with...

Select Adobe Acrobat.
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Adobe 6.0 Use with CM/ECF
Adobe Acrobat 6.0 is compatible with CM/ECF with some changes to a few settings.

Use the table below to determine if it is necessary to upgrade your Adobe product.

If you are using... Then upgrading is...
Adobe Acrobat 3.x or 4.x (full version) recommended
Adobe Acrobat 5.x (full version) not necessary
Acrobat Reader 5.x or lower (free version) recommended

Because of the amount of changes made to Adobe Acrobat 6.0 there will be a
learning curve in using the new software. The look and feel of the software has
changed quite a bit. There are now two editions of Acrobat 6.0, standard and
professional. The standard is a “light” version with some of the features removed
that were once available in Acrobat 4.x and 5.x.

Tips for Installation
If you choose to upgrade, the following tips will help make the transition successful.

e Completely uninstall your previous version of Adobe Acrobat before installing
Acrobat 6.0.

e If you use Netscape, after upgrading you may have to reconfigure Adobe 6.0
as the “helper application” for pdf files. Do this in Netscape by going to
Edit...Preferences. In the Category column, click on Applications and edit the
“Portable Document Format” type to be handled by the newly installed Adobe
6.0.

Compatibility with Older Versions

Adobe Acrobat 6.0 has changed considerably from the previous versions. Because
of these changes, settings within Acrobat must be changed for continued
compatibility and readability for parties using Acrobat 4.x or 5.x. Follow these
steps to ensure the PDF’s created with 6.0 will be readable by those with older
versions:

Change the compatibility settings when printing to PDF from your word processor.

Open a document in your word processor.

On the File menu, click Print.

Select Adobe PDF as the printer, and then click on Properties.
Next to Default Settings, click Edit.

In the Compatibility list, click Acrobat 4.0 (PDF 1.3).

Click OK. Note: The Save As dialog box is displayed.

Click Save.

Click OK.
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If you use the scanning option within Adobe Acrobat 6.0 you also must change
settings to make scanned documents compatible with previous versions. Change
the compatibility settings for scanned documents.

On the File menu, point to Create PDF, and then click From Scanner.
In the Compatible with list, click Acrobat 4.0 and later.
Click Scan and proceed as normal.

Note: These settings will now be the default.

Scanner Tips

Only documents that cannot be electronically converted to PDF, such as contracts,
medical records and photographs, may be converted to PDF format by using a
scanner. The following are suggested scanner tips assembled by various courts:

Use 200 dpi for scanning documents.
Set image type to black and white bitmap, text (image only), or line art.

Do not use OCR or Textbridge, these options scan the document for altering
or word processing. For filing purposes, we need an image of the document
which cannot be readily altered.

Use black ink if possible. Blue ink and pencil do not scan well. If necessary,
make a copy of the document before scanning it, and darken with the copy
machine settings.

Request depositions in electronic format such as CD or floppy disk and
convert them to PDF using a word processor.

Use Adobe Acrobat Writer software on the scanning computer to simplify the
scanning process. Scan documents directly into Adobe by clicking File...
Import... Scan on the menu bar.

Check the size of a scanned document before uploading it to CM/ECF. The
size limit is 3 MB per document. To check the file size, locate the file in
Windows Explorer, right click on the file and choose Properties.

Estimated number of pages in a 3 MB scanned document:

o Plain text, correspondence, pleadings, etc. - 75 pages
0 Tables, charts, extensive graphics - 15-19 pages
o0 Condensed transcripts - 14-17 pages

If a scanned document is larger than 3 MB, use Adobe Acrobat Writer to
extract pages from the document to a separate file. Or use pdfFactory to print
the pages to two separate files. This prevents re-scanning the document.
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BASICS

We suggest that you make use of the court’s training materials posted on the website or
attend a training session before trying to electronically file a document in ECF.

User Interactions
There are three general types of user interactions employed in ECF.

o Entering information in data fields;
e Using command buttons to direct system activities; and
e Clicking on hyperlinks.

Conventions Used in this Manual
e Data to be entered by the user is shown enclosed in angle brackets: <data to

be entered>.

e Command buttons appear in [bracketed boldface type].
e Hyperlinks are displayed in underlined boldface type.

How to Access the System

Users can get into the system via the Internet by going to the site located at:
https://lecf.nhd.uscourts.gov. This URL connects you directly to the court’s ECF
screen shown below (see Figure 4). Click on the hyperlink to login.

Welcome to the U.S. District Court for the District of New Hampshire

Diistrict of Wew Hampshire - Document Filing Svstem

Figure 4

Or, you may go to the District of New Hampshire’s website at
http://www.nhd.uscourts.gov and click on the CM/ECF hyperlink.

Logging In

You should have already received a login and password when you registered for
electronic filing. If you have not been contacted by the clerk’s office with a login and
password, you are not yet officially registered in ECF. Please contact the ECF Help
Desk for assistance.

The screen below is the Login screen (see Figure 5).
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Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you only wish to enter ECF to query the
database for case information or to view a document, enter your PACER login and
password.

CM/ECF Filer or PACER Login

Joint Login Screen:
This is a joint login screen for CM/ECF (electronic filing system) and PACER (electronic document access system). Use your CM/ECF login

and password if you are entering the system to electronically file a pleading or to maintain your account. If you only wish to enter the system to
query the database for case information or to view a document, enter your PACER login and password.

Instructions for filing: Iy
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:

Enter your CM/ECF login and password. The system prompts customers for a CM/ECF login and password when attempting to view certain
types of documents. After successful entry of your CM/ECF login, you should be able to view the document. If the login prompt appears again
after you have entered your CM/ECF login and password, it means that the "free look" link has expired. You will need to enter your PACER
login and password to view the document and you will be charged $.08 per page. If you receive the message "You do not have permission to
view this document,” viewing the document is restricted to attorneys of record in the case and the system does not recognize you as such or
the document is otherwise restricted and not available for viewing via remote access.

Instructions for viewing filed documents and case information:
If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online at

http:/fpacer psc uscourts gov. An access fee of $.08 per page, as approved by the Judicial Conference of the United States, will be assessed
for access to this service.

Client Code: You should only enter a client code when using PACER; please do NOT enter a client code when using your CM/ECF login
and password. The client code is provided to PACER users as a means of tracking transactions (and their accompanying fees) by client. This
code can be up to 32 alphanumeric characters long.

CAUTION
Follow up deadlines in the court's case management system may not be relied up on.

Authentication

Login: I
Password: |
client code: |

Login | Clear

NOTICE: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under
| Title 18 of the U.S. Code. All activities and access attempts are logged.

CMVECF has been rested and worles correctly wirth Netscape 7.x, Interner Explorer 6.0 and Firefox 1.5.

Figure 5

Enter your ECF login and password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive. The client code is optional but is
provided so that attorneys may track filings and PACER usage by client. You may
enter your client's name, law office file number or some distinctive code that will
allow you to track transactions by client.

Verify that you have entered your ECF login and password correctly. If an error is
made before you have submitted the screen, click on the [Clear] button to erase the
login and password entries and re-enter the correct information. After you enter the
correct login and password information, click on the [Login] button to transmit your
user information to the ECF system.

If the ECF system does not recognize your login and password, it will display the
following error message on a new screen:

Login failed either your login name or key is incorrect

Click on the [Back] button on your browser toolbar and re-enter your correct login
and password. Remember that your login and password are case sensitive.
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The entry of a valid login and password combination prompts the system to display
the Blue Main Menu Bar.

If you did not properly logout from ECF by clicking on “Logout” on the blue menu bar,
you will receive the following error message the next time you attempt to login:

Warning: the account you entered is already logged in.

Simply click on the [Continue Login] button to proceed.

Select the ECF Feature on the Menu Bar

Criminal

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are
subject to Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate
law enforcement officials.

Welcome to the U.S. District Court for the District of New Hampshire Electronic Document Filing System. This page is for the
use by attorneys and firms participating in the electronic filing system. The most recent version of the Netscape browser and
the Adobe PDF reader can be obtained by selecting the Netscape/PDF Settings option listed below.

You should become familiar with the navigational capabilities of your Netscape browser. Most screen displays in this system
are split to provide a small top frame for Netscape. Review Netscape's frame capability for new navigation tips.

Netscape/PDF Settings

Last login: 07-13-2007 15:04

i:igure 6 (Opening screen)

Note: The date you last logged into the system appears at the bottom left corner
in Figure 6. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please change your password
and call the ECF Help Desk as soon as possible.

Search Logout

civil ~  Criminal + Reports ~  Utilities ~

Figure 7 (Blue Main Menu Bar)

Query

ECF provides the following features that are accessible from the Blue Main Menu
Bar (see Figure 7) at the top of the opening screen.

Civil Select Civil to electronically file pleadings and other documents in civil or
miscellaneous cases. Be sure to select case type “cv” for civil filings, “ds”
for cases where New Hampshire is sitting by designation, and “mc” for
miscellaneous filings.
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Criminal Select Criminal to electronically file pleadings and other documents in
criminal, magistrate, or petty offense cases. Be sure to select case type
“cr” for criminal filing, “mj” for magistrate filings, and “po” for petty offense
filings.

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

Reports Select Reports to retrieve docket sheets and cases filed reports. You
must login to PACER before you can query ECF reports.

Utilities  Select Utilities to maintain your account, view all the transactions ECF
has processed with your login and password, view mailing information for
a case, and/or verify a document.

Search  Select Search to search for particular events to docket.

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

General Rules

Manipulating the Screens

|
Next! a Clear |

Each screen has the following two buttons: nd

The M button clears all characters entered in the box(es) on that
screen.

|
The @ or Submit button accepts the entry just made and displays the

next entry screen, if any.

Correcting a Mistake

View Fawvorkes  Tools  Help

(\4-&:-:#. - 9 - iE) [#] % Dhsesrch [ElFavorites FiMeda ¢ | By S [E - 5] [
N ————

Figure 8

Use the [Back] button on the browser toolbar (see Figure 8) to go back and
correct an entry made on a previous screen. You may use the [Back] button to
correct data until you see the following “ Attention” warning message:
“Attention!! Pressing the NEXT button on this screen commits this
transaction.” Once you click on the [Next] button after seeing this message
you will have no further opportunity to go back and correct any mistakes. Only
the clerk’s office can make changes or corrections to documents once they are
transmitted to the court.
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NOTE: 1) For certain events that have a filing fee, you should not use the [Back]
button after you have submitted a credit card payment or a bank account debit
(ACH) payment. If you do go back and resubmit your payment information, you
will be billed twice; 2) Please be aware that when you use the [Back] button and
then proceed with your submission without changes, the ECF system
occasionally does not actually attach your PDF document. This is an intermittent
failure in ECF. Thus, if you do use the [Back] button you should review the
Notice of Electronic Filing to assure that you actually filed the PDF document with
your submission.

Title of Docket Entries

An “event” in CM/ECF is anything that is filed in a case. All electronically filed
documents shall be e-filed and titled in accordance with the approved dictionary
of civil/criminal events available on ECF. The clerk’s office may, when
necessary, modify the docket entry description to comply with the list of events.
The event lists are attachments to this user manual.
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STEP-BY-STEP GUIDE

This section of the user manual goes through the steps of: 1) Filing an Initial Pleading in
a Civil or Miscellaneous Case; 2) Filing Pleadings in ECF; and 3) Filing an Answer in
ECF. All of the screens are shown and described fully in the “Filing Pleadings in ECF”
subsection, while the other subsections show only the screens related to that specific
event.

At the end of this section, after “Filing an Answer in ECF,” are the following useful
subsections on miscellaneous screens you will come across when filing in ECF:
“Add/Create a New Party,” “Linking Documents,” “Objection & Cross Motion,” and “Pro
Hac Vice Motions.”

Opening a New Civil Action - Filing An Initial Pleading In a Civil or
Miscellaneous Case

Civil or miscellaneous case opening documents, such as a complaint, petition, or
notice of removal, together with a summons/waiver and civil cover sheet, may be
filed electronically or conventionally. If conventionally filed by an attorney, the case
opening documents and attachments must also be downloaded onto a 3.5 floppy or
compact disk as separate documents in PDF format and received within 48 hours.
Note that the summons, waiver of service and civil cover sheet are available in a
fillable PDF format on the “Frequently Used Forms” section of the court’s website.

A Filing User may file a civil or miscellaneous initial pleading in ECF if (1) the
attorney pays the filing fee electronically using a credit card or bank account debit
(ACH) when prompted as part of the case opening event in CM/ECF, (2) they will be
filing a motion to proceed informa pauperis after filing the initial pleading , or (3) no
filing fee is required. (Any document that requires a filing fee (e.g. Notice of Appeal,
Request for Pro Hac Vice Admission or Tape Request) must also be paid by credit
card or bank account debit (ACH) if electronically filed through ECF). If you do not
want to make a credit card or ACH payment over the Internet, then you must file your
case initiating document conventionally (with a disk containing the documents in
electronic format) with the appropriate filing fee.

If you choose to file a new civil or miscellaneous case through ECF, log in to the
court’s CM/ECF system using your ECF password for this district and follow these
steps.
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Select [Civil] from the Blue Main Menu Bar (see Figure 9) at the top of the ECF
screen to file a civil or miscellaneous initial pleading. You have the option of
using the cascading menus or continuing to use the existing static menus. This
section of the user manual describes the process for filing a civil complaint in
ECF.

Using the cascading menu option and selecting [Open a Case/New Case
(Attorney Filing)] will bypass the events option screen and bring you directly to
the first screen for filing a new civil action.

@ Criminal ~ Query Reports -~ Utilities ~ Search Logout
Opemr=tase J New Case (Attorney Filing)
InmaIPIelngs and Semvice »6{1'{5

v

Motions and Related Filings @

Other Filings W&
:J'( \:‘v_- L 4

Figure 9

Alternatively, if you click [Civil] on the blue menu bar, the Civil Events window
opens displaying all of the events from which you may choose to electronically
file a pleading or document (see Figure 10). To file your new civil action, click
New Case (Attorney Filing) under the Open a Case event group.

Civil Events
Open a Case Other Filings
I New Case (Attorney Filing) Naotices
Trial Documents
Initial Pleadings and Service Appeal Documents

Complaints and Other Initiating Documents  Other Documents
Service of Process

Answers to Complaints
Other Answers

Motions and Related Filings
Motions
Objections, Responses and Replies

Figure 10

The next few screens will display important case opening instructions for opening
a new civil action. The first screen will display a hyperlink for downloading the
case opening instructions. If you are not intimately familiar with the rules and
procedures for electronically filing a new civil action, click on the hyperlink and
closely review the information sheet explaining the process. The second screen
will display a notice as shown in Figure 11.
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INMPORTANT NOTICE: An attorney can file a Complaint or other case inifiating document electronically through
CAIECF ONLY if he/she satisifies at least one of the following requirements:

(1) the attorney pays the filing fee electronically using a credit card when prompted as part of this event,
I (2) the attorney simultaneously files a motion to proceed in forma pauperis, or
(3) no filing fee is required.

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

Nextl Clearl
Figure 11

If you meet the criteria for electronically filing a civil/miscellaneous case, click on
the [Next] button. If you do not meet the criteria, you can click on any of the
items on the Blue Menu Bar to cancel this event and you would file your case
opening document conventionally.

Entering Case Information

Next, you will start entering your case information. (See Figure 12). Select “cv”
case type for civil cases and “mc” case type for miscellaneous cases.

Open a Civil Case

Office I Concord 'I Case tvpe |cv = | Case number
Date filed 2/7/2008

Lead case nnmherl

Association t_‘fpel consolidated 'l

Other court name I

Other court number I

™ Related cases

MNext Clear I
Figure 12

The information you enter on the next screen (see Figure 13) will be obtained
from the Civil Cover Sheet. The system will verify the accuracy of combinations
entered on this screen. If an invalid combination is used, an error will display.
You cannot continue until you enter a valid combination.
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Jurisdiction, Cause of action, Nature of
suit, and Origin — Enter information from
Civil Cover Sheet

0pen a Civil Case FRIIIIIIKKKKKKKKKKKKKKK
Citizenship of Plaintiff: Enter only if case
Jurisdiction | 3 (Federal Question) - is a diversity case and you selected “4
Cause of action I 0 (No cause code entered) = (Diversity) under Jurisdiction.
Nature ofsui [0 zro) 1 Citizenship of Defendant: Enter only if
Origin IW (Original Proceeding) j Diversity case.
Citizenship plaintift | B e : -
Citrenshin defend Jury Demand — Enter information if
i | [ requested in complaint in accordance
Jury demand | n (None) | Class action |n ~ Demand (3000) with LR 38.1
Arhitration code I | County I Belknap -
Fee status Ipdl\'pa\dj j Fee date ITZ]E/ZDD? Date transfer Class Action, Demand, and Arbitration
Code: Leave blank
Next Clear
County: See instructions on previous
. page.
Figure 13

Fee status — See instructions on
previous page.

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

. . Date transfer: Leave blank.
Entering the Parties =eReIEnsieL. Seave lal

You will then start adding the parties in the case. 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 Oil Corp., the party should be entered as Doe Oil Corp. not as
Doe Oil Corporation. 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.

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. You must enter at least
two letters in this field to search for a party name. (See Figure 14.)

Click the bullet next to “Plaintiff” if adding a plaintiff, “Defendant” if adding a

defendant, and Other for other party types. By clicking the bullet, the appropriate
role type will display on the party information screen when adding your party.

