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ELECTRONIC CASE FILES SYSTEM
USER MANUAL

GETTING STARTED

Introduction

This manual provides procedures and instructions for using the Electronic Case Files (E@R)csfiiste
documents with the court, or to view and retrieve docket sheets and documents for all civil, criminal and
miscellaneous cases in the system. A Filing User should have a working knowledge of@nff@Eble

web browser and Adobe Acrobat or eql@nt software for creating and reading Portable Document Files
(PDF).

The following definitions are used throughout this User Manual

1.1 AEl ectronic Filing Systemo refers to the coc
documents filed in electronic form. The program is part of the CM/ECF (Case Management / Electronic
Case Files) software that was developed for the Federal Judiciary by the Administrative Office of the
United States Courts.

1.2 AFiling Usamahasaicaxssued logimamd passwiord dol file documents
electronically.

1.3 ANotice of Electronic Filingo (NEF) is a nc
System at the time a document is filed with the system, setting forth theftfiireg, the name of the

party and attorney filing the document, the type of document, the text of the docket entry, the name of
the party and/or attorney receiving the notice, and an electronic link (hyperlink) to the filed document,
which allows recigents to retrieve the document automatically.

1.4 APACERO (Public Access to Court Electronic
individual to view, print and download court docket information over the Internet.

1.5 APDFO r ef eument Format. A documanbfie ereal®d with a word processor, or a
paper document that has been scanned, must be converted to portable document format to be filed
electronically with the court. Converted files

1.6 APrropeorseedi sO a draft document submitted by a
order shall accompany a motion or other request for relief as an electronic attachment to the document.

1.7 ATechnical Fail ur eo i sedtasddihardwdre, aofwaee, antdéot f u nc
telecommunications facility which results in the inability of a Filing User to submit a filing electronically.
Technical failure does not include malfunctioni
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Help Desk

Call thePittsburgld mtake desk at (412) 20B8500for telephone assistance in using ECF between the
hours of 8:30 A.M. and:B0 P.M., Monday through Friday
Questiors involving a matter or case in Erie or Johnstown, please coBtaDivision (814) 4648600
or Johnstown Division (814) 533504

ECF System Capabilities

A Filing User with a PACER account, an E€&mpatible web towser, Adobe Acrobat or equivalent
softwar e, and access to the I nternet can use t|

e Open the courtodés web page.

e View, print or download the most recent version of the ECF User Manual.

e SelftranonECRUusi ng the ECF Tutorial, which is avali
e Practice entering documents into ECF using a
system is similar to the Aliveodo ECF dat abase

¢ Electronically file pleadingsrad documents in actual cases.
e View official docket sheets and other documents associated with cases.

¢ View reports for cases that were filed electronically.

Requirements

Hardware and Software Requirements

The hardware and software needed to electronifildlyview, and retrieve case documents are the
following:

e A personal computer running a standard operating system such as Microsoft Windows or
Macintosh.

e A word processing software package such as WordPerfect or Microsoft Word.

¢ Adobe Acrobat software (Reer & Writer) to convert documents from the format of their native
application to portable document format (PDF). Adobe Acrobat Writer is included in
Wor dPerfectdés Version 9 or higher.

e A scanner to convert paper documents that are not in a word prgdessiat to digital format for
electronic filing in the courtods bBseBscangest em
ONLY if you cannot electronically prepare your documents with a word processing software
package and convert them to PDFfiat. When scanning documents for ECF, scan at a resolution
of 200 to 240 dpi Scanning at resolutions greater than 240 dpi tends to clutter the electronic
transfer with unwanted mar kings and print.
w h i se#ting unless the exhibit is colored.

e An Internet service provider and web browser. The court has verified that its installed version of
ECF i s compatible with Netscape Navigator ve
5.5.
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Users of ECFhave experienced some compatibility issues with versions of Netscape Navigator

lower than 4.7; AmericaGhi ned6s ver sion of Netscape Naviga
other than Version 5.5. Any version of Internet Explorer requires the usleatadhe temporaty
Internet files/history of the web browser each time ECF is accessed. This will ensure web pages
viewed within ECF display all available options.

CLEARING TEMPORARY FILES/HISTORY IN INTERNET EXPLORER
Follow the steps below before assg ECF.
e Open Internet Explorer and select Tools. Select Internet Options.
e In the Temporary Internet Files section, sel

CLEARING TEMPORARY FILES/HISTORY IN NETSCAPE NAVIGATOR
Follow the steps below before accessing ECF.

