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UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF ILLINOIS
GENERAL ORDER 07 - 0023

GENERAL ORDER ON ELECTRONIC CASE FILING

Meeting in executive session on November 16, 2004, the Court approved the following
procedures for Electronic Case Filing (ECF). Revisions to these procedures were approved by
the Court on May 19, 2005, May 21, 2006, and October 25, 2007.

. Preamble

(A) Whereas:
(1) this court implemented the Case Management/Electronic Case Filing System
in 2005,
(2) Federal Rules of Civil Procedure Rules 5, 77, and 79, and Federal Rules of
Criminal Procedure Rules 49 and 55, now permit the creation, retention, and
storage of court records and service of notice and court orders by electronic
means, and
(3) This court has provided for the creation, retention, and storage of court
records and service of notice and court orders by electronic means,

(B) The Court hereby enters this general order which may be referred to as the "General
Order on Electronic Case Filing."

(C) This General Order shall be available through the Court Web Site. Any additional
procedures established by the Clerk of the Court pursuant to this General Order should
also be available through the Court Web Site.

11. Definitions

(A) "Electronic Case Filing System" or "ECF" is the court's electronic system for
receiving, recording, docketing, filing, and retrieving pleadings and other court
documents in electronic form and for generating, recording, retrieving, and transmitting
court orders and notices in electronic form.

(B) "E-Filer” is a person registered to use ECF in the Northern District of Illinois and
who has been issued a login and password.

(C) "Notice of Electronic Filing" is the notice generated by ECF upon the completion of
an electronic filing.

(D) "Court Web Site" is the official Internet web site of the United States District Court
for the Northern District of Illinois, the present address of which is
http://www.ilnd.uscourts.gov.



(E) A document is in "Compatible Format" if it is in Portable Document Format ("PDF")
created by Adobe Acrobat or another similar and compatible program, or in such other
format as the Clerk of the Court may designate and post on the Court Web Site.

(F) "Paper,” when used in this General Order to describe forms, documents, etc., means a
tangible, hard copy version in contrast to electronic versions.

111. Scope of Electronic Filing

(A)

(B)

(1) All civil, criminal, and admiralty cases are assigned to ECF except those
categories of cases specifically excepted below.

(2) The following categories of cases do not qualify to be assigned to ECF:

(a) petty offenses;

(b) grand jury matters;

(c)sealed cases, until a point in the proceedings when the case is unsealed;
and

(d) any other specific case where the court expressly orders that it not be
assigned to ECF, until a point in the proceedings that the court may order
otherwise.

(1) Except as expressly provided and in exceptional circumstances preventing a
E-Filer from filing electronically, all petitions, motions, memoranda of law, or
other pleadings and documents required to be filed with the court after September
30, 2005 in connection with a case assigned to ECF shall be electronically filed.

(2) The following categories of documents are not to be filed electronically:

(a) charging documents in a criminal case, including superseding
indictments, superseding informations, and superseding complaints;
(b) warrants for arrest and summons in criminal cases;

(c) all documents that require the signature of a criminal defendant;
(d) pretrial services reports and presentence reports;

(e) administrative records;

() state court records in a habeas corpus case;

(g) restricted, sealed, or in camera documents;

(h) ex parte motions;

(i) verdict forms signed by one or more members of the jury;

(j) bonds;

(K) letters of request;

(1) other designated documents in accordance with procedures established
by the Clerk of the Court; and

(m) documents that the court expressly orders or permits to be filed in
paper form.



(3) As to those documents listed in 8 111(B)(2) and any other documents filed in
paper form, the Clerk of the Court may establish procedures for creating and
storing electronic versions of such documents. Those procedures (a) may contain
provisions for creating redacted versions of documents and (b) shall not provide
for the maintenance of electronic versions of pretrial services reports, presentence
reports, restricted documents, sealed documents, in camera documents, or ex
parte motions unless the Clerk of the Court specifically determines that the then-
current version of ECF contains adequate protections for securing and restricting
access to such documents.

(C) Prior to filing an emergency motion or matter, as defined in Local Rule 77.2, an E-
Filer shall contact the judge’s courtroom deputy or chambers by telephone or in person.
Chambers information, including standing orders, is posted on the Court Website.

(D) The Clerk of Court is hereby granted the authority to authorize refunds upon written
request by a party who has inadvertently made erroneous or duplicate payments on line.
All approved refunds shall be processed through the electronic credit card system. In the
event that a particular attorney or law firm continues to make repeated mistakes when
submitting fees and requesting refunds, the Clerk of Court may request that the Court
issue an order to show cause why further requests for refunds should be considered. If a
credit card transaction is invalid for any reason or if the credit card processing function in
CMI/ECEF is experiencing problems, payment must be made within two business days.
Summons will not be issued until the fee is paid by credit card, check, cash, or money
order. If the case is an emergency filing, the filer must bring the paper document.

1V. Eliqibility, Reqistration, and Passwords

(A) (1) Attorneys admitted to the bar of this court, including those admitted pro hac
vice, and attorneys representing the United States in the attorney’s official
capacity, may register as E-Filers.

(2) Registration shall be in accordance with procedures established by the Clerk
of the Court and shall require that the applicant provide his or her name, address,
telephone number, Internet e-mail address, and a declaration that the applicant is
admitted to the bar of this court or admitted pro hac vice. Registration also
requires that the applicant have or obtain an account on the Public Access to
Court Electronic Records ("PACER") system.

(B) (1) A party to a pending civil action who is not represented by an attorney and
who is not under filing restrictions imposed by the Executive Committee of this
Court, may register as an E-Filer solely for purposes of the case.

(2) Registration shall be in accordance with procedures established by the Clerk
of the Court and shall require that the applicant identify the action as well as the
name, address, telephone number, and Internet e-mail address of the applicant.
Registration also requires that the applicant have or obtain an account on the
Public Access to Court Electronic Records ("PACER™) system.



(3) Parties who are in custody are not permitted to register as E-Filers. If, during
the course of the action, a party who is registered as an E-Filer is placed in
custody, the E-Filer shall promptly advise the Clerk of the Court to terminate the
E-Filer's registration as an E-Filer.

(4) If, during the course of the action, the party retains an attorney who appears
on the party's behalf, the attorney must advise the Clerk of the Court to terminate
the party's registration as an E-Filer upon the attorney's appearance.

(C) Registration as an E-Filer constitutes consent to electronic service of all documents
as provided in this General Order and in accordance with the Federal Rules of Civil
Procedure and Federal Rules of Criminal Procedure. The Clerk of the Court shall use an
electronic and/or paper registration form that contains an express consent to service by
electronic means in accordance with Fed. R. Civ. P. 5(b)(2)(D) and Fed. R. Crim. P.
49(b).

(D) The Clerk of the Court may establish registration procedures that require an E-Filer
applicant complete on-line and/or in-person ECF training prior to being provided full
access as an E-Filer.

(E) Once registration and/or training is completed in accordance with procedures
established by the Clerk of the Court, the Clerk of the Court shall provide the E-Filer
with notification of the E-Filer's login and password.

(F) E-Filers agree to protect the security of their passwords.

(1) An E-Filer shall immediately notify the Clerk of the Court if he or she learns
that the E-Filer's password has been compromised.

(2) Use of the login and password is limited to the E-Filer and agents specifically
authorized by the E-Filer. The E-Filer shall be responsible for all applicable
charges associated with use of the E-Filer's password, and any documents filed
by use of the password shall be deemed authorized and signed by the E-Filer.

(3) If the Clerk of the Court believes that an E-Filer's password has been
compromised, the Clerk of the Court shall notify the E-Filer. In such instances,
the Clerk of the Court may make necessary corrections to ECF and shall issue a
new password to the E-Filer.

(4) E-Filers may be subject to sanctions for failure to comply with the provisions
of this General Order or any ECF procedures established by the Clerk of the
Court.

(G) Itis the responsibility of the E-Filer to maintain adequate facilities and equipment to
participate in ECF, including maintaining a current and active e-mail address. The E-
Filer shall promptly notify the Clerk of the Court and opposing litigants in pending cases
of any changes in the E-Filer's e-mail address. An E-Filer who lacks the necessary
facilities, equipment, or active e-mail address, other than for a temporary period of
limited duration, shall promptly seek withdrawal from ECF.

(H) A An E-Filer may, for cause, be terminated from using ECF. The Clerk of the Court
shall establish rules and procedures for such termination, which shall provide for review
by petition to the Executive Committee of the court or a designated district judge or
magistrate judge.



0] (1) An E-Filer who is transferred to inactive status in accordance with LR 83.18
or suspended or disbarred pursuant to the court's disciplinary procedures, LR
83.25-.31, shall have his or her registration as an E-Filer automatically
terminated.

(2) Following reinstatement under LR 83.18 or LR 83.30, a previously registered
E-Filer must request reinstatement of his or her registration as an E-Filer. Such
request must include then-current information as to the E-Filer's name, address,
telephone number, and Internet e-mail address and any other information that may
be required under procedures established by the Clerk of the Court.

V. Consequences of Electronic Filing

(A) Electronic transmission of a document to ECF consistent with these rules, together
with the transmission of a Notice of Electronic Filing from the court, constitutes filing of
the document for all purposes of the Federal Rules of Civil Procedure, the Federal Rules
of Criminal Procedure, and the local rules of this court, and constitutes entry of the
document on the docket kept by the Clerk of the Court under Fed. R. Civ. P. 58 and 79
and Fed. R. Crim. P. 49 and 55.

(B) (1) When a document has been filed electronically or created by the court
electronically, the official record is the electronic recording of the document as stored by
the court, except as provided for in section V(B)(2) below.

(2) Redacted stored electronic versions of paper documents filed with the court
shall not constitute the official record of the court and the paper document shall be
maintained as the official record of the court.

(C) Where the Clerk determines that a legible scanned image cannot be produced of a
document filed in paper form, the paper document shall be maintained as the official
record of the court except as provided for in sections V(D) and V(E) below.

(D) Where a document filed in paper form is suitable for scanning, but one or more
exhibits attached to the document cannot be readily scanned due to the quality of text or
images included in the exhibit, the clerk may scan the document as provided for in
section (B)(1) above and retain the exhibit in paper form.

(E) Where a document filed in paper form is otherwise suitable for scanning but includes
color text or images, the clerk may scan the document as provided for in section (B)(1)
above to create a black and white electronic version of the document.

(F) The filing party is bound by the document as filed. The clerk of court may, where
necessary and appropriate, modify the docket to comply with quality control standards.

(G) Except in the case of documents first filed in paper form and subsequently submitted
electronically under § I111(B)(4), a document filed electronically is deemed filed at the
date and time stated on the Notice of Electronic Filing from the court.

(H) Filing a document electronically does not alter the filing deadline for that document.
Filing must be completed before midnight Central Time in the Northern District of
Illinois in order to be considered timely filed that day. To the extent local rule or an
order of the court requires filing with the court or service on an opposing party by a



specific time of day, the document must be filed or served by that time of day to be
timely and a courtesy copy submitted to the court within one business day.

V1. Entry of Court Orders

(A) (1) All orders, decrees, judgments, and proceedings of the court will be filed in
accordance with this General Order which will constitute entry on the docket kept
by the Clerk of the Court under Fed. R. Civ. P. 58 and 79 and Fed. R. Crim. P. 49
and 55. All signed orders will be filed electronically by the court or court
personnel. Any order filed electronically by the court or court personnel without
the original signature of a judge (or, where applicable, the Clerk of the Court) has
the same force and effect as if the judge or Clerk of the Court had affixed the
judge's or Clerk of the Court's signature to a paper copy of the order and it had
been entered on the docket in the manner otherwise provided.

(2) The Clerk of the Court may establish additional procedures for filing,
creating, and storing electronic versions of orders, decrees, and judgments.

(B) An E-Filer submitting a document electronically that requires a judge's signature
must promptly deliver the document in such form as the court requires.

VI1I. Documents, Attachments, and Exhibits

(A) E-Filers must file all documents in electronic form, except where this General Order
or the court permits otherwise. All electronic documents must be submitted in
Compatible Format. Each document filed electronically must be titled using one of the
categories contained in ECF.

(B) Documents filed electronically must not exceed 5 megabytes in size. Any document
that exceeds these limits must be broken into multiple PDF files and filed as a document
and attachments. By way of example, most filings include a foundation document (e.qg.,
motion) and other supporting attachments (e.g., memorandum and exhibits). The
foundation document as well as the supporting attachments will each be deemed a
separate component of the filing, and each component shall be uploaded separately in the
filing process:

(C) E-Filers may be excused from filing a particular component electronically under
certain limited circumstances, such as when the component cannot be reduced to an
electronic format. Such component shall not be filed electronically, but instead shall be
filed with the Clerk of the Court and served upon the parties in accordance with the
applicable Federal Rules of Civil Procedure or Federal Rules of Criminal Procedure and
the local rules for filing and service of paper documents. E-Filers filing a paper
component shall file electronically a Notice of Paper Filing setting forth the reason(s)
why the component cannot be filed electronically.



(D) An E-Filer, unless otherwise instructed by the court, may submit as exhibits or
attachments 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. E-Filers who file excerpts of documents as exhibits or
attachments under this rule do so without prejudice to their right to timely file additional
excerpts or the complete document. Responding parties may timely file additional
excerpts or the complete document that they believe are directly germane.

(E) (1) Nothing in section VI of this General Order shall override the local rules
regarding page limitations on specific types of documents. The pages of
electronic documents should substantially comply with the page limitations
contained in LR 5.2. Absent leave of court, the page limitations set forth in LR
7.1 apply to briefs filed in electronic form.

(2) Nothing in section VII of this General Order shall prevent the court from
ordering that other rules will apply in a particular case.

VIII. Restricted or Sealed Documents

(A) Restricted or sealed documents must be filed in paper form in accordance with LR
5.8 and 26.2.

(B) (1) A motion for a protective order or to file restricted or sealed documents may
be filed electronically unless prohibited by law.
(2) If such a motion itself contains all or part of the proposed restricted or sealed
materials, an E-Filer may file such a motion in paper form.

IX. Retention Reqguirements for Documents with Signatures of Persons Other Than E-
Filers

(A) Documents that are electronically filed and require original signatures other than that
of the E-Filer, e.g, affidavits, declarations, must be maintained in paper form by the E-
Filer until 4 years after all time periods for appeals expire.

(B) On request of the court, the E-Filer must provide original documents for review.

X. Signatures of E-Filers

(A) The user login and password required to transmit documents to ECF serve as the E-
Filer's signature on all electronic documents filed with the court. They also serve as a
signature for purposes of Fed. R. Civ. P. 11, the Federal Rules of Civil Procedure, the
Federal Rules of Criminal Procedure, the local rules of this court, and any other purpose



for which a signature is required in connection with proceedings before the court. Each
document filed electronically must, if possible, indicate that it has been electronically
filed. Electronically filed documents must include a signature block and must set forth
the name, address, telephone number and the attorney's bar registration number, if
applicable. In addition, the name of the E-Filer under whose login and password the
document is submitted must be preceded by an "/s/" and typed in the space where the
signature would otherwise appear.

(B) No E-Filer or other person may knowingly permit or cause to permit an E-Filer's
password to be used by anyone other than an authorized agent of the E-Filer. Electronic
filing may be delegated to an authorized agent, who may use the login and password to
transmit a filing. However, use of the login and password to transmit the filing
constitutes a signature by the E-Filer, even when the E-Filer does not perform the
physical act of filing.

(C) In cases assigned to ECF, documents requiring signatures of more than one party
must be electronically filed either by: (1) transmitting a scanned document containing all
necessary signatures; (2) representing the consent of the other parties on the document;
(3) identifying on the document the parties whose signatures are required and by the
submission of a notice of endorsement by the other parties no later than three court days
after filing; or (4) in any other manner approved by the court.

XI. Service of Documents by Electronic Means

(A) All E-Filers shall maintain a current and active e-mail address to receive Notices of
Electronic Filing through ECF.

(B) When a pleading or other document is filed electronically in a case assigned to ECF,
ECF will automatically generate a Notice of Electronic Filing, which will automatically
be transmitted by e-mail to all E-Filers in the case.

(C) Subject to the provisions of Fed. R. Civ. P. 5(b)(3), the Notice of Electronic Filing
constitutes service under Fed. R. Civ. P. 5(b)(2)(D) and Fed. R. Crim. P. 49(b) as to all
E-Filers in a case assigned to ECF.

(D) Parties to a case assigned to ECF, who are not E-Filers or represented by an E-Filer
and who have not otherwise consented to service by electronic means under Fed. R. Civ.
P. 5(b)(2)(D), are entitled to receive a paper copy of any electronically filed document.
Service of such paper copy must be made in accordance with the Federal Rules of Civil
Procedure, the Federal Rules of Criminal Procedure, and the local rules of this court.

(E) Where service is made as to any party who is not an E-Filer or is represented by an E-
Filer, a certificate or affidavit of service must be included with all documents filed



electronically. Such certificate or affidavit shall comply with LR 5.5 Such certificate or
affidavit is not required as to any party who is an E-filer or is represented by an E-filer.

XI1. Notice of Court Orders and Judgments

(A) Immediately upon the entry of an order or judgment in a case assigned to ECF, the
Clerk of the Court will transmit to E-Filers in the case, in electronic form, a Notice of
Electronic Filing. Electronic transmission of the Notice of Electronic Filing constitutes
the notice required by Fed. R. Civ. P. 77(d) and Fed. R. Crim. P. 49(c). The Clerk of the
Court must give notice in paper form to a person who is not an E-Filer or represented by
an E-Filer in accordance with the Federal Rules of Civil Procedure, Federal Rules of
Criminal Procedure, and the local rules of this court.

XI1l. Technical Failures

(A) An E-Filer whose filing is made untimely as a result of a technical failure may seek
appropriate relief from the court.

(B) Any difficulty connecting to ECF and any other technical failure experienced should
be immediately reported to the ECF Help Desk. The Court Web Site shall provide
information as to how to contact the ECF Help Desk.