—
EE F Civil b Criminal - Query Reports ~ Utilities Search

Open a Civil Case

Search for a party ( ** Plaintiff " Defendant ¢ Any)

[Business Name |Dc|e E\'lme I Middle }:amr-l

Figure 14

After clicking the search button, the system will look for any matches to your
party name entry. The results will display in a new window as shown in Figure
15. If a match is found, scroll down the list of names to search for the party to
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your case. If you find a name that exactly matches the party in your case, select
the name and click [Select name from list]. If a match is not found, or the party
does not appear in the list,” you will create a new party by clicking [Create new

party].

Search for a party

Last/Business Name I First Name I Middle :\',mel
Search | Clear |

[Party search results
Doe, Corrine ﬂ
Doe, Father
Doe_J
2. James

Doe, Jam b

Select name from list | Create new party | h

Figure £5

On the party information screen, you will add the parties on the case. See the
section of this user manual entitled Add/Create a New Party for complete
instructions on entering information on the party information screen.

After entering the party information, click [Submit]. This will retun you to the
party search screen (Figure 14), which will allow you to search for and add
another party

Once you have entered all the parties to your case, click [End Party Selection]
on the party information screen. (See Figure 16.)

Open a Civil Case

Search for a party (  Plaintiff © Defendant © Any)

Last/Business Name | First Name I Middle Namel
Search | Clearl

~ End party selection ‘I)

Figure 16

Your new case number and Docket Lead Event will be displayed as shown in
Figure 17. 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. C—

Docket Lead Event?

Figure 17
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Select the Type of Document to File

A drop-down menu will appear to select your case opening event. (See Figure
18). All case opening events 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.

Complaints and Other Initiating Documents
| |

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

-

Countercld®
Crossclaim

us Case - New Case

Motion to Vacate Sentence 2255 - New Case

Naotice of Removal - New Case

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

Petition to Enforce IRS Summons - New Case

Third Party Complaint =l

Selected Events (click to remove events)

ICompIaint- Mew Case

MNext | Clear |
Figure 18

After selecting your event, 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.

Select the party filing the complaint. (See Figure 19). If there is more than one
filer, select the names while pressing down the Control key.

Select the filer.

Select the Party:

Add/Create Wew Party

Mext | Clear |
Figure 19

You will then associate yourself with the filing party in the case. (See Figure 20).
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.
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STEP 1: Check box on left if vou wish to be attorney of record. If box not
checked, yon will NOT receive e-nofices in case.

I STEP 2: Check NOTICE hox to receive future e-nofices.

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

¥ Doe Oil Company (ptypla) represented by AdamsG3 (aty) [7 Lead M Notice

Figure 20

Select the party or parties that the complaint is against. (See Figure 21). Select
more than one party by holding the Control key while selecting the party or select
the bullet next to All Defendants.

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:

Add/Create New Partv

Doe Qil Compa
_ones Chemicals

& No Group
" All Defendants

Mext | Clear |

Figure 21

By clicking [Next] you will see a screen that lists what should be attached to your
case initiating document and instructs you not to file motions, disclosure
statements, or other pleadings at this time. (See Figure 22). Immediately after
filing your case initiating document, motions, including motions to proceed in
forma pauperis, disclosure statements, or other documents may be filed using
the appropriate event in ECF.

On this same screen, you will attach your complaint or other case initiating
document.

The following will explain how you will first attach the complaint, and then how
you will submit as separate attachments exhibits to the complaint followed by the
civil cover sheet, summons or waiver of service.

Note: Itis imperative that you attach an electronic copy of the actual pleading
when prompted by the system. Each document that you intend to file MUST be in
PDF format with a .pdf extension. Otherwise, ECF will not accept the document.
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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 von would like 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 Orher Documenrs/Disclosure Sraremenr event immediately after

filing yvour Complaint.

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

Select the pdf document (for example: C199cv501-21 pdf).

Filename

I Browse... |

_Attachments to Docament: = No © Yes %
Mext Clear I

Figure 22

In order to locate the PDF version of your complaint or other case initiating
document, click the [Browse] button.

Navigate to the appropriate directory and file name to select the PDF document
you wish to file, in this example, the complaint. Highlight the file to upload to
ECF. (See Figure 23).

Note: In order to verify that you have selected the correct document, left mouse
click on the document to highlight the file name, right click on the highlighted file

name to open a quick menu and left click on [open]. Adobe Acrobat or Acrobat
Reader will launch and open the PDF document that you selected. You should

view it to verify that is the correct document.
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File Upload | _?lzl
Look jn: I {3 Court Filings :] 4o ¥ B3~

. E_] ~$STEP.doc ﬂ 1coversheet, pdf E attorney
@ 03cv37motion. pdf @ 1exhibits, pdf I bankrupts
History m 03cv37motion-endo. pdf m tmemo.pdf @Bkappeal:
- - @mcvlﬂledsoe Objection.pdf ﬂ 1Mation. pdf ﬂBkappeal:
9 '@ O4cv1Brady Dismiss.pdf E 1objection, pdf ; checks.w
Desktop E 04cv1Brady Memo.pdf E retsve.pdf I chaddl.w
‘EI E D4cvicmp.pdf m 1summons. pdf I Civil Ever
Yo L O4leave.wpd anﬂﬂl pdf L Civil Ever
e ol TR 1affidavit. pdf I 304401.wpd I Civil Orde
= m 1Answer ,pdf I apptens! (#174).wpd I Civil Orde
E I attorney Admissions.wpd @CivilCas.c
My Network P... (i 8 T [ ]
File name: |1 complaint. pdf LI
Files of type: | All Files ~| Cancel |

v

Figure 23

Note: After verifying it's the correct document and you have closed the PDF,
ensure that the highlighted file name appears in the File name field as depicted in
Figure 23.

If it's the correct document, close the PDF document and click on the [Open]
button from the screen depicted above. ECF closes the File Upload screen and
inserts the PDF file name in the Filename box next to the [Browse] button.

As you have other documents to file along with your initial pleading (e.g. exhibits,
civil cover sheet, summons or waiver of service, etc.), you must click on the
[Yes] radio button to the right of the “Attachments to Document” option (see
Figure 22). For specific instructions on how to file attachments, see the section
entitled “Adding Attachments and Exhibits.”

The next screen will ask several questions about whether you are making a jury
demand and whether you are filing certain case types. (See Figure 24). If the
answer to any of the questions is “yes”, place a “y” in the box and click [Next].
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s

If the answer to any of the questions below is ves,’please enter a v in the box, otherwise leave blank.

Does this Complaint include a jury demand .’|

IIs this an ERISA ca:.e”.’l—

Is this an S5A case?l—

Is this an IDEA ca:.e”.’l—

Is this a Government Forfeiture case?l—

Mext | Clear |
Figure 24

Internet Credit Card or ACH Debit Account Payment Using CM/ECF

The next screen asks whether you will be filing an In Forma Pauperis Motion
after opening your new civil action or whether you are a US Government Attorney
(see Figure 25). If so, enter a “y” in the box. If you do not enter a “y” on the box,
you will proceed to the Internet credit card payment screens. Click on the [Next]
button.

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

Will you be filing a motion to proceed in forma pauperis or are you a US Government Attorney Y/N7 |
Next Clear
Figure 25

The next screen simply notes the applicable filing fee (see Figure 26). Click on
the [Next] button.

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

[Fee: $350

Mext | Clear |
Figure 26

The next two screens call for the filer's credit card or ACH debit account
information. The top of the payment information screen is used for entering ACH
debit account information as shown in Figure 27 and the bottom half of the
screen is used for entering credit card information as shown in Figure 28. The
fields marked with asterisks are required fields. For an ACH debit transaction,
enter your account type, routing number, and account number and click
[Continue with ACH Payment]. Note on the credit card section, the account
holder name and billing address defaults to the user attorney’s name and
address but may be changed. Enter the card type, card number, security code (3
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digit number that generally appears on the back of a credit card in the account
holder signature box) and expiration date and click [Continue with Plastic Card
Payment].

System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to vour originating application
Step 1: Enter Payment Information 1
This item is payable by Bank Account Debit (ACH) or Plastic Card {ex: VISA. Mastercard. American Express. Diners Club.
Discaover)

Option 1: Pay Via Bank Account (ACH) About ACH Debit
Required fields are indicated with a red asterisk *

Account Holder Name:IAdamSG3 *

Payment Amount: $350.00

Account Type: Iﬁ *
Routing Number:l *
Account Number:l *

Confirm Account Numher:l *
Check Number:l

Routing Number Account Number Check Mumber

doapquerail: lsaLseeragol laasdl

Payment Date: 02/08/2008

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

Mote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted

and nanas hainn Inadad incarracths Plaaca usa tha linke nrnvidad whanavar noecihla

Figure 27

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

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

Account Holder Name: IDanieI Lynch| *

Payment Amount: $350.00
Billing Address: [55 PleasantSteet | *
Billing Address 2:]
cy:

State / Province:l ------ d
Zip / Postal Code: [03301-3341 k
*
CUUI’“W:I United States j

Card Type:l :I' - VA @
Card Number:l ¥ (Gard mumber val
Security Cnde:l *

Expiration Date: l_;l * -"I :I' *

Select the "Continue with Plastic Card Payment"” button to continue to the next step in the Plastic Card Payment Process.
Continue with Plastic Card Payment | Cancel

elp finding your security code

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

Figure 28

The filer will next see a payment screen (see Figure 29). The filer can enter an
email address to receive a transaction confirmation. Note that there is just one
required field—the box indicating that the user authorizes the charge to the credit
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card. Once the required field is checked, click on the [Submit Payment] button
and you will be allowed to finish your electronic filing.

WARNING: If you abort this filing after clicking on [Submit Payment], you will
nontheless be billed for the credit card transaction. Additionally, if you hit the
[Back] button and again proceed through the credit card screens and click on the
[Submit Payment] button a second time, you will be billed for multiple
transactions. If you are overbilled for any reason, please refer to the court’s
Standing Order on Refund of Fees Electronically Paid, which can be located by
selecting “Opinions/Orders” on the left navigation bar on the court’s website and
then selecting the “Standing Orders” link.

Online Payment Return to your originating application
Step 2: Authorize Payment 2
Payment Summary  Edit this information

I Address Information Account Information Payment Infermation
Account Holder Danisl Lynch Card Type: Master Card Payment Amount: $350.00
Name: Card Number: 5100 Transaction Date 03/21/2007 15:29
55 Pleasant Street, Expiration Date: 5 f 2015 and Time: EDT

Billing Address: Room 110

Billing Address
2:

City:

State / Province:

Zip / Postal 033013941
Code:

Country: USA
Email Confirmation Receipt
To have a confirmation sent to you upon cormpletion of this transaction, provide an email address and confirmation below.

Email Address: bﬂlﬁlldem@ comcast et

| Confirm Email Address{ [financialdept@comcastnet 3

avyeremaillicomeast. net
Separpte meltiple enall aodmesses with 2

SO

cC:

Authorization and Disclosure

. . . . . &
Required fields are indicated with a red asterisk

| autharize & charge to my card account for the above amount in accordance with my card issuer agrefment. ™ *

Press the "Submit Payment” Button only once. Pressing the button mare than once could result in msltiple transa
Submit Fayment Cancel

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

Figure 29

ECF next displays a warning message, telling the filer to continue through the
next set of screens or the document will not be filed on the court’s electronic
docket (see Figure 30). Click on the [Next] button.
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Complaints and Other Initiating Documents
1:07-cv-03013 Doe Qil Company v. Jones Chemicals, Inc.

INOTICE: PLEASE CONTINUE PROCESSING YOUR ELECTRONIC FILING IN CM/ECF. If you stop here, your
ipleading will NOT be filed with the court. Press NEXT to continue.

NE)dI Clearl
Figure 30

The next screen will ask if you have any conventionally filed documents. If you
have documents you are filing conventionally, place a “y” in the box.

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

lAre there any conventionally filed (mailed, hand-delivered) documents or bulky/physical exhibits to this pleading?

If ves, enter a v in the box, otherwise leave blank'.l

Mext I Clear I
Figure 31

Submit Document for Filing

A new window appears with the complete text for the docket entry (see Figure
32).

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):

M:IWINAPPS\WPDOCS'DAILY\Gail's Folder' Demo Docs'Doe Ol Doe Oil Complaint pdf  pages: 1
M:IWINAPPS\WPDOCS'DAILY\Gail's Folder' Demo Docs'Doe Oil\js44-CivilCoverSheet.pdf  pages: 2 %
M:IWINAPPS'WPDOCS\DAILY\Gail's Folder' Demo Docs'Doe Ofl Summons.pdf  pages: 2

Clear
Figure 32

This screen displays the docket text that will appear with your submission. Click
on the [Next] button to file the document.

Once the clerk's office receives your complaint or other case initiating document,
a judge will be assigned.
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Summons/Waiver of Service

As noted previously, the Filing User must file a completed summons or waiver of
service form in PDF format as an attachment to the complaint, amended
complaint or third party complaint. These forms are available in a fillable PDF
format on the court’s web site.

If a summons was submitted, the clerk’s office will return to counsel a signed and
sealed summons for service of process by mail and make a docket entry
“Summons/Waiver Issued.” Case opening complaints or petitions may not be
served electronically and must be served in accordance with Fed. R. Civ. P. 4.

Filing Pleadings in ECF

For purposes of demonstrating the electronic filing process and the ECF screens, the
following describes the process for filing a Civil Motion in ECF. The process is
similar for filing other pleadings in ECF. After successfully logging into ECF, follow
these steps to file a pleading.

Select the Case Type

Select [Civil] from the Blue Main Menu Bar (see Figure 33) at the top of the ECF
screen. You have the option of using the cascading menus or continuing to use
the existing static menus.

Using the cascading menu option and selecting Motions and Related
Filings/Motions will bypass the events option screen and bring you directly to
the first screen for filing your motion.

i wEm e tmm et e MR < mme e MEE e MEZ| 4. MRS RSO M M e e Mmoo

Criminal Query Reports Utilities Search Logout

-

PETPS Case L
Initial Pleadings and Service *
Motions and Related Filings Motions

Other Filings :I bjections, Responses and Replies

_ S0 e N\
Figure 33

Select the Type of Document to File

Select Civil from the Blue Main Menu Bar at the top of the ECF screen (see
Figure 33). You may select Motion and Related Filings/Motion from the
cascading menu or select [Civil] on the blue menu bar which will bring you to the
Civil Events window displaying all of the events from which you may choose for
your filing (see Figure 34).
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Civil Events

Open a Case Other Filings
New Case (Attorney Filing) Notices
Trial Documents
Initial Pleadings and Service Appeal Documents

Complaints and Other Initiating Documents ~ Other Documents
Service of Process

Answers to Complaints
Other Answers

Motions and Related Filings
Motions
Objections, msponses and Replies

Figure 34

From the Civil Events window, click on Motions, under Motions and Related
Filings in Figure 34 and the screen depicted in Figure 35 appears.

]
Motions

Start typing to find an event.
\Available Events (click to select events)

Affirm Decision of Commissioner
Amend

Appear Pro Hac Vice

Appoint Counsel

Appoint Expert

Appoint Guardian/Attorney ad Litem

Appoint Receiver %
Approve Consent Decree

Attachment Petition - With Notice

Attachment Petition - Withaut Natice - Court Use

Attomney Fees

Bifurcate

Bill of Costs

Bond

Certificate of Appealability Rd|

Selected Events (click to remove events)

|
M Clear |

Figure 35

The Motions screen appears and displays a motions selection field with a scroll
bar next to it (see Figure 35). Scroll through the menu until you find the type of
motion you wish to file or type the first few letters of the motion type you wish to
file and a list of events will appear to select the appropriate motion type as shown
in Figure 36. If the type of motion you are filing is not listed, you may select
Miscellaneous Relief and text in the type of motion.
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|Moﬁons

dis
Ava

Click vour selection. or use arrows to highlight it and press Enter.
e Events (click to select events)

Discovery
Dismiss
Disqualify
Selected Events (click to remove events)

Mext I Clear I
Figure 36

Note: As motions are selected, they are listed in the Selected Events box. Be
sure to check this box before continuing. If you selected a motion that you are not

filing, click the motion event in the Selected Events box and it will be removed
from the box.

For demonstration purposes, we will file a motion to dismiss. Highlight Dismiss
and click on [Next] (see Figure 37).

|Moﬁons

Start typing to find another event.
lAvailable Events (click to select events)

Default Judgment |
Deposit Funds

Disclosure

Discove;

Disqualify J

ERISA Defendants Motion for Judgment

ERISA Plaintiffs Motion for Judgment

Enforce Settlement

Ex Parte Motion - Court Use

Exceed

Exclude

Excuse

Expedite [}S

Extend Seal - Court use |
Selected Events (click to remowve events)
| Dismiss

Mext I Clear I

Figure 37
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Enter the Case Number

A new Motions screen opens with a Case Number field (see Figure 38). Enter
the number of the case for which you are filing a motion and click [Find This
Case].

Motions

Civil Case Number

Jacv1 Find This Case |
MNext | Clear | %
Figure 38

If the number is entered incorrectly, click the [Clear] button to re-enter the case
number, then click the [Next] button.

