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Electronic Case Files System

User’sManual
(Last revision: July 2004)

Getting Started

I ntroduction

This manual providesinstructions on how to use the Electronic Filing System to file documents with the
court, or to view and retrieve docket sheets and documents for all cases assigned to this system. Users
should have aworking knowledge of Netscape and Adobe Acrobat.

Help Desk

Telephone the Court’ s Help Desk at 1-800-466-9302 between the hours of 8:30
A.M. and 5:00 P. M., Monday through Friday, if you need assistance.

ECF System Capabilities

The dectronic filing system alows registered participants with Internet accounts and
Netscape software to perform the following functions:

. Access the Court’ s web page

. View or download the most recent version of the User’'s Manud

. Train personne on atraining syssem comparable to the officid “live’ system
. Electronicaly file pleadings and documentsin actud (“live’) cases

. View official docket sheets and documents associated with cases

. View various reports (e.g., Cases Filed Report, Cdendar (for casesfiled
electronicdly) )

. Download Netscape Browser and Portable Document Format (PDF)
configuration information
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Requirements

Hardwar e and Softwar e Requirements

The hardware and software needed to eectronicaly file, view and retrieve case
documents are the following:

Note:

A persona computer running a standard platform such as Windows, Windows
95 or Macintosh

An Internet provider using Point to Point Protocol (PPP)

Netscape Navigator software version 4.6x, 4.7x or Internet Explorer 5.5.
Higher versions of Netscape do not work &t thistime.

Software to convert documents from a word processor format to portable
document format (PDF)

A scanner to transmit documents that are not in your word processing system.
Note: Thiswould only be used for documentsthat cannot be produced
electronically. Scanned documents lessen the level of service we
provide by dowing down the entire system. We are moving away from
the utilization of scanned documentsinside the Court and are asking you
to do the same when possible.

For additiond information and known problems, refer to Technical Notes
(Appendix I).

Due to security, asession can only be established using Netscape Navigator
4.6x, 4.7x or Internet Explorer 5.5. DO NOT USE AmericaOn Line's
verson of Netscape Navigator, or averson of Netscape Navigator lower than
4.6.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report festures of the ECF system. If you do not have a PACER login, contact the
PACER Service Center to establish an account. Y ou may cdl the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at http://pacer.psc.uscourts.gov.
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Registering for Accessto ECF

Participants who have never used the system must contact the Court to obtain a
regidration form for the CM/ECF system. Registration forms can be obtained at our
website at www.mow.uscourts.gov or by calling the Court at the numbers below.
Participants may also use these opportunities to discuss the system requirements and
the court’ straining assistance.

Toll Free Help Desk 1-800-466-9302
or

Kansas City Bill Terry 816-512-5055
Jefferson City Glenda Curl 573-636-6124
Springfield 417-865-3869

The completed regigtration form should be mailed to the appropriate address listed
below for processing.

United States District Court Clerk’ s Office
400 East 9" Street, Room 1510
Kansas City, MO 64016

United States District Court Clerk’ s Office
131 W. High Street
Jefferson City, MO 65101

United States District Court Clerk’ s Office
222 N. John Q. Hammons Parkway,
Springfield, MO 65806

Once an account has been established, your login and password will be sent to you by the
Office of the Clerk by regular, firs-class mail.

Registered users can vigt atraining verson of the system on the Internet at hitp://ect-
train.mowd.uscourts.gov to practice ECF activities. It is strongly recommended that
participants take advantage of filing documentsin the training database before filing documents
inthe “live’ ECF database.

Note: A different set of logins and passwords areissued for thetraining and
live systems.
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Preparation

Setting Up the PDF Reader

In order to view documents filed on the system, users must instdl a PDF reeder. All
pleadings arein PDF format. When ingdling this product, please review and follow the
provider’ s directionsto utilize the PDF reader after ingtdlation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court using
the court’s Electronic Filing System. Before filing the document with the court, users
should preview the PDF formatted document to ensure that it gppearsin its entirety and
in the proper format (refer to Technical Notesin Appendix | for known problems) .

How to View a PDF File

. Start your PDF program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be viewed.

. If the designated locetion is correct, and thefile isin PDF format, your

PDF program loads the file and displaysit on the screen.

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

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

How to Convert Documentsto PDF Format

Y ou mugt convert dl of your documents to PDF format before submitting them
to the Court’s ECF system.

The converson processis rdatively smple and can be accomplished in one of
two way's depending on the word processing program you are using.
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For WordPerfect:

Version 6.1, 7and 8

Open the document to be converted.

Select the Print option and in the didlog box select the option to
change the selected printer. A drop down menu with alist of printer
choicesis displayed.

Select your PDFWriter.

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

Namethefile, giving it the extenson .PDF .

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

Verson 9

Use above method or:

Open the document.

Click on the File menu and sdlect, Publish to PDF.
Savethefileasa PDF file, giving it a .PDF extension.
Thefileisnow in a PDF format under the newly designated name, and

the origind document remainsin its origind form under the origind
name.

For Microsoft Word 95 or later:

Open the document.

Click on the File menu and sdect, Create PDF.
Savethefileasa PDF file, giving it a .PDF extension.
Thefileisnow in PDF format under the newly designated name, and

the origind document remainsin its origind form under the origind
name.
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Other word processing programs.

. Open the document to be converted.

. Select the Print option and in the didlog box select the option to
change the sdlected printer. A drop down menu with alist of printer
choicesis displayed.

. Select PDFWriter.

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

. Name thefile, giving it the extension .PDF .
. Accept the option and the file is converted to a PDF document.
Depending on the word processing program being used, it may be

necessary to find the printer selection option elsewhere. At that point,
changethe printer to PDFWriter, and follow the directions above.

Basics
User Interactions

There are three genera types of user interactions alowed by the system:
. Entering information in data fields
. Using command buttons to direct system activities
. Clicking on hyperlinks

Command buttons and hyperlinks are used to ingtruct the system what to do next.

Conventionsused in this M anual:

. Datato be entered by the user is shown enclosed in angle brackets: <datato be
entered>.

. Command buttons are represented in thismanua in [bracketed boldface
typel.
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. Hyperlinks are represented in underlined boldface type.

(Note: the most commonly used hyperlink, Main M enu, appears near the top
of most screens just below the Netscape menu buttons.)