XI1V. Public Access

(A) Anyone desiring to view documents and court records maintained on ECF from a
location other than the office of the Clerk of the Court, must have an account on the
Public Access to Court Electronic Records ("PACER") system. Information about
PACER, including applicable fees and how to register for it, may be found on the Court
Web Site.

(B) The public will have electronic access to ECF at the offices of the Clerk of the Court
for viewing during regular business hours. The offices of the Clerk of the Court are
located at 219 South Dearborn Street, Chicago, IL 60604 and 211 S. Court Street,
Rockford, IL 61101.

(C) Paper copies and certified copies of the electronically maintained documents on ECF
may be purchased at the offices of the Clerk of the Court. The fees for copying and
certifying will be in accordance with 28 U.S.C. § 1930.

ENTER:
FOR THE COURT



Chief Judge

Dated at Chicago, Illinois this day of October, 2007
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CM/ECF System Overview

General

The Case Management/Electronic Case Filing System (CM/ECF) is the Court's electronic
system for receiving, recording, docketing, filing, and retrieving pleadings and other
court documents in electronic form. CM/ECF is also capable of generating, recording,
retrieving, and transmitting court orders and notices in electronic form.

System Requirements

e [IBMor MAC PC

e Pentium I11 or higher

e Minimum 256MB RAM

e High-speed Internet access through a service provider
e Acrobat Reader 4.0 or higher

e Acrobat Writer 4.0 or higher or other comparable program able to publish
documents to PDF format

e Internet Browser: Netscape Version 4.76 or Internet Explorer 5.5

e Scanner to convert documents to PDF format that are not in your word processing
system

User Accounts

As a registered user you have full responsibility for maintaining your account.
Information on how to maintain your account is provided in the Maintaining Your
Account section of this guide. This includes information affecting such matters as how
notice is provided and where notices are sent. Unlike PACER, your CM/ECF account
may not be shared by multiple users.

Login ID and Password

Take every reasonable precaution to protect your login name and password, as you are
responsible for all ECF activity associated with your account. If you change the ECF
password that you are issued when your account is set up, no one at the Court will know
what your password is or be able to retrieve it for you. Your PACER login and password
will not work in CM/ECF. Any login or password that you may have received from
another District or Bankruptcy court will not work in this Court.

Pacer Accounts

Registered users are required to have a PACER account. The PACER account gives you
the ability to read case dockets and view electronic images of documents. PACER
accounts may be shared by multiple individuals. In contrast, each CM/ECF registered
user is required to have his or her individual account, login, and password.

U.S. District Court Northern District of Illinois 1
Version 3.1.1



CM/ECF System Overview

Courtesy Copies

Local Rule 5.2(e) provides as follows: “Each person or party filing a paper version of a
pleading, motion, or document, other than an appearance form or return of service, shall
file in addition to the original a copy for use by the court. Where a filing is made
electronically of a pleading, motion, or document other than an appearance form or return
of service, a paper copy shall be provided for the judge within one business day, unless
the judge determines that a paper copy is not required..”

The paper copy of the electronic filing should be placed in the drop box reserved for that
purpose, located on the south end of the 20™ floor Clerk’s Office, unless the judge has
directed that such copies be delivered directly to chambers.

Documents

All documents must be in PDF (portable document format). The General Order on
Electronic Case Filing provides that “Documents filed electronically should not exceed 5
megabytes in size”. This applies to each individual component of an electronic filing, not
to the entire filing. In other words, if you are filing a motion with several exhibits, the
motion itself and each exhibit can each be up to 5 megabytes in size.

If the exhibits you need to file with your main document are too large subdivide the
exhibit, and identify each attachment appropriately, e.g., Exhibit A, Part 1, Exhibit A,
Part 2.

As long as the combined exhibits do not exceed 5 megabytes in size, you can combine
them in a single attachment. If you do, be sure to label the attachment appropriately, e.g.,
Exhibits A through D.

System Access and Availability

Registered users may access CM/ECF from the Clerk’s website at www.ilnd.uscourts.gov
The system is available 24 hours a day, seven days a week, 365 days per year with the
exception of Friday’s between the hours of 7:00 a.m. and 7:30 a.m. when the system will
be down for routine system maintenance.

U.S. District Court Northern District of Illinois 2
Version 3.1.1



Accessing CM/ECF

Accessing CM/ECF

AL

Internek
Explorer

1. Double-click on your Internet browser icon. The icons of the two most popular
browsers are displayed above.

2. Type www.ilnd.uscourts.gov in the address bar of your browser then press Enter.

Tools & Information

* Direct Login to Pacer and Electronic
Case Filing{CMIECF) ‘
* Local Rules (E0

* Courtroom Technology
» On-line Forms

» Jury Information

3. Click the CM/ECEF link.

U.S. District Court Northern District of Illinois 1
Version 3.1 .1
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Accessing CM/ECF

Welcome to the United States District Court for the Northern District of Iineis - CMECT LIVE, Ver 3.0

Northern District of Winois - CAMECE LIVE, Ver 3.0 - Document Filing Svstem

Welcome to the "LIVE" CM/ECF Database
’ CAIECF IS NOW READY FOR USE.
PLEASE TAKE NOTICE THAT THE CM/ECF SYSTEM WILL BE UNAVAILABLE BETWEEN
7:00 AN AND 7:30 AN ON FRIDAYS FOR ROUTINE SYSTEM MATNTENANCE.

IS April2006

Court Information

4. Click the CM/ECF Live link.

Notice

Login:

Authentication

[
Password: I

Login | Clear

CMECE has been tasted and works corvecily with Netscape 4.7x and 7.0z, and niernet Explorer 5.5 and 6.0

ECF Login

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

5. Type your login ID.

6. Type your password. Remember, passwords are CaSe sensitive!

7. Click Login.

8. The Main Menu screen displays. Options for completing filing tasks are at the top of
the screen. The logout button is also located on the menu bar. Protect the security of
your account by always logging out of a CM/ECF session. Unlike other Windows
applications, clicking the X in the upper right hand corner of the window (screen) will
not log you out of the system.

U.S. District Court Northern District of Illinois 2
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Navigating in CM/ECF

CM/ECF has many features that can help you to navigate through the various screens you
need to use. Discussed below are the most common navigational features of CM/ECF.

If you click on this button...

You will...

Advance one screen at a time.

Clear |

Clear the information entered in the screen.
The Clear feature does not work on all screens.

@‘ «; https:/fecf-train.iind. circ7 denfegi-bin login. pl? 7026 139656974

File Edit View Favorites Tools Help Links @] ILND o J-NetH

W dAf | (@ CM/ECF TRAIN, Ver 3.0 - U.S. District Court, Narther...

Return to the previous screen, one screen at a time.
You can move back through several screens by
clicking on your Back button once for each screen.
You may use this option instead of the Clear button.

Check Boxes and Radio Buttons

Check boxes and radio are used when you need to select one or more choices from a list.

Clicking on a check box places a M in the option box. In most cases you may select more
than one check box. A radio button is a round button used to select only one option from

a set of choices. The example shown above shows both types of buttons.

Case Number

1:03-cw-00105 Walters v. Walgreens Diug Stores

i & Filed
Radio
- 31,2003
button " Entered I

N

to [9/1/2003

1 Include private entries

¥ Include terminated parties
Check

Documents | to |

vox =& I Include links to notices of electronic filing

U.S. District Court Northern District of Illinois
Version 3.1 .1
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Navigating in CM/ECF

Drop down menus

A drop down menu is a list which appears, or “drops down,” when a down arrow (V) is
clicked. Drop down menus are used to make a selection from a list of choices, such as the
cause of action or nature of suit in a civil case, a type of motion, or a docketing event.
Simply click your desired selection.

Drop down menus may be quite long; you have two options for moving down the list
quickly.

Option 1 In the selection text box, enter the first letter of the word. The list
automatically advances to that group of letters on the screen. The
selected event(s) selected display in the text box.

Option 2 Click on the down arrow to the right of the text box to view the
list. To scroll up or down the list, click the up (&) or down ()
arrow. Click on the item you wish to docket, the title will appear in

the text box.
Note
Administrative Recard Depending on the screen, you
Adfidawit
Armended Document (NOT Mation) & may be able t.O select more
Appendix than one choice from the
Application d d
Application for Writ rop down menu.
Application to Appear Pro Hac Vice
Bill of Costs
CJA 24, 30 and 31 Forms

Error messages

When a mistake is made in CM/ECF an error message will often appear on the screen.
Error messages usually will both tell you what type of mistake has been made and what
corrective steps need to be taken.

Silver Balls (Splats)
Click on a silver ball to display the electronic notice associated with the document filed.

U.S. District Court Northern District of Illinois 2
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Managing Your Account

Important Points to Keep in Mind

CM/ECF offers several utilities to users that are helpful in working with the system. In
addition to providing tools that may help you to monitor your use of CM/ECF, the
utilities section is where you will manage your CM/ECF password and record your
e-mail address, mailing address, and other important information.

It is your responsibility to manage your own CM/ECF account. If you do not maintain a
current e-mail and mailing address, you will not receive notices electronically or through
the postal service.

1. Click Utilities to access
your account.

Query Reports ~ Utilities

2. Select the appropriate Utilities
option.
Your Account Miscellaneous
Maintain Your Account Legal Eesearch ...

View Your Transaction Log  Mailings. .

Change Client Code

Change Your PACER Login =~ Verify a Document
Review Billing History

Show PACER. Account

Edit Data Monthly Trials Mem

Miscellaneons
Internet Pavment History

If you want to Then click ...

Update your contact information Maintain Your Account
Change your login or password Maintain Your Account
Set e-mail preferences Maintain Your Account
Check activity on your account View Transaction Log
View mailing information for a case Mailings

Generate Mailing Labels Mailings

U.S. District Court Northern District of Illinois 1

Version 3.1.1



Managing Your Account

Update Your Contact Information

Maintain User Account

Last name |Rogers

First name |Paula Filer status hd

Filer status

Middle name Generation comment
Gender v ATY Type v
Title
Bar number Tvpe crt
Prisoner id Add Headers to PDF Documents
Office |United States District Court
Unit
Address 1 219 South Dearbom Street
Address 2
Address 3
City |Chicago State |IL Zip |60604
Country County v
Phone Fax
Initials DOB End date
[ Email information ] [ Maore user information ]
[ Submit | uiveweemm  Click Submit

when done.

Field Description/Action

Name Verify that your information is correct.

Generation Optional: Enter I, II, etc. For example, John Smith III..

Title Optional: Mr., Mrs. Ms., Dr., etc.

Gender Optional: Click the ¥ arrow and select.

ATY Optional: Click the ¥ arrow and select the type of attorney.

Bar Number Enter your Illinois State Bar ID number. Leave blank if you do not

have an ID.

Prisoner id

Leave blank.

Office/Unit Optional: Enter the name of your firm and unit to which you are
assigned.
Address, City, | Enter your postal service mailing address. This address will be used
State, Zip when a notice or other information is mailed out manually.
U.S. District Court Northern District of Illinois 2
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Change Login and/or Password

Managing Your Account

1. Click More user
information.

nited States District Court

19 South Dearborn Street

Email information.... Ivore user information. ..

|

Submit

! i

i
]
5]

2. Enter the desired login
and/or password.

3. Click Return to
Account screen.

Return to Account screen

el

4. Click Submit.

You MUST submit your
changes from this screen!

United States District Court

219 South Dearbomn Street

Emel fometon

) Gloa

U.S. District Court Northern District of Illinois
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Set e-Mail Preferences

Managing Your Account

. H Maintain User Account
1 . _Clle Em_al I Last name Rogers First name Paula Filer status he
I nfo rmatl on. Middle name Generation il et
comment
Gender ~ ATY Type ~
Title
Bar number Type crt
Prisoner id Add Headers to PDF Documents
Office |United States District Court
Unit
Address 1 219 South Dearbomn Street
Address 2
Address 3
City |Chicago State IL Zip 60604
Country County e
Phone Fax
Initials DOB End date
[ Email information ] [ Ivlore user information ]
:
2. Enter your e-mail Email Information for Paula Rogers
address.
Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
3. Select a deliVery paula_rogers@ilnd courts gov HTML (|| Individual MEF Yes Hide Options v
methOd. [ Add Additional E-mail Address ] l:'son Information Screen ] [C\ear]

Delivery Method

Select Individual NEF to receive an e-mail
for each document filed or entry to the
docket.

Select Summary NEF to receive an e-mail
that summarizes all activity from the
previous day (12:00 a.m. — 11:59 p.m.).

U.S. District Court Northern District of Illinois
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Managing Your Account

4. Select additional
options.

5. Add additional email
addresses if desired.

6. Click Return to
Person Information
Screen.

Primary E-mail Address

paula_rogers@ilnd courts.gov

Email Information for Paula Rogers

Delivery In All
Format Method Active My Cases Additional Options
HTML % || Individual NEF % Yes Hide Options v

[ Add Additional E-mail Address

: Hide Options
] [ Return to Person Information Scree Additional Cases

Additional Cases

Delivery Method

Delivery Method Exceptions

Select this option to receive notice on
additional cases with which you are not
associated with. Keep in mind that
PACER fees will apply.

Select this option if you’ve selected

Exceptions to receive a Summary NEF, but want to
receive individual e-mails on specific
cases.

Select Additional Cases
1. Select Additional
Cases.
2. Click Add.
Dgrimarv\' E-mail Address Format 3[&“10& Active My Cases #lditional Options

3. Enter the case number.

4. Click Add to List.

5. Repeat for additional
cases.

6. Click Return to
Person Information
Screen.

paula_rogers@ilnd.courts.gov HTML * || Individual MEF Yes Additional Cases
Add Vel dditional Cases to Receive NEFs
The free look s not apply when viewing documents in these cases.
Enter case number | 04-8000 and click [ _Add to List

[ Add Additional E-mail Address ] | Return to Person Information Screen 1 [ Clear ]

U.S. District Court Northern District of Illinois
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Managing Your Account

Add Additional e-Mail Addresses

1. Click Add Additional
E-ma'l Add ress. R{rimaq‘ E-mail Address Format Method Active My Cases Additional Options
paula_rogers@ilnd.courts gov HTML || Individual NEF v Yes Additional Cases v

Add * | Additional Cases to Receive NEFs

The free look’ does not apply when viewing documents in these cases.

Enter case mmmber | 04-5000 and clicl [ Add to List
[ Add Additional E-mail Address ] [ Return to Person Information Screen ] [ Clear ]
2. Enter the e-mail Delivery In Al
Primary E-mail Address Format Method Active My Cases Additional Options
address. _
paula_rogers@ilnd.courts.gov HTML * || Individual MEF |+ Yes Additional Cases v
. Add ~ | Additional Cases to Receive NEFs
3 Select the dellvery The free look' does not apply when viewing documents in these cases.
options.

04-8000 d clicle [ Add to List
4. Repeat for up to five S an /2
p p Secondary E-mail Addresses

Secondary addresses' lulu@yahoo com HTML + || Individual NEF |+ | Hide Options v
[ Add Additional E-mail Address ] [ Return to Persen Information Screen ]

5. Click Return to

Person Information " . .
erso ormatio & To have the recipient receive notice in all your cases, check the

reen. . .
Scree In All My Cases box. Otherwise, specify the cases.
# To deactivate the secondary e-mail address, uncheck the box
under the “Active” column.
& The “free look” does not apply to secondary email addresses.
PACER fees will apply to secondary email addresses.
U.S. District Court Northern District of Illinois 6
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Managing Your Account

View Your Transaction Log

The transaction log is a report that lists all CM/ECF entries and transactions that you
made during a specified time period.

1. Click Utilities on the

. ue Reports Utilities
main menu. g y nep —
2. Click View Your Utilities
Transaction Log. %
Your Account Miscellaneous
Maintain Your Account Legal Research
View Your Transaction Log Mailings._ .
Change Client Code
Change Your PACER Login =~ Verifv a Document
Peview Billing Historv
Show PACEER. Account
Edit Data Monthly Trials Mem
Miscellaneons
Internet Pavment History
3. Enter the date range. :E C F civil ~ eximinal - Query
U —_ —_— —_
4. Click Run Report View Transaction Log
Enter the Date Selection Criteria for the Transaction Log Report
Start Date: |02/07/2008 End Date: |2/15/2003
Run Report || Clear | []Malke these options my default
T Transaction Log
Report Period: 01/11/2008 - 01/11/2008
Id Date Case Number Text
161065  01/11/2008 08:40:40 1-04-cv-8000 AMENDED complaint by Sanmel Pearl against Daffy Duck. Samuel Pear]l (Rogers. Paula)
161068  01/11/2008 09:33:09 1-04-cv-8000 MOTION by Defendant Arkling Group for summary judgment (Rogers. Paula)
i o L NOTICE of Motion by Thuirston D Stmith, Jr £ tment of motion to diseiss[6], motion to expedit
) || OIS A | LA enEEt [71 bef'oreoHongrE:;;e \Va};ﬂeslsnAnd;:m o; f‘rllgljzzel;lg a?%ggl;n?&\?[r,l(l:ogﬁ;s;a\ﬂa?o S e
Account activity for the date range entered.
U.S. District Court Northern District of Illinois 7
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Managing Your Account

Mailings

=ECF oo

\Mallmgs

Mail Motification Requests \ &
Maihng Info for a Case

Malng Labels by Case

Mail Notification Requests

Click this link for information for one or more people who have requested e-mail
notification from CM/ECF. (You will need to login to your PACER account to
retrieve this information.)

Mailing Information for a Case

Enter the case number to wiew the recipient list.

Case Nunher: ||
Submit | Clearl

Mailing Info for a Case
Identify who is receiving e-mail notices and notices through the postal system in a
specific case.

