Filing a Miscellaneous Case
Part | — Open the Case

READ THIS BEFORE

attempting to file a miscellaneous case.

Miscellaneous Cases
These instructions are appropriate for filing a miscellaneous civil case, only. Listed below are examples
of miscellaneous civil cases. Be aware that there are others types of miscellaneous cases.

Motion to Quash Subpoena
Notice to Take Foreign Deposition
Petition to Enforce Summons

Petition to Perpetuate Testimony

AN N NN

Registration of Foreign Judgment

Filing Process

Filing a miscellaneous case is a four-part process: 1) open the case, 2) file the initiating document, 3) file the civil
cover sheet, and 4) file the attorney appearance. Instructions for completing each of these tasks are provided in
this document.

Payment of Filing Fees

v 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. The applicable excerpt is provided at the end of this
document.

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.

v' Pay.gov accepts Visa®, MasterCard®, Discover®, American Express® and Diners Club International®. Debit
cards are not accepted for payment at this time.
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Filing a Miscellaneous Case
Part | — Open the Case

Miscellaneous

v Do not test or practice opening a civil case in the CM/ECF Live database. If you want to practice,
contact Paula Rogers at paula_rogers@ilnd.uscourts.gov for access to the training database.

v If you are experiencing a problem, exit the case opening sequence before completing the process
and call us at 312-582-8727.

v If you have opened a case incorrectly, do not open another case. Call the Help Desk at 312-582-
8727 and we will resolve any issues with the case.

v The Clerk’s Office will designate a judge and designate a magistrate judge once an attorney opens
acase. The filing attorney will receive an electronic notification of the assignment.

v" Do not e-file a summons when opening a case. Email the summons to intake_ilnd@ ilnd.uscourts.gov
AFTER you receive notification of the judge assignment.

v If you are not sure how to open a civil case, please call us at 312-582-8727 or you can review a
short training video at http://www.ilnd.uscourts.gov/home/CMECF.aspx

1. Click Search on the menu bar. Logout
3. Click the Search button. oper] 9 3
4. Click Attorney Open Civil Case. Search results for 'open’

I menu ftem and 2 svents found
Menu Items ’

Civil Events — Open a Case — Attornev Open Civil Case
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Filing a Miscellaneous Case
Part | — Open the Case

5. Select the division (office) that you are  |Open a Civil Case
filing the case in. In this example, the
case is being filed in Chicago. Office [EIEFTN v Case fype cv v Case number

Date filed 10/29/2009

) Leave this set to CV
6. Click Next.

Other court name

Other court numher

To view the divisional map, click the link below.
http://www.ilnd.uscourts.gov/CLERKS OFFICE/Generallnfo/Districtmap.htm

7. Select the appropriate responses. B
Your responses should reflect the ASEAaR s Cece Quenlr)
- . Cause of action | 02:0431 {(02:431 Fed. Election Commissicn: Failure Enforce C) ¥ | Filter:
Civil Cover Sheet. Natare of i o] e
Origin | 1 (Original Proceeding) b
8 . C I ick N ext. Citizenship plaintiff v
Citizenship defendant v
Jury demand | n (Mone) v | Class action |n v Demand (S000)
Arbitration code v County | Cook v
Fee status | pd (paid) v | Fee date 10/29/2009 Date transfer

9. Enter the filing party name. If the Search for a party
party is a business, enter the | Last/Business Name |Hathaway First Name |Jane] Middle Name
complete business name in the

Last/Business Name field.

Do not use all uppercase. Only the first initial of each name
10. Click Next. should be uppercase, as illustrated in the above example.
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Filing a Miscellaneous Case
Part | — Open the Case

11. Select the name of the filing party and | Ssarehferaper _
. Last/ Business Name |Hathaway First Name |Jane Micdle Name
click Select Party.
If the party does not exist, click
Create new party and go to step 15.