DocumentsFiled In Error
A document incorrectly filed in a case may be the result from &) posting the
wrong PDF file to a docket entry; b) selecting the wrong document type from
the menu; or ¢) entering the wrong case number and not discovering the error

before the completing the transaction.

To request a correction, please telephone:

Toll Free Help Desk 1-800-466-9302
or

Kansas City Bill Terry 816-512-5055
Jefferson City Glenda Curl 573-636-6124
Springfied 417-865-3869

as soon as possible after an error isdiscovered. Y ou will need to have the
case number and document number for which the correction is being requested.
If appropriate, the court will make an entry indicating that the document was
filedin error. Y ou will be advised if you need to re-file the document. The
ECF system will not permit you to change the misfiled document(s) or incorrect
docket entry after the transaction has been accepted.

Viewing Transaction Log

Thisfeature, selected from the Utilities M enu, dlows you to review dl
transactions ECF has processed with your login and password. If you believe
or suspect someoneis using your login and password without permission,
change your password immediately, then telephone the Court’ s Help Desk at
1-800-466-9302 as soon as possible.

User’'sManual
Y ou can download or view the most recent version of the ECF User’s Manuad
(in PDF format) at the Didtrict Court’ swebsite which is avalable at
WWW.MOow.uscourts.gov .
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A Step-By-Step Guide

Bdow is a step-by-step guide for entering the system, preparing a document for filing, filing a
motion or application, and displaying a docket sheet. We suggest that you go through the
steps on the training data base before trying to actualy file a document.

How to Access the System

Users can get into the system viathe Internet by going to:

http://ecf.mowd.uscourts.gov
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Or, you may go to the Western Didrict of Missouri’s web site at www.mow.uscourts.gov and click on
the CM/ECEF link then click on the “Link to Electronic Case Files’ under the Didrict Court heading.

A login and password is required to file adocument or train to file a document. Select the Document

Filing System. Note Thisinformation is current and is avallable for viewing immediately after the
transaction is completed.
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Logging In

The next screen isthe login screen.
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. Enter your ECF Login and User Password in the appropriate data entry fields.
Thendick onthe Lagin | button to transmit the information to the system. If
an error is made before you have submitted the screen, the  lear | button
alowsyou to clear the Login and Password entries so they may be re-entered.

. If an invalid combination has been submitted, the system responds with an error

message. Click on 3ﬁ , then re-enter your

login and password.

. The entry of avdid login and password combination prompts the system to

display theMain M enu.

Once the Main Menu appears, choose from alist of hyperlinked options on the top

bar.
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Note that the date you last logged into the system appears at the bottom left corner
of this screen. Y ou should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’ s Help
Desk at 1-800-466-9302 as soon as possible.

The following text appears benegath the above screen:

**

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

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

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

Netscape/PDF Settings
Last login: 04-13-2001 09:38
9January2001
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Selecting ECF Features

| EECF Civil * Criminal  * (Juery * Heports ¢ Lkilities  * | ogout '?

ECF provides the following features that are accessible from the Blue menu bar at the top of the

opening screen.

Civil Select Civil to dectronicaly file dl civil case pleadings, motions, and other
court documents.

Criminal Sdlect Criminal to dectronicdly file al crimina case pleadings, motions, and

other court documents.

Query Y ou can query ECF by specific case number, party name, or nature of suit to
retrieve documents that are relevant to the case. 'Y ou must login to PACER
before you can query ECF.

Reports Choose Reports to retrieve docket sheets and cases-filed reports. Y ou must
login to PACER before you can view an ECF report.

Utilities View your persond ECF transaction log and maintain persona ECF account
information in the Utilities area of ECF.

L ogout Thisfegture dlows you to exit from ECF and prevents further filing with your
password until the next time you log in.

Civil Events Feature

Regigtered filerswill use the Civil Events feature of ECF to dectronicaly sdf-file and docket
with the Court avariety of pleadings and other documents for civil cases. Seethelist of ECF
events atached to the back of thismanua.  The following portion of this manua describesthe
basic steps that you need to follow in order to file a single motion with the Court. The process
is congstent regardless of the event.

Note: Pursuant to COURT EN BANC ORDER (Electronic Filing Procedures)
dated November 6, 1997, a paper copy of al papers eectronicaly filed with the Court
shdl be delivered to the chambers of the Judge assigned to the case, together with a
copy of the“Notice of Electronic Filing” until the judge assigned to the case orders
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otherwise. Some judges have entered orders directing that thisis no longer necessary.
Please check with the court for current requirements. For a complete listing of the
Judges who do not require paper copies see our home page.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

. Clear | dearsall characters entered in the box(es) on that screen.
. i accepts the entry just made and displays the next entry screen,
if any.
Correcting a mistake:
1 & & 38 4 2 3 < 3 8
H Cach s Meoad {="H] Gescly ho=licaps Ml Tesiriy Sop

Usethe S‘J- button on the Netscape toolbar to go back and correct an

duk
entry made on a previous screen. However, once the document is transmitted
to the court, only the court can make changes or corrections.

Signatures. Affidavits of Service

. Documents which must contain origind sgnatures or which require either
verification or an unsworn declaration under any rule or statue, shal befiled
eectronicdly with origindly executed copies maintained by thefiler. The
pleadings or other document eectronicaly filed shdl indicate a Sgnaiure, eg.,
“/9Jane Dog’.

. In the case of a tipulation or other document to be signed by two or more
persons, the following procedure should be used:
(@ Thefiling party or attorney shdl initidly confirm thet the content of
the document is acceptable to al persons required to Sgn the document
and shdl obtain the physicd signatures of dl parties on the document.

(b) Thefiling party or atorney then shdl file the document
eectronicdly, indicating the sgnatories, e.g., “/s'Jane Dog,” “/s/John
Doe” etc.

(c) Thefiling party or attorney shdl retain the hard copy of the
document containing the origina signatures as provided by paragraph
4(b) of the Court En Banc Order of November 6, 1997.
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(d) No later than the first business day after the document has been
eectronicaly filed, each person required to sign the document shdl file
aNoatice of Endorsement (see sample attached to this manud) of the
document. The document shdl be deemed fully executed upon the filing
of al Notices of Endorsement that are due.