1. Click the Mailing Info for a Case link.
2. Enter the case number.
3. Click Submit.

Mailing Information for a Case 1:99-¢cv-00002

Flectvonic Mail Notice List

The followang are those whe are currently on the kst to recenre e-mail notces for this case
» Russell Crowe
= Andy Gareia

DLannal Notice List

The following i the bzt of attorneys who are nok on the bist to recewe e-mad notices for this case (who therefors requre mamal poticng) You may wish to e |
enouse to select and copy this Bst into your word processing program i order to creats nobces or labels for these recipients

Rttorney Test

Jack & Jones

200 South Dearborn Street
Chicago, IL 0500

U.S. District Court Northern District of Illinois 9
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Managing Your Account

Mailing Labels by Case

Click this link to generate a set of mailing labels for use in a case.

Mailing Labels by Case

('ase number [95-2

F Al Select ALL participants for case

ORr
Select any combination of the following

Particapants Amicus :I
Appellant hd

I Judges

M Attormevs

Pimi forimat 2 columns
3 columns
Mext I Clear |

Mailing Labels by Case

Generate and print mailing labels for use in a case.
1. Click the Mailing Labels by Case link.
2. Enter the case number.

3. Click the Y arrow and select the participants. To select more than one
participant hold down the CTRL key while clicking each name.

4. Select a format for the labels.
5. Click Next to display the labels.

U.S. District Court Northern District of Illinois 10
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Filing a Complaint or
Other Initiating Document

READ THIS before attempting to file a complaint.

v Payment for filing fees will be made through Pay.gov, a service used by the District Court to
process filing fees. Pay.gov is NOT a department of, or managed by the District Court.

Please review the General Order regarding refund of filing fees paid electronically. The full
order is available at http://10.205.15.104/PRESS/GeneralOrder102607.PDF and applicable
excerpt is provided at the end of this document.

v'The filing user will be prompted to enter credit card information while filing the notice of
appeal. Pay.gov accepts Visa®, MasterCard®, Discover®, American Express® and Diners
Club International ®.

Debit cards are not accepted for payment at this time. Please check the Clerk’s Office
website at www.ilnd.uscourts.gov for updates.

v"New cases are deemed filed on the day the Clerk’s Office receives the required filing fee.
Any complaint or miscellaneous filing submitted for payment electronically without payment
will be docketed as a received document (fee due).

v Complaints will be filed in a temporary case record bearing the case number 07cv99999 and
the case title “Plaintiff v. Defendant”. Clerk’s Office staff will assign a case number, judge,
and magistrate judge to the documents submitted by close of business at 4:30 p.m. Filings
submitted after 4:30 p.m. will be assigned the following business day. Documents will
maintain the filing date of the date submitted.

v’ Sealed documents are to be submitted to the Clerk’s Office in paper form in accordance with
local rules. No sealed documents are to be e-filed.

v Carefully follow the instructions provided in this document to ensure a successful filing.

U.S. District Court Northern District of Illinois 1
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Filing a Complaint or
Other Initiating Document

1. Select the appropriate link to begin your filing.

» To file a Complaint
click on the Complaints link.

» To file a Writ of Habeas
Corpus click on the
Complaints link.

> To file a Notice of Removal
click on the Other Initiating
Documents link.

> To file a Miscellaneous Case
click on the Other Initiating
Documents link.

ZECF o -

Motions and Related Filings
Motons
Eesponses and Replies

Criminal ~ Query Reports ~  Utilities
Civil Events
Initial PleadiAi Service Other Filings Schedule Of Judges Not Hearing Motions
Complaints ADE Docutnenits List of Tudges
Other [nitiating Documents Watices
Service of Process Trial Documents
Answers to Complaints Appeal Dacuments
Other Answers Other Documents

Service of Process

Ansivers o Complamts
Other Ansiwvers

Motions and Related Filings
Motions

Eesponses and Replies

criminal  ~ Query Reports =~ Utilities
Civil Events
Initial Pleadings and Sergid¥ Other Filings Schedule Of Judges Not Hearing Motions
Complaints ADE Documents List of Judges
Other [nianng Documents INatices

Trial Documents

Appeal Documents
Other Documents

2. A. Enter 07cv99999 as the
case number.

B. Click Find This Case.

Complaints

Civil Case Number

[07cvag0eg | Find This Case
N
** ROCKFORD office filers use
case number 07cv59999
3. Once the case number displays in
the box click Next. Complaints

1:07-cv-99999

Civil Case Number

B

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

4. Click Next.

Complaints

1:07-cv-99999 Plaintiff v. Defendant

5. Select the appropriate
event.

SECF ov -

Criminal  ~ Query Reports ~ Utilities ~

Somplaints
-07-cv-99949 Plaintiff v. Defendant

[ Start typing to find another event.
Available Events (glids to select events)

Selected Events (click to remove events)
Amended Compl
p

[Complaint

Counterclaim

Crossclaim

Intervenor Complaint

Petition for Writ of Habeas Corpus
Third Party Complaint

In this example, we are filing a complaint.

6. A. Select Plaintiff.
B. Click Next.

RECF =

Criminal ~
Complaints
1.07-cv-99999 Plaintiff v. Defendant

Select the filer.

DO NOT ADD
PARTIES ON THIS
SCREEN.

Select the Party:

\Defendant [Defendant
| Plaintiff [Plaintiff]

Add/ New Partv

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

7. A. Uncheck all
boxes.

B. Click Next.

Do not link the attorney to
this case. Doing so will
cause to receive all
complaints filed in case
07cv99999.

SE c F Civil Criminal ~ Query Reports

Complaints
1:07-cv-99999 Plaintiff v Defendant

The following attorney/party associations do not exist for the above
case(s).

Please check the box on the left of the screen for associations which
should be created.

If the association should not be created, be sure the box is

myedﬁ ’ ’

[ Plaintiff (ptv-pla) represented by Attorney Test (aty) [] Lead [] Notice

8. A. Select the defendant.

Criminal =~

B. Click Next. Complaints
1:07-cv-99999 Plaintiff v. Defendant
Please select the party that this filing is against.
Select the Party: OR  Select a Group:
Defendant [Defendant] Add-"CrE@e*ﬁ-‘Pth’
DO NOT ADD Plaintiff [Flaintiff] ®No Group
PARTIES ON THIS Al Do
SCREEN ) All Plaintiffs
(O All Parties

9. Click Browse.

EECF civil Criminal  ~

omplaints
1:07-cv-99999 Plaintiff v. Defendant

Select the pdf document (for example: C:1199cw501-21 pdf).

Filename

Attachments to Document: O No & Yes

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

10. A. Click the complaint that you
are filing.

B. Click Open.

Choose file

K Look in: | & CMECF Practice Files

LY B 07cv99999_cook_v_mouse_complaint.pdf

1: amended comp.pdf

My Recert B answer.pdf
Documents 7:- appearance.pdf
@ 8] case labels-AM. doc
8 case labels-PM.doc
Desktop .,.E exhibit A.pdf

 Exhinit 8.pdf
.,E exhibit C.pdf
 motion1.ndf

" notice of mation 1.pdf

s,

My Documents

EJx]

x|« @k E-

My Computer
y
My Networke  Fil name: |072v98889_cook_v_mouse_complaint pdt x| Open
Places
Files of type: |_‘—'J| Files "7 ﬂ Cancel ‘

11. A. Click the Yes radio
button.

B. Click Next.

Criminal ~

-omplaints
1:07-cv-99999 Plaintiff v. Defendant

Select the pdf document (for example: C:1199cv501-21 pdf).
Filename

Browse. .

Attachments to Document: O No & Yes

Mext

12. Attach the Civil Cover
sheet that you created.

A
B.

Click Browse.

Locate and click on the
Civil Cover sheet for
this case.

Click Open to link it to
the complaint.

EEQF Civil -

Complaints

Criminal

1.07-v-99999 Plaintiff v Defendant Lookcin: [ €9 CMECF Pracice Fies El cor B
Y ") 076v259%9_cook_v_mouse_complaint.pdf
9 " amended comp.pdf
Select one or more attachments. B‘U’Eif”';m EE”SV‘E’-P“ .
. = appearance o
1). Enter the pdf document that contains attachment s M) case Iabels-AM.doc
Filename () cce Iabels-PM.doc
Browse. Deskiop ] Civil Cover Sheet.pdf]
" exhibit &.pdf
: ) T exhibit 8.pdf
b p|
2) Before proceeding to step 3. de.sciibe the docl DJ ; = e
Category Description ocumerts |2 otion.pdf
v = "Tnotice of motion Lpdf
3) Add the filename to the list box below. If vou havi :1}!
Ny Computer
Add to List ‘1‘]
-
— Wiy Network  Fie name: Civi Cover Shest pof ~| Open

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

13. A. Click the ¥ arrow and select Civil
Cover Sheet.

B. Click Add to List.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for exampl
Filename

F-\CMECF - Attorney\CMECF Practice Fi

2) Before proceeding to step 3, describe the document using the

Category Description

W

] . dst b&lt}w. If vou have more attac
Affidavit

Appendix

Certificate of Semvice
Cwil Cover Sheet
Declaration

Errata

—

14. A. Repeat steps 11 and 12 to add the

Appearance Form and Summonses.

B. Click Next once all files have been
attached.

Instead of selecting a category, type the
name of the document in the description
field.

You may attach the required number of
PDFs for your summons. Provide one
summons for each named defendant. If the
government is a defendant, also provide one
summons for the U.S. Attorney General, U.S.
Attorney’s Office, and the officer of agency
of the United States (See FRCP 4.)

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example
Filename

F-\CMECF - Attorney\CMECF Practice Fi

2) Before proceeding to step 3, describe the document using the
Category Description
+ | Appearance

3) Add the filename to the list box below. If vou have more attacl

’7 Add to List

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

|

2) Before proceeding to step 3. describe the document using the Category list, the Descripti
Category Description

v

3) Add the filename to the list box below. If vou have more attachments, go back to Step 1.

FACMECF - Attorney\CMECF Practice Files\Civil Cover Sheet_pdf
FACMECF - Attorney\CMECF Practice Files\Summons.pdf
FACMECF - Attorney\CMECF Practice Files\appearance. pdf

Add to List
Remave from List

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

15. If this complaint includes a jury
Demand, type Jury Demand
in the box.

16. Click Next.

EE C F Civil Criminal ~ Query Reports

Complaints
@7-@-99999 Plaintiff v. Defendant

If this complaint includes a jury demand, tyvpe Jury Demand in box : lJURY DEMAND

* The jury demand must also be noted on the Civil
Cover Sheet.

17. Indicate payment type.

Type N if you are paying by credit card.

EEﬁF civil - Criminal  ~ Query Reports

Complaints
1.07-cv-99999 Plaintiff v. Defendant

Type Y only if you are:

» paying the fee in person, instead of

credit card, OR

Is this filed with an Application to Proceed Without Prepayment of Fees Y/N?
or

Is this complaint filed on behalf of the USA Y/N?,

Next

» filing on behalf of a government party

(AUSA only), OR

> filing an informa pauperis application.

18. Click Next.

Complaints
This screen reflects the filing fee amount 1:07-cv-99999 Plaintiff v. Defendant
that will be charged to your credit card, and is
NOT APPLICABLE if you are not paying Fee: 1
with a credit card.
Mext
19. Wait for the processing screen ZECF cwi criminal Query Reports

to display.

Complaints
1.07-cv-99999 Plaintiff v. Defendant

Now loading the pavment processing screen. This process might take a few seconds.

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

20. Follow the prompts and enter
your credit card information.

The payment amount displayed
reflects the appropriate fee for the
type document being filed.

Online Payment
Step 1: Enter Payment Information
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

Return to your grigine

Required fields are indicated with a red asterisk *

Account Holder Name: :

Payment Amount: 51.00

Billing Address:|219 3. Dearbamn *
]

State / Pravince:| v|
Zip / Postal Code:
Cuunlw:| United States v‘ *

Cotype| s AGD R[]
Card Number: l:l * (Card number vaius should not zon
Security Code: *h
Expiration Date: * .-’

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Pa

[ Continue with Plastic Card Payment ] [ Cancel I

21. Check the box authorizing
the charge. If this box is not
checked the filing fee cannot
be processed.

22. To have a receipt emailed
to you, enter your email
address in both boxes.

Enter email
address for receipt.

Online Payment Eeturn to your originating application
Step 2: Authorize Payment 112

Payment S ry  Editthis information

Address Information Account Infoermation Payment Infoermation

Payment Amount: $1.00

Transaction Date 10/25/2007 14:22
and Time: EDT

Account HolderﬁmElmEy Test
Name:

Card Type: Visa
Card Number: "*=***:2272

2198 Expiration Date: 4 / 200

Billing Address: Dearbomn
Billing Address 2:
City:
State / Province:
Zip / Postal Code: 60600
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below

Email Address: ‘paula_rogers@i\nd.uscourts gov |

Confirm Email Address:‘ |

paula_rogers@ilnd.uscourts.gov

cc

Authorization and Disclosure
Required fields are indicated with a red asterisk *
| authorize a charge to my card account for the above amount in accordance with my card issuer agreement *

Press the "Submit Payment” Button only once. Pressing the button more than once could result in r transactions.

Submit Payment ][ Cancel ]

Check this box to
authorize charge

U.S. District Court Northern District of Illinois
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Filing a Complaint or
Other Initiating Document

23. Wait until your credit card
charge has been processed.

Your request is being processed. Please wait.

If you do not select yes, you will
not be returned to the Court’s
website to complete your
transaction. Your credit card will
be billed, but your complaint will
NOT be filed.

24. Click Yes to return to CM/ECF.

Security Warning E|

The current Web page is trying to open a site in your Trusted
sites list. Do you want to allow this?

Current site: https://qa.pay.qov
Trusted site: https://ecf-test.ilnd.circ7.dcn

Yes ] I No

Waming: allowing this can expose your computer to security risks. If
you dont trust the curment Web page, choose Mo,

25. Add any desired text to the
docket entry.

26. Click Next.

T

Reports  +  Ltilitiss Search
Complaints

Daocket Text: Modify as Appropriate.
COMPLAINT |

Biled by Plaintifl; Filing fee 8 1, receipt anmber 075200000000001 60099,
(Test, Aftorney)

[t | [ i

27. Verify that the docket text, and
attachments are correct then
click Next.

List of attachments
included with the
filing.

- Criminal -

Query Reports - Utilities - Search

Cowmplaints
1.07-cv-89999 Plaintiff v. Defendant

Docket Text: Final Text
COMPLAINT filed by Plaintiff; Filing fee $ 1, receipt number 07520000000000160099 ( Test, Attorney)

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 D. Path (for conf ion only):
F:\CMECF - Attorney CMECF Practice Files\07cv29999_cook_v_mouse_complaint pdf — pages: 3

U.S. District Court Northern District of Illinois
Version 3.1.1



Filing a Complaint or
Other Initiating Document

28. Wait for the Notice of Electronic Filing - __
Civil

-omplaints
Make sure that you either print a copy of the 1-07-cv-99999 Plaintiff v. T
NEF for reference or write down the document
number. You will need this number in the
event that the clerk’s office requests that you

resubmit any PDF documents.

Processing . please wait.

New{i@emo][Replyv][ReplyTo All "][Forward "][Delete][Follow LUp v] [ Folderv][COpy Into Mew V][ChatY] [Tools Y]

paygovadmin@mail ga.twai.gov To [paula_regers@ilnd.uscourts.gov” <paula_rogers@ilnd.uscourts.govs
10/25/2007 01:27 PM cc

Subject |Pay Gov Payment Confirmation

THIS I5 AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY.

Your transaction has been successfully completed.

Payment Summary

Application Name: ILND CM ECF TEST
Pay.gov Tracking ID: 3FCOB9Q4B
Payment Agency Tracking ID: 07520000000000160100

: Attorney Test
: 219 5. Dearborn

v: US4

Shown above is a sample receipt generated by Pay.gov. Remember, in order to generate a
receipt you must enter your email address at the prompt on the Pay.gov screen. Refer to step 20
for details.

U.S. District Court Northern District of Illinois 10
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Filing a Complaint or
Other Initiating Document

UNITED STATES DISTRICT COURT FOR THE NORTHERN DISTRICT OF ILLINOIS
GENERAL ORDER 07 - 0023
GENERAL ORDER ON ELECTRONIC CASE FILING

Excerpt regarding refund of erroneous or duplicate payments:

(D) The Clerk of Court is hereby granted the authority to authorize refunds upon written request
by a party who has inadvertently made erroneous or duplicate payments on line. All approved
refunds shall be processed through the electronic credit card system. In the event that a particular
attorney or law firm continues to make repeated mistakes when submitting fees and requesting
refunds, the Clerk of Court may request that the Court issue an order to show cause why further
requests for refunds should be considered. If a credit card transaction is invalid for any reason or
if the credit card processing function in CM/ECF is experiencing problems, payment must be
made within two business days. Summons will not be issued until the fee is paid by credit card,
check, cash, or money order. If the case is an emergency filing, the filer must bring the paper
document.

U.S. District Court Northern District of Illinois 11
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Filing an Attorney Appearance

Important Points to Keep in Mind

v' ECF requires that each attorney file his or her own appearance. ECF will only accept
one appearance per entry.

v An attorney who has logged in as an e-filer may not file the appearance of another
attorney. For example, attorney Scott Glenn may file an appearance for himself, but
not for attorney Julia Roberts.

1. Click Search on the SECF Gvil v Crminal +  Query Reports v Utiites -  Seach  Logout
mailn menu.

2. Type Appearance in the box. [ Search Menus and Events
3. Click Search.
Appearance]

The search function works with any type of document
or pleading. Simply type in the type of pleading and
click Search.

4. Click Attorney Appearance.
Search results for 'Appearance’

o svents found

Civil Events — Notices /
Attorney Appearance
Criminal Events — Notices
Attornev Appearance - Defendant

Attorney Appearance - Other (test)
Attorney Appearance - USA

The system displays all available events for the document
or pleading.

U.S. District Court Northern District of Illinois 1
Version 3.1.1




Filing an Attorney Appearance

5. Type the case number in the box.

6. Click Find This Case.

}Isntices

Civil Case Number

04-3000 Find This Case

%_}

7. Wait for the system to find, then
display the desired case number.

8. Click Next.

Notices

Civil Case Number

04-8000 | Looking up case number 04-8000...