¢ Open NetscapBavigator and select Edit. Select Preferences.

¢ Inthe Category section, select Navigator.

e In the History section, select AClear Histor

Scope of Electronic Filing

All civil, criminal and miscellaneous cases shall be assigned to the ElectronicSyditem. Except as
expressly provided herein or by order of court, or in exceptional circumstances including technical
failures, a Filing User shall electronically file all documents required to be filed with the court.

The filing of initial papers may beccomplished either electronically under procedures outlined in
Section entitled AHow to File Initial Pl d&mdi ngs
initiating document submitted on paper must be accompanied by a disk or GIROM containing

the document in PDF format. In a case removed to the federal court, parties are required to provide
electronic copies of all documents previously filed in the state court. Service of the summons and
complaint must be made under Federal Rule of €rndlcedure 4.

An attorney who is not a Filing User within six
April 20, 2005 at Misc. No. 04 8 6 must show cause to the Distri
Al nf or macthinmod o/gy Commi tt eed cause to file and s
traditional manner. A party who is not represented by counsel may file papers with the clerk in the
traditional manner, but is not precluded from filing electronically.

Allattor neys | i sted on the docket, I nc | undustbegomdi o f C

registered users or else they must show cause why they are not a registered user.
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Sealed Documents

A document subject to a sealingder must be filed in the traditional manner on paper in a sealed

envel ope mar ked fAseal e dROMacontaioingpha document ilBDF format.i s k
Only the motion to file a document under seal may be filed electronically, unless prohilaed Hje

order of the court authorizing the filing of document(s) under seal may be filed electronically, unless
prohibited by | aw. After the filer receives <co
responsibility to presentthe doegnent t o t he cl erkdés office for fi
in a sealed envelope marked fAsealedo and with a
accompanied by a disk or GROM containing the document in PDF format.

If the cout grants leave for a party to file a document under seal, the document can be filed in the
clerk's office by presenting the document on paper AND in PDF format on disc-RABDOR, in the
alternative, emailing the PDF document as an attachment to ttakénSection of the Clerk's Office.

If a filer prefers to email the document for filing, he/she must first phone the intake section of the
appropriate division for instruction and themail address. This is the court's ONLY exception
concerning the usef e-mail relative to filing a document electronically and is handled on an individual
basis.

The filer should also remember that if the document is to be served on other parties, service is to be
performed in the traditional manner since access todberdent itself in ECF will not be permitted to
anyone. The NEF is delivered, however, the document cannot be viewed, printed, saved, etc.
Clerk's Office Intake Phone Numbers

Pittsburgh: (412) 208500

Erie: (814) 469600

Johnstown: (814) 533504

Refer to this Court s pMidciNo.y0545 (BeedcxhbiiB).g al |l seal

Special Filing Requirements and Exceptions

l. Special Filing Requirements

The documents listed below shall be presented fog fitirthe traditional manner on
paper and accompanied by a disk or-RDM containing the document in PDF format:

Sealed (subject to policy on sealed mattefisc. No. 0545 - Exhibit B)
Cases filed sealed by STATUTE (such as, Qui Tam Cases).

Il. Exceptions

The following is excluded from the Electronic Filing System and shall be filed solely on
paper:

ALL GRAND JURY MATTERS:

The following documents are examples of grand jury matters:
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1) Motion to Empanel Grand Jury and ersl ruling on them;

2) Motions to Quash Grand Jury subpoenas and orders ruling on them;

3) Motions to Enforce Grand Jury subpoenas and orders ruling on them;

4) Motions for immunity and orders ruling on them;

5) Motions for appointment of coundmdfore a Grand Jury and orders
ruling on them.

[l Social Security Administrative Transcripts shall be filed electronically byhe U.S.
Attorneybs Office.

IV. Original State Court Records presented in 28 U.S.C. Section 2254 cashall be
filed in the traditional manner on paper. Records received will be noted on the docket,
however, but will nobe available for view electronically. State Court records are NOT
part of this courtds per manent StatesCowrt f i | e
upon final disposition.

V. Transcripts of this Court (both civil and criminal) shall be filed electronically in PDF
format. The Judicial Conference has established a policy on electronic availability before
making official transcripts of catiproceedings electronically available to the general
public. The policy establishes a procedure whereby counsel can request the redaction
from the transcript of specific personal data identifiers before the transcript is made
electronically available tthe general public.