Filing a Civil Complaint

If you file your complaint before 2:00 p.m., present the Clerk’ s office with a
Civil Cover Sheet (JS-44c) and the complaint which lists the case party
information and a check, money order or credit card in the amount of

$150.00, OR fax the civil cover sheet, complaint and pay the filing fee over the
phone by credit card.  The Clerk will open your case and notify you by phone
that your caseis open and it isavailable for you to eectronicaly file your
complaint.

OR

You may present uswith a Civil Cover Sheet (JS-44c), check, money order
or credit card in the amount of $150.00 and your complaint in .pdf format on a
disk. Thisisan option dways avallableto you, BUT ISMANDATORY
AFTER 2:00 P.M.

Filing Documents for Civil Cases

There are nine basic gepsinvolved in filing acivil document:
1. Sdlect the type of document to file (see Attorney Event Menu);
2. Enter the case number in which the document is to befiled;
3. Desgnate the party(s) filing the document;

Add/Create New Party
4, Specify the PDF file name and location for the document to be
filed;
5. Adding Attachments;
What to do when attachments are in paper format
6. Linking documents;
7. Modify the docket text as necessary;
8. Submit the pleading to ECF;
0. Recelve natification of eectronic filing.

After successfully logging into ECF, follow these steps to file a pleading.
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1 Select the type of document tofile
Sdlect Civil from the menu bar a the top of the ECF screen. The Civil Event
window opens displaying dl of the events from which you may choase for your
filing. Thissection of the User's Manua describes the process for filing a
Motion in ECF. The processissmilar for filing other pleadingsin ECF.
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Click on Mations, under the category of M otions and Related Filings.
The Motions screen appears and displays a motion sdection field with ascrall bar next to it.
Scrall through the menu until you find the type of motion or gpplication you wish to file.

Note: To select multiple motions, press and hold down the Cirl key, and click on the
gppropriate motions or gpplications.
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2. Enter the case number in which the document isto befiled
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If the number is entered incorrectly, click M to re-enter. If the computer prompts that you

entered an invaid case number, click on 3ﬁ to re-enter.

When the case number is correct, click on &%t ||

Recheck whether the case number is correct. If it isincorrect, click on a‘é-k to re-enter the
dL

case number.

If it is correct, scroll down to the bottom part of the screen and click on Mex |

3. Designate the party(s) filing the document

Click on the name of the party for whom you are filing the motion to highlight it, OR, if you
represent dl defendants or dl plaintiffs you may sdect agroup by clicking in the circle next to
the group. If the party you represent is not reflected in the party ligt, click Add/Create New

Party.
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Add/Create a New Party

You must firgt perform a search to see if your party is aready entered in the ECF
system. Typethefirs few letters for a company name or, for an individud, the first few

letters of the party’slast name.

. Clickon = Search |
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. If amatch isfound, ECF will display alist of party names. If the name
of the party appears, sdect it from the list and then click the Sel ect
Name from List button.

. Review party information and be sure to Select Party'srolein thisfiling and
click on the correct role.

. Click - gubmit -

. If the party search returns No per son found, you will dick
Create new pary
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. Add the party information to complete this screen. For acompany, enter the
entire company name isthe Last Name fidd. For anindividud, fill out the
Last Name, First Name, Middle Name, Generation and Title fiddsas
appropriate. Choose the appropriate Role from the drop down list. Leavedl
other fields blank.

. Click ' Submit -

4, Specify the PDF file name and location for the document to befiled

ECF accepts the party or parties you selected and refreshes the screen to
display a new Motions screen depicted below. ECF displays afied for
locating and entering the PDF file of the document (pleading) you arefiling in
ECF. ThefileMUST bein a PDF format with a .PDF suffix. If not, it
will not be readable by the system. If an attempt is made to upload a non-
PDF file, or make a standard docket entry without aso submitting a document,

an error message will appesr.
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Selecl e pdl docwovol (lor exanple; CH1990501-2 Lpdlh
Filenarne
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. Click onthe _Enmese.. | button to navigate to the appropriate
directory and file to select the document. Use the mouse to select the
directory in which the PDF verson of thefileislocated.

Revision Date: August 2004 18



I =k jv | id FU- bl = &l @ & FEE
Sik Fame: | - Lpe-
Siles cf Ippe IH_'\Lﬁl:E ﬂ Zanel y

Navigate to the appropriate directory and file name to sdlect the PDF
document you wish to file. Highlight the file to upload to ECF.

Note: To veify that the document being filed is the correct document, after thefileis
seected, right click on the file name to bring up a quick menu and left click on open. The
pdf document will open and can be viewed to verify that it is the correct document.

Once you have verified the document is correct, close your PDF reader program and click on
the Open button. ECF closes the File Upload screen and inserts the PDF file name and
location in the M otions screen. If you fall to select a document to file with your pleading, ECF
will display an error message. Just click the Back key to choose your PDF document.

If there are no attachments to the motion, click on _Mest ]
5. Adding Attachmentsto the Document Being Filed

If you have atachments to the motion (e.g. an exhibit, appendix, civil cover shedt, etc.),
you will select the [Y es] button on the screen depicted on the previous page. Click on
the_”Ef[J button. An additiona screenisdisplayed (al exhibits must be atached to the
motion, gpplication or document being filed) which alows you to attach one or more
documents. Note: The civil cover sheet should aways be an attachment to your
complaint.
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Click on | Ennose.. | to search for the document.

. Under Type of Attachment click on the arrow and click on the type
of attachment.

Attida t

Appendis

Chind | Clovrar Shaet
|Freata

JFvhib T

Supplorncnl

Toxlcl Proposse Orde

-

. To describe the attachment more fully, click in the description box and
type in the description. Note: If you choose “ Exhibit” in the drop down
box, DO NOT type “Exhibit” in the description box.

. Clickon  addtoList |
. If there are additional attachments, repest this sequence for
each one.

. After adding al .pdf documents for attachments, click on

Nemi_
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When attachments, exhibits and/or documents are in paper format

When attachments, exhibits and/or documents that cannot be created and filed
eectronicaly, and are greater than 10-15 pagesin length, aone page .pdf
document titled Notice of Attachment (Exhibit/Document) must be
attached, using the same steps described above for an exhibit, to the pleading
in the dectronic case file so that there will be anotation on the docket sheet that

exhibits are being held in the clerk’ s office in paper.  (Please see sample a the
end of this manud).