Clear

ﬁoﬂces

Civil Case Number

- 1-04-cv-3000

9. Verify that the correct case
number and case title display.

10. Click Next.

Nbhtices

1:04-cv-08000 Pearl v_ Arkling Group

HABEAS

U.S. District Court Northern District of Illinois
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Filing an Attorney Appearance

11. Click Browse. Notizes
1:04-cy-08000 Pearl v. Arkling Group
HABEAS

Select the pdf document (for example: C:1199cv301-21 pdf).
Filename

ﬂ *“ Browse.. |

Attachments to Document: & No O Yes

12. Select the appearance

form on your Computer_ Look in: | Z) CMECF Practice Fles | ¥ E3-
‘_‘5 7'_- 07cv99999_cook_v_mouse_complaint.pdf 7'_- Summons. pdf
. L 7'_- amended comp.pdf
13. Click Open to upload | B
the file tO CM/ECF ?[ lﬂ_]clabels-rﬂ.doc

IE_] case |abels-PM.doc
Desktop .',"_- Civil Cover Sheet.pdf
.,"_- Docketing Statement.pdf
J T exhibit A.pdf

' Exhibit 8.pdf
T exhibit C.pdf
-

- = motion 1.pdf
jlfg -,E Motice of Appeal.pdf
7'_- MNotice of Motion,pdf
" Refund_Request_07cv39999, pdf

Q |

My Metwork File name: |appeamnce pdf Open

Cancel

My Documenits

o
ol
O
o
&
4
(£

Files of type: [ A1 Files -

L

14. Verify that the correct file Notices
name displays 1:04-cv-08000 Pearl v. Arkling Group

HABEAS

A. If correct, click Next.

B. If incorrect, click your etect the ot ) L C 100es01 01
9 t t ENCE) ra301-21 A
browser’s back button Fﬂzim‘:"d ocument (for example = pd)

and repeat steps 12-13. F\CMECF - Attorney\CMECF Practice Fi[ Browse... |
Attachments to Mocument: & No O Yes

U.S. District Court Northern District of Illinois 3
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Filing an Attorney Appearance

15. Select the filing party.

16. Click Next.

Select the filer.

Select the Party:

American Airlines Corporation [Defendant] » | Add/Create New Party

Arkling Group [Counter Claimant]
Arkling Group [Counter Claimant]
Arkling Group [Counter Defendant]

Arkling Group [Cross Claimant]

Arkling Group [Cross Defendant]

Arkling Group [ThirdParty Plaintiff] hd

i Docket Text: Modify as Appropriate.
17 . Add appro p-rl ate ATTORNEY Appearance for Defendant Arkling Group by Attorney Test | (Test, Attorney)
docket text if N s a
desired

18. Click Next.

19. Verify that the docket
text is correct.

A. If correct, click
Next.

B. If incorrect, click
your browser’s back
button and correct
the appropriate
screens.

DockEt Text: Final Text
ATTORNEY Appearance for Defendant Arkling Group by Attorney Test (Test, Attorney)

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 Docuanent Path (for confirmation only):
F:CMECF - Attorney\CMECF Practice Files\appearance pdf  pages: 1

U.S. District Court Northern District of Illinois
Version 3.1.1




Filing an Attorney Appearance

United States District Court
Northern District of lllinois - CAI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered by Test, Attornev on 12/10/2007 at 1:52 PM CST and filed on 12/10/2007
Case Name: Pearl v Arlding Gro

frsalLEE lkemeli) Avoid PACER charges by viewing the document
— _ Aol from your inbox. If you click the document number
Document Number: 15 < from CM./ECF you will be required to login to

Docket Text: PACER and will be charged standard PACER fees.
ATTORNEY Appearance for Defendant Arkling Group by Attorney Test (Test, Attorney)

Shown above is a partial sample of the electronic notice of this Attorney Appearance.
This notice provides a direct link to the document being filed. For ECF users this
constitutes service. This notice is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:

> Download a copy of the notice to your own computer the first time that you view
the document.

> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 5
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Filing an Amended Complaint

1. Click Search on the
main menu.

Criminal ~ Query Reports Utilities ~ Search

2. Type Amended Complaint
in the box.

3. Click Search.

Search Menus and Events

amended complaint Search

The search function works with any type of document or
pleading. Enter the type of pleading and click Search.

4. Click Amended Complaint.

Search results for 'amended complaint'

\d evenis found

Civil Events — Complaints
Amended Complaint
Civil Events — Other Answers

Amended Answer to Complaint

The system displays all available events for the
document or pleading.

5. Enter the case number.

6. Click Find This Case.

Complaints  *

Civil Case Number

04-5000 \ Find This Case

Clear

U.S. District Court Northern District of Illinois
Version 3.1.1




Filing an Amended Complaint

7. Click Next when the case

\ Complaints
number displays.

Civil Case Number

1:04-cv-5000

8. Verify the case title and case Cdnplaints

number.
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

9. Click Next.

10. Click Amended Complaint. Gomplaints

1.04-cv-08000 Pearl v. Arkling Group
HABEAS

11. Click Next.

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

[Amended Complaint
Complaint

Counterclaim

Crossclaim

Intervenor Complaint

Petition for Writ of Habeas Corpus

Third Party Complaint

U.S. District Court Northern District of Illinois 2
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Filing an Amended Complaint

12. Select the attorney(s).

13. Click Next.

|Sele(:l the attornev(s)

| Smith, Thuirston D, Jr(624

Test, Attorney(129)

Add attorney

14. Select the filing party(s)*.
15. Click Next and go to step 23.

*To add a party to the list, click
Add/Create New Party and go to
step 16.

To select more than one party from the
list, hold down the Ctrl key and select
the names.

Select the filer.
Select the Party:

Arkling Group [Cross Defendant] || Add'Create New Partv
Arkling Group [ThirdParty Plaintiff]
Arkling Group [Third Party Defendant]
‘Pearl, Samuel [Plaintiff]
Pearl, Samuel [Counter Defendant]

Pearl, Samuel [Counter Defendant]

Pearl, Samuel [Cross Defendant]

Pearl, Samuel [Third Party Defendant] bt

16. Enter the party last name and
first name.

17. Click Search.

Jearch for a party
Last/Business Name First Name Middle ]\'amel:l
Prisoner ID I:l

18. Select the party name from the
list, or click Create new party

Sedrch for a party

Last/Business Name I:I First Name I:I

if the name does not display. PrisonerId| |
Party search results
Duck, Daffy
Duck, Daffy
Select name from list l l Create new party
U.S. District Court Northern District of Illinois 3

Version 3.1.1




Filing an Amended Complaint

19. Select the party Role.

20. Click Submit.

Party Information

Last name |Duck First name |Daffy

Middle name Generation
Title
Role | Plaintiff (pla:pty) *| Prose |No
Prisoner Id Unit

21. Select the filing party(s)*.
22. Click Next.
*To select more than one party from

the list, hold down the Ctrl key and
select the names.

Select the Party: OR

Select a Group:

f’-\.mgricaf Airlines Corporation [Defendant] & No Group

Arkling Group [Defendant]

Arkling Group [Counter Claimant] O All Defendant Leave
Arkling Group [Counter Claimant] ) All Plaintiffs No Grou p
Arkling Group [Counter Defendant] .

Arkling Group [Cross Claimant] O All Parties selected.

Arkling Group [Cross Defendant] v

23. Click Browse to select the
amended complaint to be filed.

If the amended complaint is larger
than 5MB it must be divided into
separate files. These separate files
must be filed as attachments.

To include attachments, click the
Yes radio button. For specific
instructions on how to include an
attachment, refer to that chapter of
this guide.

Add/Create New Partv

Complaints
1:04-cy-08000 Pearl v. Arkling Group

[$ABEAS

Select the pdf document (for example: C:1199v301-21 pdf).
Filename

Browse. .

Attachments to Document: & No O Yes

U.S. District Court Northern District of Illinois
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Filing an Amended Complaint

24. Locate and select the amended

Complamt to be filed. Loditn | £ CMECF Practice Files ~| « @ ok E-
. E 07cv99999_cook_v_mouse_complaint.pdf Z Refund_Request_07cv99999.pdf
25. Click Open. Lﬁ g amended comp. pdf}  summns.pdf

My Recent T Answer Part 2.pdf
Documents Z answer.pdf

_________________________ @ Z appearance.pdf
] case abels-AM.doc

T Exchibit B.pdf

To preview the file being uploaded: Desitop W] case abels-PM.cac
. Z Civil Cover Sheet.pdf
R ) R ’_/ Z Docketing Statement.pdf
A. Right-click on the file name. T exhibit A,pdf
Iy Documerts

. T exhibit C.pdf

B. Select Open with Acrobat. 515 T motion L pdf
Zr‘loﬁce of Appeal. pdf

T Notice of Mation, pdf

C. View the document. ‘i < | >

My Network  File name: |amended comp pdf j Open |
D. Close the document. == hectpe [ - =] Concel
26. Type n. Complaints
1:04-cv-08000 Pearl v. Arkling Group
27. Click Next. HABEAS

Do vou want to terminate parties {}'J"n}'."‘ n

28. Click Next. Complaints
1:04-cy-08000 Pearl v. Arkling Group
HABEAS

PLEASE NOTE:Determine whether this case needs to be re-opened.

U.S. District Court Northern District of Illinois 5
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Filing an Amended Complaint

29. Type Y to include a jury demand.

30. Click Next.

omplaints
:04-cy-08000 Pearl v. Arkling Group
HABEAS

Does this complaint include a jury demand ¥/IN7 i

31' Opt'onal_ Type up to 256 Docket Text: Modify as Appropriate.

characters of additional (Test, Attorney)

docket text in each box.

AMENDED complaint by Samuel Pearl against Daffy Duck

32. Verify that the docket text
IS correct.*

33. Click Next.

*1f the docket entry is incorrect, click
your browser’s back button and
navigate to the appropriate screen to
make the correction.

C?mplaints
1:04-cv-08000 Pearl v Arkling Group

HABEAS

Docket Text: Final Text
AMENDED complaint by Samuel Pearl against Daffy Duck, Samuel Pearl (Rogers, Paula)

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):
F:\CMECF - Attornev\CMECF Practice Files'amended comp.pdf pages: 7

34. Wait for the system to process
your entry.

Complaints
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

Processing

Processing  please wait.

U.S. District Court Northern District of Illinois
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Filing an Amended Complaint

Complaihts
1:04-cv-08000 Pearl v Arkling Group
HABEAS

United States District Court
Northern District of Illinois - CAI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered on 1/11/2008 at 8:40 AM CST and filed on 1/11/2008
Case Name: Pearl v. Arlding Group

;‘:jix“m"e" % Avoid PACER charges by viewing the document from
Docoment Namber: 23 your inbox. If you click the document number from
- CM./ECF you will be required to login to PACER and will

Docket Text: _ be charged standard PACER fees.
AMENDED complaint by Sa . - .

=

1:04-¢v-8000 Notice has been electronically mailed to:
Attorney Test  ted_newman@ilnd uscourts.gov

1:04-cv-8000 Notice has been delivered by other means to:

Shown above is a partial sample of the electronic notice of this amended complaint. This
notice provides a direct link to the document being filed. For ECF users this constitutes
service. This notice is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:
> Download a copy of the notice to your own computer the first time that you view

the document.
> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 7
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Filing an Answer to Complaint

1. Click Search on the SECF Gvil v Crminal +  Query Reports v Utiites -  Seach  Logout
mailn menu.

2. Type Answer in the box. Search Menuns and Events
3. Click Search.
Answer

The search function works with any type of document or
pleading. Simply type in the type of pleading and click
Search.

4. Click Answers to S s :
. earcn results 1or Answer
Complal ntS 2 menu ftems and T events found

Menu Items \

Civil Events — Initial Pleadings and Service — Answers to Complaints
Civil Events — Initial Pleadings and Service — Other Answers

Civil Events — Mlotions
Extension of Time to File Answer

Civil Events — Other Answers

Answer to Writ of Garnishment
Amended Answer to Complaint

The system displays all available events for the document
or pleading.

U.S. District Court Northern District of Illinois 1
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Filing an Answer to Complaint

5. Enter the case number in the box. Answers to Complaints

6. Click Find This Case.

Civil Case Number

07cv99999 | Find This Case

3

Clear

7. Verify that you have entered the correct Answers to Complaints
case number.*
8. Click Next. Civil Case Number
1:07-cv-999495

*1f you typed the wrong case number,

click your browser’s back button and :
MNext Clear
repeat step 5.

9. Click Next. EECF Civil Criminal

Answers to Complaints

1:07-cv-99999 FPlaintiff v. Defendant

Mext

U.S. District Court Northern District of Illinois 2
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Filing an Answer to Complaint

10. Select the filing attorney.

11. Click Next.

P

Test, Attomne

12. Select the filing party.

13. Click Next.

Defendant [Defendant]
Plaintiff [Plaintiff]

U.S. District Court Northern District of Illinois 3
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Filing an Answer to Complaint

14. If you are the lead attorney,
click the Lead box.

15. Click Next.

16. Check the box next to the
document being answered.

17. Click Next.

This links you as an attorney
of record in the case.

18. Click Browse to display the
files available on your computer. Loskcin: | 5 CHECF Pracics Fee - cmsE

ﬁOTCV99999_cnok_v_mcuse_cumplaint.pdf
ﬁamended comp.pdf

My Recent
19. ;c:t:ats L?gdf isl?r!ect the answer s BEEEE \
. B} cage labels-4M. doc
y g @ mse labels-PM.doc

Deskion ﬁcivil Cover Sheet.pdf
" Docketing Statement, pd?

20. Click Open. @ o cxhivt A ot
= Exhibit B.pdf

My Documerts | it C.pdf

ﬁmoﬁonl.pdf

ﬁl\louo& of Appeal. pdf
Ny Computer "% Refund_Request_07cv99999,pdf
ﬁSummons‘de

My Metwork File name: Ianswe(.pdf

Ll Lo
il

Flesoftype:  [AlFiles )

U.S. District Court Northern District of Illinois 4
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Filing an Answer to Complaint

21. Verify that the correct file has
been uploaded.*

22. A. If you have attachments to
include, change the Attachments
radio button to Yes.

Verify that the file
name is correct

B. If you have no attachments, leave
the radio button selected to No.

tormey\CMECF Practice Files\answer. pdf]

23. Click Next. . A

*1f the wrong file was uploaded, click
Browse and repeat step 10. -

**For instructions on how to include an
attachment, please refer to that module.

24. Check the appropriate
box(es) as applicable.

25. Click Next.

26. Type Y to include a jury
demand, otherwise type N.

27. Click Next.

U.S. District Court Northern District of Illinois 5
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Filing an Answer to Complaint

28 Add any dESII’ed tEXt Docket Text: Modify as Appropriate.

tO the docket entl’y ANSWER to amended complaint by Daffy Duck (Test, Attorney)
29. Click Next. i
30. Verify that the docket text

is correct.* Docket Text: Final Text

ANSWER to amended complaint by Daffy Duck(Test, Attorney)

31. Click Next. N
*|f the docket entry is incorrect,
click your browser’s back
button and navigate to the
appropriate screen to make
the correction.
32. Wait for the system to Answers to Complaints

process your entry. 1:07-cv-99999 Plaintiff v. Defendant

APPEAL

Processing .. please wait.

U.S. District Court Northern District of Illinois 6
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Filing an Answer to Complaint

5ECF civii -~  Criminal - Query  Reports -~ Utilties - Search Logout

Answers to Complaints T
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

United States District Court
Northern District of Illinois - CMI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered by Test, Attornev on 12/3/2007 at 1:19 PM CST and filed on 12/3/2007

Case Name: Pearl v. Arlding Group

Case Number: 1:04-cv-8000 . . .

Filer: Arkling Group Avoid PACER charges by viewing the document from
Document Number: 15 461_ your inbox. If you click the document number from

Docket Text: CM./ECF you will be required to login to PACER and will
ANSWER to amended complaint by Arkling pe Charged standard PACER fees.

1:04-cv-8000 Notice has been electronically mailed to:

Attorney Test  ted_newman@ilnd uscourts. gov

1:04-cv-8000 Notice has been delivered by other means to:

Shown above is a partial sample of the electronic notice of this Answer. This notice
provides a direct link to the document being filed. For ECF users this constitutes service.
This notice is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:
> Download a copy of the notice to your own computer the first time that you view

the document.
> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 7
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Filing a Motion

1. Click Search on the
main menu.

y
EELF Civil = Criminal ~ Query  Reports ~ Utilites - Search Logout

2. Type Motion in the box.

3. Click Search.

Search Menus and Events
Motion|

The search function works with any type of document or
pleading. Simply type in the type of pleading and click
Search.

4. Click Motions.

Notice that there is a link for
civil and a link for criminal.
Verify that you are clicking the
correct link.

Sizarch results for 'Motion'

2} menu ftems and 23 events found

MAlenu Items \

Civil Events — Motions and Related Filings — Motions
Criminal Events — Motions and Related Filings — Motions

The system displays all available events for the document
or pleading.

5. Enter the case number.

6. Click Next.

[flotions

Civil Case Number

1:04-cv-8000

U.S. District Court Northern District of Illinois
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Filing a Motion

7. Verify the case number and case

title.

8. If correct, click Next.

Motions

1:04-cv-08000 Pearl v._ Arkling Group

HABEAS

If incorrect, click your browser’s
back button and enter the correct

case number.

Mext

9. Select the type of relief.

10. Click Next.

L

Available Events (click to select events)

| Start typing to find another event.

Selected Events (click to remove events)

Sealed Motion ~
Senice by Publication
Set Aside

Set Aside Default

Set Aside Forfeiture
Set Aside Judgment
Set Aside Verdict
Settlement

Saver

Show Cause

Stay

Strike

Substitute Attomey

Substitute Party
[Summary Judgment |2

[Summary Judgment

11. Select the filing party(s).

12. Click Next.

Motions
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

Select the filer.