The case number can be entered in different formats.

a) If the entire case number is known it may be entered in the format
<case year><case type><case number> (i.e. 04cvl) (see Figure 38)
where:

Case Type = cv-civil cases
ds-designated cases
mc-miscellaneous cases
cr-criminal cases
md-multidistrict case
mj-magistrate cases
po-petty offense cases

b) Enter the <case year>-<case number> (i.e. 04-1) (see Figure 39).
The system may identify more than one case with that number (see
Figure 40). Select the appropriate case by clicking on the box next to the
case number.

Motions

Case Number

||:|4‘1 9912345, 1.9%-cv-12345, 1-99-cv-12345, 99cv12345, or 1. 990v]12345

M ext | Clear |

Figure 39

District of New Hampshire 41 ECF User Manual



Motions

Civil Case Number

|4.1 Hide Case List |

Select a case:
7 1:04-cv-00001-PB Bledsoe v. Brady
7 1:04-mc-00001-JM USA v. Blevens Construction

[{ext | Clear |
Figure 40

If ECF indicates that you entered an invalid case number, click on the [Back]
button to re-enter. When the case number is correct, click on the [Next] button.

Select the Defendant (in criminal cases only)

Very Important: If there is more than one defendant in the case, the system will
display a Select Defendant screen (see Figure 41). Select the defendant for
whom the document applies. The defendant for whom the document applies
may not necessarily be the same as the filer of the document. For example, in a
multi-defendant case, the government may file a motion for a psychiatric
examination as to one of the defendants.

Motions

Criminal Case Number

|7-cr-3 Hide Case List |
Select a case:
[31:07-cr-00003-SM USA v. Smith =
7 1:07-cr-00003-SM-1 Mrs. Smith
[ 1:07-cr-00003-SM-2 Robert Smith

Next | Clear I
Figure 41

Click in the appropriate box(es) and then click on the [Next] button.

Select the Party(s) Filing the Document

Highlight the name of the party or parties filing the motion (see Figure 42). If you
represent all defendants or all plaintiffs you may select the entire group by
holding down the Ctrl key while pointing and clicking on each party.
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Motions

1:04-cw-00001-2h Bledsoe w. Brady

Select the filer.

Select the Party:

|»

LAddiCreate IMew Party

RI=F Clear |

Figure 42

After highlighting the party(s) filing the motion, click on the [Next] button.

Note: If your party does not appear, see the section in this manual entitled
“Add/Create New Party.”

Additionally, if you have never filed an appearance or electronic document in the
case, the system will ask you to create an association between the Filing User
and party filer selected. For specific instructions on how to properly create this
association, see the section entitled “Attorney/Party Association.”

Assented to Motion

The screen that next appears asks you two questions (see Figure 43). If this is
an assented to motion, enter a “y” in the first box; otherwise leave it blank. If
you are conventionally filing any exhibits as authorized by the Administrative
Procedures Governing ECF (excluding sealed exhibits), enter a “y” in the second
box; otherwise leave it blank. Then click on the [Next] button.

Motions
1:04-cv-00001-5M Eledsoe v. Brady

If motion 1s FULLY assented to enter a y mn the box, otherwise leave blank

(Are there any conventionally filed (mailed, hand-delivered) documents or bullcy/physical exhibits to this pleading? If

ves, enter a y m the box, otherwise leave blank |

RI=F Clear |

Figure 43
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Select the PDF Document to be Filed

ECF next displays a field for locating and entering the PDF version of the
document you are filing (see Figure 44).

Note: It is imperative that you attach an electronic copy of the actual pleading
when prompted by the system. Each document that you intend to file MUST be in
PDF format with a .pdf extension. Otherwise, ECF will not accept the document.

Motions
1:04-cv-00001-5M Eledsoe v. Brady

=elect the pdf document (for example; CA199cv301-21.pdD).

Filename
I Browse. . |

Attachments to Document: * Mo © Yes

ext Clear |

Figure 44

Click on the [Browse] button.

If necessary, change the Files of type from:

Filez of type: HT kL = ktm, = ktml]
to:
Files of type:

or:  Acrobat(*.pdf)

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

Highlight the file to upload to ECF (see Figure 45).

Note: In order to verify that you have selected the correct document, left mouse
click on the document to highlight the file name, right click on the highlighted file
name to open a quick menu and left click on [open]. Adobe Acrobat or Acrobat
Reader will launch and open the PDF document that you selected. You should

view it to verify that is the correct document.
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20
Look in: | ‘3 Coutt Filings ~| « @® ek E-
E 03cv37motion. pdf E imemo.pdf
m03cv3?m0tiun-endo.pdf m 1Motion. pdf
IEU‘I»c'wrlBlv;-,cl«J-:ne Objection.pdf m 1objection. pdf
i04cv1Brady Dismiss.pdf @ 1retsve,pdf
'@Mclerady Memo.pdf '@ 1surmmons. pdf
'Eﬂﬂvlcmp.pdf an%ﬂl pdf
'E; 1 affidavit. pdf @Bkappeals.pdf
'@ 1answer .pdf '@MJSTARUpdate.pdf
'@ 1complaint.pdf @NE UserGuide. pdf
- & '@ 1coversheet, pdf EPAMDuser.pdf
= m 1exhibits, pdf
My Network P...
N\
File name: |U4cv1 Brady Dismiss.pdf ;l |S Open A
Files of type: IAII Files :] Cancel
A

Figure 45

Note: After verifying it's the correct document and you have closed the PDF,
ensure that the highlighted file name appears in the File name field as depicted in
the figure above. The court suggests you choose a nhame for the document file that
indicates the case number and document title.

If it's the correct document, close the PDF document and click on the [Open]
button depicted in Figure 45. ECF closes the File Upload screen and inserts the

PDF file name and location in the “Filename” field depicted below (see Figure
46).

Motions
1:04-cv-00001-5M Bledsoe v, Brady

Select the pdf document (for example: CA19%9cv501-21 pdf).

Filename

I\CDurtFiIings‘-,D4w1BradyDismiss.pdf Erowse...

Attachments to Document: © 1o @
[lext I Clear I

Figure 46
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If there are no attachments to the motion, click on [Next]. If you have
Attachments to your motion, you will select [Yes] in Figure 46 and then click on
[Next]. Refer to the section on the next page entitled “Adding Attachments and
Exhibits.”

Submitting Documents Exceeding 3 MB

ECF will not allow you to attach a document over the 3 MB size and will
display the following error message if you do (see Figure 47). Click on the
[Back] button and resubmit the document in separate PDF documents of less
than 3 MB. Name the attachment segments as described under the section
entitled “How to Add Attachments and Exhibits to Documents.” If the PDF
exceeds 10 MB, the document should be submitted on a compact disk rather
than electronically through ECF. For instructions on how to determine the
size of a document, see the section entitled “ECF Will Only Accept
Documents That Do Not Exceed 3 MB.”

Motions
1:.04-cy-00001-5M Bledsoe v. Brady

[EEROE: The file you are about to upload exceeds the 3 megabytes as outlined in the A drmumstrative Procedures. Please consult
the User Guide for directions on how to properly submit documents exceeding 3 megabytes.

Back |

Figure 47

Failure to Select PDF Document

In the event you selected and highlighted a file that is not in PDF format, ECF
will display the error message depicted in Figure 48 after you click on the
[Next] button.

Motions
1:04-cw-00001-5M Eledsoe v. Erady

EEE.CE: Document is not a well-formed PDF document (ho firther infonmation is avatlable),

Back |

Figure 48
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ECF will not permit you to submit a document that is not in PDF format. Click
on the [Back] button, and ECF will return to the “Browse” screen so you can
select and highlight the PDF document and proceed.

Failure to Select a Document to File

If you fail to select a document to file with your pleading, ECF will display the
error message depicted below (see Figure 49).

[JavaScript Application] 1 X|

Mote: You have not selected a document,

Figure 49

If you click [OK] from the screen depicted above ECF will return you to the
“Browse” screen. You cannot proceed without attaching a PDF document.

Adding Attachments and Exhibit

Unless otherwise provided in the ECF Administrative Procedures, all documents
referenced as an exhibit or attachment to a motion or other pleading (“main
document”) shall be electronically filed in a converted text searchable format
unless the filer has only a paper copy of the document, in which case it may be
submitted in a scanned PDF format. If a pleading that is the subject of a motion
for leave to file is submitted as an attachment to the motion, the proposed
pleading must also contain the “/s/ Typed Name” (i.e. Amended Complaint
attached to the Motion to Amend).

Each referenced exhibit must be filed as a separate PDF attachment, shall
be individually numbered/lettered, and must have a short description of the
document in the “Description” field (which should not exceed 5 words).
Multiple exhibits may not be batched or combined into one PDF document
and submitted as one attachment.

How to Add Attachments and Exhibits to Documents

For demonstration purposes, assume the filer is submitting a motion for summary
judgment, an accompanying memorandum of law, and three exhibits including an
affidavit that itself has two subexhibits and one exhibit (a video) that must be filed
conventionally.

District of New Hampshire 47 ECF User Manual



If you selected the [Yes] radio button to the right of the “Attachment to
Documents” option (see Figure 46) when submitting the main document or
pleading, a new screen appears (see Figure 50).

Motions
1:04-cv-00001-5M Bledsoe v. Brady

Select one or more attachments.
13 Enter the pdf docutnent that containg attachment (for example: Clappendiz. pdf)

Filename

I Browse

2) Select a document category and enter the exhibit mumber/letter and a short 5 word description in the description field.
Category Description

| =l
2) Add the filename to the lst box below. If you have more attachments, go back to Step 1 When the lst of filenames is
cotnplete, click on the Next button.

Adld to List
Remuve from List

Flgure 50

This screen is used to attach all of the remaining documents. Pursuant to AP
2.3(e), your first attachment should be the memorandum of law in support of the
motion for summary judgment. After attaching the memorandum of law at the
browse screen as shown in Figure 50, you would select “Memorandum of Law”
from the “Category” drop down menu and would enter nothing in the
“Description” field unless needed to better describe the memorandum of law (see
Figure 51). After completing the “Category” and “Description” if necessary, you

would click on “Add to List” to complete the attachment of the Memorandum of
Law.

Motions
1:04-cv-00001-5M Bledsoe v. Brady

Select one or more attachments.

1% Enter the pdf document that contans attachment (for example: Clappendiz pdf)

Filename

I Browse

2) Select a document category and enter the exhibit munberfletter and a short 5 word description in the description field.
Category Description

:Append\x list box below. If you have more attachments, go back to Step 1. When the list of filenames iz

| Attachrnentto Exhibit button.

Civil Cover Sheet
Exhibit

Exchibit {Afficlawvit)
Mermarandurn of Law
Proposed Order
SummaonsAaiver

et

Figure 51
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Next you would need to attach the three exhibits, including the affidavit that itself
has two exhibits. In our example, Exhibit 1 is a contract, Exhibit 2 is the affidavit
having two exhibits (which are both letters addressed to the affiant), and Exhibit 3
is a video that must be filed conventionally.

After attaching the contract at the browse screen as shown in Figure 51, you
would select “Exhibit” from the “Category” drop down menu and would enter the
number “1-Contract” in the “Description” field. Once completed, click on “Add to
List.”

Note: If your exhibit or attachment doesn’t match one of the selections in the
“Type” field, leave that field blank and describe the document in the “Description”
field box.

Next you would attach the affidavit and its two subexhibits. After attaching the
affidavit at the browse screen as shown in Figure 51, you would select “Exhibit
(Affidavit)” from the “Category” drop down menu and would enter the number “2-
Ted Johnson” in the “Description” field. Once completed, click on “Add to List.”

Now you would attach the two subexhibits (two letters) to the affidavit. After
attaching the first letter at the browse screen as shown in Figure 51, you would
select “Attachment to Exhibit” from the “Category” drop down menu and would
enter the number “2-A Letter Dated April 1, 2002” in the “Description” field. Once
completed, click on “Add to List.”

Next you would attach the second subexhibit (i.e. second letter) to the affidavit.
You would attach in the same manner as used for the first letter, except after
selecting “Attachment to Exhibit” from the “Category” drop down menu, you
would enter the number “2-B Letter Dated May 1, 2002” in the “Description” field.
Once completed, click on “Add to List.”

Finally you would attach the third exhibit, which is a video that must be filed
conventionally. After attaching the “Notice of Conventional Filing” (a fillable PDF
form on the web site) at the browse screen as shown in Figure 51, you would
select “Exhibit” from the “Category” drop down menu and would enter the number
“3-Notice of Conventional Filing” in the “Description” field. Once completed, click
on “Add to List.”

After adding all of the desired PDF documents as attachments, click on [Next]
and continue with your event.

NOTE: After the pleading is electronically filed, persons attempting to access the
pleading will see the screen below. Thus, by entering exhibits using the
suggested method, ECF creates a usable and understandable table of contents
for users.
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Select the document you wish to view.

Part Description

fain Document & pages
2 Ifemorandum of Law 3 pages
El Esthibit 1-Contract 1 page
4 Ezxhibit (Affidawvit) 2-Ted Johnson 2 pages
] Attachment to Exhibit 2- 4 Letter Dated April 1, 2002 2 pages
& Attachiment to Exhibit 2-B Letter Dated Iay 1, 2002 2 pages
7 Extubit 3-IMotice of Conventional Filing 2 pages

Figure 52

More Than 20 Attachments

When filing a document having more than 20 attachments, you should file the
main document along with any accompanying memorandum of law and the first
20 attachments using the appropriate event. After receiving the Notice of
Electronic Filing for this first submission, continue filing the next 20 exhibits or
attachments using the Exhibit event. Continue this process until all of your
exhibits are filed. Below are step-by-step instructions explaining how you would
submit pleadings having more than 20 exhibits.

First, as noted above, after receiving the Notice of Electronic Filing for the first
submission containing the first 20 exhibits/attachments, continue filing the next
20 attachments (or remaining attachments, if less than 20) using the Exhibit
event, which can be located by selecting Other Documents under the heading
“Other Filings.” When you get to the main document browse screen, browse out
and attach the next sequential attachment (e.g. exhibit 21) as the main
document, select the [Yes] radio button to attach additional exhibits/attachments
and then click [Next]. (Figure 53). NOTE: Remember that at this point the
motion, memorandum of law and the first 20 exhibits/attachments have already
been filed with the court—you should not file them again as part of this
submission.

Select the pdf document (for example: C:\199cv501-21 pdf).
Filename

IM:W‘."lNAPPSW‘IPDOCSRDNLY‘LGGH'SF Browse. .
Attachments to Document: © -@
Next Clear |

Figure 53
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Continue attaching the remaining attachments (but again do not exceed 20 per
submission), describing and numbering each as previously discussed in the
section entitled Adding Attachments and Exhibits.

After attaching your exhibits/attachments, the system displays a screen to allow
you to link the attachments to the previously filed entry containing your pleading
and first set of attachments. Put a check in the box and select [Next].

The next screen will display the docket text for this filing and contains a free form
text field. (Figure 54). In the free form text box next to the right of the word
“Exhibit,” type the exhibit or attachment number and description for the
attachment that was attached as the main document and click [Next]. (see
Figure 54).

Docket Text: Modify as Appropriate.

xhibit ItZ'I - Phane Bill dated 11/1/201 to [3] MOTION to Dismiss by Tom Brady.
(Attachmenfs: xhibi - Phone Bill dated 12/1/2006, # (2) Exhibit 23 - Training
Schedule #1, # (3) Exhibit 24 - Training Schedule #2, # (4) Exhibit 25 - Training Schedule
#3, # (5) Exhibit 26 - Parking Photo) (Adams, Gail)

MNext Clear |

Figure 54

NOTE: If the second filing contains 20 attachments, and you have more to file,
follow this same procedure until all of the attachments are filed with the court.

Follow up Deadline

After selecting your PDF document, the follow up deadline screen appears (see
Figure 55) unless it is an assented to motion where you put a “y” in the
appropriate box on a previous screen (see Figure 43).

Motions
1.04-cv-00001-5M Bledsoe v, Brady

IATTENTION: The Follow Up Deadline is for Court Use Only and should not be relied upon as an accurate computation
of the response date.

[Follow Up Deadline

03/16/2004

Clear |
Figure 55
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You cannot change the follow up deadline. As stated on the screen: The follow
up deadline is for Court Use Only and should not be relied upon as an
accurate computation of the response date.

Click on the [Next] button.

Modify Docket Text

The following screen determines the text that will appear on the docket sheet
(see Figure 56).

Click on the drop down arrow to add any appropriate modifier to the motion (i.e.
“partially assented to,” “ amended,” etc.) or leave the field blank.

Motions
1:04-cv-00001-5M Eledsoe v. Brady

Docket Text: Modify as Appropriate.

| MOTION to Dismiss | filed by Tom
Brady Follow up on Objection on 4/15/2007. (Attachments: , # (1} Memorandum of Law)
(Lynch-USA, Daniel)

RI=F | Clear |

Figure 56

Click in the open text box to type additional text for the description of the
document (i.e. add for a motion to dismiss “counts Il and V") or leave the field
blank.

Submit Document for Filing

After entering any additional docket text above, click on the [Next] button. A new
window appears with the complete text for the docket entry (see Figure 57).

Motions
1:.04-cw-00001-Sh Bledsoe v, Brady

Docket Text: Final Text
MOTION to Dismiss filed by Tom Brady Follow up on Objection on 4/15/2007.
(Attachments:, # (1) Memorandum of Law){Lynch-USA, Daniel)

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

Clear |

Figure 57
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Review the docket text. If you need to modify data, click the [Back] button on
the browser toolbar to find the screen you wish to modify.