A party must file a Notice of Intent to Request Redaction of Specific Personal Data
Identifierswithin five business days of the filing of the official transcript by the court

reporter. Note: If a party fails to reqgieedaction of specific personal data identifiers

within this time frame, the transcript will be made electronically available (remotely)

without redaction. Neither the court nor court reporters will review the original

transcript for specific personahth identifiers. A Notice of Intent to Request Redaction

of Specific Personal Data | dentifiers for
http://www.pawd.uscourts.goySee Exhibit C).

If a party filesa Notice of Intent to Request Redaction of Specific Personal Data

Identifiers, the transcript will not be made remotely electronically available to the general
public until the party submits a statement of redaction of specific personal data identifiers

to the court reporter/transcriber and the redactions are nitate: A copy of the

officially transcribed transcript may be purchased from the court reporter/transcriber or
the clerkds office during this ttemaalsand w
in the clerkés office.

Following the filing of a Notice of Intent to Request Redaction of Specific Personal
Identifiers, the parties have 21 CALENDAR days from the date the transcript is filed

with the clerk, or longer IF ordered by the cototsubmit a statement to the court
reporter/transcriber indicating where the specific personal data identifiers appear in the
transcript by page and | ine and how they
CM/ECF Policies & Procedures concerning Redd Identifiers. The court
reporter/transcriber shall have 7 CALENDAR days from the date of submission of the
request for redaction of specific personal data identifiers to electronically file the
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redacted transcriptNote: If a party fails to submit # statement within this time frame,
the transcript will be made electronically available without redaction of specific personal
data identifiers.

ELIGIBILITY, REGISTRATION AND PASSWORDS

An attorney admitted to the Bar of this countgluding an attorney admittgato hac vice may register

as a Filing User by completing the prescribed registratonformo m t he court 6s web
http://www.pawd.uscourts.gov/Pagaskcf training.htnand submitting it to the clerkA copy of the
registration form is also included as an attachment to this mé@emlExhibit A). Registration as a

Filing User constitutes consent to electronic service of all documents as providéden cour t 6 s o
dated April 20, 2005 at Misc. No. @86 in accordance with the Federal Rules of Civil Procedure and

the Federal Rules of Criminal Procedure.

A person who is a party to an action and who is not represented by an attorney may reayiStiergas

User in the Electronic Filing System solely for purposes of the action. If during the course of the action
the person retains an attorney who appears on
terminate thenpassandé&sl|regi &§dseatupon the attor

When registering as a Filing User, an individual must have an established PACER account and certify
that ECF training has been completed. An individual may register more than one Inteaiet e

addressOnce the clerk processes the registration, the Filing User will receive notification of the user

l ogin and password. A Filing User shall protect
notify the clerk if the Filing User learns that the passiimas been compromised.

Once registration is complete, a Filing User may not withdraw from participation in the Electronic Filing
System except by leave of court.

Once registered, a Filing User shall be responsible for maintaining his/her accounindgndiutnot
limited to change of address, firm, phone number, credit card information, email notification address,
etc.

Anapplicans houl d return the completed and signed reg
following locations:

Pittsburgh Division Erie Division Johnstown Division
U.S. Post Office & Courthouse 17 South Park Row Penn Traffic Building
Seventh Avenue & Grant St. Erie, PA 16501 319 Washington Street
Pittsburgh, PA 15219 Johnstown, PA 1590l

After processingtheprepr | y compl et ed registration form, the
contact you through-mail with your ECF system login and password. Informing registered usersdiy e
will ensure that the court has the propenail address.
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PACER REGISTRATION

ECF users must have a PACER account. If you do not have a PACER login, contact the PACER Service
Center to establish an account. You may call the PACER Service Center at (86864 (210) 301

6440 for information or to register for aaunt. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov

ECF TRAINING

|l ndi vidual s can |l og into t he cour t Ohstps://EcE F tr
train.pawd.uscourts.gdo practice ECF filing. The court also offers the following ECF training:

1) Training classes are held at the courthouses in Pittsburgh, Johnstown and Erie. The training is
conducted by the clerkoés officetamdg ydhe mawr
site atwww.pawd.uscourts.gov

2) ECF Tutorial- Computer Based Training (CBT) availablelon ne at t he court 6s
3) Onssite training at a law firm can be arranged throughthekl®ds o f f i c e .