Select the Party:

American Airlines Corporation [Defendant]
Arkling Group [Defendant

Arkling Group [Counter Claimant]

Arkling Group [Counter Claimant]

Arkling Group [Counter Defendant]

Arkling Group [Cross Claimant]

Arkling Group [Cross Defendant]

Arkling Group [ThirdParty Plaintiff] bt

Add/Create New Party

U.S. District Court Northern District of Illinois
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Filing a Motion

13. Click Browse to search for
and upload the motion being
filed.

If the motion is larger than 5MB
it must be divided into separate
files. These separate files must
be filed as attachments.

To include attachments, click
the Yes radio button. For
specific instructions on how to
include an attachment, refer to
that chapter of this guide.

Motions
1:04-cv-08000 Pearlv. Arkling Group
HABEAS

Select the pdf document (for example: C:1199cv501-21 pdf).
Filename

| |[ Browse.. |
Attachments to Document: & No O Yes

14. Locate and select the motion
to be filed.

15. Click Open.

To preview the file being
uploaded:

A. Right-click on the file name.
B. Select Open with Acrobat.
C. View the document.

D. Close the document.

IS cF BB~

-,"_- 07cv99993_cook_v_mouse_complaint.pdf I Refund_Reguest_07cv22993.pdf
-,E amended comp.pdf Z Summans.pdf

-‘,"_~ Answer Part 2.pdf

Documents -(p—__ anawer:pdF
I F \=| appearance. pdf

- ] case abels-aM.doc

% Lookiin: | 5 CMECF Practice Files

!
{
1

Desktop I!E_Ilcase labelz-PM.dac
: 5| Civil Caver Sheet.pdf
J L Docketing Statement.ndf
q— 4
=lexhibit A,pdf
Iy Documents =, i

L Exhibit B.pdf
= T exhibit C.pdf
g! -,"'_q-moﬁon L.pdf
: -,"_—-Nohce of Appeal.pdf
-,"_— Motice of Motion. pdf

Qﬁi

My Networke  File name: 1m0ﬂ0n1 pdf l] &J
Places
Files of type: |4l Files () Ed &

U.S. District Court Northern District of Illinois
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Filing a Motion

16. Click Next.

fflotions
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

Select the pdf document (for example: C:1199cv301-21 pdf).
Filename

F\CMECF - Attorney\CMECF Practice Fi

Attachments to Document: & No O Yes

17. Add any desired text to
the docket entry.

18. Click Next.

Docket Text: Modify as Appropriate.
MOTION by Defendant Arkling Group for summary judgment | (Test, Attorney)

19. Verify that the docket text
is correct.*

20. Click Next.

*|f the docket entry is incorrect,
click your browser’s back
button and navigate to the
appropriate screen to make

the correction.

Docket Text: Final Text
MOTION by Defendant Arkling Group for summary judgment (Test, Attorney)

21. Wait for the system to
process your entry.

L

B,

-

_‘: e riseg pareer &l

U.S. District Court Northern District of Illinois
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Filing a Motion

Motions
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

United States District Court
Northern District of Illinois - CAI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered on 1/11/2008 at 9:33 AM CST and filed on 1/11/2008

Case Name: Pearl v. Arkding Group
Case Number: 1:04-cv-8000
Filer: Arkding Group | Avo0id PACER charges by viewing the document from

Document Number: 2 < your inbox. If you click the document number from
CM./ECF you will be required to login to PACER and will

Docket Text:

MOTION by Defendant Arkling be Charged standard PACER fees.

1:04-cv-8000 Notice has been electronically mailed to:
Aftorney Test  ted_newman/@ilnd uscourts. gov

1:04-cv-8000 Notice has been delivered by other means to:

Shown above is a partial sample of the electronic notice of this motion. This notice
provides a direct link to the document being filed. For ECF users this constitutes service.
This notice is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:
> Download a copy of the notice to your own computer the first time that you view

the document.
> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 5
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Notice of Motion

Important Points to Keep in Mind
v" File your motion first then file your notice.

v’ Before filing your notice, check the Clerk’s Office webpage for the judge’s
notice and motion requirements.

1. Click Search on the SECF Gvil v Crminal +  Query Reports v Utiites -  Seach  Logout
maln menu.

2. Type Notice of Motion in Search Menus and Events L

the box.

3. Click Search. MNotice of Mation

The search function works with any type of document or
pleading. Simply type in the type of pleading and click
Search.

4. Click Notice of Motion for

the appropriate case type. Search results for '"Notice of Motion'

I evenis found

Civil Events — Notices
Wotice of Motion

Criminal Events — Notices

MNotice of Motion

The system displays all available events for the document
or pleading.

U.S. District Court Northern District of Illinois 1
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Notice of Motion

5. Enter the case number.

6. Click Find This Case.

Motices

Civil Case Number

04-8000 Find This CHSE]

I

7. Wait for the system to
process your request.

MNotices

Civil Case Number

04-3000 Looking up case number 04-5000

Clear

8. Verify the case number.

9. Click Next.

ﬁ@oﬂces

Civil Case Number

1:04-cyv-8000

10. Verify the case number and
case title.

11. Click Next.

Notices

1:04-cv-08000 Pearl v. Arkling Group
HABEAS

U.S. District Court Northern District of Illinois
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Notice of Motion

12. Click Next.

13. Click Next.

Verify that you are not noticing up a
motion before a judge on a date that
the judge is not hearing motions.

14. Click Browse to display the
files available on your computer.

U.S. District Court Northern District of Illinois 3
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Notice of Motion

15. Locate and select the notice to be
filed.

16. Click Open.

To preview the file being uploaded:

A. Right-click on the file name.

Lookiin: | £ CMECF Practice Files =] ek BB~

7'_-. 07cv33999_cook_v_mouse_complaint. pdf 7'_-. Refund_Redquest_07cv33933.pdf

@ 7'_-. amended comp. pdf 7'_-. Summons. pdf
My Recent " answer Part 2.pdf

lizrers ® answer.pdf

@ .,"; appearance.pdf

IEl]case labels-AM.doc
Deskto E_]case labels-PM.doc

: 7'_-. Civil Cover Sheet.pdf

r 7'_-. Docketing Statement.pdf
" exhibit A.pdf
" Exhibit B.pdf
. " exhibit C.pdf

"Jj 7’; motion 1,pdf

My Computer 7’; MNotice of Appeal.pdf

=

p
My Documents

3

B. Select Open with Acrobat. [ otce of Moson. ]
.L’i} < >
C. VieW the document Wpf‘iifé\'soﬂt Flle name: |Notic:eofl'v1otion.pdf ﬂ Open |
Files of type: |_-’-‘-]\ Filez ") j Cancel
D. Close the document.
17. Verify that the correct file was Notices
uploaded. 1:04-cv-08000 Pearl v. Arkling Group
HABEAS

18. Click Next.

If the wrong file was uploaded, click
Browse and select the correct file.

Select the pdf document (for example: C:1199cv301-21 pdf).

Filename
F\CMECF - Attorney\CMECF Practice Fi_Browse.. |
Attachments to Document: & No O Yes

U.S. District Court Northern District of Illinois
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Notice of Motion

19. Select the filing attorney.

20. Click Next.

Notices

W-W-OSOOO Pearl v Arkling Group

HABEAS

Select the attorney(s)

Test, Attorney(129)

‘Smith, Thuirston D, Jr{624)

\Add attorney

21. Select the name of the filing
party(s)*.

22. Click Next.

*To select multiple names, hold down
the Ctrl key and click each desired
name.

Notice
1:04-cv-08000 Pearl v_Arkling Group
HABEAS

Select the filer.

Select the Party: OR

American Airlines Corporation [Defendant] &
Arkling Group [Defendant
Arkling Group [Counter Claimant]
Arkling Group [Counter Claimant]
Arkling Group [Counter Defendant]

Arkling Group [Cross Claimant]

Arkling Group [Cross Defendant]

Arkling Group [ThirdParty Plaintiff] v

Select a Group:

Add/Create New Partv
(®)No Group
2 All Defendants
OAlPEnts Leave No Group
OAllPaties  Selected.

22. Click Next.

Motices

1:04-cv-08000 Pearl v. Arkling Group

HABEAS

[Enter the deadline information, then select the appropriate motion(s).

U.S. District Court Northern District of Illinois
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Notice of Motion

23. Enter the date and time the
motion is to be heard.

24. Select the assigned judge.

25. Check the bhox next to the
motion(s) being noticed.

26. Click Next.

I _ufll"r:e of Motion

Date 1/15/2008 Time 0930 & AM O PMJudge Andersen, Wayne R {pre} ¥

[ Schedule additional Notice of Motion

\Select docicet entry components which are to be associated with the above schedule(s).
Filing Date # Docket Text

05/10/2006 6 MOTION by Defendant Arlding Group to dismiss Cownr [ (Test, Attornev)
motion to dismiss

05/10/2006 7 MOTION by Plaintift Sanmuel Pearl to expedite discovery (Test. Attornev)
motion to expedite

05/10/2006 8§ MOTION by Defendants American Airlines Corporation, Arkling Group to disqualify couns
[ motion to disqualify counsel

05/10/2008 2 MOTION by Plaintff Samuel Pearl to compel answers to inferrogatories (Test, Attorney)

Check the box next to each ﬁ O] motion to compel
motion that is being noticed. 11'16/200§ 14 MOTION by Counter Defendant Arkling Group to dismiss for lack of prosecution (mjz. )

O metion to dismiss/lack of prosecution
01/11/2008%24 MOTION by Defendant Arkling Group for summary judgment (Rogers, Paula)

O mation for summary judgment

[ Select another deadline of this type ]

MNext Clear

27 Add any desired teXt tO Docket Text: Modify as Appropriate.

the docket entry.
28. Click Next.

NOTICE of Motion by Attorney Test for presentment of motion for summary judgment[29]

hefore Honorable Wayne R. Andersen on 2/25/2008 at 09:00 PM. (Test, Attorney)

29 Verlfy that the dOCket tEXt IS T%ﬂ?%&ooo Pearl v. Arkling Group
correct — INCLUDING the  [s8eas

date, time and judge.

30. Verify that the motion being
noticed is linked.

31. Click Next.

Link to motion

Docket Text: Final Text ‘

NOTICE of Motion by Thuirston D Smith, Jr for presentment of motion to dismiss[6], motion to expedite[7]
before Honorable Wayne R. Andersen on 1/15/2008 at 09:30 AM. (Rogers, Paula)

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

Source D Path (for confi ion only):
F:\CMECF - Attorney\CMECF Practice Files' Notice of Motionpdf  pages: 2

32. Wait for the system to
process your filing.

Processing. .. please wait.

U.S. District Court Northern District of Illinois
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Notice of Motion

GECF Civil v Criminal ~ Query Reports ~  Utilities ~ Search
Notices

1:04-cv-08000 Pearl v. Arkling Group

HABEAS

United States District Court
Northern District of Illinois - CAI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered on 1/11/2008 at 10:19 AM CST and filed on 1/11/2008
Case Name: Pearl v. Arkding Group

Case Number: 1:04-cv-8000

Avoid PACER charges by viewing the document from

Filer: Arlkling Group
Dmmem-"wbe“éi_ your inbox. If you click the document number from
Docket Text: CM./ECF you will be required to login to PACER and will

NOTICE of Motion by Thuirston D Smith, Jr
R. Andersen on 1/15/2008 at 09:30 AM. (Rog| be Charged Standard PACER fees'

1:04-cv-8000 Notice has been electronically mailed to:

Attorney Test  ted newman @ ilnd uscourts. gov

Shown above is a partial sample of the electronic notice of motion. This notice provides a
direct link to the document being filed. For ECF users this constitutes service. This notice
is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:
> Download a copy of the notice to your own computer the first time that you view

the document.
> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 7
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Filing a Response

1. Click Search on the
main menu.

y
EELF Civil = Criminal ~ Query  Reports ~ Utilites - Search Logout

2. Type response in the box.

3. Click Search.

Utilities - Search

Search Menuns and Events |
response|

The search function works with any type of document or
pleading. Simply type in the type of pleading and click
Search. You may also type in the specific type of response
you are filing, such as a memorandum in support.

4. Click the event that best
matches the pleading that
you are filing.

In this example, we are
filing a response in
Opposition to Motion

The system displays all
available events for the
document or pleading.

Menu Items

Civil Events — :\-’[;Lions and Related Filings — Responses and Replies
Criminal Events — Motions and Related Filings — Responses and Replies

Civil Events — Motions
Extension of Time to File Response/Reply
Civil Events — Other Documents
Response to Order to Show Cause
Civil Events — Responses and Replies
Response
Response in Opposition to Motion
Response in Support of Motion

Response to Motion
Replv to Response to Motion

U.S. District Court Northern District of Illinois
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Filing a Response

5. Type the case number.

6. Click Find This Case

Responses and Replies

Civil Case Number

04-3000] Find This Case

7. Click Next.

Responses and Replies

Civil Case Number

1:04-cv-3000

8. Click Next.

Responses and Replies

1:04-cv-08000 Pearl v. Arkling Group
HABEAS

9. Select the filing party from
the list.

10. Click Next.

Select the filing party.

Responses and Replies
1:04-cv-08000 Pearl v. Arkling Group
HABEAS

Select the filer.
Select the Party:

American Airlines Corporation [Defendant] »| Add/Create New Party

Arkling Group [Counter Claimant]
Arkling Group [Counter Claimant]

[
[
Arkling Group [Counter Defendant]
Arkling Group [Cross Claimant]
Arkling Group [Cross Defendant]
Arkling Group [ThirdParty Plaintiff] v

U.S. District Court Northern District of Illinois
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Filing a Response

11. Click Browse to search for
and upload the response
being filed.

To include attachments, click
the Yes radio button. For
specific instructions on how to
include an attachment, refer to
that chapter of this guide.

'Responses and Replies
1:04-cv-08000 Pearl v. Arkling Group

HABEAS

Select the pdf document (for example: C:\199¢v301-21 pdf).

Filename

‘Browse.... |

Attachments to Document:

O Yes

If the response is larger than 5MB it must be divided into
separate files. These separate files must be filed as

attach

ments.

12. Locate and select the

Look in: | (23 CMECF Practice Fies

v @2 E

response belng flled T ZD}'cv99999_c00k_\-'_m0use_complaint.pdf ZRefund_Request_D}'cv99999.pdf
t‘é Z amended comp.pdf Z Summons. pdf
- by T answer Part 2.pdf
13. Click Open. Documars | [ Fanoner > .
U answer , pdf
= Z appearance.pdf
|_ Ig]case labels-AM,doc
"_-"_"_?"""""_"" . Desktop ] cace Iabels-FM. doc
To preview the file being T vl Cover Shezt.pdf
) . Z Docketing Statement. pdf
uploaded: A
. Exhibit B.pdf
. . . My Documents | | - hibit C.pdlf
A. Right-click on the file name. ) = motion1 pcf
g! Z Motice of Appeal.pdf
. L " Notice of Mation pdf
B. Select Open with Acrobat. Wy Computer ||~ 7 | S
C. VleW the document. ‘g File name: |Response in Support pdf V| [ Cpen ]
My Metwork Files of type: All Files v| I Cancel
D. Close the document.
U.S. District Court Northern District of Illinois 3
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Filing a Response

14. Verify that the correct file Responses and Replies
name displays. 1:04-cv-08000 Pearl v. Arkling Group
HABEAS

15. Click Next.

Select the pdf document (for example: C:\199¢v301-21 pdf).
Filename

F:\CMECF - Attorney\CMECF Practice F
Attachments to Document: & No O Yes

16. CheCk the bOX next to the Select the appropriate event(s) to which vour event relates:
event to which your
response relates.

[ 05/10/2006 6§ MOTION by Defendant Arkling Group to dismiss Cowunr I (Test. Attorney)

[ 05/10/2006 7 MOTION by Plaintiff Samuel Pearl to expedite discovery (Test, Attorney)

17. Click Next. [ 05/10/2006 8 MOTION by Defendants American Airlines Corporation, Arkling Group to

disqualify counsel Jo/n Doe. (Test. Attorney)

< [ 05/10/2006 8 MOTION by Plaintiff Samuel Pearl to compel answers to interrogatories (Test,
Attornev)

[0 11/16/2007 14 MOTION by Counter Defendant Arkling Group to dismiss for lack of prosecution
(mjg. )

\ _ 01/11/2008 24 MOTION by Defendant Arkding Group for summary judgment (Rogers. Paula)

18. Verify that the docket Docket Text: Modify as Appropriate.

MEMORANDUNM by Arkling Group in support of motion for summary judgment[29] | (Test,

text is correct.* Attorney)
)
19. Optional:
You may add up to 256
characters to the docket
entry in the box
provided.

*1f the docket entry is incorrect, click your browser’s back
button and navigate to the appropriate screen to make
the correction.

20. Click Next.

U.S. District Court Northern District of Hlinois 4
Version 3.1.1




Filing a Response

21. Verify that the docket text js  DesketTex: Finai Toxt

t MEMORANDUM by Arkling Group in support of motion for summary judgment[29] (Test, Attorney)
correct.

22. Click Next.

23 . Wait for the System tO 4) CWECF TEST, Ver 3.1.2 - ULS, District Court, Northern Illinos - Netscape Mavigator

Be Edt Yew Hgory Fockmers Toos Heb

process your entry. B B L nemseecttest ind crc?.donjogin Dspatch o1 152510936 15437 8 v - egal dctonary Qa8

O a4, stietriome i Lotue tietes el [ wiestiam Sign-0n

£ CMJECE TEST, Ver 1.2 - US. Dist.. ©

criminal - Reports - Utilities -

il
} Processing. .. please wait

) Transfirrng cata from echtestdnd.crc?.cen... [ ] ectmtindocrin @ @ e2svf [ [ F2 @

(@ Pusspeg..  coowecrT. | - [ -ARCHEE AL T de lelc DN ey - BT

U.S. District Court Northern District of Hlinois 5
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Filing a Response

Re"ponses and Replies
1.04-cv-08000 Pearl v. Arkling Group
HABEAS

United States District Court
Northern District of Illinois - CAIECFE TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered on 2/15/2008 at 1:44 PM CST and filed on 2/15/2008

Case Name: Pearl v. Arkling Group
Case Number: 1:04-cv-8000
Filer: Arding Group | Avoid PACER charges by viewing the document from

Document Number: 27 <@ | vour inbox. If you click the document number from
T CM./ECF you will be required to login to PACER and will
MEMORANDMUM by Arkiing &{ be charged standard PACER fees.