If the docket text on the above screen is correct, click on the [Next] button to file
the document.

Note: The screen depicted in Figure 54 contains the following warning:

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

At any time prior to this step, you can abort the ECF filing or return to previous
screens by: (a) clicking on any hyperlink on the Blue Main Menu Bar to abort the
current transaction, or (b) clicking on the Web Browser [Back] button until you
return to the desired screen. Note that clicking on the [Clear] button does not
abort the transaction.

Notice of Electronic Filing

After a document is electronically filed, ECF will electronically transmit the Notice
of Electronic Filing (NEF) to the Filing User and users of record who have
registered as ECF Filing Users. The NEF displays the names and addresses of
individuals who will and will not be electronically notified of the filing (see Figure
58).

The screen depicted below provides confirmation that ECF has registered your
transaction and the document is now an official court record. It also displays the
date and time of your transaction and the number that was assigned to your
document.

NOTE: If you click on the case number or document number hyperlink on the
Notice of Electronic Filing screen, you will be asked to enter your PACER login
and password and you will be chaged a fee. Your free version of the document
is contained in the email naotification of filing that you will receive in your personal
email box.
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U.S. Distriet Court
District of New Hampshire

Motice of Electrome Filing

PLEASE NOTE: Attorneys who have registered for Electrome Case Filing (ECF) will recerve an e-mail copy of these
Motices in their cases when any case actiwty occurs, regardless of whether the case 1z designated for ECF or not. Unless
vour case 15 designated for Electronic Case Filing, all hypetlinked orders are for informational purposes only and the official
record 15 the signed paper version of the document on file in the I

The following transaction was recewved from cm, entered qn 60672005 at 9:55 AN ED'Y and filed on 6/6/2005

Case Name: Bledsoe v Brady
Case Number: 1.04-cv-1

Daocket Text:
MWOTION to Appomnt Recewer filed by Drew Bledsoe. Follow up on Objection on 6/26/2005 {cm, )

1:04-cv-1 Notice will he electronically mailed to:
Larry P. Beetle  cathy_macewan@nhd uscourts. gov
Daniel J. Lynch  dartel ynch@nhd uscourts. gov
1:04-cw-1 Motice will be delivered by other means to:
Fandall P. MWackurphy

Sweet & Machlurphy, PLLC

98 North Rd
Deerfield, IMH 02037

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

Figure 58

As the NEF represents your electronic file stamp, you may want to copy it to a file
on your computer hard-drive or retain a hard copy in your personal files.

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

e Click [File] on the browser menu bar, and choose Save As... from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Attorneys of record and other recipients in their ECF accounts who receive email
notification of an electronic filing, including the filer, will receive one “free look” at
the document. To access the document, the recipeint should click on the
associated hyperlinked document number embedded in the NEF. At this point
you can copy the document to your hard-drive for future access or print the
document for your pleading book. Subsequent retrieval of the case docket sheet
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or documents from ECF must be made through your PACER account and is
subject to regular PACER fees.

In social security and civil asset forfeiture cases, only attorneys of record can
receive documents via the NEF. Individuals who receive electronic notification of
a filing in a social security or civil asset forfeiture case are permitted one “free
look” at the document by clicking on the associated hyperlinked document
number embedded in the NEF. Clicking on the link will prompt the user to enter
first their ECF login and password, to confirm their status as attorney of record,
and then their PACER login and password. Once this authentication has been
completed, the document will be displayed.

Mail Paper Copies of Pleading to any Non-Registered Party

The Notice of Electronic Filing (NEF) also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the filer's
responsibility to serve hard copies of the pleading to attorneys and pro se
litigants who are not registered for electronic notification.

Filing an Answer in ECF

In addition to the screens depicted in the previous section “Filing Documents in
ECF,” this section will show you the additional screens that appear when filing an
Answer in ECF.

Click on Answers to Complaints in the Initial Pleadings and Service section for
an answer to any complaint except an answer to a Notice of Removal, 2254
Habeas Petition, Designated Case or Counterclaim, which are under Other
Answers.

The system will display the Case Number screen for you to enter the case number.
Enter the correct case number and then click the [Next] button.

The system will next display the Select the Party screen (see Figure 59). Highlight
the party who is filing the answer, then click the [Next] button.
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Answers to Complaints

1:04-cw-00001-3M Bledsoe v. Brady

Select the filer.
Select the Party:

Bledsoe, Drew [Plaintif] ~| Add/Create MNew Party

‘Brady. Tam [Defenda I'IT:

T et Clear |

Figure 59
Attorney/Party Association

If you have not previously filed an appearance in the case, the system will display
the Attorney/Party Association screen (see Figure 60).

Answers to Complaints
1.04-cv-00001-5M Bledsoe v. Brady

The following attorneviparty associations do not exst for this case,

STEP 1: Check the box(es) on the far left side of the screen to establish the filing atborney as an
attorney of record. IEvou do not check this box, vou will not receive e-mail notices in the case,
STEP 2: The NMOTICE boz(es) must remaim checked if the filing attorney wants to recetve

electronic (e-mail) notice of future filings in this case.

OPTIONAL: To designate the filing attorney as lead counsel for this caze, check the LEAD box(es).

[iTom Brady (ptydft) represented by Daniel Lynch (aty) [ Lead M Notice

[t Clear |

Figure 60

In this case Tom Brady is represented by Daniel Lynch. By clicking in the box to
the left of the party’s name an association between the party and attorney will be
created in the system and you are effectively entering an appearance in the
case. The box next to the “Notice” designation is checked by default; you
must leave this checked if you want to receive email notices of future
filings in the case. By clicking in the box next to the “Lead” designation, your
name will appear as lead counsel on the docket sheet. After making the
association, click on the [Next] button.

The system will then display the Complaint selection screen (see Figure 61).
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Answers to Complaints
1:04-cv-00001-5M Bledsoe v. Brady

Include Date # Docket Text
[ 01/03/2004 1 COMPLATNT against Tor Brady with Jury Demand { Filing fee § 150 receipt
number 48798) filed by Drew Bledsoe (Lynch, Daniel)
[N et Clear |

Figure 61

This screen lists all complaints and claims. On this screen you tell the system the
complaint to which this answer is in response. To link this answer to the complaint,
click the check box next to the complaint, then click the [Next] button.

As shown in the previous section entitled Select the PDF Document to be Filed,
the system will then display the Select the PDF Document screen for you to submit
your PDF document. After verifying it's the correct document and attaching it to the
event, click on [Next] and continue with your event.

Answers with Additional Claims
The system will display a screen (see Figure 62) on which you should indicate

whether the answer includes a counterclaim, cross-claim, or third party
complaint.

Answers to Complaints
1:04-cw-00001-5M Bledsoe v, Brady

[iDoes this filing include a counterclaim 7 (If yes, click on the box)
" Does this filing nclide a eross-claim 7 (If yes, click on the box)

™ Does this filing inclide a third-party complaint? (If ves, click on the box)

M e | Clear |

Figure 62

If the answer contains or includes a counterclaim, cross-claim, or third party
complaint, click in the check box next to that type of document and click on
[Next]. The system will then display a screen for you to select the party(s) in the
case against whom this claim is being filed. If filing a third party complaint, you
will need to add the third party defendant to the case. For information on how to
add a party to the case, see the section entitled Add/Create a New Party. If the
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answer does not contain or include any of these types of claims, leave the check
boxes unchecked and click on the [Next] button.

For this demonstration, we will include a counterclaim with this answer. So we
click in the counterclaim check box and the system displays a screen for you to
select the party against whom the counterclaim is filed (see Figure 63).

Answers to Complaints
1:04-cv-00001-5SM Bledsoe v Brady

ounter Party Complaint

Select from the following list the party(s) against whom you are filing this Counterclaitn .

Select the Party: OR  Select a Group:

Bledsoe, Drew AddiCreate INew Party
Brady, Tom [Defendant] & Mo Group
Al Defendants
 All Plamtiffs
" All Parties
M Clear |
Figure 63

The counterclaim is against the plaintiff, so we click on the plaintiff's name and
click the [Next] button.

Jury Demand
The system will then ask whether the answer includes a jury demand (see Figure

64). If it does, enter a “y” in the box; otherwise you would leave it blank. Then
click on the [Next] button.

Answers to Complaints
1:04-cy-00001-5 Bledsoe v. Brady

Dloes this Answer mnclude a jury demand YJ'N'?I

T et Clear |
Figure 64

The system will display the Modify Docket Text and then the Submit Document for
Filing screens as shown in previous sections.
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Add/Create a New Party

Any time you attempt to file a document in ECF, a screen will appear asking you to
select the party (i.e. your client) filing the document (see Figure 62). In some
instances, your client may not yet be entered into the case and, thus, is not available
for seletion in the list of parties. This most commonly occurs when a non-party seeks
to file a motion in a case, such as a motion to quash or a motion to file an amicus
brief. In some instances ECF will ask you to select the party against whom you are
filing the document, such as when you are filing a third party complaint, and the party
also may not appear in the list for selection.

Motions

1:04-cw-00001-511 Bledsce w. Brady

& (AddiCreate MNew Party

Select the filer.
Select the Party:

4] et Clear |

Figure 65

In those rare instances you may need to add a party to the ECF system. If the party
you represent is not listed in the “Select a Party” screen, click on Add/Create New
Party (see Figure 65). The screen depicted in Figure 66 will appear.

Search for a party ( © Plaintiff © Defendant © Any)

Last/Business Name I First Name I Middle _\'amel

Prisoner ID I
End party selection | L
Figure 66

Before adding any party, you must search for the party name to see if your party is
already in the ECF system. Type the first few letters of the party’s last name or the
first few letters of the company name in the box in Figure 66 and click [Search].

If a match is found, ECF will display a list of party names. If the name of the party
you represent appears in the list, click on it and then click [Select name from list].
If a match is not found, or your party does not appear in the list, click [Create new
party].
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ECF will display the Party Information screen (see Figure 67).

Criminal + Query Reports Utilities
Party Information
Last name IDDE First name IJDhn
Middle name lAi Generation I Title I
Role | Defendant (ditpty) ‘| Prose Iﬂ
Prisoner Id | Office |
Unit | Address 1 |
Address 2 | Address 3 |
City [ Stae [  Zp[
County | j Country l—
Phone l— Fax l—
E-mail |
Party text |
Start date [er26/2004
Submit | Cancel I Clear I
e & N2 B3 || =
Figure 67

On this screen enter date in the following fields only and leave all other fields blank:
Last Name; First Name; Middle Name; Generation; and Role.

When entering party information, please comply with the following:
If party is a/an:

Company: Enter the entire company name in the Last Name field.

e Individual: Fill out the Last Name, First Name, Middle Name and
Generation (i.e. Jr., Sr., lll) fields as appropriate.

e Parties should be entered in the manner in which they are captioned on the
document being filed.

e County or City: Enter in the Last Name field the COUNTY or CITY first (i.e.
Concord, City of or Merrimack County, etc.).

e State: Use the two letter abbreviation (i.e., NH Attorney General, MA
Department of Motor Vehicles, etc.).

o Federal: Use US and full name of agency (i.e. US Internal Revenue Service,
US Small Business Administration, etc.).

e Role: Choose the appropriate Role from the drop down list. (Note: The
Role field defaults to “Defendant”—change to different role if appropriate).

After entering the party information, click on [Submit].
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Linking Documents

Some pleadings such as an Addendum, Memorandum, or various other documents
should be “linked” to their related documents in the case. When filing these
documents you will be presented with a screen similar to the one depicted in Figure
68:

Other Documents
1:04-cv-00001-5SM Bledsoe v. Brady

To select document addendun relates to: check the box: Skould the documerni you are filing link to anather
ocument in this case?

If known, enter the date filed or enter the document nunber, then click on Next

" Should the document you are filing link to another document in this case?

File-tll to I
D-:-cmm-ntsl to I
RI=F | Clear |

Figure 68

To link the document you are currently filing to a previously filed document, check
the box in front of “Should the document you are filing link to another document
in the case?” and click [Next]. If you know the date the document was filed you can
fill in the “Filed” boxes or, if you know the document number, you can fill in the
“Documents” boxes to narrow your search.

Metons

1:04-cv-00001-5M Eledsoe v. Brady

\Selact the apprapriate event(s) to which your event relates:

M 01/0%/2004 1 COMPLATNT against Tom Brady with Jury Demand ( Filing fee § 150 receipt
mumber 48798} filed by Drew Bledsoe. (Lynch, Damel)

[T 02f24/2004 2 MOTION to Dismiss filed by Tom Brady. Follow up on 3/15/2004 {Attachments:
# (1) Memorandum of Law,)(Lynch, Daniel)

[T 02/24/2004 3 OBIECTION to [2] MOTION to Dismiss re Statufe of Limitations filed by
Dyew Bledseoe. (Attachments: # (1) Memorandum of Law; )(Lynch, Daniel)

WV 02/25/2004 4 MOTION to Dismiss filed by Tom Brady. Follow up on 3/16/2004 {Attachments:
# (1) Memorandum of Law, # (2) Exhibit 110 acEwan, Cathy2)

Mt Clear |

Figure 69
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You are now presented with a list of documents to link to (see Figure 69). Click in
the box next to the document to be linked and a checkmark will appear (in this
instance we want to file an addendum to the second motion to dismiss). After
selecting the appropriate document, click the [Next] button. This appropriately links
the documents.

Objection & Cross Motion

You cannot combine a motion and an objection in one event (i.e. objection to motion
for summary judgment and cross motion for summary judgment). They need to be
added to ECF separately.

Normally you should always include the memorandum of law and supporting
documentation attached to the main pleading (e.g. motion or objection). The only
time you can file the memorandum of law and supporting documentation as a
separate document is when the memo and attachment relate to both an objection
and motion.

After the objection and cross-motion are filed, file the memo and attachments by
using the event Memorandum to Motion and/or Objection under the heading

Objections, Responses and Replies and link to both the objection and cross-
motion. The memorandum will be the main document.

Pro Hac Vice Motions

Motions to appear pro hac vice have a filing fee and, as a result, may be filed either
on paper or electronically using the ECF credit card or ACH debit account payment
module. If you do not want to pay by credit card or ACH debit account over the
internet, then you must file the pro hac vice motion in paper.

NOTE: If filing electronically, please note the following. First, the pro hac vice
motion should not be filed electroncially with the complaint. Rather, once a new case
is opened, the filer may electronically submit the pro hac vice motion. Second, note
that due to the limitations of the CM/ECF system, the filer must submit a separate
motion for each attorney whose admission is sought pro hac vice and may not
request the admission of multiple attorneys in one submission.

To file electronically, select the event Appear Pro Hac Vice under the heading
Motions. After you browse and add the motion and affidavit in support, you will be
asked to enter the name of the attorney appearing pro hac vice. When you enter the
attorney’s name it is for docket text purposes only. The attorney will be added to the
case by clerk’s office staff. During the filing process, the internet credit card payment
screens will appear. For instructions on how to complete those screens, please see
the section entitled Internet Credit Card or ACH debit Payment Using CM/ECF.
Once you have submitted payment, you will continue processing your electronic filing
in CM/ECF.

Unless the pro hac vice attorney has already received an ECF login and password
for the District of New Hampshire CM/ECF system, the Administrative Procedures for
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ECF require they obtain one. If the pro hac vice attorney is not yet registered, we
recommend they register online after the motion is granted by the court. For
information on the registration process and procedure, please refer to the section
entitled Eligibility, Registration and Passwords.

Motions for Leave to File

When filing a Motion for Leave to File any particular document, you should attached
the document you are seeking leave to file as an attachment to the Motion For Leave
to File. If the motion is granted, the court’s order will instruct you to refile the
pleading attached to the Motion for Leave to File using the appropriate event in
CM/ECF. For example, if the court granted a Motion for Leave to File an Amended
Complaint, filer would refile the Amended Complaint using the Amended Complaint
event under Complaints and Other Initiating Documents.
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SPECIAL FILING REQUIREMENTS AND EXCEPTIONS

Signatures

Attorneys. The Filing User’s login and password required to submit documents to
the ECF system shall serve as that user’s signature for purposes of Fed.R.Civ.P.11
and for all other purposes under the Federal Rules of Civil Procedure and the Local
Rules of this court. All electronically filed documents must include a signature block
and must set forth the attorney’s name, address, telephone number, bar registration
number and e-mail address. The name of the ECF user under whose login and
password the document is submitted must be preceded by a “/s/ Typed Name” and
typed in the space where the signature would otherwise appear. The Filing User’s
bar number shall immediately follow the attorney’s typed name in the signature
section.

Filing for Another Attorney. An attorney/Filing User may use their ECF login and
password to file for another attorney/Filing User from the same firm; but an attorney
may not use their ECF login and password to electronically file documents for an
attorney who has not registered to obtain an ECF login and password. The ECF
Administrative Procedures require that the name of the ECF user under whose login
and password the document is submitted must be preceded by a “/s/” and typed in
the space where the signature would otherwise appear. Thus, if Attorney A uses
their own ECF login and password to file a document in a case for Attorney B, who is
also a Filing User, the “/s/ Typed Name” block should contain Attorney A’s name.
For example, the “/s/” line would read “/s/ Attorney A for”, with Attorney B’s name
appearing below the signature line.