Note: For moder ate length paper attachments, consider dividing them into two or more
smaller attachments, scanning, and filing them electronically.

If attachments, exhibits, and/or documents are filed in paper format, you must
present the entire pleading with attachment’ s to the Clerk’ s office for handling.

Y ou must also submit a copy for the Judge, and a copy must be served on all
partiesin the case.

6. Linking Documents

If your document refers to an existing document in the case, click on the box to
theleft of “ Refer to existing event(s)?”
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. Scrall through the ligt of pre-existing documents, and click on each that apply.

M et

. Scroll down and click on

The next screen will automaticaly reflect the response/suggestions in opposition
deadline.
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7. M odify docket text
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First

EECDHC i . Click on the drop-down list and select the correct modifier,
1as 1 : )

Arnendad it '

Consert

Cmergency

1Ex Partz

Interim

COInt

Fos:

Fre

Reply |
iSu slermental ]

. Click on the white box (open text area )to the right of the description of
the document you are filing and type in any additiond description, if
appropriate.

. Click on M )

8. Submit the Pleading
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-

. To modify aprevious screen, cdlick on © 3wk at thetop of the
Netscape screen to find the screen to be modified.

. When you arive a the Final Approval screen, if the entry is correct,

scroll down and click orM )

. To abort the entry, click on Civil_to retart.

Notice of Electronic Filing

. After find gpprova is given, the next screen displays the officid filing

receipt.
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NOTE: The above exampleis one screen, however, you haveto scroll

down to get all the information available.
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. This screen gives you confirmation that the system has received the
entry, and the document is now an officid court document. It dso tells
you the date and time your transaction was received by the court, and
the number assigned to the document. For future reference, please
note this number on the PDF document file. Scroll down to view the
entire receipt.

s 2
. To print out the recaipt, click | it on the Netscape Toolbar.

. To savetherecapt, click on File at the top of the Netscape screen,
and sdlect Save Frame As...

Note: Pursuant to COURT EN BANC ORDER (Electronic Filing
Procedures) dated November 6, 1997, a paper copy of al papers
eectronicdly filed with the Court shal be ddlivered to the chambers of the
Judge assigned to the case, together with a copy of the “ Notice of
Electronic Filing” until the judge assgned to the case orders otherwise.

. If parties are not receiving notice dectronicdly, it is your responshbility
to serve them with hard copies of al documents and attachments at the
address listed under “Notice will not be electronically mailed to:”

Submitting a Proposed Order

Chief  Judge Whipple
Judge Gaitan

Judge Smith

Judge Fenner

Judge Laughrey
Judge Wright

Judge Sachs

Judge Dorr

A document that is submitted in .pdf format cannot be modified, therefore, a
proposed order must bein aword processing format. To accomplish that, all
proposed orders must be e-mailed to the courtroom deputy for the presiding
judgein your casein Wor dPerfect format which is avallable in most word
processing software. Please attach your proposed order to an Internet e-mall
sent to the gppropriate courtroom deputy as listed:

Y vonne Johnson yvonne_johnson@mow.uscourts.gov
Rhonda Enss rhonda_enss@mow.uscourts.gov
EvaWill-Fees eva will-fees@mow.uscourts.gov
Tracy Diefenbach tracy _diefenbach@mow.uscourts.gov
Renea Kanies renea_kanies@mow.uscourts.gov
Kely Mcllvain kelly _mcilvain@mow.uscourts.gov
Tina Duer tina_duer@mow.uscourts.gov

Karen Rilling karen _rilling@mow.uscourts.gov

Chief Magistrate Maughmer  Francine Lavenbarg  francine_lavenbarg@mow.uscourts.gov

Magidrate England
Magistrate Knox
Magistrate Larsen

AlexandraMartinez ~ dexandra_martinez@mow.uscourts.gov
Jackie Price jackie_price@mow.uscourts.gov
Sue Anderson sue_anderson@mow.uscourts.gov
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Magistrate Hays
Prisoner Pro Se

JoRitaGicinto jorita_gicinto@mow.uscourts.gov
DanaWeinzerl dana weinzerl @mow.uscourts.gov

In addition, if you have any questions regarding your case, you may direct your
inquiry viae-mail to the gppropriate courtroom deputy whose addressis listed
above.

Filing Proposed Documents

If the document you wish to file requires leave of court, such as an amended
complaint or adocument to be filed out of time, the proposed document shal be
attached as an exhibit to the motion. If your mation is granted, the order will
direct you to dectronicdly file your document with the court.

Filing Other Types of Documents

To file adocument other than amotion or application, make the appropriate sdlection
from the File A Document menu. The screens that follow will be very smilar to those
described above for filing a motion.

E-Mail Notification When Documents ar e Filed

Attorneys associated with ECF cases will be automatically notified by e-mail and receive
the Notice of Electronic Filing when a document isfiled in those ECF cases, provided
they have an Internet e-mail address.

You will be notified of any activity in the cases you requested.

Filing Documentsfor Criminal Cases
There are deven badsic sepsinvolved infiling acrimina document:

1.

©WCOoNoT WD

[
= O

Sdect the type of document to file (see Attorney Events Lisb);
Enter the case number in which the document isto be filed;
Desgnate the defendant thet the filing relates to;

Verify that the case number and caption are correct;
Dedgnate the party(s) filing the document;

Sdect the gppropriate motion you are filing;

Specify the PDF file name and location for the document to be filed;
Add attachments, if any, to the document being filed,

Modify docket text as necessary;

Submit the pleading to ECF; and

Receve the natification of dectronic filing.
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After successfully logging into ECF, follow these steps to file a pleading.

1.