1:04-cv-8000 Notice has been electronically mailed to:
Attorney Test  ted newman@ilnd. vscourts.gov
1:04-cv-8000 Notice has been delivered by other means to:

Thuirston D Smith . Jr

Shown above is a partial sample of the electronic notice of this response. This notice
provides a direct link to the document being filed. For ECF users this constitutes service.
This notice is emailed to all parties who are electronic filers.

Judicial Conference of the United States policy permits attorneys of record and parties in
a case (including pro se litigants) to receive on free electronic copy of all documents filed
electronically. PACER access fees apply to all other users. The “free look™ does not
apply when viewing documents in cases for which you are not a participant.

Each attorney of record in a case (including pro se litigants) will receive an email
message containing a hyperlink to a document that has been filed. If you login to
CM/ECF or PACER without using the email link there will be a charge. One free copy is
available to each attorney of record. PACER fees will apply to secondary email
addresses. The hyperlink to access the document will expire after the earlier of these two
events: the first use or 15 days. If you login to CM/ECF or PACER without using the
email link there will be a charge.

To avoid PACER charges:
> Download a copy of the notice to your own computer the first time that you view

the document.
> Print out a hard copy the first time that you view the document.

U.S. District Court Northern District of Illinois 6
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Adding an Attachment

Important Points to Keep in Mind

In CM/ECF an attachment refers to any additional material, such as an appendix or
exhibit that is being filed at the same time as the complaint, answer to the complaint, etc.
The following requirements apply to all files.

v Attachments must be in PDF format. CM/ECF will not accept any other format.

v' The maximum size of a single attachment is 5 megabytes. If the document is
larger than 5 megabytes, divide the document into separate files and rename each
file. For example, Exhibit-partl, Exhibit-part2.

v" You are encouraged to include multiple documents in the same file. For example,
if you have four exhibits of 5 pages each all four exhibits (documents) may be
included in the same file if the combined documents do not exceed the 5
megabyte limitation.

1. Upload the main document  |Answers to Complaints
that you are filing. In this 1-04-cv-08000 Pearl v. Arkling Group
example, the Answer to HABEAS
Complaint is being filed.

2. Click the Yes radio button.

3. Click Next.
Select the pdf document (for example: C:199cv301-21 pdf).
Filename
FACMECF\Practice Files\answer pdf
Attachments to Document: O I\_i@ Yes
I
U.S. District Court Northern District of Illinois 1
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Adding an Attachment

2. Click Browse

Remove from List

I

—J

. Look in: | () CMECF Practice Files | % EE-
3. Select the file to be lﬁm — —— _;m ;ﬁ- '
attached. @ Tomerdedcomppet ‘
”XW ﬁanswer.pdf
am” = appearance.pdf
4. Click Open. [@ [P
Desktop ﬁCwﬂ Cover Sheet.pdf
% Dacketing Statement, pdf
@ Fextibit A.pdf
=% Exhibit B.pdf

" exchibit C.pdf
ﬂmoﬁonl.pdf
S = Notice of Appeal.pdf
My Computer " notice of Motion.pdf

T Refund_Request_07cv39398.,pdf

g B w ] )
ﬂyw Fie name: |t ApF -~ Open
© Flesoftwe:  [AIFies() =l Caneel
]
U.S. District Court Northern District of Illinois 2
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Adding an Attachment

5. Click the - arrow and

select a category, and/or Select one or more attachments.
type a brief description of 1) Enter the pdf document that contains attachment (for example:
the document. Filename

[F\CMECF - Attorney\CMECF Practice Fi[ Browse.. |

6. Click Add to List.
1) Before proceeding to step 3, describe the document using the

. . Cat F D ipti
CM/ECF will reject any s ~h S L
attachments that are missing | Supplement v ||Answer Part 2
a description. At a minimum 3) Add the filename to the list box below. If vou have more attachs
you MUST choose a category
or a type in a description. B
yP g | Addto List |

[ Remove from List ]

:

U.S. District Court Northern District of Illinois 3
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Finding a Party

1. Click Query on the
main menu.

EECF cvil v Criminal

Query  Reports ~ Utilities ~ Search

Logout

2. Enter the party’s name.

3. Click Run Query.

Query

Search Clues

Case Number |

or search by

Case Status COpen O Closed OAl
Filed Date ta
Last Entry Date to
~
Naeorsus  [hiConec bouerce
130 {Contract: Miller Act) b

or search by

Case Status: OClosed CAl

(O Open
LastBusiness Name |Duck (Examples: Desoto, Des*t)
First Name Daffy Middle Name

Tvpe v

Run Query Clear

Prisoner ID

4. Matching party names
display in a list.

5. Click the name for further
information on the party.

Select A Person

There were 2
matching persons.

Duck, Daffv (pty)
Duck, Daffv (pty)

U.S. District Court Northern District of Illinois
Version 3.1.1




Finding a Party

6. A list of cases that the
person is a party to displays.

7. For additional details, click
on the case number.

8. Click the desired option.

U.S. District Court Northern District of Illinois 2
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Adding a Party

Important Points to Keep in Mind

You may find it may be necessary to add a party name to a case as the result of a
document you are filing, such as an amended complaint or a cross-claim.

There is a difference between adding a party and creating a party. When you add a party,
you are selecting a party name that already exists in the ECF database and adding the
party to your case. When you create a party, you are adding the party to the ECF
database, and then adding the party to your case.

1. Click Add/Create New
Party.

Select the filer.

Select the Party:

American Airlines Corporation [Defendant]i » || Add/Create New Partv
Arkling Group [Defendant]

Arkling Group [Counter Claimant]

Arkling Group [Counter Claimant]

Arkling Group [Counter Defendant]

Arkling Group [Cross Claimant]

Arkling Group [Cross Defendant]

Arkling Group [ThirdParty Plaintiff] hd

[Mext

2. Enter the party’s name then
click Search.

Before you add a name, be sure
the name you want is not
already in the database!

Search for a party

Last/Business Name Duck First Name |Daffy Middle Name

Prisoner ID

!

* The more search criteria you enter, the more specific
your search results.

* A wild card (*) may be typed before the letters to take
the place of other letters. For example, if you type *am,
you will find Bob Cunningham, Judy Amstutz, and the
United States of America. However, you will not find
Dick Armstrong because the letters are not consecutive.

* Try alternate searches if your first search is not
successful.

U.S. District Court Northern District of Illinois
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Adding a Party

3. Select the desired party name.
4. Click Select name from list.
5. If the party name is not on the

list, click Create new party
and go to step 9.

Search for a party
Last/Business Name First Name

Prisoner ID

Party search results

| Duck, Daffy

Duck. Daffy

Select name from list ] I Create new party

Middle Name

Select Party from List

6. The Party Information

Party Information
% Daffy Duck

Title ||

Role | Plaintiff (pla-pty) ~| Prose |Mo

screen displays, with the Prisoner Id Uit
- Office
party name I IStEd " Address 1 [ Show this address on the docket sheet
Address 2
7. Select the Role. Address 3
City State Zip
County v Country
8. Enter information in the _ -
Party Text field, for e m
examp|e1 “an I ”inois " [ Populate Prison Address Lines ] .
corporation”, if desired. o
Party text
Do not enter any other Start date [V1V2005
information about the party.
8. Click Submit.
Create New Party Searfh for a party
Last/Business Name | First Name Middle Name

9. Click Create new party.

If the party name does not
display you must create a new
party and then add the party to
your case.

Prisoner ID
Party search results

No person found.

Create new party

U.S. District Court Northern District of Illinois
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Adding a Party

10.

11

12.

13.

The name you searched for
displays in the last name
field. Make any necessary
corrections to the spelling of
the name.

Enter the last name, first
name, and middle initial (if
known) of the party you are
adding. For corporations,
enter the full name in the
Last name field.

Select the Role.

Click Submit.

Party Ihformation
Lastname Rogers
Middle name
Title
Role  Plaintiff (pla-pty} ~| Prose
Prisoner Id
Office
Address 1
Address 2
Address 3
City
County b

-
Mot Associated with Prison
ALDERSON

Prison

| Populate Prison Address Lines |

Phone

First name

Generation

Mo
Unit

State

Country

Paula

[ Show this address on the docket sheet

Zip

Do not enter any other information about the party.

14.

Select the party from the list
and click Next.

Select the filer.

Select the Party:

American Airlines Corporation [Defendant];

Add/Create New Party

Arkling Group [Defendant]

Arkling Group [Counter Claimant]
Arkling Group [Counter Claimant]
Arkling Group [Counter Defendant]
Arkling Group [Cross Claimant]
Arkling Group [Cross Defendant]

Arkling Group [ThirdParty Plaintiff] hat
U.S. District Court Northern District of Illinois 3
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Filing a Notice of Appeal

Important Points to Keep in Mind

v Payment for filing fees will be made through Pay.gov. Pay.gov is a service used by the
District Court to process filing fees. It is not a department of, or managed by the District
Court. Please review the General Order regarding refund of filing fees paid electronically.
The full order is available at http://10.205.15.104/PRESS/GeneralOrder102607PDF and an
applicable excerpt is provided at the end of this document.

v The filing user will be prompted to enter credit card information while filing the notice of
appeal. Pay.gov accepts Visa®, MasterCard®, Discover®, American Express® and Diners
Club International®. Debit cards are not accepted for payment at this time. Please check
the Clerk’s Office website at www.ilnd.uscourts.gov for updates.

v Sealed documents are to be submitted to the Clerk’s Office in paper form in accordance with
local rules. No sealed documents are to be e-filed.

1. Click on the Appeal EECF Civili ~  Criminal ~ Query Ber:_orts ~  Utilities ~
Documents link. Civil Exvents
. Initial Pleadings and Service Other Filings Schedule Of Judges Not Hearing Motions
@ DO not use NOtlceS to Complaints ADR Documents List of Judges
1 1 Other Initiating Documents Notices

flle a NOtlce Of Appeal Service of Process Trial Documents ’

This event does not Answers to Compleints Appeal Documents

a.”OW you to pay the Other Answers Other Documents

filing fee, and will delay e

processing. Responses and Replies

2. A. Enter the case number of the
case being appealed. Appeal Documents

B. Click Find This Case.

Civil Case Number

[]2@,-2| Y Find This Case

3. Once the case number that you
entered displays in the box click Ameal Documents
Next.
Civil Case Number
1:02-cv-2 {closed)
U.S. District Court Northern District of Illinois 1
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Filing a Notice of Appeal

4. A. Verify that the correct
case number and title
display.

B. Click Next.

EECF cvii ~  Criminal ~ Query  Reports|
Appeal Documents

1:02-cv-00002 Mouse v_ Disneyworld CASE CLOSED on 12/19/2006
AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED

(§= After a final judgment or closing order has been entered in

the case a CASE CLOSED flag will appear next to the case
information. This does not prevent a Notice of Appeal from
being filed.

5. Click Notice of Appeal.

Appéld Documents
1.02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AD279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Available Events (click to select an event) Selected Event
Tth Circuit Transcript Information Sheet |Ncm:e of Appeal
Amended Motice of Appeal

Appeal of Magistrate Judge Decision to District Court

Appellants Brief

Appellants Reply Brief

Appellees Brief

Designation of Record eal

Docketing Statement

ppea
MNotice of Cross Appeal

Nt Py

6. Click Browse to display the
files available on your
computer.

Appeal Documents
1:02-c00002 Mouse v Disneyworld CASE CLOSED on 12/19/2006
AOQ?@,"APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the pdf document (for example: C:1199¢v501-21 pdf).

Filename

Attachments to Document: & No O Yes

U.S. District Court Northern District of Illinois
Version 3.1 .1




Filing a Notice of Appeal

7. A. Select the file that
contains the Notice of
Appeal.

B. Click Open to upload
the document.

Ch-*:se file E]

Lookin: [ & CMECF Fractice Fies | & B-
LY .,_": 0Fcv29999 _cook_v_maouse_complaint.pdf
"% amended comp.pdf
My Recert " answer, pdf
Documerts & e arance pdf
I 81 case labels-AM.doc
ﬂjtase labels-PM. doc
Deskiop % Civil Cover Sheet pdf
T exhibit A.pdf
_J E Exhibit B.pdf ’
2= exhibit C.pdf
My Documents .,Emouonl‘pdf
I . et
:1;3 .,E Summons,pdf
My Computer
Sy
My Network  File niame [Motics of Appeal pdf | Open
Places
Files of type |—-J\ Files (*.7) j Cancel

8. A. Verify that the correct
file name displays in the
box.

B. Verify that attachments to
Document is selected to No.

C. Click Next.

\Appeal Documents
1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AO0279 APPEAL, CASREF, HABEAS, PROTQ, TERMED

Select the pdf document (for example: C:1199¢v501-21 pdf).
Filename

MECF Practice Files\Natice of Appeal pdf[ Browse.. |
Attach ts to Doc t: & No O Yes

K

9. A. Select a filing party.

B. Click Next.

@ To select more than one name,
hold down the Ctrl key on the
keyboard and use the mouse to
highlight multiple names.

Appeal Documents
1@2-@-00002 Mouse v Disneyworld CASE CLOSED on 12/19/2006
AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the filer.

Select the Party:

|| Add/Create New Party

Disneyworld [Cross Claimant]
Disneyworld [Cross Claimant]
Mouse, Mickey [Plaintiff]
Mouse, Mickey [Cross Defendant]
Mouse, Mickey [Cross Defendant]
Rassi, Aaren [Court Monitor] v

Next

U.S. District Court Northern District of Illinois
Version 3.1 .1




Filing a Notice of Appeal

10. A. Check the box next to Appeal Documents
the event/order bein 1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
g AQ279, APPEAL, CASREF, HABEAS, PROTO, TERMED
appealed.
B- CI ICk NeXt Select order being appealed.

Select the appropriate event(s) to which your event relates:

—
[]02/01/20024 ORDER Motion for leave to proceed in forma pauperis 3 is granted signed by
Judge Ruben Castillo on 2/1/2002 (nlf, ) (Entered: 07/17/2003)
[112/01.2004 8 MINUTE entry before Judge Ruben Castillo : Motion to contimue 7 is entered and
continued, Settlement conference held on 12/1/2004, Attornev Russell Crowe for
Disnevworld added. Attorney Andv Garcia terminated. Show Cause Hearing set
for 12/20/20 04 at 10:00 AN (nff, ) (Entered: 12/13/2004)
[]12/01/.2004 2  Motion to continue 7 is entered and continued. ORDER regarding Motion for
Leave to Proceed in forma pauperis 3 Pretrial Conference set for 12/20/2004 at
10:00 AM. Signed bv Judge Ruben Castillo on 12/1/2004: (nlf, ) (Entered:
12/13/2004)
[101/13/2005 23 MINUTE entry before Judge Ruben Castillo : Motion for extension of time to
answer 17 is entered and continued (nlf. )
04/06/2005 70 PROTECTIVE Order Signed by Judge Ruben Castillo on 4/6/2003: (nlf, )
\ E 04/06/2005 71 CONTEMPT Order Signed by Judge Ruben Castillo on 4/6/2005: No notice
(nlf. )

N

11. A. Click the Calendar Afipeal Documents
button and select the 1.02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006

Appeal Record A0279, APPEAL, CASREF, HABEAS, PROTO, TERMED
Deadline.

/2 hitps:/ect-test ilnd.circ7.den/... [ |[01/[X]

B. Click Next. notice of appeal October || 2007

(<)< (Today ][> ][>-]
Ho Tu We Th Fr Sa
EIEIEIENE
(1) (2

Appeal Record Deadline

*  The deadline must be .

exactly 21 days from — —
the date the appeal is filed.

This includes weekends
and holidays.

Dﬂﬂﬂ!@g

pall paf| =

wo || k3] o
DHHHI
S| || || w
wilrall = =
— || =~ =

pafl —

|| oo

8icoca
EEER

If the deadline date falls
on a holiday, select the
next business day.

U.S. District Court Northern District of Hlinois 4
Version 3.1 .1




Filing a Notice of Appeal

12. Type N in the box unless you ?—%gealogc?oczumm o Di Id CASE CLOSED on 12/19/2006
are filing on behalf of the — == S p—— o

AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED
government Or pro se.

Do vou have in forma pauperis status for this appeal Y/IN?

*If you are filing on behalf of the
government or pro se, type Y in or
the box. The payment screen will
not display.

lAre vou requesting in forma pauperis status for this appeal Y/N?

or

Is this complaint filed on behalf of the USA Y/N? 1|

@D At this point, a filing fee is required. Determine whether the fee will be paid using a
credit card online, or if the fee will be paid in the traditional manner at a later time.
You will not be able to pay the fee online after the Notice of Appeal has been
electronically filed.

If the fee is not paid at the time the Notice of Appeal is filed, the Court of Appeals
will send a letter notifying you when the fee must be paid. If not paid in a timely
fashion, your appeal may be dismissed for lack of payment.

If the attorney is a CJA Attorney, Federal Defender or Assistant U.S. Attorney, a
filing fee is not required.

13. Click Next. ppeal Documents
1:02-cy-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006

AD279, APPEAL, CASREF, HABEAS, PROTO, TERMED

[Fee: S5455

U.S. District Court Northern District of Illinois 5
Version 3.1 .1




Filing a Notice of Appeal

14. Wait for the payment screen
to load.

Appeal Documents
1:02-cv-00002 Mouse v. Disneywaorld CASE CLOSED on 12/19/2006
AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Now loading the payment processing screen. This process might talke a few seconds.