To register for class training or arrange-gte training, please use the registration form found on our
website athttp://www.pawd.uscourts.gov/Pages/cmecf_training.htm

E-mail completed form topawd_registrar@pawd.uscourts.gov

Pl ease specify Atraining request formo as the s

We strongly recommend t hat Fil i ng foi¢élmgdogsumpntsemct i ¢
the filiveo ECF database.

Access to the training database is authorized with the following logins and passwords:

Logins Passwords
userl userl
user2 user2
user3 user3
user4 user4
users userbs

Consequences of Electronic Filing

Electronic transmission of a document to the EI
order dated April 20, 2005 at Misc. No.-@B6, together with the transmission of a Notice of

Electronic Filing from the courtonstitutes 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 under Fed.F58iauriel 79, and
Fed.R.Crim.P. 49 and 55.

When a document has been filed electronically, the official record of that document is the electronic
recording as stored by the court, and the filing party is bound by the document as filed. A document
filed eledronically is deemed filed on the date and time stated on the Notice of Electronic Filing from
the court.
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THE FACT THAT APARTY FILES ADOCUMENT ELE CTRONICALLY DOES NOT ALTER THE FILING DEA DLINE
FOR THAT DOCUMENT . ELECTRONIC FILING MUS T BE COMPLETED BEFOR E MIDNIGHT EASTERN TIME IN
ORDER TO BE CONSIDERED TIMELY FILED THAT DAY.|N ACCORDANCE WITH RULE 6(E) OF THE FEDERAL
RULES OF CiviL PROCEDURE AND RULE 45(C) OoF THE FEDERAL RULES OF CRIMINAL PROCEDURE,
SERVICE BY ELECTRONI C MEANS IS TREATED THE SAME AS SERVICE BY MAIL FOR THE PURPOSES OF
ADDING THREE (3) DAYS TO THE PRESCRIBED PERIOD TO RESPOND.

Entry of Court Orders and Related Papers

A document entered or issued by the cour prl wil!/
20, 2005 at Misc. No. 8386 and such filing shall constitute entry on the docket kept by the clerk
under Fed.R.Civ.P. 58 and 79, and Fed.R.Crim.P. 55.

All signed orders will be filed electronically by the court or court personnel. An order filgogleally

without the original signature of a judge shall have the same force and effect as if the judge had affixed a
signature to a paper copy of the order and the order had been entered on the docket in a conventional
manner.

A Filing User submittina document that requires a judgeds si
electronic attachment to a motion or other request for relief in accordance with the procedure for a
AProposed Ordero as outlined in the courtdés ECI

Notice of Court Orders and Judgments

Immediately upon the entry of an order or judgment in an action, the clerk will transmit to Filing Users
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 must give notice in paper form to a person who has not consented to electronic service.

Signatures

The user login and passwebrequired to submit documents to the Electronic Filing System serve as the
Filing Userdés signature on all electronic docun
purposes of Fed.R.Civ.P.11, all other Federal Rules of Civil Proceduréedleeal 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 indicate in the caption that it hazleetmonically filed. An
electronically filed document must include a signature block in compliance with Local Rule 5.1.1(B),

and must set forth the name, address, telephone number, fax niimeen, d addr es s, and
Pennsylvania or other staar identification number, if applicable. When listing the bar identification
number, the stateds post al abbreviation shall b
addition, the name of the Filing User under whose login and password the docuswmitted must

be preceded by an As/ 6 and typed in the space v

s/Thomas Smith). No Filing User or other person may knowingly permit or cause to permit a Filing
User s password t o ananautloezedd agept ofdhe FilimghUser. & tddtwenent t h
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containing the signature of a defendant in a criminal case shall be electronically filed as a scanned
document in PDF format that contains an iisnage
required to verify the readability of the scanned document before filing it electronically with the court.

A document requiring signatures of more than one party must be filed electronically either by: (1)
submitting a scanned document containingn@dlessary signatures; (2) representing the consent of the
other parties on the document; or (3) in any other manner approved by the court.

Service of Documents by Electronic Means

1.Service of Process

Fed.R.Civ.P. 5(b) and Fed.R.Crim.P. 49(b)ndd permit electronic service of process
for purposes of obtaining personal jurisdiction, i.e., Rule 4 service. Therefore, service of
process must be effected in the traditional manner.