Multiple Signatures. The filer of any document requiring more than one signature
(e.g. pleadings filed by visiting lawyers, stipulations, joint status reports) must list
thereon all the names of other signatories by means of a “/s/ Typed Name” block for
each. By submitting such a document, the filing attorney certifies that each of the
other signatories has expressly agreed to the form and substance of the document
and that the filing attorney has their actual authority to submit the document
electronically. A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures must file an objection to
the document within ten (10) days of the date on the Notice of Electronic Filing
(NEF).

Affidavits/Other Non-Filing User Signatures. All affidavits and non-Filing User
signature documents, including the signature of a notary or other jurat, shall be filed
in an electronically converted PDF format and shall contain a “/s/ Typed Name” block
indicating that the paper document bears an original signature. Preexisting
documents shall be filed in a scanned PDF format.

Retention Requirement. Documents that are electronically filed and contain original
signatures other than that of the Filing User, as well as consents to file under ECF
Administrative Procedure 2.7(b)(2), shall be maintained in paper form by the Filing
User until three (3) years after the date of filing or until the conclusion of all appeals
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in the case, whichever date is later. Upon request of the court or any party, a Filing
User must make the original executed documents available for inspection.

Attachments and Non-Trial Exhibits

As stated previously, Filing Users may submit a scanned image PDF document only
if the document cannot be electronically converted by PDF. As pleadings should
always be electronically converted from the word processing original, typically the
only documents that might be scanned in a case would be attachments or exhibits to
a motion or other pleading. If you do not have a scanner, please note that the court
has a public scanner for your use.

Unless otherwise provided herein, all documents referenced as exhibits or
attachments to a motion or other pleading (“main document”) shall be electronically
filed in a converted or scanned PDF format.

Each exhibit or attachment to the main document shall be filed as a separate
attachment to the main document, shall be individually numbered/lettered and shall
include a short description not to exceed 5 words. If attachments include more than
one exhibit, the Filing User need not submit a separate table of contents or index as
otherwise required by LR 5.1(a)(2) as the documents will be separately hyperlinked
and indexed in the ECF system.

A Filing User may submit as attachments and non-trial exhibits only those excerpts
of the referenced documents that are directly germane to the matter under
consideration by the court. Excerpted material must be clearly and prominently
identified as such. Filing Users must promptly provide excerpted documents in full to
any party making such a request. Responding parties may timely file additional
excerpts, or the complete document, if they believe these additional submissions are
directly germane. The court may require the parties to file additional excerpts or the
complete document.

You may be required to file some attachments and non-trial exhibits on paper. For
example, attachments and non-trial exhibits that cannot reasonably be filed in an
electronically converted or scanned PDF format, such as bulky attachments, physical
exhibits, demonstrative evidence, and video or audiotapes, may be conventionally
filed. If the filer does submit attachments on paper, the Filing User shall
electronically file a Notice of Conventional Filing on a form prescribed by the clerk’s
office in the place where the attachment or exhibit would have been submitted
electronically as an attachment to the main document. The main document shall be
deemed filed upon the issuance of the Notice of Electronic Filing (NEF), provided
that the conventionally submitted matters are filed and served within 72 hours. If an
attachment or exhibit is conventionally filed, the document will be maintained and
available for inspection in paper format in the clerk’s office and will not be added to
the court’s electronic docket. The Notice of Conventional Filing Form is available in
a fillable PDF format on the “Frequently Used Forms section of the court’s website
and a sample is attached to this user manual.
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Depositions

Deposition transcripts shall be filed as an electronically converted PDF from the word
processing original or ASCII disk unless the Filing User has only a paper copy of the
document, in which case a scanned PDF may be filed.

Deadlines

Filing documents electronically does not in any way alter any filing deadlines. All
electronic transmissions of documents must be completed prior to midnight local time
in order to be considered timely filed that day. Where a specific time of day deadline
is set by court order or stipulation, the electronic filing must be completed by that
time.

Counsel should not rely on any “Reply” or “Follow Up” Deadlines noted on the court’s
docket as this is for Court Use Only and should not be relied upon as an accurate
computation of the response date. Similarly, if a deadline is established in a written
court order, counsel are cautioned not to rely on deadlines within a docket entry but
should refer to the underlying PDF order to determine the appropriate deadline date.

Proposed Orders, Court Orders and Judgments

Proposed orders shall be submitted in a converted PDF format, not a scanned PDF
format, and shall be clearly captioned as a “Proposed Order.” All proposed orders
must be either attached as a separate attachment to a motion or stipulation, or
contained within the body of a stipulation. A proposed order may not be submitted
as a separate docket entry in ECF unless so ordered by the court.

A judge, or court clerks if appropriate, may issue orders by a text-only entry upon the
docket. In such cases, no PDF document will issue; the text-only entry shall
constitute the court's only order on the matter and the parties will receive a system
generated NEF.

Redaction of Personal Identifiers
To address the privacy concerns created by Internet access to court documents,
unless otherwise ordered by the court, Fed. R. Civ. P. 5.2 and Fed. R. Crim P. 49.1
require the filing attorney to refrain from including, or to partially redact where
inclusion is necessary, the following personal identifiers from all filings with the court:

1) Social security numbers: Use of the last four numbers only;

2) Minors' names: Use of the minor’s initials only;

3) Dates of birth: Use of the year of birth only;
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4) Financial account numbers: Identify the type of account and the financial
institution, but use only the last four numbers of the account number; and

5) In criminal cases, home addresses must also be redacted.

It is not the responsibility of the clerk’s office to review each document to determine if
pleadings have been modified and are in proper form.

Service of Documents by Electronic Means

Whenever a pleading or other document is filed electronically, the ECF system will
automatically generate and send a Notice of Electronic Filing (NEF) to the Filing User
and registered users of record. The NEF, which will also be maintained on the
court’s docket, shall serve as the court's date/time stamp and proof of filing.

Transmission of the NEF to registered users who are counsel of record in a case
shall constitute service of the filed document and is deemed to satisfy the
requirements of Fed. R. Civ. P. 5(b)(2)(D) and 77(d) and Fed. R. Crim. P. 49(b). By
registering as a participant in the court's ECF system, a registered user consents to
electronic service of all electronically filed documents in ECF cases. Pursuant to
Fed. R. Civ. P. 5(b)(2), service is complete upon transmission.

Attorneys and pro se litigants who are not Filing Users must be served with a paper
copy of any electronically filed pleading or other document in accordance with the
provisions of Fed. R. Civ. P. 5. Pursuant to Fed. R. Civ. P. 5(b)(3), a Filing User
who learns that electronic service through the court’s transmission facilities did not
reach the person to be served must serve the document in an alternative manner
approved by Rule 5. Note that LR 5.1(d) prohibits filing and service of pleadings by
facsimile transmission.

Pursuant to Fed. R. Civ. P. 6(d), service by electronic means shall be treated the
same as service by mail for the purpose of adding three (3) days to the prescribed
period to respond.

Case opening complaints or petitions may not be served electronically and must be
served in accordance with Fed. R. Civ. P. 4.

Certificate of Service

Pursuant to Fed. R. Civ. P. 5(d) and LR 5.1(d), all documents filed using the ECF
system must still include a certificate of service. The certificate of service must
identify the manner and date on which service on each party was accomplished
and should be included on the final page of the main document.
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Sample Certificate of Service

CERTIFICATE OF SERVICE

I hereby certify that the <Title of Document> was served on the following
persons on this date and in the manner specified herein: Electronically Served
Through ECF: <Names of Filing Users>; Conventionally Served: <Name and
Address of Non-Filing Users>.

Date: [Insert Date] /s/ [Insert Name of Password Registrant]
[Insert Name of Password Registrant]
Bar No. [xxxx]
[Law Firm Name]
[Address]
[City, State, Zip Code]
Phone: [(XXX) XXX-XXXX]

E-mail: [XxXx@xxx.xxx]

Conventionally Filed Documents

Unless otherwise provided in the ECF Administrative Procedures, the clerk’s office
will scan and insert on the court’s electronic docket all non-sealed conventionally
filed documents listed:

Criminal:

¢ Return of Service Documents
Documents Signed by Defendants
Violations of Supervised Release/Probation
Exhibit Lists
Jury Verdicts/Questions
CJA 20 Appointments

Civil/Miscellaneous Cases:
e Administrative Inspection Warrants
e Exhibit Lists
e Jury Verdicts/Questions

Unless otherwise provided in the ECF Administrative Procedures, the clerk’s office
will not scan and insert the following documents into the court’s public electronic
docket:

District of New Hampshire 68 ECF User Manual



Criminal:
e Grand Jury Matters
e CJA Vouchers and Supporting Materials
¢ Juvenile Matters

Civil/Miscellaneous Cases:
e Administrative Records
Habeas Corpus Rule 5 Materials
Mediation Documents
Letters Rogatory
Objection to Assignment to Magistrate Judge

State Court Records

The certified copy of the state court record in removal actions shall be scanned and
filed electronically. Pursuant to LR 81.1(c), the state court record must be filed within
ten (10) days of the filing of the notice of removal.

Sealed Cases and Documents

Sealed Cases

Documents in sealed cases shall be conventionally filed.
Sealed Documents in Public Cases

If an entire submission, which includes the main document and any accompanying
memorandum of law and attachments/exhibits, is sought to be filed under seal, the
entire submission shall be conventionally filed. AP 3.3(b)(1). No Notice of
Conventional filing should be electronically filed in this circumstance. Id. The filer
must also contemporaneously provide the court with a 3.5 floppy or compact disk of
the main document and any accompanying memorandum of law or exhibits as
separate documents in PDF format, which shall be named and organized in a
manner that clearly identifies each document. |d.

If the filing contains both sealed and unsealed documents, the submission shall be
electronically filed and a Notice of Conventional Filing shall be inserted in the place
where the sealed document(s) would otherwise have appeared on the electronic
docket. AP 3.3(b)(2). The documents sought to be sealed shall be conventionally
filed within 72 hours of the electronic submission and contemporaneously produced
on a 3.5 floppy or compact disk as separate documents in PDF format, which shall
be named and organized in a manner that clearly identifies each document. Id.
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Motions to Seal

All motions to seal should be conventionally filed. AP 3.3 (c).

Ex Parte Documents

All ex parte pleadings shall be conventionally filed. Ex parte pleadings will be
scanned and added to the public docket contemporaneously with the entry of the
court’s order on the ex parte request.

Trial Exhibits/Exhibits Lists

All trial exhibits and exhibit lists shall be conventionally filed in accordance with LR
83.13. The clerk’s office will scan and insert into the court’s electronic docket only
the final exhibit list and not the trial exhibits.
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FILING ERRORS/SYSTEM FAILURES

Documents Filed in Error

Should you make an error when submitting an electronic filing, the ECF system does
not permit you to change a misfiled document or incorrect docket entry after the
transaction has been accepted. Nor should you attempt to refile the document
unless necessary to satisfy a filing deadline. Instead, to request a correction, you
should telephone the ECF Help Desk as soon as the error is discovered. You will
need to provide the case and document number for the document requiring
correction. If appropriate, the court will make an entry indicating that the document
was filed in error. You will be advised if you need to re-file the document.

If resubmission is required to satisfy a filing deadline, you may refile the document.
In the docket text of the new entry add the following text: “(Replaces document no.
##.)" - except in the case of a wrong case number. You will still need to immediately
inform the ECF Help Desk.

Technical/Systems Failures
ECF Technical Failure

A technical failure is deemed to have occurred when the court’'s ECF site cannot
accept filings continuously or intermittently over the course of any period of time
greater than one hour after 12:00 pm (noon) on a given day. A Filing User
experiencing a technical failure may conventionally file the document if
accompanied by a declaration attesting to the Filing User’s attempts to timely file
the document using ECF. Under these circumstances a Filing User must serve
the document in any alternative manner permitted by the Federal Rules of
Civil/Criminal Procedure. A Filing User also shall immediately report a technical
failure to the ECF Help Desk. A sample “Declaration That Party Was Unable to
File In A Timely Manner Due to Technical Failure Or User Systems Failure” form
is attached to this user manual and is available in a fillable PDF format on the
“Frequently Used Forms” section of the court’s website.

If a Filing User misses a filing deadline due to an inability to file electronically as
a result of a technical failure, such a failure shall constitute a condition rendering
the office of the clerk of court inaccessible within the meaning of Federal Rule of
Civil Procedure 6 and Federal Rule of Criminal Procedure 45. In such
circumstances, the Filing User may electronically or conventionally file the
document, accompanied by a declaration stating the reasons for missing the
deadline, no later than 12:00 noon of the first day on which the court is open for
business following the original filing deadline. Jurisdictional deadlines, however,
cannot be extended by the court for any reason and the Filing User is
responsible to ensure that a document is timely filed to comply with a
jurisdictional deadline.
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Filing User’s Systems Failure

A problem with the Filing User’s systems or equipment shall not constitute a
technical failure nor excuse an untimely filing. In such circumstance, however, a
Filing User may file the document conventionally with a declaration explaining
how the systems failure precluded filing in ECF. A sample “Declaration That
Party Was Unable to File In A Timely Manner Due to Technical Failure Or User
Systems Failure” form is attached to this user manual and is available in a fillable
PDF format on the “Frequently Used Forms section of the court’s website.
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QUERY FEATURE

In order to run a Query, you must first log in using your PACER login and password.
Once you have logged in, click on the Query option on the blue menu bar. The
screen shown in Figure 70 will appear.

NOTE: If you are counsel of record in a social security and would like to access the
electronic docket for a case, you would first enter counsel of records ECF login and
password, click on the Query option on the blue menu bar, and then enter your
PACER login and password when prompted. If you are counsel of record in an
Asset Forfeiture case filed before 12/1/2008, you would follow the same procedure
as outlined above for viewing social security cases. Because PACER access to
these types of cases is limited to counsel of record, entering the attorney’s ECF login
and password first allows the system to recognize the attorney as a person entitled
to access the docket sheet. Asset forfeiture cases filed after 12/1/2008 are available
to all PACER users.

Query

Search Clues
Case Number |1-D4-w—1 (Examples: 99-500, 1:39cv500)

or search by
Case Status: ¢ QOpen € Closed Al
Filed Date | to |

Last Entry Date I tol

. 0(zero) :’
Mature of Sut |41 (Insurance)
! 120 (Contract: Marine) =

or search by
Case Status: O QOpen € Closed Al

Last Mame I (Examples: Desoto, Des™)

| First Marme I Middle Marne I
Type | [~

Fiun Query | Clear |

Figure 70

After you enter your case humber in the Case Number field, you will see the screen
depicted in Figure 71.

District of New Hampshire 73 ECF User Manual



Query
Alias
Associated Cases
Attornev
Case Summary
Deadlines/Hearings...
Docket Report ...
Filers
Party
Related Transactions_ .
View a Document %

Figure 71

Below is an explaination of the information accessible from some of the links shown
in Figure 71.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as shown in

Figure 72.
Criminal ~ Reports ~ Utilities ~ Search

Docket Sheet
Case number{

 Filed I ‘“I

" Entered

Documents I to I
Include: Document options:
¥ Parties and counsel ¥ Include headers when displaying PDF documents
¥ Terminated parties ™ View multiple documents
™ List of member cases [~ Create Appendix

™ Links to Notices of Electronic Filing Format:

& HTML (mpaginated)
" PDF (paginated)
Sort by | Oldest date first -

wn Heport | Clear | [~ Make these options my default.

Figure 72

Filed/Entered Fields: You may limit the events included in the report to those filed or
entered between a specified start date and an end date, inclusive. If you enter only a
start date, the report will include events filed or entered on or after that date. If you
enter only an end date, the report will include events filed or entered on or before
that date. If you leave these fields blank, the report will show all events regardless of
filed or entered date, depending on other entries on this screen.

Document Field: If you enter numbers in this field, the events displayed will be
limited to those with document numbers between those numbers, inclusive. The
system will not display unnumbered events. If you enter only a beginning range
number, the report will include documents with that number or higher. If you enter
only an ending range number, the report will include documents with that number or
lower. If you leave these fields blank, the report will show all documents and events
regardless of document number, depending on other entries on this screen.
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You have the option to Include terminated parties in the case caption.

If you leave Include list of parties and counsel checked, the docket sheet will
include the names of the parties, along with their roles and attorneys. If you uncheck
this box, the report will include only the heading and the docketed events.

If you check Include list of member cases, you will see any member or related
case numbers.

If you check the box Include PDF headers, electronic documents that you open will
contain a header listing the case number, the document number and the date the
document was filed.

The next line is the Sort by field. This lets you specify the order in which the events
listed on the report will appear.

After you have selected the parameters for your report, click on the [Run Report]
button. The first section of the docket sheet report contains the court, case number,
basic case information, the parties, their roles, and their attorneys. The second
section lists the docketed events in the case (see Figure 73).

Date Filed # Docket Text

0140272004

=

NOTICE OF EEMOVAT wath Jury Demand from WMemmack County Supenor Court,
case mmber 03-C-660, ( Filing fee § 150, receipt number 024715) filed by Pro Con
Incorporated. Answer due by 1/22/2004. State Court Record due by 1/12/2004 (jeb, )
(Entered: 01/07/2004)

Figure 73

The document numbers in the middle column are hyperlinks to PDF files of the
actual documents.

By selecting Creating Appendix attorneys can create an addendum or appendices
to an appeal brief filed in the First Circuit. Attorneys can select documents for
aggregation into a single PDF file to create an addendum or appendices to appeal
briefs.

