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...

Search Be able to search by function. For example, to file a
Search Menns and Events motion, type Motion in the search box.
|
= Advance one screen at a time.
ext
= Clear the information entered in the screen.
—Iear The Clear feature does not work on all screens.

g « o & | Return to the previous screen, one screen at a time.
You can move back through several screens by

m 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.
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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.
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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
Version 6.0