Select the type of document to file
Select Criminal from the blue menu bar at the top of the ECF screen. The
Crimina Event window opens displaying dl of the events from which you may
choose for your filing. This section of the User’'s Manua describes the process
for filing aMation in ECF. The processis amilar for filing other pleedingsin

ECF

Feparts

Gel » Crimimal + Query

Click on Mations, Under Motions and Related Filings
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2. Enter the case number in which the document isto befiled

A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing amotion and click on [Next]. If the number is entered

incorrectly, click [Clear] to re-enter. If the computer prompts that you entered an invaid
case number, click on [Back] to re-enter.
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3. Designate the defendant that thefiling relatesto

Click in the boxes to place a check next to each defendant’ s name that this filing
relaesto. If it relaesto al defendantsin the case, check the box for All
Defendants and leave the other boxes unchecked. When finished sdlecting

defendants, click on [Next].
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4, Verify the case number and caption are correct
5. Designate the party(s) filing the document
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Highlight the name of the party or partiesfiling the mation. Click on the [Next]
button.
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6. Sdlect the appropriate motion you arefiling

The Motions screen gppears and displays amotion selection field with a scroll
bar next toit. Scrall through the menu until you find the type of motion or
goplication you wish to file,
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Specify the PDF file name and location for the document to befiled
ECF accepts the party or parties you selected and refreshes the screen to
displaysthe new Motions screen displayed on the following page. ECF displays
afield for locating and entering the new PDF file of the document (pleading) you

arefiling in ECF.

Note:

It isimperative that you attach an eectronic copy of the actud pleading when prompted
by the system. All documents that you intend to filein ECF MUST reside in PDF format.
Otherwise, ECF will not accept the document and users will be unable to retrieve and

read your document from within ECF.
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. Click on the [Browseg] button. ECF opens the following screen:
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. Change the Files of type from:

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

. Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse click
on the highlighted file name to open a quick menu and left mouse click to [open]. Your
PDF reader will launch and open the PDF document you sdlected. Y ou should view your
document to verify that it isthe correct document.

. Once you have verified that the document is correct, close your PDF reader, and click on
the [Open] button in the lower right corner of the File Upload window. ECF closesthe
File Upload screen and the PDF file name and location in the M otions screen.

. If there are no attachments to the motion, click on the [Next] button. A new Motions
window opens. Go to Section 6, M odifying Docket Text, to proceed with your filing.
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If you have Attachments to your mation, you will select [Y es] on the screen depicted on
the previous page. Click on the [Next] button and proceed to the first step in Section 7 -
Adding Attachmentsto Documents Being Filed.

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

If you do sdlect the wrong document, click on the [Back] button and ECF will return to
the Motions screen. Sdlect and highlight the PDF file of your pleading and proceed as
before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.
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Click [OK] from the screen depicted above, and ECF will return you to the M otions

screen. 'Y ou cannot proceed without attaching a PDF document.

Add attachments to documents being filed
If you acknowledged the need to attach documents to your motion during the
previous step, anew Motions screen appears.

Click on [Browsg] to search for the document file name of the attachment.

Next to the fidld for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.
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To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

. Click on [Add to Lig].

ECF adds the selected document as an attachment to the pleading. A new Motions screen opens
to digplay the file name of the newly attached document.
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Repeat the sequence for each additiona attachment.

After adding al the desired PDF documents as attachments, click on the [Next] button.

When attachments and exhibitsarein paper format
Attachments and exhibits that cannot be created and filed dectronicaly

and are greater than 10 pagesin length, can be submitted in paper format.

Present the entire pleading with atachments to the clerk’ s office for
handling.

Note: For moderate length paper attachments, consider dividing them into two or three
more smaller attachments, and then scan and file them electronically.
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Click on the drop down box to open amodifier list. Select amodifier if appropriate.

Click in the open text areato type additional text for the description of the pleading.

Submit the pleading

Click on the [Next] button. A new Motions window appears with the
complete text for the document entry.
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. Review the docket text and correct any errors. 1f you need to modify the data on
aprevious screen, click the [Back] button on the Netscape toolbar to find the
screen you wish to dter.

. Click on the [Next] button to file and docket your pleading.
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. Notice of Electronic Filing
ECF opensanew Motions screen displaying an ECF filing receipt.
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. The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It aso displays the date
and time of your transaction and the number that was assigned to your document. You
should note this number on the document’s PDF file.

. Sedlect [Print] on the Netscape Toolbar to print the document receipt.

. Sdlect [File] on the Netscape menu bar, and choose Save Frame Asfrom the drop-
down window to save the receipt to afile on the hard drive of your compuiter.

Note: The Notice of Electronic Filing representsyour Certificate of Service. The
Court strongly urgesyou to copy it to a file on your computer’shard drive, print
it, and retain a hard copy in your personal files.

. ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys and parties
to the case who have supplied their E-Mail addresses to the Court. The ECF filing report
aso digplays the name and addresses of individuas who will not be dectronicdly notified
of thefiling. It isthefiler's responghility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for electronic
notification

E-Mail Notification of Documents That Were Filed
After apleading is eectronicaly filed, the ECF System sends a Notice of Electronic Filing
to the designated attorneys and parties who have supplied their E-Mail addresses to the
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Court. Only attorneys of record in the case are able to view pleadingsin Criminal cases
viatheinternet. Attorneysin multi-defendant cases can only view, viathe internet, those
filngs which relate directly to the party they represent. All other pleadings may be viewed
a the courthouse. Individuas who receive eectronic natification of thefiling are
permitted one “freg’ look at the document by clicking on the associated hyperlinked
document number embedded in the Notice of Electronic Filing. Thefiler is permitted one
free look at the document also. The Court strongly urges you to copy the Notice of
Electronic Filing and pleading documents to your hard-drive for future access.
Subsequent retrieva of the case docket sheet and pleading from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Note: It istheresponsbility of thefiler to send hard copies of the pleading and Notice
of Electronic Filingsto attorneys and pro se partieswho have indicated they do
not have E-Mail accounts established with the Court.

Query Feature

Registered participants should use this feature to query the ECF system for specific case information. To
enter the Query mode, click on Query from the menu bar of ECF.

EECF Gl + Crimmal + Query o Feports  » Uklides o Logowt ?

ECF opensthe PACER Login screen. ' You must enter your PACER login and password before ECF
will permit you to query the ECF database.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below.
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If you know the number that the Court has assigned to the case, enter it in the Case number fidd, and
click on the [Run Query] button.

Y ou may dso query the ECF database party name or attorney name. Enter the last name of the party in
the appropriate field. If more than one person with that name exists in the database, ECF returns a
screen from which you may select the correct name.
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If you click on the name of the party you want, ECF will open the query screen depicted below.
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If theindividua is a party to one than one case, ECF will open a screen liging al of that party’s cases.
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Click on the appropriate case number hyperlink, and ECF opens the query screen shown on the previous
page.