Search Results

SelectParty | [ Create New Party

12. A. Verify that the party name is
correct. If incorrect, click BACK Jane Hathaway
and re-enter. e

Role | Plaintiff (pla:pty) @
B. Select the party role. | L —— | I
Party text
C. Enter any descriptive text if Start date |10/23/2009 End date
desired. For example, “President Corporation [ 1o v e
of an Illinois Corporation”.
D. Click Add Party.
13. The party name displays on the party | AddNew Party |
tree in the left pane. Collapse All Expand All
=.Jane Hathaway pla.”
If this party was added in Alias ¥
error, click ' next to the Corporate Parent or other affiliate %3
party name. ~Attorney
To add an alias for this
party click ¥ next to the
party name.
14. Repeat steps 9-12 to add additional
parties.
U.S. District Court — Northern District of Illinois 4
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Filing a Miscellaneous Case
Part | — Open the Case

Create a New Party

15. Click Create new party.

Search for a party

Last/Business Name | Parkview Bank and T First Name Middle Name

Search Results

[ Select Party ] [ Create New Party ]
Search returned no results. Please try again or create a new party.

In this example, we are searching for Parkview Bank and
Trust. Parkview is not in the database and must be
added.

16. The name you searched for displays.
Make any necessary corrections to

Party Information

: Last name |Parkview Bank and Trust First name
the Spe”lng Of the name. Middle name Generation
Title
17. A. Select the Role coo
o . T eamytext| T TTTTTrT
B. Enter any descriptive text if —
desired. For example, “President SR 0 Fnddate
of an Illinois Corporation”. e & HORES] ves &
Add Party
18. Click Add Party.
19. Click Create Case once all parties S L= Prasue -
“Jane Hathaway s " o ich
are added to the case. - =
Parkview Bank and Trust at "%

U.S. District Court — Northern District of Illinois
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Filing a Miscellaneous Case
Part | — Open the Case

20. Click Yes. :
Case Opening
Case will be created. Proceed?
21. The case is now open and CM/ECF Open a Civil Case
assigns the case number.
WRITE DOWN the case number Case Number|09-166 has been opened.
shown on the screen for future
reference. Docket Lead Event?

....‘..O‘..O...‘...‘...‘...‘...‘...‘..O...O...‘...‘...‘...‘...‘...‘..O...O.....

If you have opened a case incorrectly

SIor
DO NOT ODEN ANOTHER CASE.
Call the Help Desk at 312-582-8727.
We will resolve the issues with the case.

0e®000 0000000000000,

L] [ )
©00000000000000000000000000000000000000000000000000000000000000000000000000000°

° [ ]
0000000000000 000°®
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

1. Click CIVIL on the menu bar.

2. Click Other Initiating Documents.

Civil Events

Open a Case
Attorney

Other Filings
ADR Documents
Notices
Trial Documents

Appeal Documents
Other D

Judge's Motion Practice
Judge's Motion Practice - Days and Times
List of Judges Not Hearing Motions

en Civil Case

Initial Pleadings and Service
Complaints

ther Initiating D

Service of Process

Answers to Complaints
Other Answers

3. The case number displays. Click Next.

Other Initiating Documents

Civil Case Number

1:09-cv-166

4. The case number and title displays.
Click Next.

Other Initiating Documents

1:09-cv-00166 Hathaway v. Parkview Bank and Trust

Mext

5. Select the appropriate case type.
If the type of case you are filing is not listed,
select Miscellaneous Case.

Other Initiating Documents
1.09-cv-00164 Hathaway ef al

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

Bankruptcy Appeal [Miscellaneous Case
Civil Caver Sheet

Findings of fact
Miscellaneous Case

Iotion to Vacate/Set Aside/Correct Sentence {2255)
MNotice of Removal

Notice to Take Fareign Depasition

Petition to Enforce IRS Summans

Petition to Perpetuate Testimony

Received Complaint

Received Petition

Registration of Foreign Judgment

U.S. District Court — Northern District of Illinois
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

6. Select the filing party and click Next.

Other Initiating Documents
1:09-cy-00166 Hathaway v. Parkview Bank and Trust

Collapse All
1:09-cv-166

E-\lane Hathaway pla »

"Parkview Bank and Trust di

Select the filer.