View a Document

The View a Document link allows you to by-pass the docket sheet (and avoid the
PACER fees associated with accessing the docket sheet) and to directly access a
specific document in the case. To use this feature, you must know the document
number for the document you would like to access.

After clicking on the View a Document link, you will see the screen shown in Figure
74).
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View Document

Case Number
1:04-cw-00001-EFPM Bernter v. Pro Con Incorporated

Document ||

Fun Feport | Clear |

Figure 74

Enter the document number of the document you would like to access in the
Document field and click [Run Report].

Deadlines/Hearings

The Deadlines/Hearings link produces a screen that allows you to query the
database by various means to obtain hearing and other scheduled deadlines. When
you click on Deadlines/Hearings ECF opens the screen depicted in Figure 75:

Deadlines/Hearings

Sort hyl Dug/Set j
| I~
| [~

¥ Pending deadlinesfhearings
™ Terminate dfsatisified deadlines/hearings

Fun Queny | Clear

Figure 75

Click on [Run Query] to display the Deadlines/Hearings information screen (see
Figure 76).
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1:04-cv-00044-JD Comelius v. Material Installations Co.
Jozeph & DiClenco Jr, presiding
Date filed: 02/06/2004 Date of last filing: 02/26/2004

Deadlines/Hearings
Doc. . . Event . .
No. Deadline/Hearing Filed Due/Set | Satisfied | Terminated
@ Anewer Deadline | 02/26/2004 | 03/29/2004
1 B Answer Deadline | 02/06/2004 | 02/26/2004 D2/26/2004
1 3 State Court Record | 02/06/2004 | 02/17/2004 02/12f2004
Figure 76

If you click on a hyperlinked document number, ECF will display the actual document
that created the deadline.

If you click on the “silver ball” to the left of the event, ECF will display additional
information on the filing.

Related Transactions
This function allows you to find all documents related to a specific document (i.e., a

motion and the subsequent objections, replies, orders, etc.). When you click on
Related Transactions the screen as shown in Figure 77 appears.

Related Transactions

Filed I to I
Documents I to I
Document type I—;,
¥ Pending
[ Terminated
Sort h}'l Filed Date j

Fun Query | Clear |

Figure 77

To narrow your search, you can enter a variety of different criteria. You can limit by
the filing date, document number, document type, and whether it's a pending or
terminated document. Then you can sort by Filed Date, Entered Date, or Document
Number. In this example, we want to see all documents related to a Motion to
Dismiss, which is document number 312. Once you have selected your parameters,
click on the [Run Query] button and the screen depicted in Figure 78 will appear.
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1:04-cv-00001-RPM Eernier v. Pro Con Incorporated
Eandall P. Machlurphy, presiding
Date filed: 01/02/2004 Date of last filing: 03/28/2007

Related Transactions

Note: Bach selecied transaction in this case is shown below in a box with any ather iransactions to
which it is related.

Doc. No. Event Name Event Filed Teqf:::n:ed
312 & Motion to Dismiss 030142007
1213 Uhiection to Motion 03/09/2007
314 Motice of Intent to Eeply 031272007
215 Eeply to Objection to MMotion 0371572007

| Docket Report ...

Figure 78

Again, the document numbers are hyperlinks to PDF files of the actual documents.
Place your pointer on the silver button next to the document number and click to
display additional information on the listed filings. If you click on the Docket Report
link, the system will take you back to the Docket Sheet screen shown in Figure 72.

Other Query Options

Below is a short description of the remainder of the Query options available in
CM/ECF.

Associated Cases will list any case associations i.e., other court information,
lead/member cases, or related cases.

Attorney will list the attorneys, their addresses and phone number, and who they
represent.

Case Summary will list basic case information: criminal: county, date
filed/terminated, parties, citation, flags, etc. civil: county, date filed/terminated,
parties, cause code, nature of suit, disposition, etc.

Filers will list the filers in the case and if you click on their name will list the
documents that party filed.

Party will list the parties in the case.
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REPORTS FEATURE

The Reports feature of ECF provides the user with several report options. After

clicking on Reports on the Blue Main Menu Bar, ECF opens the Reports screen (see
Figure 79).

Reports

Docket Sheet Civil Reports Crvil and Criminal Reports
Cral Cases Docket Activity
Sinitten Crpinions

Cronmal Reports

Crirminal Cases

Figure 79

Note: If you are logged in using your ECF login and password when you click on
Reports, at some point ECF will ask you to enter your PACER login and password.

Docket Sheet

Click on the Docket Sheet the Docket Sheet report query window below will open
(see Figure 80).

ZECF  ow-  comma- - v
S F civil Criminal Reports Utilities Search

Logout
Docket Sheet

Case numbet{

 Filed I
" Entered

Documents I to I

Include: Document options:
¥ Parties and counsel ¥ Include headers when displaying PDF documents
¥ Termmnated parties ™ View multiple documents
I List of member cases ™ Create Appendix
I Links to Notices of Electronic Filing F .
ormat:

tol

& HTML (unpaginated)
" PDF (paginated)
Sort by | Oldest date first -

t | Clear | ™ Make these options my default.

Figure 80

Enter the case number for your docket sheet in the Case Number field. Select
parameters for the remainder of the data entry fields, which are more fully described
under “Docket Report” in the “Query” section, and click on the [Run Report] button.
ECF will display a full docket sheet for the case you selected. If you do not need a
complete docket sheet, you can narrow the query using the date filed/entered fields.
ECF also offers various sorting options from the Docket Sheet query screen.

Attorneys can create an addendum or appendices to an appeal brief filed in the First
Circuit by selecting Create Appendix. Attorneys can select documents for
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aggregation into a single PDF file to create an addendum or appendices to appeal
briefs.

Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to
locate cases electronically filed within a specific date range, or by Nature of Suit and

Cause Code. When you click on the Civil Cases hyperlink, ECF displays the screen
shown in Figure 81.

Civil Cases Report

You will be billed for the total number of pages. If you want to run a report for a single case, you can use the
Cuery Menu or the Docket Report.

Office - Case «| Nature
Concord Attorney - |0(zera)
ty f st
— YPE il < 7110 (nsurance)

Cause | -
0 (No cause code entered)

‘ Warning: This report is not subject to the 30 page billing cap.

02:0431 (02:431 Fed. Election..) ;l
Case j ¥
AN
flag: Open
2% | ADMIN-CLOSED o !
i - - Terminal :hgt{s}l cases
2,47 r
Closed
cases
Filed [3/21/2007 to [3/28/2007
I Sort hyl Case Number 7| | | | =

OQutput Format  © Formatted Display
" Data Only
Fun Report | Clear

i:igure 81

Enter the range of case filing dates for your report and select a Nature of Suit or
Cause Code, if you wish to narrow your search. For Output Format select the radio
button next to Formatted Display if you would like the data in a readable table format;
select Data Only if you only want text. When you are finished entering your report

criteria, click on the [Run Report] button and a Civil Cases Report will appear (see
Figure 82).

NOTE: This report is not subject to the PACER 30 page billing cap and you will be
billed based on the actual number of pages accessed by this query.
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Civil Cases Report

U.S. District Cowrt -- District of New Hampshire
Filed Report Period: 1/21/2005 - 2/1/2005

Case Number/ Days
Ca: ate: - s
Title “ase Dates Pending Notes

1:05-cw-00010-FPB Case filad: 02/01/2005 785 Clarise: 42:1983 Crvil Rights Act

Macek v. Ohlinger MOS: 550 Prisoner: Covil Rights
Office: Concord
FPresider: Paul Barbadoro
Jury demand: None

Figure 82

The far-left column of the Civil Cases Report contains hyperlinked case numbers. If
you click on a particular case number, ECF opens the Docket Sheet report window
from which you can retrieve the docket sheet for the selected case. Follow the
instructions in the previous section for a Docket Sheet report.

Criminal Cases Report

The Criminal Cases report provides you with the flexibility to query the ECF database
to locate cases electronically filed within a specific date range, or by Case flags.
When you click on the Criminal Cases hyperlink, ECF displays a query screen as
depicted in Figure 83.

Criminal Cases Report

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

Office - Case types ~| Case -
Concord Criminal flags |AOMIN
- Grand Jury = =" |ADMIN-CLOSED =|

Filed [3/21/2007  to [3/28/2007
Terminal digit(s) I 2,47 ¥ Pending defendants

" Termnated defendants
[~ Fugitive defendants
¥ Non-Fugitive defendants

Sort byl Case Number 7| | | I =

@ Formatted Display
" Data Only

I RunRepDrtl Clearl

Chatput Format

Figure 83
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Enter the range of case filing dates for your report and select a Case type, if you
wish to narrow your search. For Output Format select the radio button next to
Formatted Display if you would like the data in a readable table format; select Data
Only if you only want text. When you are finished entering your report criteria, click
on the Run Report button and a Criminal Cases Report will appear (see Figure 84).

NOTE: This report is not subject to the PACER 30 page billing cap and you will be
billed based on the actual number of pages accessed by this query.

Criminal Cases Report

.S, District Cowrt — District of New Hampshire
Filed Report Period: 2/1/2004 - 2/28/2004

Case Number/ , Days
Title Case Dates Pending Notes

1.04-cr-00023-5h0 Case filed: 02/05/2004 Cffice: Concord

USA v. Gonzalez

1 - WWilham Jesus Gonzalez Added: 02/05/2004 1147 Fresider: Steven I WcAuliffe

1:.04-cr-00024-TD Case filed.: 02/05/2004 Office: Concord

USA v. Muratoska

Figure 84

The far-left column of the Criminal Cases Report contains hyperlinked case
numbers. If you click on a particular case number, ECF opens the Docket Sheet
report window from which you can retrieve the docket sheet for the selected case.
Follow the instructions in the previous section for a Docket Sheet report.

Docket Activity Report

The Docket Activity Report provides the user with all docketing that has occurred
within a designated time period for a specific case or by specific parameters you can
choose, such as by Case type, Event type, and Case Flags. When you click on the
Docket Activity hyperlink, ECF displays the following screen (see Figure 85).
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Warning: This report is not subject to the 30 page billing cap.
You will be billed for the total number of pages. If you want to run a report for a single case, you can use the
Query Menu or the Docket Report.

Docket Activity Report PUBLIC ACCESS

Case I I_ Open cases
- Case
Concord
-

nmber [” Closed cases

type
Attorne
Case flags
ADKAIN
ALLrecused

# Summary text
' Full docket text

Office

Event
category

Filed between |3/27/2007  and [3/28/2007

Sort hyl Case Number 7| I |

Fun Feport | Clear |

Figure 85

Enter the date range for your report and to narrow your search select a specific case
number, case type or event category and then click on [Run Report] and the screen
shown in Figure 86 will appear.

Docket Activity Report
U.S. District Comrt - District of New Hampshire
Report Filed Period: 2/5/2004 - 2/28/2004
Case Category/ _ i
Number/Title Dates Event Docketed by Notes
1.04-cr-00023-3W |Eniered: Category.: mnutes-cr J. Bushold Office: Concord
US4 v Gonzalez  |02/24/2004 Event s Inhal Npe:crt FPresider: Steven J.
17:.04:06 AppearancelArraignment Il Auliffe
Filed: Case Flags:
0272472004 INTEEF
i TELSET
Entered: Category.: motion J. Bushold
02242004 Event: Appomt Counsel Npe:crt
17:04:56
| Filed. Document: 4
Figure 86

NOTE: This report is not subject to the PACER 30 page billing cap and you will be
billed based on the actual number of pages accessed by this query.
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Written Opinions (eff. 6/03/05)

The Written Opinions Report provides free access to written opinions entered in ECF
beginning June 3, 2005. Users can search by case number, last name, first name,
middle name, nature of suit, case type, and cause of action for a specific date range.
When you click on the Written Opinions (eff. 6/03/05) hyperlink, ECF displays the
following screen (see Figure 87).

Written Opinions Report

Case Numherl

Last Name I First Name I Middle Name I

Office - Nature of -
Concord = |0 (zero)
Suit
= b 110 (Insurance) |

Case Type ﬁ Cause
Attornesy 0 (No cause code entered)

Ciwil =l 02:0431 (02:431 Fed. Election...) |

Case Flags i
ADMIN

ADMIN-CLOSED .|

Filed between IEEEEIEDD? and ISIEBJEDD? C Swmmary text

@ Full docket text
| Sort hyl Case Mumbear vl

Fun Report | Clear |

Figure 87

Enter your search criteria and the filed between date range for your report and click
on [Run Report]. The screen shown in Figure 88 will appear and you may click on
the document hyperlink and review the order without charge.

Written Opinions Report

U.S. District Comrt - District of New Hampshire
Filed Report Period: 2/26/2007 - 3/28/2007

Case Number & Name: I-)ate- D'.:.Ic' Description: Notes:
Filed: #
1:04-cv-00001-RPI Bermier v |03/28/2007 | 316 |ORDER. denymng 312 Motion to Ciffice: Concord
Pro Con Incorporated Dismiss. So Ovdered by Judge Randall| Case Flags: Case File
P. MachIwmphy. (djl) Created, ERISA Action
MNOS: Other Statutory
Actions
Cause: 28:1441 Petition
for Eemowal- Personal
Injury

1
Figure 88
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UTILITIES FEATURE

The Utilities feature provides, among other things, the means for persons having an
ECF login and password to change their email address and add others to receive
emails in their cases (Maintain Your Account), to change their ECF password
(Maintain Your Account), to view all of their ECF transactions (View Your
Transaction Log), and to obtain mailing and service information for a specific case
(Mailings) (see Figure 89).

g i P || A || A g g

—

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ | Search  Logout
Utilities

Your Account Miscellaneous
ECF Login Internet Pavment History

Maintain Your Account

View Your Transaction Log

Change Client Code Miscellaneous
Change Your PACER Login =~ Mailings. ..

Review Billing History

Show PACER Account Verifv a Document

Edit Data

Figure 89

Maintain Your Account

Using this Utilities feature persons having an ECF login and password can change
their email addess, add others to receive emails in their cases, configure their accont

to receive NEFs in cases in which they are not counsel of record, and change their
ECF password.

Click on the Maintain Your Account hyperlink (see Figure 89) to open the Maintain
User Account information screen (see Figure 90).
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M[amtain User Account

Last name ILynch

Middle name IJ—
Gender Iﬁ
Title IEsq.
Bar number 8202

Prisoner id I

First name |Danie|

Generation I
ATY Type I vl

Type afy

v Add Headers to PDF Documents

Office T3 District Court (NH)
Tt District of WH
Addvess 1 55 Pleasant Street, Room 110

Address 2
Address 3
1 City Concord State MH Zip 03301-3941
Country County
Phone [E03 2251423 Fax |
| Imitials DOB AO code End date
Civil ref style | | Criminal ref style | |
Status I—;,

Email information... |

kore user information. ..

This screen displays all of the registration information that is contained within the
ECF database for your account with the court. NO CHANGES SHOULD BE MADE
TO THIS SCREEN EXCEPT THAT YOU MAY ELECT TO “ADD HEADERS TO
PDF DOCUMENTS.” IF YOU HAVE A NAME OR ADDRESS CHANGE, YOU
SHOULD DO THE FOLLOWING: If you have an active ECF case, you must notify
the court and all parties of such changes, using a “Notice of Change of Address”
form, through the “Notice of Change of Address” event in ECF. If you do not have an
active ECF case, you may simply mail the “Notice of Change of Address” form to the
clerk’s office. In either case, the clerk’s office will then change your address/phone
number upon receipt of a document entitled “change of address.” A sample “Change
of Address” form is included in the forms section of this manual and is available in a
fillable PDF format on the court’s web site.

Figure 90

Add Headers to PDF Documents

The default for ECF is that a user will see a header on the PDF documents. This
header contains the case number, document number, document filed date, page
number and total pages. To turn the headers off, de-select the Add Headers to

PDF Documents check box on the main Maintain User Account screen.
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E-mail Information

Clicking on the [E-mail information] button shown in Figure 90 opens the screen
depicted in Figure 91.

Delivery In All
Prionary E-mail Address Format Method Active My Cases Additional Options
Idanieljynch@nhd.uscouns.gov | HTML j | Individual NEF j Tes Tes EAdditional Cases j
''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' Hide Options

Show = | Additional Cases to Receive NEFs Additional Cases

-~ l Delivery Method Exceptions

Add Additional E-mail Address Feturn to Person Information Screen | Clear |

Figure 91

ECF will e-mail to Filing Users Notices of Electronic Filing based upon the
information entered in this screen. Attorneys should keep all email information
on this screen current. You can modify any information on this screen.

1. Primary (i.e. Attorney) E-mail Address: The court will enter the e-mail address
contained in your ECF Registration Form in the Primary e-mail address box. ECF
will send the Notice of Electronic Filing (NEF) to this e-mail address for cases in
which you are counsel of record.

2. Format: Allows the primary user to determine whether to receive NEFs in HTML
or Text format.

3. Delivery Method: This option allows the primary user to decide whether to
receive NEFs individually within minutes of being filed or all together in summary
fashion at day’s end. A primary user may, however, chose to receive notices
individually in some cases and in summary format in others. For instance, the
attorney in this example has set up the account to receive individual notices but
would like to receive a summary of notices in one specific case. In order to do that,
the attorney would need to select the “Delivery Method Exceptions” option from
the drop down menu under the “Additional Options” category. See Figure 91.