Y ou may aso query acase by Nature of Suit. Y ou must enter arange for elther the filed date or the last
entry datein order for the query to run. To search for al cases of a certain type, use the date 1/1/1970
asthe “beginning of time.” When you run the query, if there is more than one case that meet those
criteria, you will get a screen smilar to the one above.

After querying the database by case number, name, or nature of suit, ECF opens the Query window for
the specific case you selected - as shown on the bottom of the previous page.

At the top of the window, ECF digplays the case number, partiesto the case, presding Judge, date that
theinitid clam wasfiled, and date of thelast filing for the case. Y ou may choose specific case
information from alarge list of query options by clicking on the appropriate hyperlinked name on the
screen. The following paragraphs describe severa of the available case-specific query options.

Attorney
Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the partiesto the case.
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Case Summary
Provides asummary of current case-specific information as represented below.
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Deadlines/Hearings

Produces a screen that alows you to query the database by various meansto obtain
hearing and other schedule deadlines. If you query asillustrated below, ECF opensthe

screen depicted below.
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At the Deadlines/Hearings screen, you can click on a document number to display the actual document
that crested the deadline.

If you click on the circle to the left of the Deadline/Hearing title, ECF will display the docket information
and related docket entries for the deadline you sdlected.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted
below.
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You may select arange for your docket report as well as arange of document numbers. If you leave the
range fields blank, ECF will default to display the entire docket report. Place a checkmark in the box to
Include links to Natice of Electronic Filing if you wish to view them from the docket sheet. After you
have selected the parameters for your report, click on the [Run Report] button. ECF will run your
custom docket report and display it in awindow as depicted below.
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The document numbers listed on the screen on the previous page are hyperlinks to PDF files of the actud
documents. Place the pointer of your mouse on the button next to the document number and click to
display the Electronic Notification Report for that particular document.

History/Documents
This selection queries the database for case event history and documents associated with

the case. After you click on the History/Documents hyperlink, ECF opens the screen
depicted below.
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Y ou may sdlect the sort order for the query report and choose display dl events or only those with
documents attached. ECF aso offers you the option to display the docket text in the report. After
making your sdections, click on the [Run Query] button. ECF queries the database and builds your
report.
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This particular report lists dl of the events and documents associated with the case in reverse
chronologica order. It dso displays the docketing text for dl docketed events.

Y ou may view a PDF file of the actua documents by clicking on the document number in the far-left
column of the onscreen report.

Other Queries
The process for seecting and running other queriesin the Query feature of ECF issmilar
to what has been described above.

Reports Feature
The Reports feature of ECF provides the user with severa report options. If you select
Civil/Criminal Cases Filed or Docket Sheet from this screen, ECF will ask you to login to
PACER. For criminal cases, you must enter your Court login and password and then
your PACER login and password before you can look at a docket sheet. Thisprocessis
required dueto the fact that criminal documentsare only viewable by the specific
attorneys associated with the case. You may view Court Calendar Events for acase
without logging into PACER.

Docket Sheet
Click on the Docket Sheet hyperlink, and ECF will open to a PACER login screen.
Enter your PACER login and password. Click on the [Login] button and ECF will open
the Docket Sheet report query window.
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Thisis the same query window that ECF displayed when you sdlected Docket Report from the Query
feature earlier in thismanual. Enter the case number for your docket sheet in the Case Number field.
Sdlect parameters for the remainder of the data entry fields and click on the [Run Report] button. ECF
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will display afull docket sheet for the case you sdected.  See the Query feature section of this manua for

adepiction of apartia docket sheet report. If you do not need a complete docket sheet, you can narrow

the query using the date filed/entered fidlds. ECF aso offers various sorting options from the Docket
Sheet query screen.

Civil/Criminal Cases Filed Report

The Cases Filed report provides you with the flexibility to query the ECF database to locate
cases eectronicaly filed within a specific date range, associated to a particular judge, or both.
When you dick on the Cases Filed hyperlink, ECF digplays the query screens below.
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Note: If you are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Cases Filed Report screen.. Remember, for crimina
cases you must use your Court login and password, and then aso enter your PACER login and password
to access a docket sheet or document.

Enter the range of casefiling dates for your report and select a presiding judge, if you wish to narrow
your search. If you enter adate range and do not select ajudge, ECF will display dl of the casesfiled
within your date range for al judges. If you choose ajudge and leave the date fieds blank, ECF will
display dl of the cases opened in ECF for the judge that you sdlected. If you leave al fidlds blank, ECF
will display areport for al cases opened in ECF. This picture depicts part of areport of dl casesfiled in
ECF at the U.S. Digtrict Court from 6/28/02 to 7/30/02.
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The far-left column of the Cases Filed report contains hyperlinked case numbers. If you click on a
particular case number, ECF opensthe Docket Sheet report window from which you can retrieve the
docket sheet for the selected case. Follow the ingtructionsin the previous section for aDocket Sheet

report.
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Utilities Feature
The Utilities festure provides the means for registered users to maintain their account
and to view dl of their ECF transactions.

Maintain Your Account

This section of the Utilities feature provides you the capability to maintain certain agpects
of your ECF account with the Court and to view alog of dl of your transactions within
ECF. Click onthe Maintain Y our Account hyperlink to open the Maintain User Account

informeation screen.
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This screen displays dl of the regigration information that is contained within the ECF database for your

account with the Court. Thisincludes Bar Identification and Bar Status.
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Clicking on the [E-Mail information] button at the bottom of the previous screen opens the following
window.
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ECF will E-mail to partiestheir Notices of Electronic Filing based upon the information entered in this
screen. Perform the following steps to enter additional e-mail addresses for individuads that you wish
ECF to notify regarding new case pleadings and documents.

. From the screen depicted above, enter a check mark by clicking on the box to the left of
the line, which reads “to these additiona addresses.”

. Enter the E-mail addresses of those individuals you wish to notify concerning ECF

activity. Thisdata entry field has a capacity of 250 characters for gpproximately ten E-
mail addresses.

. Stipulate the format of the ECF notices by selecting your choice from the bottom of the
screen.

. If you wish to enter completely new information about your account, use the [Clear]
button to clear the fields on this screen.
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After updating your account information, click on the [Return to Account Screen] button to return to your
Maintain User Account screen. ECF returns to the screen depicted on the previous page.