Expand All

Selectthe Party:  OR

Selecta Group:

D
Parkview Bank and Trust [dft] @ Mo Group

O &l Defendants

O All Plaintiffs
C All Parties
- Other Initiating Documents
7- CI'Ck Browse tO SearCh for the pdf 1:09-cv-00166 Hathaway v. Parkview Bank and Trust
doCument that you Want to flle- Select the pdf document and any attachments.
Main Document ’
I |(Browse.. ]
Attachments Category Description

1. |(Browse..J | "H

8. Select the initiating document and
click Open.

To preview the file being uploaded:

A. Right-click on the file name

My Recent

Documents

Desktop

=)

Look in: [ &9 CMECF Practice Files ~| £ BB~
E. t 07cv39299_cook_v_mouse _complaint.pdf 2 Misc case.pdf|

-"'; amended comp.pdf t mation 1.pdf

*| Answer Part 2,pdf ?Nohce of Appeal.pdf
answer,pdf iNotice of Motion.pdf
- appearance.pdf Notice of Remaval.pdf
5] case abels-AM. doc
8] case labels-PM. doc
2| Civil Cover Sheet.pdf

“2H|Part 2 amended comp. pdf

- Refund_Request_07cv33995.pdf
-

| Removal, pdf

. __J 2 complaint.pdf E Response in Support, pdf
B. Select Open with Acrobat. Wy Domera [ SoTPRm P E ot B e rder Granena et
- — t exhibit A.pdf
C. View the document. e
My Computer | = :xh\b\lt C.pdf y
[ ] "Oreciosure. pi
D. Close the document. @ ¢
wpr‘qa.wom Filz name: |M\sc case.pdf j Ope
D TH’S = Files of type: |4 Fies ) | Can
> ONLY the initiating document is uploaded at this time.
> Exhibits in support of the initiating document may be included as attachments.
> File the Civil Cover Sheet separately and the Attorney Appearance separately.
U.S. District Court — Northern District of Illinois 8
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

9. To include an attachment
click Browse next to the
first
available blank box and
select the desired file.

10. Click Next once all files
are
uploaded.

Other Initiating Documents
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

Select the pdf document and any attachments.

Main Document

F-\CMECF - Attorney\CMECF Practice Fi

Attachments Category Description
1 v
oY

11. Enter the title of the document.

Other Initiating Documents
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

Enter title of document: \L

12. Type N and click Next

Other Initiating Documents
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

Is this case filed with an Application to Proceed Without Prepayment of Fees?

or

Is this miscellaneous case filed on behalf of the USA?
(O Yes

®No

U.S. District Court — Northern District of Illinois
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

13. Click Next.

Other Initiating Documents

1:09-cv-00166 Hathaway v. Parkview Bank and Trust

[Fee: 539

14. Click Next and wait for the
Pay.gov screen to display.

Other Initiating Documents
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

fter vou pay the filing fee YOU MUST RETURN TO THE COURT'S WEBSITE to complete your transaction.

The transaction is completed when you see the Notification of Electronic Filing.

15. 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 Infarmatian

Pay Via Plastic Card (PC) {ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required lields are indicated with a red asterisk *

Account Holder Nome: Aftamey Test
Payment Ameunt: $320 00
Billing Address: 213 5 Dearbom 5t
Billing Address 2:
City:
State / Province: |~ L
Tip | Postal Cod

Counry; Jn
Card Type:
Card Number:

Sacurity Cade:

Expiration Date: )" "

Select the “Contnue with Plastic Card Payment” ution 1o continug to the next step in the Plastic

[[Contnue with Plasbe Card Payment | [ Cancel |

Click HERE to exit
without paying and
correct any mistakes.

Card Payment Process

U.S. District Court — Northern District of Illinois
Version 6.0
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

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

Address Information
Account Helder

Payment Summary  Editthis information

Account Information Payment Information
Payment Amount: §1 00
Transaction Date 04/17/2009 1519
and Time: EDT

Name: Attomey Test
2198

Billing Address: Dearborn

Billing Address 2:

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

Confirm Email Address: [Paula_rogers@ilnd uscourts.gov|

18. Click Submit Payment.

Email Cenfirmation Receipt
To have a confirmation sent to you upon completion of this transaction. provide an

City:

State / Province:
Zip / Postal Code: 60600
Country: USA

Enter email address

Email Addm_r,s;‘paula_mgers@ilnd uscours.gov

for receipt.

CC:‘

Autherization 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 ance_ Pressing the button more than once could result in multiple m&

Check this box to

authorize the charge.

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

Your request is being processed. Please wait.

20. Click Yes to return to CM/ECF.

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

Security Warning

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

Current site: https://ga.pay.gov
Trusted site: https://ecf-testilnd.circ?.decn

Yes ] I Mo

Waming: allowing thiz can expose your computer to security risks.
you dont trust the cument Web page, choose MNo.