2.0Other Types of Service:

2.1Filing User
Upon the electronicflingoh pl eading or ot her document

automatically generate and send a Notice of Electronic Filing to all Filing Users
associated with that case. Transmission of the Notice of Electronic Filing constitutes
service of the filed documén

The Notice of Electronic Filing must include the time of filing, the name of the party and
attorney filing the document, the type of document, the text of the docket entry, and an
electronic link (hyperlink) to the filed document, allowing anyone r&ugithe notice by
e-mall to retrieve the document automatically. If the Filing User becomes aware that the
Notice of Electronic Filing was not transmitted successfully to a party, or that the notice
is deficient, i.e. the electronic link to the documentéfective, the filer shall serve the
electronically filed document bymail, hand delivery, facsimile, or by firstass mail

postage prepaid immediately upon notification of the deficiency of the Notice of
Electronic Filing.

2.2Individual who is not a Filing User
A Non-Filing User is entitled to receive a paper copy of any electronically filed document

from the party making such filing. Service of such paper copy must be made according to

the Federal Rules of Civil Procedure, the Federal Rulesimir@t Procedure and the
Local Rules of Court.
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Retention Requirements

A document that is electronically filed and requires an original signature other than that of the Filing

User must be maintained in paper form by counsebanté firm representing the party on whose

behalf the document was filed until one year after all periods for appeals expire. The United States
Attorney shall retain such papers in criminal ¢
signatureOn request of the court, said counsel must provide the original document for review.

PREPARATION

Setting Up Adobe Acrobat PDF Reader

A Filing User must install Adobeds Acrobat or A
electronicallyflel wi t h t he clerkdés office. I f not wusing
install the full version of Adobedés Acrobat so

processing application format to Portable Document Forni)PAIl new documents prepared for ECF
cases must be converted to Pldfore entering them into ECF or transmitting them to the cafter
installing these products, review and follow Ad

Portable Document Format (PDF)

Only documents in PDF format may be filed with the court using its ECF System. Before sending the file to
the court, users should preview the actual PDF document to ensure it is complete and in the proper format.

Viewing a PDF Document
e Open Adobe Acrobat or Acrobat Reader.
e Select[File] on the menu bar and chods&#pen] from the dropdown window.
¢ Click on the location and file name of the PDF document you wish to view.
e Acrobat loads the file and displays it on your screen. Verytlhie document you wish to send.

¢ |f the displayed document is larger than the screen or contains more than one page, use the scroll
bars and buttons to move about within the document.

¢ Click on theViewmenu to select other options for viewing the doenim Choose the option that
best suits your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all of your documents from their native word processing application to PDF format
before submitting them to the court through thecEonic Case Filing (ECF) system. The conversion
process requires Adobe Acrobat or Word Perfect version 9 or abovepnamessing application with its
built-in PDF conversion capabilities.
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From Word Perfect Version 9 or Above
e Open the document in Wdperfect version 9 or above.
e From the menu bar, click dfile] and from the droj@iown menu sele¢Publish to PDF].
e Save the file as a PDF file, giving it a .pdf extension.

e The file is now in Adobe PDF format under the newly designated name. The aligboghent
remains in WordPerfect format with its original file name.

For all other versions of WordPerfect, all versions of Microsoft Word, all Microsoft Office
products, and other Adobe Acrobat-supported software applications

¢ Install Adobe Acrobat on yor computer
e In your word processing application, open the document you wish to convert.

e SelectPrint] from the menu bar. Within th@urrent Printer field of thePrinter window, select
the option to change the selected printer. A edfopyn menu opens ardist of printer choices is
displayed.

e Select Adobe PDF Writer.

Save PDF File As HE
Sawe in: I — training j - =5k BB

File name: IECF Uzer Manual

Sawve astype: |FDF files (PDF)

Edit Document Infa. ¥ “iew POF File X
. Click[OK]t o Aprinto the file. |l nst ead of the
opens.
. Name the document, verify thgavdbudtoned fil e
. Your document is now saved as a PDF file and will be uploaded to ECF later in the filing
process.
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BASICS OF THE ELECTRONIC CASE FILING (ECF) SYSTEM
User Interactions
A user normally interacts with the Electronic Case Filing (ECF) systemdr thays.
e Enteringinformation in data fields.
e Mouseclicking on hyperlinks.
e Selecting command buttons to direct system activities.