On the next screen, which is shown in Figure 92 below, the primary user would
select the “Add” option from the drop down menu next to the “ Delivery Method
Exceptions” category. Next, the primary user would click on the drop down menu
having the heading entitled “ Select case to add to list here,” select the case for
which he wants to receive summary notices and click on the “Add to List” button.
To complete this function, the attorney must click on the “Return to Person
Information Screen” button and, on the next screen (the “Maintain User
Account” screen), click on the “Submit” button (as well as click on one final
“Submit” button on yet a third screen).
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Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options

IdanieI_Iynch@nhd.uscouns.gov IHTMLjIIndiViduaINEFj Tes Tes |De|iveryMeth0d Exceptions j

I Add 'l Delivery Method Exceptions
The following cases will receive Summary NEF e-mails.

s

>

Select case to add to list here j and chck  Add to List
Adh Iecase to add to list here

19 00551 Ames v, Spring
1:04-cr-00001-1 USAw. Dorman
1:04-cr-00100-1 USA v, Mayer
1:04-c2-00001 Bernierw. Pro Con Incorporated

1:04-c2-00002 Starrw. Morthern Correctional Facility, Warden et al
1:04-c2-00100 Heghmann et al v Town of Bye, New Harmpshire et al

Figure 92

4. Notification in Additional Cases: If desired, primary users can also receive
NEFs in cases in which they are not counsel of record. From the Email Information

screen (Figure 91), on the drop down menu under the heading Additional Options
you would select Additional Cases. See Figure 93.

Email Information for Damel J. Lynch

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
|danieI_Iynch@nhd.uscouns.guv | HTHRL j | Individual MEF j Tes Tes [ Hide Options j
Add Additional E-mail Address | Feturn to Person Information Screen | Clear | |-fi:||

Delivery Method Exceptions

Figure 93

On the next screen (see Figure 91), select “Add” from the drop down menu next to
Additional Cases to Receive NEFs.

Fmail Information for Damiel J. Lynch

Dehvery In All
Primary E-mail Address Format Method Active My Cases Additional Options
IdanieI_Iynch@nhd.uscouns.gw | HThAL j I Individual MEF j Yes Tes IAdditiDnaI Cases j

Sho

i=| Additional Cases to Receive NEFs

Add Additional E-mail Address Feturn to Ferson Information Screen | Clear |

Figure 94

The screen shown in Figure 95 will appear. Enter the case number for the case in

which you would like to receive NEFs and click on the [Add to List] button. See
Figure 95.
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Fmail Information for Daniel J. Lynch

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
IdanieI_Iynch@nhd.uscouns.guv | HTML j I Individual NEF j Tes Tes IAdditiDnaI Cages j

Y

-

Enter case

Figure 95

The case will appear in the field below the Additional Cases to Receive NEFs
heading. See Figure 96.

Fmail Information for Damiel J. Lynch

Dehvery In All
Primary E-mail Address Format Method Active My Cases Additional Options
|danieI_Iynch@nhd.uscouns.guv | HThL j | Individual NEF j Tes Tes |Additional Cases j
dd ~ | Additional Cases to erve NEFs

1:04-cr-00004-JD-1 - Kathryn Thoms &

Add Additional E-mail Address | Feturn to Person Information Screen | Clear |

Figure 96

To complete this function, the attorney must click on the [Return to Person
Information Screen] button and, on the next screen (the Maintain User Account
screen), click on the [Submit] button (as well as click on one final [Submit]
button on yet a third screen).

5. Additional E-mail Addresses: The primary user may also set up their account
to have other persons, such as a secretary or paralegal, receive e-mails in your
case. These persons are referred to as “secondary users.” The most recent version
of CM/ECF provides much greater flexibility in setting up secondary user accounts.
You can select, separate from the selections made for the primary user (i.e. the
attorney), whether the secondary user wants to receive the Notices of Electronic
Filing in HTML or Text format and whether that user wants to receive individual or
summary notices. Additionally, you have the option to set up a secondary user
account to receive Notices of Electronic Filing in some, but not all, of the attorney’s
cases.

To add or modify secondary user accounts, click on the [Email Information] button
on the Maintain User Account screen. (See Figure 89). To add a secondary user,
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you would select the [Add Additional E-mail Address] button on the Email
Information screen. See Figure 91. The screen shown in Figure 97 will appear.

Check Here if You Want
Secondary User to Receive

Email Information for Damel J. Lynch Emails in All of Your Cases
Delivery In All

Primary E-mail Address Format Method Active My Casef Additional Options

IdanieI_Iynch@nhd.uscuuns.gov IHTML j | Indrsidual MEF j Tes Tes IHide Options j

ondary E-mail ! e
< at_kelleyEnhd uscourts.gow ThAL j | Individual MEF j 13 r [ Hide Options |

Add Additional E-mail Addrass | Fieturn to Person Information Screen | Clear | |deOt|0n5

Specific or Additional C

Celivery Method Exceptlon

Select This if You Want
. Secondary User to
Flgure 97 Receive Emails in Only
Some of Your Cases

In the field under Secondary Email Addresses, enter the email address of the
person who the attorney would like to receive NEFs in the attorney’s cases. See
Figure 97. Note that you can select, separate from the selections made for the
primary user (i.e. the attorney), whether the secondary user wants to receive the
NEFs in HTML or Text format and whether that user wants to receive individual or
summary notices. See Figure 97. Additionally, if you would like the secondary user
to receive notices in all of the primary user’s cases, then you would simply check the
box under the In All My Cases column. See Figure 97. If you want the secondary
user to receive notices in some, but not all, of the attorney’s cases, then you would
click on the drop down menu under the Additional Options heading and select
Specific or Additional Cases. See Figure 97. The screen shown in Figure 98 will
appear. Next you should choose “Add” from the drop down menu next to Specific
or Additional Cases to Receive NEFs, enter the case number in the field next to
Enter case number, and click on “[Add to List]”. See Figure 98.

Email Information for Daniel J. Lynch

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
[daniel_ynch@nhd.uscourts.gov  |HTML =] | Inclividual NEF =] Tes Tes  |Hide Options =
Secondary E-mail Addresses
|pat_ke||ey@nhd.uscouns.gov | HTKL j | Indivicual NEF j 1 r | Specific or Additional Cases j

~i=| Specific or Additional Cases to Receive NEFs

Enter case nwgber |04cwl arfd chgle  Addto List

Add Additional E-mail Addrass | Fieturn to Person Information Screen | Clear |

Figure 98

The case that was added will appear on the list of cases for which the secondary
user will receive notices. See Figure 99.
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FEmail Information for Daniel .J. Lynch

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
|danieI_Iynch@nhd.uscour‘(s.gDv IHTML j | Individual NEF j Tes Tes | Hide Options j
Secondary E-mail Addresses
|pat_kelley@nhd.uscourts.gDu IHTML j | Individual NEF j I r | Specific or Additional Cases j
/M x| Specific or Additional Caze eceive NEFs

( 1:04-c-00001 Bemierw. Pro Con Incorporated =
e ——

Add Additional E-mail Address | Feturn to Fersan Information Screen | Clear |

Figure 99

You would repeat the above steps to add all the cases for which the secondary user
would like to receive notices.

Once you have added all the secondary users and completed your
functionality selections for each user, you must click on the [Return to Person
Information Screen] button and, on the next screen (the Maintain User Account
screen), click on the [Submit] button (as well as click on one final [Submit]
button on yet a third screen). Otherwise, the additions and changes you have
made will NOT take effect.

More User Information

To edit or view login information about your account, select the button labeled [More
User Information], from the Maintain User Account screen (see Figure 90). ECF
opens the screen as shown in Figure 100.

Nore User Information for Daniel J. Lynch

Login |T95131 21 Last login 04-02-2007 10:28

Password I*‘““*"“‘*“““* Cwrent login 04-02-2007 10:28
Pord 10855 Create date 05/28/2004
Regstered Update date 03/14/2006

Internet Credat Card T
Groups Attormey

Feturn to Account screen Clear

Figure 100

This screen displays user login information and provides the means to change your
ECF password. Login names must not be changed by Filing Users. Although
Filing Users have the ability to change their login name at this screen, it is imperative
that they not make any change to the login name issued by the court.
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Notice that ECF displays a string of asterisks in the Password field. To change your
ECF password, place your cursor in the Password field and delete the asterisks.
Type in your new password. ECF displays the actual characters of your new
password as you type.

When you have completed your interface with ECF from this screen, click on the
[Return to Account screen] button to reopen the Maintain User Account screen.
When you are satisfied that all of your account information is accurate and up-to-
date, click on the [Submit] button at the bottom of the Maintain User Account
screen to submit your changes to ECF. At the subsequent screen press the
[Submit] button a second time. ECF will then notify you on screen that your updates
were accepted. If you changed your password, you may begin using the new
password during your next ECF session.

View Your Transaction Log

This log allows an attorney to verify their own electronic filings over a designated
time period and to assure that no unauthorized individuals have entered transactions
into ECF using your login name and password. From the Utilities screen, click on
the View your Transaction Log hyperlink. ECF opens a screen with two fields for
entering the date range for dDate Selection Criteria for a Transaction Log Report.
See Figure 101. Enter the date range for the transactions you would like to verify in
the Start Date and End Date fields. If you would like to have this report sent to your
email on a regular basis, check the box next to the Make these options my default
entry and select the frequency for which you would like to receive this report from the
Schedule this to run drop down menu. When you have made your entries, click on
the [Submit] button.

View Transaction Log

Enter the Date Selection Critenia for the Transaction Log Report

Start Date: [1,1/1996 End Date: |4,.’2f200?

Fun Feport | Clear | [ Make these options my default.  Schedule this to runl =

Figure 101

ECF displays a report of all your transactions in ECF within the specified date range.
(see Figure 102).
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Transaction Log

Report Period: 01/01/1996 - 04/02/2007

Id Date Case Number Text
65380 03/13/2006 17:27-38 |1-05-a£-2005 MNew Case;‘Complamt entitled Bledsoe v. Brady filed (Filed by
Lynch, Datel)
£5391 031372006 17-3233 |1-05-at.2005 Mew CasefComplamt entitled Bledsoe v. Brady filed (Filed by
Lynch, Daiel)

Mew Caselvliscellanecus Case entitled Bledsce w. Brady

65382 0341372006 17:33:26 |1-05-at-2005 filed (Filed by Lynch, Daniel)

Figure 102

Internet Payment History

This option allows users to obtain a record of credit card transactions made using
CM/ECF. Note that this payment history only reflects credit card payments made
over the internet using CM/ECF and does not include a history of cash or credit
payments made in person at the courthouse. Additionally, the present system does
not provide a payment history for an entire firm but only allows users to obtain a
payment history for each individual attorney.

After logging in using the attorneys CM/ECF login and password, click on the
Utilities option on the blue menu bar and select the Internet Payment History link.
On the screen depicted as Figure 103, select the time frame for which you would like
to obtain a report of internet credit card transactions. If you would like to have this
report sent to your email on a regular basis, check the box next to the Make these
options my default entry and select the frequency for which you would like to
receive this report from the Schedule this to run drop down menu. When you have
made your entries, click on the [Run Report] button.

linternet Payment History

From |1/21/2007 to [1/27/2007
Fun Feport | Clear | [7 Make these options my default.  Schedule this to IunE |

run now in the background
Mondays at 1 am

Tuesdays at1 am
Wednesdays at 1 am
Thursdays at1 am

Fridays at 1 am

Saturdays at 1 am

Sundays at 1 am

husiness days at1 am

the 1st day of the month &t 1 am

Figure 103
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ECF displays a report of all your transactions in ECF within the specified date range.
(see Figure 104).

U.5. District Court
District of New Hampshive
Internet Payment History for Lynch, Damel J.

1/21/2007 to 1/27/2007

. o Payment | Receipt |
Date Paid Description Method 4 Armount
2007-01-22 13:3%:26 | Notice of credit card | 74119 | § 45500
Lppeal(1:04-c+-00001-EPLG
[appeal ntcappd(] (455,000
2007-01-22 13:41:53 | Notice of credit card | 74121 F455.00
Appeal(1:04-cv-00001-EPNG
[appeal ntcapp(] (455000

Figure 104

Mailing Information

You can use CM/ECF to verify how attorneys and/or pro se litigants are receiving
service in a case. To do this, click on the Utilities option on the blue menu bar and
then click on the Mailings hyperlink under the Miscellaneous heading. On the next
screen, click on the Mailing Info for a Case hyperlink and the screen shown in
Figure 105 will appear.

Mailing Information for a Case

Enter the case number to wiew the recipient list
Case Number: IU4C\-"1

Subimit | Clear |

Figure 105

Enter the case number and click on the [Submit] button. On the next screen CMECF
will display how the attorneys and pro se litigants are receiving service in the case.
See Figure 106.
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Mailing Information for a Case 1:04-cv-00001-RPM
[Electronic Mail Netice List

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

+ AdamsG3
gadl_adame@nhd uscourts gow

+ Heather M. Buins
pat_kelley@nhd uscourts. gov

¢ Thomas M. Closson
pat_kelley@nhd uscourts. gov

+ Diomsatty Espaillatatty
i dicms_espaillat@nhd uscourts. gov

+ KelleyP3
at_leelle d uscoutts. gow
| pat ¥ 4

+ Daniel J. Lynch
datiel_lynchi@nhd uscourts. gov

Manual Notice List

The following is the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual
Jnoticing). You may wish to use your mouse to select and copy this lst itto your word processing program in order to create
motices or labels for these recipients.

Donald Black
#5619

MHS P

PO Box 14
Concord, NH 03301

David H. Bownes
Eownes Law Office
4586 Union Ave
Laconia, MNH 03246

Figure 106

Logout

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

T T e LS L T R [

i N
ZEC il = Criminal - . Utilities -
UE F Civil Criminal Query Reports Utilities Search Logout

Click on the Logout hyperlink from the Blue Main Menu Bar. ECF will log you out of
the system and return you to the ECF login screen.
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SAMPLE FORMS & ATTACHMENTS

UNITED STATES DISTRICT COURT
DISTRICT OF NEW HAMPSHIRE

Plaintiff(s)/United States

V. Case No.

Defendant(s)
Notice of Conventional Filing

Please take notice that <Plaintiff/United States/Defendant, Name of Party> has
conventionally filed the following attachment or exhibit: <Title of Attachment or Exhibit>.

This attachment or exhibit has not been filed electronically because:

Date: /s/ [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX
E-mail: XXX@XXX.XXX

Certificate of Service

I hereby certify that the foregoing attachment/exhibit was conventionally served
on the following persons on this date and in the manner specified herein: <Name and
Address of Person(s) Served>.

Date: /s/ [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX
E-mail: XXX@ XXX. XXX
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UNITED STATES DISTRICT COURT
DISTRICT OF NEW HAMPSHIRE

Plaintiff(s)/United States

V. Case No.

Defendant(s)

Notice of Change of Address

Please take notice that <Plaintiff/United States/Defendant, Name of Party> has
changed the following information contained in the original ECF Registration Form:
<name; mailing address; firm name or affiliation; telephone number>.

Date: /s/ [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX

E-mail: XXX@XXX.XXX

Certificate of Service

| hereby certify that the foregoing notice was served on the following persons on
this date and in the manner specified herein: Electronically Served Through ECF:
<Names of Filing Users>; Conventionally Served: <Name and Address of Non-Filing
Users>.

Date: /s/ [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX

E-mail: XXX@XXX.XXX
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UNITED STATES DISTRICT COURT
DISTRICT OF NEW HAMPSHIRE

Plaintiff(s)/United States

V. Case No.

Defendant(s)

Declaration That Party Was Unable To File In A Timely Manner Due To
Technical Failure Or User Systems Failure

Please take notice that <Plaintiff/United States/Defendant, Name of Party> was
unable to file the <Title of Document> in a timely manner due to technical failure or user
systems failure. The deadline for filing the <Title of Document> was <Filing Deadline>.
The reason(s) that | was unable to file the <Title of Document> in a timely manner, and
the good faith efforts | made prior to the filing deadline to both file in a timely manner and
to inform the court and the other parties that | could not do so, are set forth below.

<Statement of reasons and good faith efforts to file and to inform (including dates
and times)>

| declare under penalty of perjury that the foregoing is true and correct.

Date: /s/ [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX

E-mail: XXX@XXX.XXX
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Certificate of Service

| hereby certify that the <Title of Document> and attached declaration were
served on the following persons on this date and in the manner specified herein:
Electronically Served Through ECF: <Names of Filing Users>; Conventionally Served:
<Name and Address of Non-Filing Users>.