9

U.S. District Court — Northern District of Illinois
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Filing a Miscellaneous Case
Part Il — File the Initiating Document

21 Add any deSIred teXt to the dOCket ?t[]':}ecrvlgl;lgél:Strz‘:v‘;:l:n:::kilew Bank and Trust
entry and click Next.

Docket Text: Modify as Appropriate.

by Jane Hathaway Filing fee S 39, receipt number 0752-173086. MISCELLANEQUS CASE
(Attachments: # (1) Supplement) (Crowe, Ryan)

22 Verlfy that the dOCket entry IS ?tor;ecrvlgé?gél:gﬂz‘:\f:uv‘.s:rtki\ew Bank and Trust
correct and that you uploaded the

1 by Jane Hathaway Filing fee $ 39, receipt number 0752-173086. MISCELLANEQUS CASE (Attachments: #
CorrECt fl Ie(s) (1) Supplement)(Crowe, Ryan)

Docket Text: Final Text

- Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
23 . C I I C k N eXt. modify this transaction if you continue.

Source D Path (for ion only):

. . F:CMECE - Attorney CMECF Practice FilesMisc case.pdf  pages: 1
Verify that these are the file(s) =) e T Aot pasee 1
that you intended to upload.

Wait for the Notice of Electronic Filing (NEF) to display. Make sure that you either print a copy of the
NEF for reference or write down the case number and document number. You will need these numbers
in the event that the clerk’s office requests that you resubmit any PDF documents.

Shown below is a sample receipt generated by Pay.gov. To generate a receipt you must enter your email
address at the prompt on the Pay.gov screen.

New{v@emu ] [ Reply '] [ Reply To All ']lFurward '] [ Follow Up '] [ Folder '] [ Copy Into New '] ITUU\S ']

paygovadmin@mail.qa.twai.gov To |'paula_rogers@ilnd.uscourts.gov” <paula_rogers@ilnd.uscourts govs
Y 10/25/2007 01:27 PM cc
-
beoc

Subject |Pay.Gov Payment Confirmation

IS5 AN AUTCMATED MESSAGE. PLEASE DO NCT REFLY.

Your transaction has been successfully completed.

Payment Summary

Transaction Date: Oct 25, 2007 2:27:24 BM

U.S. District Court — Northern District of llinois 12
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Filing a Miscellaneous Case
Part Ill — File the Civil Cover Sheet

1. Click Search on the EECF ewvil v Crminal v  Query Reports - Utiites -  Seach  Logout
mailn menu.

2. Type C|V|I cover Sheet |n Search Menus and Events

the box, and click Search.
i core shee

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

Search.
3. Enter the case number and click Other Initiating Documents
Find This Case if the Next button is it Case Number
grayed out. 1090165
4. Click Next. Other Initiating Documents

1:09-cv-00166 Hathaway v. Parkview Bank and Trust

U.S. District Court — Northern District of Illinois 13
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Filing a Miscellaneous Case
Part Ill — File the Civil Cover Sheet

7. Select Civil Cover Sheet
and click Next.

Other Initiating Documents

1:09-cv-00166 Hathaway v. Parkview Bank and Trust

“ ‘ Start typing to find another event.

Available Events (click to select events)

Selected Events (click to remove events)

vl Cover Sheet
Findings of fact
Miscellansous Case

IMation to Vacate/Set Aside/Correct Sentence (2255)
Motice of Removal

Motice to Take Foreign Deposition

Petition to Enforce IRS Summons

Petition to Perpetuate Testimony

Received Complaint

Received Petition

Registration of Foreign Judgment

” Civil Cover Sheet

8. Click Browse

Other Initiating Documents

1.09-cv-00166 Hathaway v. Parkview Bank and Trust

Select the pdf document and any attachments.