Conventions used in this Manual:
e User data entry is shown enclosed in angle brackatistta enty>.

e Hyperlinks are displyed inunderlined boldface type

e Command buttons appear[bracketed boldface type]

Incorrectly Filed Documents

A document incorrectly filed in a case may result from: a) posting the wrong PDF file to a docket entry; b)
selecting the wrong documentpty from the menu; or c) entering the wrong case number and not
discovering the error before completing the transaction.

For assistance, telephone the ECF Help Desk at the following numbers: Pittgld&gh8-7500
/Johnstown 814633-4504/Erie814464-9600.

You will need to provide the case and document number for the document in question. If appropriate,
the clerkds office wild make an entry indicatin
advised that you need to-file the documat or petition the court for other appropriate reli&he

ECF system does not permit you to make changes to the misfiled document or incorrect docket

entry after the transaction has been accepted for filing Please note that incorrectly filed documents

will NOT be deleted unless the Clerk is ordered to do so by the court.

If an attorney/filer makes a mistake when filing something, he/she should use the "errata” event when
filing the corrected document. It can be found under "other filings", "other daash(civil).

Initiating Documents

A. Civil and Miscellaneous Initiating Documents- Civil complaints, other civil initiating documents
and miscellaneous initiating documents shall be filed in one of two ways:

1) Electronically i A Filing User is encouragdd use the ECF system to electronically file a civil
initial pleading such as a complaint or petition for removal. To do so, a Filing User must have a
credit card number registered with the cle
on the ECF registration form. Any user can register a credit card account number by calling the
Cl er ks 0OZ0875a0.eAll caedit cdrdLirformation will be kept completely secure and
confidential. (Please see sectsiopoon) iHow To

2) Traditionally T in paper form accompanied by a floppy disk or-eDM
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NOTE: After your document has been filed u
office will assign a case number and judgeppen your case in ECF andnotify you
electronicallywhen your case is open.

B. Criminal - Criminal documents shall be filed in electronic form. Any document that bears the
signature of the defendant must be scanned into PDF format and filed electronically (see section
entitled ASignatureso).

User Manual

You can view or download the most recent versic
page. Ententtp://www.pawd.uscourts.gov/Pages/cmecf.httmin your br owsdwles | oc
the courtodos web ECHEECE UsepMamslhyperlink. ck on t he

Note: The ECF User Manual is best viewed using Version 5 of Adobe Acrobat Reader. The electronic
version of the User Manual contains bookmarks to help you navigate quickipe section to
another. This bocknarking feature can be viewed only with Acrobat Reader 5.0. Users can
downl oad a free copy of Acr oltptwwRadabéd.eom.| 5. 0

ENTERING THE ECF SYSTEM

This section of the User Maalprovides instructions for entering the Electronic Case Filing (ECF)
system. Yo u ma y enter t he system by g o http: g t o
/lwww.pawd.uscourts.govand clicking on th&€€M/ECF button. See igure 1.
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Atter clicking on theCM/ECF (Electronic Case Filing) hyperlink, a new screen opens providing the

[X]

DONETTA W. AMBROS ROBERT V. BARTH, JR., (1

Home What's New  Link: erest Contact Chambers Contact Clerk’s Office

The migsion of the

United States District Court
for the

Waestern District of Pennsylvania

is to pressenve and enhance the rule of law while providing an impartial and
accessible forum for the just, timely and economical resolution of legal
proceedings within the court's jurisdiction, so as to protect individual rights and
liberties, promote public trust and confidence in the judicial system, and to
maintain judicial independence

Chief Judge Donetta W, Ambrose of the Westem District of Pennsylvania would like to extend

her warmest welcome as you tour the on-line home of the U. 5. District Court located in
Pittsburgh, Erie, and Johnstown.

This site was created by court systems staff and last updated on August 12, 2005 4:50 FM

I - =

“ &) & ”H cSmart..‘l ‘?Macru.ul QJD:\c\eu.l QH:\:m]W B paw. . | SN#{ AAnSHEDDDD 10:13 AM

user with several choices for using ECF. From the ECF screen,BetgotElectronic Case Filing

(shown in Figure 2) to ¢er the live ECF system. The screen depicted in Figure 2 also contains

hyperlinks to the ECF Tutorial, ECF User Manual, and ECF Training Area.

After you have selecteBegin Electronic Case Filing the ECRNelcomescreen appears as

Figure 2

Begin Electronic Case Filing.

depictedm Figure 3.

Alternatively, Filing Users may enter the ECF system directly by typing the following URL into the

location field of their ECFeompatible web browser.