To edit or view login information about your account, select the button |abeled More User Information,
form the Maintain User Account screen.
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This screen displays user login information and provides the means to change your ECF password.
Notice that ECF displays a string of asterisksin the Password field. To change your ECF password,
place your cursor in the Password field and delete the asterisks. Type in your new password. ECF
displays the actual characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the [Return to Account Screen| button to reopen the
Maintain User Account screen. When you are satisfied that al of your account information is accurate
and up-to-date, click on the [Submit] button at the bottom of the Maintain User Account screen to submit
your changesto ECF. ECF will notify you on-screen that your updates were accepted. If you changed
passwords, you may begin usng the new password during your next ECF session.

View Your Transaction Log
From the Utilities screen, click on the [View your Transaction Log] button. ECF opensa
screen with two fields for entering the
Date Selection Criteriafor aTransaction ‘Grme=mmmes '“‘?E‘
Log Report. dm i ]

= e

A e [Fre |
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Enter the date range for your report and click on the [Submit] button. ECF displays areport of al your
transactionsin ECF within the date range you specified for Date Sdection Criteria. The following isa
sample transaction log report.
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Use thisfeature of ECF to review your transactions and to verify that:
. al of the transactions you entered are reflected in the Transaction Log; and

. no unauthorized individuas have entered transactions into ECF using your login name and
password.

Miscellaneous
ECF provides three Miscellaneous functions within the Utilities festure of the system.

. Legd Research
. Mailings
. Verify a Document
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When you dick on the L egal Resear ch hyperlink from the Miscellaneous screen, ECF opens
anew screen that contains hyperlinks to aLaw Dictionary, a Medica Dictionary, and Westlaw
viathe Internet.

Sdlect the Verify a Document hyperlink to open a query screen and enter data in the screen
fields to locate a particular document attached to a specific case number.

The Mailings hyperlink opens anew screen for making or requesting mailings from ECF.

L ogout
After you have completed dl of your transactions for a particular sesson in ECF, you should exit
from the systlem. Click on the Logout hyperlink from the ECF menu bar. ECF will log you out of
the system and return you to the ECF login screen.

EECF Civil * Criminal *+ Query * Reports * Utilities * Logout ?

Known Problems and Troubleshooting
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Known Problems

Converting documentsto PDF
If WordPerfect 5.1 or 7.0 is used to write the document, and the document is
more than three pages, Adobe Acrobat will not convert al pages to the PDF
format. The converted document will have missing pages. Use Adobe Exchange
to ensure the integrity of the converted PDF document.

Cannot login tothe LIVE System

A sesson can only be established using Netscape Navigator 4.6x, 4.7x or
Internet Explorer 5.5.

If you are using Netscape Navigator 4.6x, 4.7x or Internet Explorer 5.5 and your
passwvord and login have both been correctly typed, and you still cannot login to
the system, please call the Court’s Help Desk at 1-800-466-9302.

To ensure the documents transmitted have arrived in their entirety, it isimportant
to read the document after it is received by the court. This can be done by
viewing the docket sheet for the case and selecting the transmitted document.
The number of the transmitted document gppears on your dectronic filing receipt.

Trouble-shooting Hints

If your login or password is not accepted, please ensure that they are typed correctly.
The logins and passwords are case-sengtive.

Technical Failures

The Clerk shal deem the WDMO, Public Web sSite to be subject to atechnica
falure on agiven day if the Site is unable to accept filings continuoudy or
intermittently over the course of any period of time grester than one hour after
12:00 noon that day, in which case filings due that day which were not filed due
soldy to such technical failures shal become due the next businessday. Such
delayed filings shall be reected unless accompanied by a declaration or affidavit
atesting to thefiling person’sfalled atemptsto file eectronicdly & least two
times after 12:00 p.m. separated by at least one hour on each day of delay dueto
such technicdl failure. If you have questions about ECF, please cal our Help
Desk at 1-800-466-9302.
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United States District and Bankruptcy Courts
Western District of Missouri

Case Management/Electronic Case Files
Attorney/Participant Registration Form
LIVE SYSTEM

This form shall be used to register for an account on the Court’s Case
Management/Electronic Case Files (CM/ECF) system. Registered attorneys and other
participants will have privileges to electronically submit documents and to receive electronic
notice of documents filed in CM/ECF. The following information is required for registration:

First/Middle/Last Name:

Last four digits of Social Security Number:

Attorney Bar #: State:

Firm Name:

Firm Address:

Firm Address:

Voice Phone Number:

FAX Phone Number:

Internet E-Mail Address:

Please specify which court you are registering in (or both):
District Bankruptcy

By submitting this registration form, the undersigned agrees to abide by the following rules:

1. This system is for use only in cases permitted by the U.S. Courts for the Western District
of Missouri. It may be used to file and view electronic documents, docket sheets, and
notices.

2. Atthis time, the requirements for filing, viewing, and retrieving case documents are: a
personal computer (486 minimum) running a standard platform such as Windows,
Windows 95, or Macintosh, an Internet provider using Point to Point Protocol (PPP),
Netscape version 4.5 - 4.7, and Adobe Acrobat Writer version 3.0 or Adobe Acrobat
4.0 software to convert documents from a word processor format to a portable
document format (PDF).
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3. Pursuant to Federal Rule of Civil Procedure 11, Every pleading, motion, and other
paper (except list, schedules, statement or amendments thereto) shall be signed by at
least one attorney of record or, if the party is not represented by an attorney, all papers
shall be signed by the party. An attorney’s/participant’s password issued by the court
combined with the user’s identification, serves as and constitutes the
attorney/participant’s signature. Therefore, an attorney/participant must protect and
secure the password issued by the court. If there is any reason to suspect the password
has been compromised in any way, it is the duty and responsibility of the
attorney/participant to immediately notify the court. This should include the resignation
or reassignment of the person with authority to use the password. The
attorney/participant should change the password immediately.

4. | hereby authorize the Court to make charge upon the credit card | have provided for any
applicable fees required in conjunction with civil and criminal filings | make in the district
court. (Not bankruptcy filings which are paid via the Internet Credit Card Program). |
understand that it is my responsibility to provide the court with any changes to my credit
card information and failure to do so may result in temporary loss of my login to the
System.