Main Document

|[Browse.|
Attachments Category Description
1 [(Browse_ ] | S
9 S I h H I h Choose file 3]
. Select the civil cover sheet > =
; N Look in: [ £ CMECF Fractics Files | ¥ BE-
to be filed and click Open. N e e
u}) T smended cama.adt Timotion.pdf
My Recert answer Part 2,007 Notice of Appeal. pdf
I E nswer.odf Motice of Motian.pdf
@ = appearance pdf Notice of Removal.pdf
(81 case labels-AM.doc Part 2 amended comp. pdf
Desktop

1) c2se labels-pi.doc

el Givi Cover sheet.pdf]
T complaint.pdf
Complaint_Part_2.pdf
Docketing Statement. pdf

Refund_Request_07cv99999.pdf
Removal.pdf

Resporse in Support. pdf

™ sample Minute Order Granting Motion. pdf
T summons. pdf

>

File name: [cvi Cover Sheet pot

Files of type: [ Files )

| Open
=] Cancel

U.S. District Court — Northern District of Illinois
Version 6.0
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Filing a Miscellaneous Case
Part Ill — File the Civil Cover Sheet

H H H Other Initiating D t:
10 Verlfy that the C_Ol’reCt flle IS 1:09?;—0“(']1';6':gtha‘\:z:tlTS:rki\EW Bank and Trust
uploaded and click Next.

Select the pdf document and any attachments.

Main Document

MECF Practice Files\Civil Cover Shest pdf_Browse.. |

Attachments Category Description
L v
Mext
11. Click Next. Other Initiating Documents

1:09-cyv-00166 Hathaway v. Parkview Bank and Trust

12. Click Next Other Initiating Documents

1:09-cv-00166 Hathaway v Parkview Bank and Trust

Docket Text: Final Text
CIVIL Cover Sheet (Crowe, Ryan)

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

Source Document Path (for confirmation only):
F\CMECF - Attorney\CMECF Practice Files'\Crl Cover Sheet pdf  pages: |

13. Wait for the system to
rocessing
process your request.
Processing . please wait.

U.S. District Court — Northern District of lllinois 15
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Filing a Miscellaneous Case
Part Ill — File the Civil Cover Sheet

Other Initiating Documents
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

United States District Court
Northern District of Illinois - CAI/ECF TEST, Ver 4.0.2
Notice of Electronic Filing

The following transaction was entered by Crowe, Rvan on 10/29/2009 at 2:31 PM CDT and filed on 10/29/2009

Case Name: Hathaway v. Parksiew Bank and Trust
Case Number: 1:09-cv-00166
Filer:

Document Number: 1

Docket Text:

CIVIL Cover Sheet (Crowe, Ryan)

1:09-cv-00166 Notice has been electronically mailed to:
1:09-cv-00166 Notice has been delivered by other means to:
Jane Hathawav

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

Shown above is a partial sample of the electronic notice of electronic filing. 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 16
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Filing a Miscellaneous Case
Part IV — File the 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
main menu.

iy
EELF Cvil - Criminal v  Query Reports v Utiiies -  Search  Logout

2. Type Appearance in the box.

3. Click Search.

[ Search Menus and Events
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’

4 events found

Civil Events — _\'uﬁy

Attorney Appearance
Criminal Events — Notices
Attorney Appearance - Defendant

Attornev Appearance - Other (test)
Attorney Appearance - USA

U.S. District Court — Northern District of Illinois
Version 6.0
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Filing a Miscellaneous Case
Part IV — File the Attorney Appearance

5. Type the case number in the box. Notices

6. Click Find This Case if the Next

button is grayed out. Civil Case Number

1:09-cv-166
Mesxt

7. Verify that the correct case Notices

number and case title display.
1:09-cy-00166 Hathaway v. Parkview Bank and Trust

8. Click Next.

IMext

9. Click Browse.

Notices
1:09-cv-00166 Hathaway v. Parkview Bank and Trus

Select the pdf document and anv attachments.

Alain Document
|

Attachments C

L

U.S. District Court — Northern District of Illinois 18
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Filing a Miscellaneous Case
Part IV — File the Attorney Appearance

10. Select the appropriate file.

11. Click Open to upload the file to

Look in: | © CMECF Practice Files 4|

B of B~

T 07cv99399_cock_v
-"amended comp.pdf

_mouse_complaint.pdf

7'_-. Summons, pdf

CM/ECF_ My Rece ,ﬁans ver.pdf
Docuneris || ey <
@ lﬂl]case Iabels H” doc
lﬂ_]case labels-PM.doc
Desktop T civil Cover Sheet.pdf
: .,"_- Docketing Statement.pdf
.-"/' T exhibit A.pdf
" Exhibit B, pdf
My Documents | . it C.pdf
7'_-. motion1,pdf
EIJ‘E -,E Motice of Appeal.pdf
B s 7'_-.Notice of Motion, pdf
T Refund_Request_07cv9999, pdf
.. ! ¢ ' _
My Metwork File name: |appea|anc:e.pdf ﬂ Open |
Places
Flesoftype:  [AlFiles ) =l Cancel
Notices

12. Verify that the correct file
name displays.

If correct, click Next.