ThisURLconne t s vy

https://ecf.pawd.uscourts.gov

ou directly to the
Case Management/Electronic Case Filing Systehyperlink to open the login screen and login to

ECF.

courtos

ECF
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Figure 3
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Welcome to the U.S. District Court for the Western District of Pennsylvania

Document Filing System 2.4 [TRAINING Area]

2.1L RCS installed May 258, 2004

S

E=NC=ES

Logging In

Proceed tohe next page for login instructions. You should have already received a login and password
when you registered for electronic filing. Logins and passwords will be emailed to cooleselier
than July 1, 2005. If you have not been contacted bythekclée s of fi ce with a | og

are not yet officially registered in ECF.

Figure 4 depicts the login screen.
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Figure 4

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized
entry is prohibited and subject to prosecution under Title 13 of the U.S. Code. All
achvities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If yvou do not
need filing capabilities, enter your PACER login and password. If you do not hiave
a PACER login, contact the PACER Service Center to establish an account, You
may register online at hitp Mpacer psc uscourts gov or call the PACER Service
Center at (800) 676-6856 or (210) 301-6440.

In the future an access fee of $.07 per page, as approved by the Judicial
Conference of the United States at its September 1998 session, will be assessed
for access to this service. All inquiries will be charged to your PACER account. If
wou do not need filing capabilities, enter your PACER login and password. The
Client code is provided to the PACER user as a means of tracking transactions
by client. This code can be up to thirty two alphanumeric characters long

Authentication

Login
Password

chient cadie: |

Enter your ECF Iogigpryée and uSX\;password in the ppate data entry fields. It is important to
remember that all ECF login names and passwords are case sensitive. The client code is provided so
t hat attorneys may track filings and PACER us:
numberor some distinctive code that will allow you to track transactions by client.

Note: Use yourECF login and password if you are entering the system to file a document or
to maintain your account. If you only wish to enter ECF to query the databasesfor cas
information or to view a document, enter y®A&CER login and password. As of
January 2005, there is a charge of .08 per page for viewing, printing and/or
downloading case dockets and documents. The maximum amount you will be charged is

$2.40 or 30 pags viewed, printed or downloaded. The 30 page limit, however,|does
not pertain to transcripts.

Verify that you have entered your ECF login and password correctly. If not, click ¢Gléze]
button to erase the login and password entries aadtes tle correct information. After you enter the

correct login, password and client code information, click ofiLibgin] button to transmit your user
information to the ECF system.

¢ Ifthe ECF system does not recognize your login and password, it will dibplé&yllowing
error message on the screen.

Login failed either your login name or key is incorrect
¢ Click on the browsejBack] button and reenter your correct login and password.

After ECF accepts your login and password, your monitor will display thie EICF screen with a
Blue functional selection menbar at the top. See Figure 5.
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Figure 5
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Criminal . Query . Reports . Utilities . Logout

Note: The date and timgou last logged into the systemppears at the bottom left cornjer
of this screen. You should review this information each time ygin.lolf you
believe the date and time of your last login are not correct, or you suspgct an
unaut horized party is wusing your |[login
Desk with this information as soon as possible.

Selecting ECF Features

ECF provideghe following features that are accessible fromBhes menu bar at the top of the
openingscreen.

Civil - SelectCivil to electronically file all civil and miscellaneous case pleadings,
motions, and other court documents. Iffiling in a miscellaneass, be sure to
select fimco as the case type.

Criminal -SelectCriminal to electronically file all criminal case pleadings, motions, and
other criminal court documents.

Query - Query ECF by specific case number or party name to retrieve informateén a
documents that are relevant to the case. You must loBIAGER before you
can query ECF.

Reports- ChooseReports to retrieve casefiled reports and docket sheets. You must
login to PACER before you can view an ECF report.

Utilities - View your personal ECF transaction log and maintain personal ECF account
information in theUtilities area of ECF.

Logout - Provides the means to gracefully exit from ECF.

CiIviL EVENTS FEATURE

Filing Users will use the Civil Events feature of ECF to electrdigible and docket with the court a
variety of pleadings, motions, and other documents for civil cases.
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General Rules and Manipulations

Manipulating the Screens
Each event screen has two buttons associated with data entry:

e Use the_%®a" | putton to reroveall characters entered in its associated field or box.

o Use the® putton to accept entered data, display the nextelatty screen and commit
and finalize your transaction.