15. Follow the prompts and enter
your credit card information.

The payment amount
displayed reflects the
appropriate fee for the type
of document being filed.

Online Payment Return to your origing
Step 1: Enter Payment Information
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, \/ISA)

Required fields are indicated with a red asterisk *

Account Holder Name: | Aflomey Test *

Payment Amount: $1.00
Billing Address: 213 5. Dearbom
Billing Address 2:

City:

State [ Province: | - 3
Zip / Postal Code: 60600
Country: United States F *
Card Type: S|« VISA @ E 2 msfﬂ
Card Number: K mbervalue hould ot comtain spates or daches
Security Code: * |\eip finding your securiy oot
Expiration Date: v | *® ]

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Pa

| Cantinue with Plastic Card Payment ] [ cancel |
.- Online Payment Eeturn to your originating application
16 A CheCk the bOX aUth0r|Z|ng Sfep 2: Authorize Payment 2

the charge. If this box is
not checked the filing fee
cannot be processed.

B. To have a receipt emailed
to you, enter your email
address in both boxes.

Payment Summary  Editthis information

Address Information Account Information Payment Infoermation
Account HOIdefAttomey Test Card Type: Visa Payment J.chunt: 51 .0(3
Name: Card Mumber; =+ 2222 Transaction Date 10/25/2007 14:22
2198 Expiration Date: 4 / 2003 and Time: EDT

Billing Address: Dearbomn
Billing Address 2:
City:
State / Province:
Zip / Postal Code: 60600
Country: USA

Email Confirmation Receipt ChECk thls

To have a confirmation sent to you upon completion of this transaction, provide an email addr] box to

Enter email

address for receipt.

Email Address: paula_rogers@iind.uscourts gov -
authorize
Confirm Email Address:
ce: paula rogers@ilnd.uscourts.gov Sepd the Charge.

Authorization and Disclosure
. " . f - . *
Required fields are indicated with a red asterisk
. . . *
| authorize a charge to my card account for the above amount in accordance with my card issuer agreement

Press the "Submit Payment” Button only once. Pressing the button more than ance could result in multiple transactions
Submit Payment ][ Cancel ]

U.S. District Court Northern District of Illinois
Version 3.1 .1




Filing a Notice of Appeal

17. Wait until your credit card

charge has been processed. Your request is being processed. Please wait.

Appeal Documents =

18. Click Next. 1-02-cv-00002 Mouse v_ Disneyworld CASE CLOSED on 12/19/2006
A0279, APPEAL, CASREF, HABEAS, PROTO, TERMED

H H Apgeal Documents
19 Verlfy that the dOCket textis 1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006

correct then click Next. AD279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Docket Text: Final Text
NOTICE of appeal by Disneyworld regarding orders [70] Filing fee $ 455, receipt number
07520000000000160247. (Test, Attorney)

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

Source Document Path (for confirmation only):
FCMECF - Attornev\CMECF Practice Files' Notice of Appeal pdf pages: 1

20. Wait for the Notice of Electronic Filing (NEF) to display.

U.S. District Court Northern District of Illinois 7
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Filing a Notice of Appeal

Appeal Documents
1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AQ279, APPEAL, CASREF, HABEAS, PROTO, TERMED

United States District Court
Northern District of Illinois - CMVECE TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered by Test. Attorney on 10/31/2007 at 10:17 AM CDT and filed on 10/31/2007

Case Name: Mouse v. Disnevworld
Case Number: 1:02-cv-2
Filer: Disneyworld

WARNING: CASE CLOSED on 12/19/2006

Document Number: 233 *

Docket Text:
NOTICE of appeal by Disneyworld regarding orders [70] Filing fee $ 455, receipt number 07520000000000160247. (Test,
Attorney)

1:02-cv-2 Notice has been electronically mailed to:

Nelida Finch  nelida finch@ilnd uscourts gov

21. Make sure that you either print a copy of the NEF for reference or write down the
document number. You will need this number in the event that the clerk’s office
requests that you resubmit any PDF documents.

22. File the Docket Statement. Instructions are provided on the following pages.

[New Memo ] [ Reply To All '”Fnrwam '] [lenw Up '][Cnpy Into New 'l

paygovadmin@mail.qa.twai.gov Te | B paula_rogers@ilnd uscourts gov” <paula_rogers@ilnd.uscourts gov>
¢ s 10531!‘20%10 15AM cc
» i

Subject |Pay Gov Payment Confirmation

EASE DO NOT REPLY.

7 11:15:36 AM

Shown above is a sample receipt generated by Pay.gov. Remember, in order to generate a receipt
you must enter your email address at the prompt on the Pay.gov screen. Refer to step 16 for
details.

U.S. District Court Northern District of Illinois 8
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Filing a Notice of Appeal

The Docket Statement MUST be filed on the same date as the Notice of Appeal. If it is not filed
on the same date then it must be filed at the Court of Appeals. The Docket Statement must be
filed separately. DO NOT attach it to the Notice of Appeal!

1. Click Appeal Documents ~ SiEvens
on the main menu.

Initial Pleadings and Service Other Filings Schedule Of Judges Not Hearing Motions
Complaints ADR. Documents List of Judges
Other Initiating Documents Notices
Service of Process Trial Documents ’
Answers to Complaints Appeal Documents
Other Answers Other Documents

Motions and Related Filings
Motions
Responses and Replies

2. A. Type the case number. Appeal Documents

B. Click Find This Case. Civil Case Number

020;2| Find This Case

Clear

3. Click Next when the case Appeal Documents
number displays in the box.

Civil Case Humber

1:02-cv-2 (closed)

4. Click Next. Appeal Documents

1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AO0279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Mext

U.S. District Court Northern District of Illinois 9
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Filing a Notice of Appeal

5. A. Select Docketing Statement.

B. Click Enter.

Appeal Documents

1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006

AQZ279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Amended Notice of Appeal

Appellants Brief
Appellants Reply Brief
Appellees Brief

\Available Events (click to select an event) Selected Event
Tth Circuit Transcript Information Shest [Docksting Statement

Appeal of Magistrate Judge Decision to District Court

Designation of Record on Appeal
Docketing Statement

IMotice of Appeal

Motice of Cross Appeal

6. Click Browse to display the
files available on your
computer.

Appeal Documents

1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006

AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the pdf document (for example: C:\199¢+501-21 pdf).

Filename

H Browse... ]

Attachments to Document: & No O Yes

7. A. Select the file that

contains the Docketing Lookin: [ 5 CMECF Practice Fils | ok EB-
Statement. e 7'_- 07cva29938_cook_v_mouse_complaint.pdf
L}é' 7__- amended comp.pdf
B gh" Recent  |Hjanewer.pdf
B. Click Open to upload eeuments R appearance pdf
'L' 8] case labels-AM.doc
the document- ) case labels-PM.doc
Desktop L Civil Cover Sheet.pdf
. J- Docketing Statement.pdf
-_j " exhibit A.pdf
=L Exhibit B.pdf
My Documenis |y ibit C. pdf
— 7'; motion1.pdf
'jj}g 7'; Motice of Appeal.pdf
iy Computer T summans. pdf
My Network  File name: Docketing Statement pdf M Open
Places | J l—l
Files of type: |_L‘-JI Files {77} j Cancel
U.S. District Court Northern District of Illinois 10
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Filing a Notice of Appeal

Verify that the correct file name
displays in the box.

Verify that attachments to
Document is selected to No.

Click Next.

Appeal]Documents
1.02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AO0279 APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the pdf document (for example: C:1199¢v301-21 pdf).

Filename

F Practice Files\Docketing Statement pdf

Attachments to Document: & No O Yes

Select the filing party.

Click Next.

/Abpeal Documents
1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AO279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the filer.

Select the Party:

Cooper. Alice [Intervenor ~ | Add/Create New Partv
| Disneyworld [Defendant]
Disneyworld [Cross Claimant]
Disneyworld [Cross Claimant]
Mouse, Mickey [Plaintiff]

Mouse. Mickey [Cross Defendant]
Wouse, Mickey [Cross Defendant]

Rossi, Aaron [Court Monitor]

~

10. A. Check the box next to the
Notice of Appeal that relates to

this event.

Click Next.

N\

Appeal Documents
1:02-cy-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
§.»1\02?9, APPEAL, CASREF, HABEAS, PROTO, TERMED

Select the appropriate event(s) to which your event relates:

[ 12/13/2004 3 NOTICE of appeal by Disneyworld ; Filing fee 5 255 paid: Receipt number 1234

g (nlf, )

[] 01/11/2005 15 NOTICE of appeal by Disneyworld regarding order 8 ; Filing fee $ 235 paid;
Receipt number 12345 (nlf, )

[ 03/08/2007 184 NOTICE of appeal by Mickey Mouse regarding orders 172 ; Filing fee § 455
paid: Receipt number 307123 (amb. )

[ 07/17/2007 202 NOTICE of appeal by Mickey Mouse regarding orders 4 Filing fee S 455, receipt
mmber 158616 (Test, Attornev)

[ 07/23/2007 205 NOTICE of appeal by Mickey Mouse regarding orders 8§ (Test, Attorney)

[ 07/23/2007 206 NOTICE of appeal by Mickey Mouse regarding orders 23 (Test. Attorney)

10/31/2007 NOTICE of appeal by Disnevworld regarding orders 172 Filing fee 5 433, receipt
mumber 07520000000000160236. (Test. Atty)

10/31/2007 233 NOTICE of appeal by Disneyworld regarding orders 70 Filing fee § 4535, receipt

232

mumber 07320000000000160247. (Test. Attorney)

U.S. District Court Northern District of Illinois
Version 3.1 .1
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Filing a Notice of Appeal

11. Click Next.

Appeal Documents
1:02-cv-00002 Mouse v. Disneywarld CASE CLOSED on 12/19/2006
AD279 APPEAL, CASREF, HABEAS, PROTO, TERMED

12. A. Verify that the docket
entry is correct.

B. Click Next.

/Apbeal Documents
1:02-cv-00002 Mouse v. Disneywarld CASE CLOSED on 12/19/2006
AQ279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Docket Text: Final Text

DOCKETING Statement by Disneyworld regarding notice of appeal[232], notice of appeal[233]
(Test, Attorney)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have ne further
opportunity to modify this transaction if vou continue.

Source Document Path (for confirmation only):
F\CMECF - Attorney CMECF Practice Files Docketing Statement pdf  pages: 1

13. Wait for the system to process
your submission.

Appeal Documents
1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AD279, APPEAL, CASREF, HABEAS, PROTO, TERMED

Processing

Processing . please wait.

U.S. District Court Northern District of Illinois
Version 3.1 .1
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Filing a Notice of Appeal

14. Make sure that you either print a copy of the NEF for reference or write down the
document number. You will need this number in the event that the clerk’s office
requests that you resubmit any PDF documents.

Appeal Documents
1:02-cv-00002 Mouse v. Disneyworld CASE CLOSED on 12/19/2006
AC279, APPEAL, CASREF, HABEAS, PROTO, TERMED

United States District Court
Northern District of Illinois - CNI'ECF TEST, Ver 3.1.1
Notice of Electronic Filing

The following transaction was entered by Test, Attorney on 10/31/2007 at 10:36 AM CDT and filed on 10/31/2007

Case Name: Mouse v. Disnevworld
Case Number: 1:02-cv-2
Filer: Disnevworld

WARNING: CASE CLOSED on 12/19/2006

Document Number: 234 \

Docket Text:
DOCKETING Statement by Disneyworld regarding notice of appeal[232], notice of appeal[233] (Test, Attorney)

1:02-cv-2 Notice has been electronically mailed to:

Nelida Finch  nelida_finch@ilnd uscourts.gov

UNITED STATES DISTRICT COURT FOR THE NORTHERN DISTRICT OF ILLINOIS
GENERAL ORDER 07 - 0023
GENERAL ORDER ON ELECTRONIC CASE FILING

Excerpt regarding refund of erroneous or duplicate payments:

(D) The Clerk of Court is hereby granted the authority to authorize refunds upon written request
by a party who has inadvertently made erroneous or duplicate payments on line. All approved
refunds shall be processed through the electronic credit card system. In the event that a particular
attorney or law firm continues to make repeated mistakes when submitting fees and requesting
refunds, the Clerk of Court may request that the Court issue an order to show cause why further
requests for refunds should be considered. If a credit card transaction is invalid for any reason or
if the credit card processing function in CM/ECF is experiencing problems, payment must be
made within two business days. Summons will not be issued until the fee is paid by credit card,
check, cash, or money order. If the case is an emergency filing, the filer must bring the paper
document.

U.S. District Court Northern District of Illinois 13
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Request Refund of Duplicate Filing Fee

Important Points to Keep in Mind

v" DO NOT submit a request for refund until you receive an email from the Clerk’s
Office. The Clerk’s Office conducts daily Internet payment audits. If it is determined
that you made a duplicate payment or a payment without submitting the filing
documents, you will be contacted via email by a Clerk’s Office staff member. The
case number used is this documentation is for illustration only. Use the case number
provided to you in the email from the Clerk’s Office.

v You must draft a pleading or letter requesting the refund. This document must be in
PDF format.

v' After you file your request for refund, the Clerk’s Office will submit a refund request
to pay.gov who will then send you an email confirming the credit to your credit card
account.

v Pay.gov is a service that is used by the District Court to process filing fees. It is not a
department of, or managed by the District Court.

v Please review the General Order regarding refund of filing fees paid electronically.
This order is available at http://10.205.15.104/PRESS/GeneralOrder102607PDF and
the end of this document.

R T -
1. Click on the Other N
DOC ume nts I In k- Initial Pleadings and Service Other Filings Schedule Of Judges Not Hearing Motions
Complaints ADR Documents List of Judges
Other Initiating Documents Notices
Service of Process Trial Documents
Answers to Complaints Appeal Documents’
Other Answers Other Documents
Motions and Related Filings
Motions
Responses and Replies

2. Type in the case number Other Documents
provided in the email from
the Clerk’s Office. Civil Case Number

\/07-CV49999 Find This Case

3. Click Find This Case.

Clear

This is a SAMPLE case number. Enter the case number
provided in the email from the Clerk’s Office.

U.S. District Court Northern District of Illinois 1
Version 3.1.1 —11/1/2007




Request Refund of Duplicate Filing Fee

4. Click Next.

This is a sample case number, only.

Make sure the case number

showing is the one provided to you

in the email from the Clerk’s
Office.

Dther Documents

Civil Case Number

1-07-cv-99999

5. Click Next.

Oﬂl'ler Documents

1:07-cv-99999 Plaintiff v. Defendant

APPEAL

6. Scroll down and select Request

for Refund of Filing Fee.

7. Click Next.

Ottier Documents
1:07-cv-99999 Plaintiff v. Defendant
APPEAL

Available Events (click to select an event)

Selected Event

Interpleader

Joint Consent to Jurisdiction by US Magistrate Judge
Jury Demand

Other

Petition (NOT Motion)

Pretrial Memorandum

Proposed Pretrial Order

Repaort of Rule 26(f) Planning Meeting
Request for Default

Reqguest for Refund of Filing Fee
Response to Order to Show Cause
Satisfaction of Judgment (Full/Partial)
Settlement Agreement

Statemnent

Status Report

13

HRequesl for Refund of Filing Fee

U.S. District Court Northern District of Illinois
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Request Refund of Duplicate Filing Fee

8. Select the filing party. Other Documents
1:07-cv-99999 Plaintiff v. Defendant
9. Click Next. APPEAL

Select the filer.
Select the Party:

Defendant [Defendant] Add/Create New Party

| Plaintiff [Plaintiff]

10. Click Browse. Othler Documents
1:07-cv-99999 Plaintiff v. Defendant

APPEAL

Select the pdf document (for example: C:1199ev301-21 pdf).
Filename

| H Browse.. |
Attachments to Document: & No O Yes

Mext

11. Select the file that contains your

g _ .
request for a refund. Look in: [IZ9 CMECF Practice Files ~| ¥ Ed-
4 -,E 07cv89999_cook_v_mouse_complaint.pdf
‘—"3 7'_—~ amended comp.pdf
. - Recent % anser,|
12. Click Open to upload the file. Dot | Z e
?E ) cace labels-aM.dor

] case labels-PM.doc
Desktop -,_t Civil Cover Sheet.pdf
. Z Docketing Statement.pdf
_,-/" 7’_—~ exhibit A.pdf
-,_t Exhibit B.pdf

Hy Documents Z exhibit C.pdf
== -/_"-f motion 1,pdf
bil " Notice of Appeal pdf

My Computer 3 Refund_Request_07cv99999.pdf |

',_"-f Summons.pdf

My Networl Fil g Refund_R: 07cv33959 ff b Oy |
Plac:so ile name: ‘ und_Request_07cv35533 pr J pEN

Files of type: ‘}‘JI Files {*.%) j Cancel
U.S. District Court Northern District of Illinois 3
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Request Refund of Duplicate Filing Fee

13. Verify that the correct file was

uploaded.

14. Leave the Attachments radio button

selected to No.

15. Click Next.

Other Documents
1:07-cv-99999 Plaintiff v. Defendant
APPEAL

Select the pdf document (for example: C:1199v301-21 pdf).
Filename

tice Files\Refund_Request_07cv99998 pdf

Attachments to Document: & No O Yes

Mext

16. Enter the refund amount requested. Other Documents

17. Check the box Should the document

you are filing ...