1:09-cv-00166 Hathaway v Parkview Bank and Trust

tach: ¢

Select the pdf d

MMain Document

t and any

5y\CMECF Practice Files\appearance pdﬂ[ Browse ]
-

R R Attachments Category Description
B. If incorrect, click your
browser’s back button L [(Browse | 4|
and repeat steps 10-11.
13. Select the filing party Select the filer.
from the list on the right. Mﬁ . = Selectthe Party: G Seoct bR
ane Hathaway pla »”
14. Click Next. arkview Bank and Trust dft Parkview Bank and Trust [dft] ® No Group
) All Defendants
) All Plaintiffs
O Al Parties
U.S. District Court — Northern District of Illinois 19

Version 6.0



Filing a Miscellaneous Case
Part IV — File the Attorney Appearance

If this is the first time that you have
filed on behalf of a party, the
attorney-party association screens
displays.

A. If you are the lead attorney,
check the Lead box.

B. Click Next.

Notices
1:09-cv-00166 Hathaway v Parkview Bank and Trust

The following attornev/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 unchecked=

[¥] Jane Hathaway (ptv;pla) represented by Ryvan Crowe' (atv) [ Lead [¥] Notice

15. Add appropriate
docket text if
desired.

16. Click Next.

Notices
1:09-cv-00166 Hathaway v. Parkview Bank and Trust

Docket Text: Modify as Appropriate.
ATTORNEY Appearance for Plaintiff Jane Hathaway by Ryan Crowe | (Crowe, Ryan)

17. 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.

Notices
1.09-cv-00166 Hathaway v. Parkview Bank and Trust

Docket Text: Final Text
ATTORNEY Appearance for Plaintiff Jane Hathaway by Ryan Crowe (Crowe, Ryan)

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

Source Document Path (for confirmation only):
FCMECF - Attorney\CMECF Practice Files\appearance pdf pages: 1

U.S. District Court — Northern District of Illinois
Version 6.0
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Filing a Miscellaneous Case
Part IV — File the Attorney Appearance

Notices
1:.09-cy-00166 Hathaway v Parkview Bank and Trust

United States District Court
Northern District of Illinois - CAIECF TEST, Ver 4.0.2

Notice of Electronic Filing

The following transaction was entered by Crowe, Rvan on 10/29/2009 at 2:41 PM CDT and filed on 10/29/2009
Case Name: Hathaway v. Parlcview Bank and Trust

N B 09-cv- . P i
C_ase Number 109-ev=00166 | iy pACER charges by viewing the document from your
Filer: Jane Hathawayv

Document Number: 2 h inbox. If you click the document number from CM./ECF

I| you will be required to login to PACER and will be charged

Docket Text:
tandard PACFR f
ATTORNEY Appearance for Plarrrrmamro .m...m..ff.i TS TS TS Ty

1:09-cv-00166 Notice has been electronically mailed to:
Ryan Crowe  anita baungard@ilnd uscourts gov
1:09-cv-00166 Notice has been delivered by other means to:

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

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 one 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.
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General Order on Electronic Case Filing

UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF ILLINOIS
GENERAL ORDER 09 - 014

GENERAL ORDER ON ELECTRONIC CASE FILING

Meeating 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. October 25, 2007, and Apnl 30, 2009.

L Preamble

(A) Whereas:
(1) this court implemented the Case Management/Electronic Case Filing System in
2005;
(2) Federal Rules of Civil Procedure Eules 5, 77, and 79, and Federal Rules of
Criminal Procedure Bules 49 and 33, 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. Amny additional
procedures established by the Clerk of the Court pursuant to this General Order should also
be available throngh the Court Web Site.

1L Definiti

(A) "Electronic Case Filing System” or "ECF" is the court's electromic system for receiving,
recording, docketing, filing, and retrieving pleadings and other court documents i electrome
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) "Motice of Electromic Filing™ is the notice generated by ECF upon the completion of an

(D) "Coourt Web Site” is the official Internet web site of the Umited States Distnet Court for
the Northern District of [linecis, the present address of which is
http:/feww ilnd uscourts. gov.
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