Naming Conventions

Adding Parties (Plaintiff, Defendant, etc.) to a Case

Th e

partyds name should be typed in all capita

be typed using the appropriate upper and lower case letters.

Examples: JOHN R. DOE, in his official capacity as Warden, Buzzard County, or ABC
CORPORATION, a notfor-profit corporation.

Addresses, social security numbers, dates of birth, etc. should not be party of party caption.

Adding Attorney Name/Firm/Address to a Case

The

attorneyb6s name should be teycapselktteisnA usi ng t

period should be used after an initial.

DONOTadd prefixes or suffixes (titles) to a
Lawo, A Mr . o0, AMs. O, APhD. o, et c. Firm nami
multiple lasthame and t he ampersand sign (&) for th
Doe & Doeo)

DONOTadd affiliation descriptions such as |
firm name.

DO NOT abbreviate directional indicators if part of a street addressasigsch i Noétt0 0
Washington Street o, however abbreviating t|
such as 1600 NorNwWh WashnggtonoBmaeatter t
periods after the letterssee example)

DONOTabbrevitad e firsad ace, Al aneo, Aboul evar do
DONOTabbreviate Afl oor o, Asuiteo, Aroomo, e

An abbreviatiorcanbe used as to what floor of the building an office is located, sucH"as 18
floor, 21" floor, etc.

Use the 2letter postal abbreviationforthestat i n t he addr ess, such
If the 4 digit extension of a zip code is known, it can be entered preceded by a hyphen.
Telephone numbers must be entered using the area code in parenthesis followed by a space
then the number with a hyphen between tkehange and the last four digits.

(Example: (412) 55%5555).
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Judgment Index Entries

Judgment debtor names and judgment creditor names must be typed in all capital letters in the
Courtods judgment index.

Intake Users Attorney Admission Index - In IC MS - not transferred to ECF

An attorney admitted to practice in our court is added to the database using all capital letters and a
period after any initial.

Correcting a Mistake

1 9 & 3 & 2 @ o A #&
Back Forward  Reload Home Search  Metzcape  Print Security Stop
Use the[Back] button on the browser toolbar to retrieve fnevious screen to correct data entry
errors. Only the clerkoés office can make chari
transmitted to the court. You may use fBack] button of your browser to correct data entry until
you seéeenhe omAt warning message. Once you clic

you will have no further opportunity to go back and correct any mistakes.

How To File Initial Papers and/or Documents in Civil, Criminal and
Miscellaneous Cases

Thereare nine basic steps for filing a pleading and/or document in ECF.
1) Select the Case Type from the blue menu bar at the top of your screen (Civil or Criminal).

2) Select the type of Event to file (e.g. complaint, motion, etc.).

3) Locate the case for which th&epding or document is being filed.

4) Designate the parties for whom the pleading or document is being filed.
5) Specify the PDF document to file.

6) Add attachments, if any, to the document being filed.

7) Modify docket text as necessary.

8) Submit the pleading atocument to ECF.

9) Receive notification of docketing.
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Filing an Initial Pleading in a Civil or Miscellaneous Case

A Filing User may file a civil or miscellaneo
information on file. The Initial PEdings menu will only appear for a Filing User who has provided the
Clerkdos Office with a credit card. Any docun

Request folPro Hac ViceAdmission) must also be paid by credit card if electronicigigl through
ECF.

After successfully logging into ECF, follow these steps to file a civil or miscellaneous initial pleading
(e.g. complaint).

Select the type of Event that is being filed.

e SelectCivil from thebluemenu bar at the top of the ECF screefile a Civil or Miscellaneous
Initial Pleading. This section of the User Manual describes the process for filing a Civil
Complaint in ECF.

() CM/ECF TRAINING - v 4/7 - Netscape =181 x|
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2
Criminal + Query  + Reports + Utilities + Logout o_
E

e The Civil Event window opens displaying all of the events that you may choose to electronically
file a pleadilg or document.

(=]

e Click onlnitial Pleadings under thdnitial Pleadings Event Group.
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A drop-down menu will appear with twenfgur (24) initial pleading types listed. Click on the
drop-down menu and sele€omplaint.

Enter Fictitious Case Number using the appropriate numerical division designation and case
designation (division determined by County JurisdictBae Websitevww.pawd.uscourts.ggv

The same Fictitious Numbemwill be used for all filing of initiating case documents.
Erie: 1:05mc2025
Pittsburgh:  2:05mc2025
Johnstown: 3:05mc2025
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