18. Click Next.

1:07-cv-9999 Plaintiff v. Defendant
APPEAL

Please enter amount of refund. 5350.00

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

Documents to

19. Check the box next to the
filing event related to your
refund request.

[] 10/29/2007 32 COMPLAINT filed by Plaintiff: Filing fee § 1. receipt number
07520000000000160130. (Attachments: # 1 Civil Cover Sheet, # 2 Summons)
(Test, Attorney)

10/29/2007 33 COMPLAINT smith v. mouse filed by Plamtiff, n Filing fee S 1, receipt number
07520000000000160132. (Attachments: # 1 Civil Cover Sheet. # 2 Summons)
< (Test, Attorney)

[ 10/30/2007 34 Corrected appearance form by Plaintiff for enny 22 (Test, Atty)
[ 10/30/2007 35 TEST: This is just to see f vou get an email (nlf, )
[ 10/30/2007 36 NOTICE of appeal by Plaintiff Filing fee $ 455 (ulf, )

=

20. Enter the case title in the
box*.

21. Click Next.
*If you filed and paid without

submitting a document there
will be no case title.

Other Documents
|-07-cv-99999 Plaintiff v. Defendant
APPEAL

Docket Text: Modify as Appropriate.
REQUEST for refund of filing fee in the amount of $350.00 regarding complaint[33] by Plaintiff
Smith V. Mouse| (Test, Attorney)

U.S. District Court Northern District of Illinois
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Request Refund of Duplicate Filing Fee

22. Verify the docket entry.

23. Click Next.

Other Documents
1:07-cv-99999 Plaintiff v. Defendant
APPEAL

*

Docket Text: Final Text
REQUEST for refund of filing fee in the amount of $350.00 regarding complaint[33] by Plaintiff
Smith V. Mouse (Test, Attorney)

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

Source Document Path (for confirmation only):
F:\CMECF - Attorney\CMECF Practice Files' Refund Request_07cv99999 pdf  pages: 1

24. Wait for the Notice of Electronic Filing
(NEF) to display.

Processing . please wait.

Other Documents
1:07-cv-99999 Plaintiff v. Defendant
APPEAL

Notice of Electronic Filing

Case Name: Dlaintiff v. Defendant
Case Number: 1:07-cv-99999
Filer: Dlaintift

Document Number: 37
Docket Text:

Attorney)

Attorney Test  ted_newman@ilnd uscourts. gov

United States District Court

Northern District of Illinois - CAI'ECF TEST, Ver 3.1.1

The following transaction was entered by Test, Attorney on 11/1/2007 at 8:15 AM CDT and filed on 11/1/2007

REQUEST for refund of filing fee in the amount of $350.00 regarding complaint[33] by Plaintiff Smith V. Mouse (Test,

1:07-¢v-99999 Notice has been electronically mailed to:

Make sure that you either print a copy of the NEF for reference or write down the
document number. You will need this number in the event that the clerk’s office
requests that you resubmit any PDF documents.

U.S. District Court Northern District of Illinois
Version 3.1.1 —11/1/2007




Request Refund of Duplicate Filing Fee

UNITED STATES DISTRICT COURT FOR THE NORTHERN DISTRICT OF ILLINOIS
GENERAL ORDER 07 - 0023
GENERAL ORDER ON ELECTRONIC CASE FILING

Excerpt regarding refund of erroneous or duplicate payments:

(D) The Clerk of Court is hereby granted the authority to authorize refunds upon written
request by a party who has inadvertently made erroneous or duplicate payments on line.
All approved refunds shall be processed through the electronic credit card system. In the
event that a particular attorney or law firm continues to make repeated mistakes when
submitting fees and requesting refunds, the Clerk of Court may request that the Court
issue an order to show cause why further requests for refunds should be considered. If a
credit card transaction is invalid for any reason or if the credit card processing function in
CMI/ECEF is experiencing problems, payment must be made within two business days.
Summons will not be issued until the fee is paid by credit card, check, cash, or money
order. If the case is an emergency filing, the filer must bring the paper document.

U.S. District Court Northern District of Illinois 6
Version 3.1.1 —11/1/2007



Verify a Document

Overview

A unique identification is assigned to each document at the time it is filed in CM/ECF. In
the electronic notice sent out at the time of filing, this unique identification is called an
electronic document stamp. If a PDF version of a document that has been filed in
CMI/ECEF is replaced or modified in any way, a new electronic document stamp is created
that will not match the original document stamp.

The document verification process compares the current and original electronic document
stamps and indicates whether they are the same.

EﬂECF Civil + Criminal + OQuery + Reports -«

Utihtes
Yow Accoumnt Mhscellaneous
Mamtam Your Account Legal Besearch

View Your Transaction Log Malings. .

Change Clent Code #
Change Your PACERE Lomn  Venfy a Document
Eewview Biling Histe

chow PACER. Account

1. Click Verify a Document on the Utilities menu.

Werify Document(s)
Specify the case number and document mumber of the doclcet entry contameng the document to be verdfied.

Case Humber

042222 9512345, 199-cv-1 7345, 1-99-cv-| 2345, Pocwl 2345, or | S9cwl 1345
Diocument Fumber: |14
et Clear I

2. A. Enter the case number and the number of the document that you want to verify.
B. Click Next.

U.S. District Court Northern District of Illinois 1
Version 3.1.1



Verify a Document

The next screen displays the text of the docket entry, the original and current electronic
document stamp, and indicate whether the two document stamps are the same.

U.S. District Court Northern District of Illinois 2
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Create an Adobe PDF File from a Word Document

***Y ou must have the FULL VERSION of Adobe Acrobat for this function to work. ***

Step Action

1 Create your Word document.

File | Edit  Wiew Insert Formak Tools  Table

2.
. . = Open... Chrl+0
A. Click File. i >
Close
B. Mouse downto Print. Save As...
Page Setup...

@,‘ Prink Prewvisw

S print.. Chrl+p
LF:A. . \Aadobe POF for Ward.doc

3. |A. Mousedownand click G 2

rPrinter
Adobe PDF. , .
Mame: Q% HP LaserJet 2100 v Properties |
. 4 ActiveTouch Document Laader
- - Status: . Find Printer... |
B. Click Print. Type:
Where: ™ Print to file
Caomment: ™ Manual duplex
| % Smart: Label Priliter 220
rPage range 6 Snaglt 7 =
= al TIOMBbEF Gf COpIES: 1 5‘
[ Current page € Selection
" Pages: 11 11 ¥ collate
Enter page numbers and/or page ranges ' '
separaked by commas. For example, 1,3,5-12

Prink what: IDocument j rZoam

J Pages per sheet: |1 page Yl
-
Scale to paper size: IND Scaling VI

Options... | K I Cancel |

Prink: IAII pages in range

***NOTE!  You must havethe FULL VERSION of Adobe Acrobat
for this function to work.
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Create an Adobe PDF File From a Word Document (continued)

Step | Action
4, A. Click the » of the - e
dI’Op down menu of Savein: | 3 My Documents j = £ v
the Savein box, and chm%b[)esktup
select the directory Carel é"gi”;ﬂpp“;’[ 5
where you want to st =) | gcal Disk ()
save thefile. My E? [ Documents and Settings
My Pig (] Default User G150
B Select the folder My W 'a by Documents
where you want @ Compact Dizc (D]
to save thefile. % gﬂgersm on E Emnﬂ :gsers' [IF[:I;
: personn on ol\Groups' [G:
Flle name) = Gaocket on F164%oll\Groups' (H) | Sae |
=2 Org? on 'F164% ol Latus' L] = C |
R S el on FIBAVT' N & ﬁl ’ﬁ
—_— ) 3 Cererewn cn TTRANWAA O -
Save As PDF G T =
5. A. Typethe name - . ]
of thefile. Save i I 5] Anita - Computer Skills j = &5 ER-
. @.ﬁ.ttach a file in Lokus, pdf
B. Click Save.

'@ Computer FileStructur esd, pdf

@Glussary.pdf
'@ WardPerfect, pdf

D ocument] .

File narme;

| Save I
j Cancel |

Save as type: IF'DF Files [*. pdf]
A

*** You must havethe FULL VERSION of Adobe Acrobat for this function to work.

U.S District Court Northern District of lllinois
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Create an Adobe PDF File from a WordPerfect Document

Step Action

1. Create your WordPerfect document.

- Document1 {unmodified)

2. A. Click File. [P wordPerfe

Insert Format Tools  ‘Window H

B. Mouse down to Print. / New Ctrl+N
—  Mew from Project, .. Chrl+ShifE -+ —
[ Oper. .. ZEF O ?
T Close Ctrl+F4 _E
—  Save Ckrl+5 -
Save As... F3 _i
Properties. ..
Yersion Control ]
Driocumenk g
Page Setup., .. A B
Print... Ckrl+P i
Prink Preview B
Printing Info Cnline

3. A. Mouse down and click

2
Adobe PDF. It .2l
Main | La_l,loutl Advancedl
H H — Destination
B. Click Print. ,
Mame: HF Laseret 2100 j Properties. .. |

Type: WWOCPENEBkyoceragl.cham.ilnd.cir?

' WWOC7ESE4k1562q1 Printers... |
Status: \\D_E?E\B4k2058westq1
\Where: ActiveT ouch Document Loader Status.. |
Camment: |Castelle Cover Page [ Print to file

Castelle DCx Driver
— Prirt B HF Lasen et 2100

fint 1Angg Smart Label Printer 220 . -
& Full documet T Selected tent Humber of copies: 1 -

O Curentpage  © Document summary
" Pages: ¥ Callate

[ Prirt i reverse order

Settings: I[Application Defalt] dit Settings...

Frint | Help |

U.S. District Court Northern District of Illinois 1 v4.0704



Create an Adobe PDF File From a WordPerfect Document (continued)

Step | Action

) Save As PDF 2] x|
4. A. Click the = of the .
drop down menu of Save in: | ‘23 My Documents ¥ =¥ Ef-
the Save in box, and Cowil L Deskiop ~
S My Computer

select the directory Corel
34 Floppy [&:
where you want to i =5 % Flopey (&)

! = Local Disk [C:)
save the file. My EE [ Documents and Settings >-
My Pig (] Defaul User G150
B Select the folder iy W e fiy Documents
where you want 45 Compact Disc (D) -
to save the file =2 Rogerspl on F1EWall WU eers' [F)
' ; =2 Gperzonn on F1E8W ol \Groups' (G:
ocket an ol raups [H:
File name Gdocket on F164WolT\Groups' (H. | Sae |
=2 Org2 on 'F164%/ ol WLotus' [L:)
- Cancel
a5 Cotelle on FI64WoIT N = ﬁl Y
—_— T oo cn TTEAWAN O b -
Save As PDF d A

5. A. Type the name

of the file. Save in: I £ Anita - Computer Skills j = = ER-
. ﬁnttach a file in Lokus, pdf
B. Click Save. @CumputerFiIeStructureW.|:u:|F

@Glassary.pdf
@WDrdPerFect.de

File name: Dacument]. e

Save az ype: IF'DF Files [* pf] j Cancel |

v
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Clear Cache/Delete Temporary Internet Files

Overview

The cache (pronounced “cash”) is the place on your computer’s hard drive where the Internet
stores temporary files. The files are automatically stored, and typically speed up processing time.
But, if the computer has stored too many of these files, it gets overloaded and bogged down. If
you notice that your response time is slow, then you need to clear the cache - delete these files.

At the same time that you clear the cache, you may want to delete the cookies that are stored on
your computer. A cookie is a piece of data send by the Web Server as a way of collecting data
about a user, such as login or registration information, online shopping cart information, user
preferences, etc.

You can clear the cache and delete cookies using the toolbar that displays when you are on
the Internet.

1. Click Tools. <3 Northern District of Illinois - United States District Cou

2. Click Internet Options. J File Edit Miew  Favarites | Tools elp

J dmBck ~ =y @ .ﬁ Mail and Mews 3 ¥
Synchronize, .. —
Windows pdate i
Sun Java Consale | |

Internet Cptions. ..

General I Securityl F'rivacyl Eontentl Eonnectionsl Programsl .ﬁdvancedl

. R —Home page
3. C I ICk Delete Fl |eS % ‘f'ou can change which page to use for your home page.

Address: http://10.205.15.104/

Usze Current Usze Default Usze Blank

— Temporary Internet file:

<y Pages pou view on the Intemet are stored in a special folder
@& Y for quick viewing later.

Delete Cookies. .. Delete Files... Settings...

—Histary

The Histary folder containg links to pages you've visited, for
quick access to recently viewed pages.

Daps to keep pages in history: |1 3: Clear Histary |

Colors. .. | Fonts... | Languages... I Accessibility... |

0k I Cancel | Aol I

U.S. District Court Northern District of Illinois 1
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Clear Cache/Delete Temporary Internet Files

4. Click OK. The cursor xq

will Chang.e to an hour Delete all Files in the Temporary Internet Files

glass. Wait for the

cursor to Change back ¥ou can also delete all your offline conkent stored
. locally.

to a bar |. This process may 4

take several minutes. [ Delete all offline content

(04 # i Cancel

5. Click Delete Cookies. 21x

General | Securityl F'li\rac:_l,ll Eontentl Eonnectionsl F'loglamsl Advancedl

—Home page

% “Y'ou can change which page to use for your home page.

Address: hittp: /410, 20515104/

Use Current Use Default Use Blank

— Temporary Internet file

+y  Pages you view on the Internet are stored in & special folder
@& Y\ for quick viewing later.

Delete Cookies... elete Files... | Settings...

— Histary

The Hiztary folder contains links to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in historn: I‘I 3: Clear History |

Colors.... | Fonts... | Lahguages... | Accessibilil_l,l...l

Ok, I Cancel | Lppli |

6. Click OK. The cursor x|
will change to an hour -
glass. Wait for the A\ e T
cursor to change back
to a bar |. This process Ok A Cancel |

may take several minutes.

011405pdr 2



Clear Cache/Delete Temporary Internet Files

7. Click OK to close the Internet Options
options dialogue box ' '
and continue working.

011405pdr 3



CM/ECF Keyboard Shortcuts

Select Text Using the Keyboard
When using ECF, it is sometimes quicker to highlight text using the keyboard instead of the
mouse. The following keyboard commands may be used to select text.

To select Press the

One character to the left of the cursor Shift + left arrow key

One character to the right of the cursor Shift + right arrow key

One word to the left of the cursor Shift + Ctrl + left arrow key
One word to the right of the cursor Shift + Ctrl + right arrow key

From the cursor to the beginning of the line Shift + Home key

From the cursor to the end of the line Ctrl + End key

Example

Date document filed (mandatosy)
72003

Zelect the pdf document (for example: CA19%cwd01-21 . pdE).

Filename

| Browse.. I
(Attachments to Document: & Mo & Yes

Nex‘tl Clear

When the document file screen displays, the current date is automatically shown in the Date
document filed field. Notice that the cursor is at the far end (right) of the field. To change the
date, press and hold Ctrl then press the Home key to select the entire field. Once highlighted,
you type the correct filing date. The existing text is replaced with the text you type.

U.S. District Court Northern District of Illinois 1
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Move the Cursor

CM/ECF Keyboard Shortcuts

To have the cursor

Move one space

Press the

The left or right arrow keys

Move one word left

Ctrl and the left arrow key

Move one word right

Ctrl and right arrow key

Go to the end of the line

End key

Go to the beginning of the line

Home key

Basic Editing

If you want to ...

Then press the ...

Cut (delete) the selected text Ctrl + X
Copy the selected text Ctrl+C
Paste the selected text Ctrl +V

Scroll Lists

If you wantto ...

Then press the ...

Open a list Alt + the down arrow key
Advance to the end of a list Ctrl + End
Advance to beginning of a list Ctrl + Home

Advance Down

Down arrow key

Advance Up

Up arrow key

Advance down several items

Page down key

Advance up several items

Page up key

U.S. District Court Northern District of Illinois
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Glossary of Computer Terms?

Click
Quickly tap the mouse button. For most operations, the user clicks the left mouse button.

Copy
Duplicate a piece of data in a document or a file.

Cursor
A symbol that identifies where the next character will be displayed on the screen; the insertion
point. The cursor may appear as an arrow, a flashing vertical bar (|), or an I-beam ( I).

Data
Distinct pieces of information.

Desktop

The computer desktop is the main screen that displays once you have booted (started) your
computer. This electric desktop consists of program and file icons that you can click to launch
(start) programs and open files.

Dialogue Box
A box that displays on the screen and requires that the user make a decision, and/or or provide
input.

Directory
The electronic “file cabinet” that organizes folders and files.

Double-Click
Click a mouse button twice quickly and without hesitation.

Drag and Drop

Select a piece of text, object, or file while holding the mouse button down and drag it to another
area in the document or on the screen. Once the text or object is positioned, release the mouse
button.

Drive
The drive is the component of the computer that reads and writes data from a disk.

Extensions
An extension identifies the program that created the file, and is part of the file’s name. For
example, if a file name is ABDC.wpd, “.wpd” is the extension.

! Some definitions adapted from www.webopedia.com
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File
A collection of data that is assigned a name.

Folder
Similar to their paper counterparts, electronic folders are used to organize information and allow
for easy retrieval. Folders can contain other folders and files.

Icon
A picture that represents a program or file.

Left Click
Quickly tape the left mouse button. For most operations, the user clicks the left mouse button.

Menu
A list of available commands or options.

Menu Bar
A horizontal menu that appears on top of a window.

Move
Reposition a piece of text or an object elsewhere in a document. This is accomplished by
selecting the text or object and dragging it to the desired location in the document.

Program
A group of electronic instructions that tell the computer what to do. Examples of programs include
WordPerfect, Lotus Notes, PowerPoint, and Excel.

Pull-down Menu
A special type of pop-up menu that appears directly beneath the command you selected.

Rename
Assign a different name to a file.

Right Click
Quickly tap the right mouse button. A right click produces a shortcut menu.

Save
Save any changes to the file (document) using its original name.

Save As
Save the document with a different name.

U.S. District Court Northern District of Illinois 2
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Scroll
Click and drag the scroll bar at the top, bottom or side of the screen to display additional data.

Title Bar
The bar on top of a window that displays the name of the file or application.

Tool Bar
A series buttons under the menu bar that are shortcuts to various commands and functions.

Window
An framed area of the display screen that shows specific data.

U.S. District Court Northern District of Illinois
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