5. An attorney’s/participant’s registration will constitute a waiver in law of conventional
service of documents. The attorney/participant agrees that the CM/ECF-generated
notice of electronic service will constitute service of the electronic filing on behalf of the
client.

6. The undersigned attorney agrees to abide by the most recent General Orders,
Administrative Procedures for Electronic Case Filing Manual and all technical and
procedural requirements set forth therein.

Please return to:U.S. Bankruptcy Court
Western District of Missouri
Attn: Roberta Kostrow, Operations Manager
400 East 9" Street, Room 1510
Kansas City, MO 64106

If for District Only please return to:

U.S. District Court
1400 U.S. Courthouse Charles Whittaker
Courthouse131 W. High Street
400 East 9" Street
Kansas City, MO 64106

U.S. District Court
131 West High Street
Jefferson City, MO 65101

U.S. District Court
222 John Q. Hammons Parkway
Springfield, MO 65806
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Applicant
Signature

Subscribed and sworn to before me this

day of

Notary

My Commission expires
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United States District/Bankruptcy Court
Western District of Missouri

AUTHORIZATION FORM

(All Attorney Name(s) and Firm, attach additional sheetsif necessary)

hereby authorizes the United States District/Bankruptcy Court for the Western
District of Missouri to charge the following credit card number for payment
of identified Court-related expenses.

PLEASE TYPE OR PRINT

Visa Number Exp. Date
Mastercard Number Exp. Date
American Express Exp. Date
Discover Exp. Date
Name
Address

City State Zip Code
Telephone Number

Authorized Signatures
Attach additional sheetsif necessary.

(Signed) (Typed)
(Signed) (Typed)
DATE

Thisform, which will be kept on filein the Clerk’s Office, shall remain in effect until specifically
revoked in writing. It istheresponsibility of the attorneys named herein to notify the Clerk’s
Office, Finance Section of the new expiration date when a credit card has been renewed, if a

card hasbeen canceled or revoked or if a user isno longer authorized on the above card.
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SAMPLE FORMAT

INTHE UNITED STATESDISTRICT COURT FOR THE
WESTERN DISTRICT OF MISSOURI

DIVISION

)
)
Plaintiff(s), )
)

VS. ) Case No.
)
b )
)
Defendant(s). )

NOTICE REGARDING EXHIBIT ATTACHMENT
Exhibit whichis an attachment to

isin paper form only and is being maintained in the case file in the Clerk’ s Office.

Attorney for (Plaintiff or Defendant)
Address:

Date:
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SAMPLE FORMAT

INTHE UNITED STATESDISTRICT COURT FOR THE
WESTERN DISTRICT OF MISSOURI
DIVISION

N—r

Plaintiff(s),

VS. Case No.

N N N N N N N N

Defendant(s).

NOTICE OF ENDORSEMENT

Pursuant to the ECF Procedures Manual, Section C.2.(d), _(Pantiff or Defendant) _ hereby certifies

that my origind dgnature was placed on the following document which was filed eectronicaly

on
G Joint Proposed Scheduling Order
G Stipulation of DismisAl
G Joint Motion for
G Other:
Attorney for (Plaintiff or Defendant)
Address:
Date:

Revision Date: August 2004 56



SAMPLE FORMAT

Certificate of Service

| hereby certify that on __ (Date) | electronically filed the foregoing with the Clerk of the
Court using the CM/ECF system which sent natification of such filing to the following: and
| hereby certify that | have mailed by United States Postal Service the document to the following
non CM/ECF participants:
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Privacy Notice

The United States Didtrict Court for the Western Didtrict of Missouri isan electronic case management court
(CM/ECF). Pleadings arefiled dectronicdly and are available onthe court’ s Internet website. Any subscriber
to CM/ECF and/or PACER will be able to read, download, store and print the full content of eectronically
filed documents with the exception of exhibit attachments to documents in excess of 10-15 pages, Socia
Security cases and crimind cases. Some exhibit attachments are being maintained in paper only and will be
avalablein the derk’s office. The clerk’s office will not make eectronicaly avalable documents that have
been sedled or otherwise restricted by court order. Attorneys of record in a case are given one free access
to view each eectronic document. For additiona access opportunitiesand for other interested viewers there
are minimacharges associated with case access and the requirement of a PACER password. (See
Administrative Procedures Guide).

You should not include sensitiveinfor mation in any document filed withthe court unlesssuchinclusion
Isnecessary and relevant to the case. You must remember that any personal information not otherwise
protected will be made available over the Internet via CM/ECF and/or PACER. If sensitive
information must be included, the following personal dataidentifiersmust be partially redacted from
the pleading, whether it is filed traditionally or electronically: Social Security numbers, financial
account numbers, dates of birth and names of minor children:

Social Security numbers. If anindividual’s social security number must be

2 includedin
a pleading, only the last four digits of that number should be used.
b Names of minor children. If the involvement of a minor child must be mentioned,

only
theinitials of that child should be used.

c. Datesof birth. If an individual’ s date of birth must be included in a pleading, only
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the
year should be used.

Financial account numbers. If financial account numbers are relevant, only the
last four
digits of these numbers should be used.

In compliance with the E-Government Act of 2002, a party wishing to file a document containing the personal
data identifiers specified above may file an unredacted document under seal. You are asked to do so only if you believe
maintenance of the unredacted material in the court fileis critical to your case

In addition, you must eectronically file a redacted copy for the public file, absent order of the court.

You are advised to exercise caution when filing documents that contain the following:

1) Personal identifying number, such as driver’slicense number;
2) medical records, treatment and diagnosis;

3) employment history;

4) individual financial information; and

5) proprietary or trade secret information.

Counsdl is strongly urged to share this notice with all clients so that an informed decision about the inclusion

of certain materials may be made. If a redacted document is filed, it is the sole responsibility of counsel and the parties
to be sure that the redaction of personal identifiersis done. The clerk will not review each pleading for redaction.

SPECIAL NOTICE TO PARTIES/ATTORNEYS IN SOCIAL SECURITY CASES

It is your responsibility to provide the U.S. Attorneys office with the social security number of the plaintiff upon the filing
of a new social security case.  You may e-mail Mary Galate at mary.galate@usdoj.gov or Sharon Whitaker at
sharon.whitaker @usdoj.gov OR you may call them at 816-426-3130 with this information.
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