Date: /sl [Name of Password Registrant]
Name of Password Registrant
Bar No.
Law Firm Name
Address
City, State, Zip Code
Phone: (XXX) XXX-XXXX
E-mail: XXX@XXX.XXX
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Civil Event Listing

Open a Case
Motions and Related Filings
New Case (Attorney Filing)

Complaint — New Case Motions
Miscellaneous Case — New Case Affirm Decision of Commissioner
Motion to Vacate Sentence 2255 — New Amend

Case

Notice of Removal — New Case

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

Petition to Enforce IRS Summons — New
Case

Initial Pleadings and Service

Complaints and Other Initiating Documents

Amended Complaint

Amended Petition for Writ of Habeas
Corpus - 2254

Counterclaim

Crossclaim

Intervenor Complaint

Third Party Complaint

Service of Process

Affidavit of Service

Affidavit of Service-Forfeiture

Agreement of Acceptance of Service-AG

Certificate of Service

Return of Service Executed

Return of Service Executed as to
USA/SSA

Return of Service Unexecuted

Service by Publication

Summons-Waiver — Request for Issuance

USM Return

Waiver of Service Executed

Warrant Returned

Writ Returned

Writ of Entry — Request for Issuance

Answers to Complaints

Other Answers

Amended Answer to Complaint

Answer to

Answer to Complaint (Notice of Removal)
Answer to Designated Case In

Answer to Habeas Corpus Petition-2254
Claim

Reply to Counterclaim

Withdrawal of Claim

Appear Pro Hac Vice

Appoint Counsel

Appoint Expert

Appoint Guardian/Attorney ad Litem
Appoint Receiver

Approve Consent Decree
Attachment Petition-With Notice
Attachment Petition-Without Notice (Court Use)
Attorney Fees

Bifurcate

Bill of Costs

Bond

Certificate of Appealability
Certify Class

Change Venue

Clarify

Compel

Consolidate Cases

Contempt

Continue

Continue Trial

Continue and Extend Deadlines
Default

Default Judgment

Deposit Funds

Disclosure

Discovery

Dismiss

Disqualify

ERISA Defendant’s Motion for Judgment
ERISA Plaintiff's Motion for Judgment
Enforce Settlement

Ex Parte Motion (Court Use)
Exceed

Exclude

Excuse

Expedite

Extend Seal (Court Use)
Extend Time

Extend Time to Answer

Extend Time to Object/Respond
Extension of Time re Transcript
File Amicus Brief

Hearing

In Limine

Installment Payment Order
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Intervene

Issuance of Warrant in Rem
Joinder

Judgment

Judgment as a Matter of Law
Judgment on the Pleadings
Leave to File

Letters Rogatory
Miscellaneous Relief
Mistrial

More Definite Statement
New Trial

Order of Forfeiture

Order of Sale

Permanent Injunction
Preliminary Injunction
Pretrial

Proceed In Forma Pauperis
Proceed In Forma Pauperis - Appeal
Produce

Protective Order

Quash

Reconsideration

Recusal

Redact Transcript

Release of Funds

Remand

Remand to Agency
Remand to Bankruptcy Court
Remand to State Court
Reopen Case

Return of Property

Reverse Decision of Commissioner
Sanctions

Seal Case

Seal Document

Sealed Motion (Court Use)
Service by Publication

Set Aside

Sever

Show Cause

Stay

Strike

Subpoena

Substitute Attorney
Substitute Party

Summary Judgment
Temporary Restraining Order
Unseal Case

Unseal Document

Vacate

Withdraw

Withdraw as Attorney

Writ

Writ of Habeas Corpus ad testificandum

Writ of Mandamus

Objections, Responses and Replies

Addendum

Affidavit in Opposition to Motion

Affidavit in Support of Motion

Answer to Habeas Petition-2254

Joinder in Motion

Memorandum in Opposition to Motion

Memorandum in Support of Motion

Memorandum to Motion and/or Objection

Objection (not to motion)

Objection to Assignment to Magistrate/
File Conventionally

Objection to Attachment

Objection to Magistrate Judge’s Decision
Rule 72(a)

Objection to Motion

Objection to Motion Sealed — Court Use

Objection to Report & Recommendations

Objections to Answer to Writ

Redact Transcript

Reply to Objection to Motion

Response - not to motion

Response - to terminated motion

Response to Motion

Response to Order to Show Cause

Surreply to Reply

Other Filings

Notices

Amicus Curiae Appearance

Attorney Appearance

Attorney Withdrawal

Case Settlement

Certificate of Counsel

Change of Address

Deposition Notice

IDEA Notice of Intent to Supplement
Record

Intent to Reply

Intent to Surreply

Mediation Notice

Notice — Other

Notice of Settlement

Substitute Attorney

Tape Request

Voluntary Dismissal

Withdrawal of Motion
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Trial Documents
Deposition-Objection to Designation
Deposition Counter Designations
Deposition Designation
Pretrial Statement
Proposed Jury Instructions
Proposed Special Verdict
Proposed Voir Dire
Request for Findings of Fact
Trial Brief
Witness List

Appeal Documents
Appellants Brief
Appellants Reply Brief
Appellees Brief
Designation of Exhibits
Notice of Appeal
Notice of Appeal-Amended
Notice of Cross Appeal
Notice of Interlocutory Appeal

Other Documents
Abstract of Judgment - Proposed
Addendum
Affidavit
Agreement for Judgment
Amended Document (NOT Motion)
Bill of Costs
Brief/Memorandum

Consent Decree - Proposed

Consent to Magistrate Judge — Motion
Consent to Magistrate Judge — Trial
Cure on Nonconforming Document
Disclosure Statement

Disclosure of Experts

Discovery Plan

ERISA Joint Statement of Material Facts
ERISA List of Disputed Facts

Exhibit

IDEA Certificate of Completion

IDEA Decision Memoranda

IDEA Joint Statement of Material Facts
IDEA List of Disputed Facts

Jury Demand

Mediation Statement

Miscellaneous Filing

Proposed Consent Decree

Redaction Request - Transcript

SSA Joint Statement of Facts
Satisfaction of Judgment

State Court Record

Status Report

Stipulation

Stipulation of Dismissal

Suggestion of Bankruptcy

Suggestion of Death

Writ of Execution-Proposed

Writ of Garnishment-Application
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Criminal Event Listing

Charging Instruments and Service Extend Time to Object/Respond

Service of Process/Arrests Extension of Time re Transcript

Forfeiture
Certificate of Service Hearing
Petition for Writ of Habeas Corpus ad In Limine

Prosequendum

Petition for Writ of Habeas Corpus ad
Testificandum

Praecipe for Summons

Praecipe for Warrant

Service by Publication

Motions and Related Filings

Motions

5K Departure

Amend

Appear Pro Hac Vice

Appoint Counsel

Appoint Counsel (GJ) (Court Use)
Appoint Expert

Bail

Bifurcate

Bill of Particulars

Change Venue

Clarify

Compel

Compel Production (GJ) (Court Use)
Compel Testimony (GJ) (Court Use)
Contempt

Continue

Continue Trial

Detention

Disclose Income Tax Returns (Court Use)
Disclosure

Disclosure of GJ Information (Court Use)
Discovery

Dismiss

Disqualify

Downward Departure

Early Termination of Probation

Early Termination of Probation — Cocaine

Amendment
Ex Parte Motion (Court Use)
Exceed
Exceed Case Maximum
Exclude
Exculpatory Evidence
Excuse
Expedite
Extend Seal (Court Use)
Extend Time

Extend Time to Indict

Installment Payment Order
Interim Payment Order

Joinder

Judgment

Leave to File

Medical Exam

Medical Treatment
Miscellaneous Relief

Mistrial

Modify Conditions of Release
Modify Restitution

New Trial

Order to Determine Competency
Proceed In Forma Pauperis - Appeal
Produce

Protective Order

Psychiatric Exam

Psychiatric Treatment

Quash

Quash Grand Jury Subpoena (Court Use)
Reconsideration

Recusal

Redact Transcript

Reduce Sentence

Reduce Sentence — Cocaine Amendment
Release of Funds

Return of Property

Sanctions

Seal Case

Seal Document

Sealed Motion (Court Use)

Set Aside Judgment

Set Aside Sentence

Set Aside Verdict

Sever

Show Cause

Speedy Trial

Strike

Subpoena

Substitute Attorney

Suppress

Transcript at Government Expense
Travel-CJA-Attorney Use
Travel-CJA-Court Use

Unseal Case

Unseal Document

Vacate

Vacate (2241/2255) (Court Use)
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Victim Rights

Waive

Withdraw Document
Withdraw Plea of Guilty
Withdraw as Attorney
Writ

Objections, Responses and Replies

Affidavit in Opposition to Motion

Affidavit in Support of Motion

Answer to Writ of Garnishment

Joinder in Motion

Memorandum in Opposition to Motion
Memorandum in Support of Motion
Memorandum to Motion and/or Objection
Objection - not to motion

Objection to Motion

Objection to Report & Recommendations
Objections to Answer to Writ

Reply to Objection to Motion

Response - not to motion

Response - to terminated motion
Response to Motion

Response to Order to Show Cause
Surreply to Reply

Other Filings

Consents/Stipulations/Waivers

Stipulation

Notices

Alibi

Alibi Witness

Attorney Appearance — Defendant
Attorney Appearance — USA
Attorney Withdrawal

Change of Address

Error or Defect

Insanity Defense

Insanity Witness

Intent to Reply

Nolle Prosequi

Notice - Other

Substitute Attorney

Tape Request

Withdrawal of Alibi

Withdrawal of Insanity Defense
Withdrawal of Insanity Witness
Withdrawal of Motion

Other Documents

Addendum
Affidavit
Affidavit — Removal Hearing

Bill of Particulars

Blakely Brief

Cure on Nonconforming Document

Disclosure Statement

Exhibit

Information to Establish Prior Conviction

Memorandum

Miscellaneous Filing

Organizational Victim

Redaction Request - Transcript

Sentencing Agreement — Cocaine
Amendment

Sentencing Enhancement

Sentencing Memorandum

Status Report

Writ of Garnishment - Application

Trial Documents

Proposed Jury Instructions
Proposed Voir Dire

Request for Findings of Fact
Trial Brief

Witness List

Appeal Documents

Appeal of Magistrate Judge Decision
(Misdemeanor) to District Court

Defendant Brief

Defendant Reply Brief

Designation of Exhibits

Government Brief

Notice of Appeal

Notice of Appeal — Interlocutory
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ACCESS the SYSTEM ... 20
ACH ..o 24, 25, 34, 62
Add/Create a New party .........ccceevevererrernennns 25, 57,59
Address Change.........ccoevveveveieieicceseceenn, 8, 86, 97
Administrative Procedures
for Electronic Case Filing ..........cc.ccocevenenene 1,2,11
Affidavits/Other non-filing user signature................. 64
Attaching a document ........... 31, 33, 46, 47, 49, 65, 66
Attaching an exhibit............ccocoovereinnn. 33, 46, 47, 49
Attachments..........cccocveeene. 15, 31, 33, 46, 47, 65, 66
Attachments and non-trial exhibits ...........cc.ccceovnee 65
Attorney/Party association............ccccevvierieiiennas 43, 56
B
Bank Account Debit...........cooeevevreiiinnnn. 24, 25, 34, 62
C
CaSE TYPES...viieieierieeeesiee et
Civil ..........
Criminal .......
Designated ...
MAGISLIALE ....oveeiiiieieeee s
MiSCEllANEOUS ..o
Petty Offense........ccooeiviiiieee e
Certificate of service.........
Change email address ..........ccocvveenerenieiencieseeene
Change of address........ccccevvevieieiiieneiierieiannns
Change passWord ..........ccccveveieieneseseieeeee e
Civil event liSting.........ccoeviriienincreseceeee
Clearing internet cache .........cccceovnenennnne
Computer based training
Continue 10gin ......cooeiiieiee e
Conventional filing ........c.cccooveiinierinne
Conventionally filed documents ...........ccccocvverenane. 68
Credit card payment..........c..ccccevnen. 24,25, 34, 62, 93
Confirmation ........ccoeevrvenieiic e 35

D
DEATINES ...t 66
DEPOSItIONS ... 66
Docket entries
Title OF oo 24,39
Documents
Exceeding 10 MB.........ccocoiiiiieiiiiincieneeees 46
Exceeding 3MB ... 46
E
ECF
Filing pleadings........cccoovviviivineriiieeie e 38
LOggiNg iNu.cuiieiieieicece e 20
LOGIN .ttt e 7

Login failed ... 21
Password

Registration ..........ccoceevvvenivieneiienne, 7,8, 63, 87,97

Training registration ..........ccccoceveiereienicsesenienas 10

Update registration ..........ccoceeevevereeineiesiesesiesienens 8
ECF Registration

Update ECF Registration............ccccceeveieieninennens 8
Electronically converted PDF document.................... 2
Email

Add/modify secondary user accounts.................. 89

Additional email addresses

Change email address.............

INFOrMAtioN. ..ot

Information - delivery method............ccccovevenee. 87

Notification in additional cases ..................... 85, 88

Notification in additional cases (not counsel of

FECONT) w.viviieieiei e 85, 88

Ex parte documents....
EXNIDILS ..o

F
Filing a civil motion .........c.ccccovvevivinciiccen, 38
Filing a document
with an attachment.................. 31, 33, 46, 47, 65, 66
Filing an answer ... 55
Filing an initial pleading............ccoooieieiiiiiiiinee. 25
FiliNg €rTOrS.....cvveiiecc s 71
Filing for another attorney..........ccccecevveienecinicenn 64
Filing user’s systems failure ............ccocooeiiiincnnne. 72
Follow up deadline..........cccooevineniiiiencicne 51,52
Frequently used forms.........cccccoceveiennnne. 25, 65,71, 72
H
Help desK.......coovviiiciiiicce, 7,10, 20,22,71
EMail ..o 10
Telephone ... 10
|
Internet cache
Clearing interent cache...........ccccoceveievneienienenne 5
Internet credit card payment..........ccccoeevrviincienines 34
Internet payment history.........ccccoovvvcinienninnnn 93
L
Linking doCUMENt ........cccoviiiiiieiceceee e 61
List Serve Registration...........ccccooceverereeiencneneseenn 8
Login
Login failed
Logout
M
Mailing information ............ccccooeniiiniiiicneee, 94
Maintain your account...........ccccoeevrercrienneennes 5,8, 85
Changing email address..........cccccooerereienencnenens 85
Menu bar........ccoveveeeice e 22, 26, 38, 79, 95
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Modify docket teXt..........covirinerriiiicieneins 52, 58
Motions for leave to file.........cccovvveiieicecciicee, 63
Motions to seal
Multiple SIgNAtUES ......cc.ooveviieiiieieece e 64

Notice of change of address..........ccccovevveiviiiiirierienas 86
Notice of conventional filing .................. 49, 65, 69, 96
Notice of Electronic Filing.. 1, 3, 53, 55, 64, 65, 67, 87
Free 100K .....oovveiieece e 54
Pro se litigants.........ccocoveieiiincieieee 55, 67, 94

Objection & cross motion
Order on refund of feeS.......cccccvvieviiirciciccceee

PACER

Registration.........
Service Center.....
Telephone............
WEDSIEE ..o
Page cannot be displayed
Password

Change ....ooveieicieeceee e
Personal identifiers .........cccocveveveeiine e, 66
Phone number change........cccovevvveneiiiciesie e 86
Portable Document Format (PDF) .............. 2,4,12,18

Convert to PDF

SiZe oo,

Viewing........

Pro Hac Vice......ccocevevvevececiecc e
Proposed Orders ........cccoeveeeeenieneneiecee e 66
PUDIIC ACCESS ... vvveieeieecee et 2,3

Public Access to Court Electronic Records (PACER) 2

Query
Deadlines/Hearings
DoCKet reportS......ccoveeieereeneieeeeeesie e
Other query options
Related transactions

QuErY TEATUIE ... e 73

Redaction of personal idenfiers............cccccocreneinnne 66
Registration.........c.ccoceeeeiercincncscen

Registration Form ....
Related document ...
REMOLE ACCESS.....oiviiiiieeiieriere e

Reports
CiIVIl CASES ...vvveeie e
Criminal cases
Docket activity report.........cccceveveinveeieserienan 82
DOCKEt SNEEL ......ecvveieciececce e
Written opinions...
Retention Period.........ccccevvevveiiieneieicescceseseenns
Retention Period.........ccccocvviveiiieiienicee e

Scanned document

Scanner tips
Sealed cases and documents

Selecting more than one Motion ..........cccccevveiciennne 39
Signature
Affidavits/Other..........cooviiiiiiiice e
Filing for another attorney
Multiple Signatures ..........ccocevererieenice e
Special filing requirements and exceptions.............. 64
State CoUrt reCONTS.........vvveveeriiririiieeeee e 69
Step-By-Step GUITE.......cceveieeiiiieecce e 25
Submitting documents exceeding 10 MB................. 46
Submitting documents exceeding 3 MB.................. 46
Summons/Waiver of Service ..........cccouveneee. 31, 33, 38
System requirements (Hardware/Software)................ 4
T
Technical/Systems Failures...........c..cccceevenee 71, 72,98
Filing user’s system failure...........ccccoceovvninnnns 72
Training registration
Trial Exhibits/Exhibit ListS.........ccccocovviniiniiinens 70
TULOFTAL. .. 11
U
Unable to file in timely manner................... 71,72, 98
Update ECF registration...........cccoccveveieinienicnciennne 8
usbC
Help desK......cocooeeiiiiiiiiece 7,10, 20,22, 71
Website.......cccoveennn 3,7,8, 10, 25, 36, 65, 71, 72
User group registration..........cccooveevveneneneiesiescseniene 8
Utilities feature..........cccceceoriinncciiccee, 85
Vv
View @ dOCUMENL........cciiireniiceecse s 75
View your transaction 10g .........ccoceveveiericicienenenne. 92
W
WEDSIE ... 7, 8, 10, 25, 36, 65, 71, 72
Withdrawal as ECF filing USer ..........ccccovviecciinnnn. 8
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