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Version 5.0 Enhancements & Changes

NEW PASSWORD REQUIREMENTS

CM/ECF now requires users to create more secure passwords. Passwords must be at least eight characters
long and include both uppercase and lowercase alphabetic characters and at least one digit or special character
(for example, 0-9, @, #, $, %, &, *, +). An example of a secure password is $Ample32.

After logging in with your current password, a pop-up message will instruct you to change your password.

IMPORTANT:

Please be sure to change your password right away. Although it is possible to bypass this screen, failure to
update your password may eventually result in your being locked out of your account.

Pop-up Message Instructing User to Change Password

EECF Civil ~ Criminal ~ Reports ~ Utilities ~ Search Logout ‘

T7.S. Nictriet Conrt

The requirements for CNI/ECF passwords have changed.
To set a password that meets the new standards, please click here
and go to the More user informarion screen.

[his facility is for Official Court Business only. Activity to and from this site is logged, Document filings on this system are subject to
Federal Rule of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement

bfficials.

Welcome to the U.S. District Court for the Northern District of Ohio (Train) Electronic Document Filing System_ This page is for use by attorneys

and firms participating in the electronic filing svstem. The most recent version of the Adobe PDF reader can be obtained by selecting the PDF
Sertings option listed below.
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Clicking on the word here in the Notice will first take you to the Maintain User Account screen which displays all
of the user registration information that is contained within the CM/ECF database for your account with the Court.

Maintain User Account Screen

Last name Smith
Middle name
Gender
Title

Prisoner id

Unit
Address 1

Address 3

Bar number 54305840

Maintain User Account
First name Robert
Generation

ATY Type |All

Office |Smith, Smith & Smith

Address 2 222 Main Strest

Type aty
Add Headers to PDF Documents

v

City |Anytown State [MO Zip 55555
Country County N
Phone (417) 1234567 Fax |(417) 234-5678
Initials DOB te

Email information...

[ More user information... ]

Submit Clear

Then click the More user information button at the bottom of the screen to view login and password information.
For security purposes CM/ECF displays a string of asterisks in the Password field to mask your password.
Because the password field is masked, if you change your password, the Court cannot access the new
password. If you forget your password, the clerk’s office can reset it.

To change your CM/ECF password, place your cursor in the Password field, delete the asterisks and type your
new password. To comply with the new requirements, passwords must be at least eight characters long and
include both uppercase and lowercase alphabetic characters and at least one digit or special character (for
example, 0-9, @, #, $, %, &, *, +).

As you type your new password the characters will be displayed. When you have completed entering your new
password, click the Return to Account screen button to return to the Maintain User Account screen.

More User Information Screen

More User Information for Robert Smith

Registered ¥

Internet Credit Card ¥

Default Printer

Additional Printers
Casupe=iiiginey, AtftyNew, AttvReg

Login R51234

Password [z

mminimtin 8

Last login 08-24-2010 11:10
. Current login 08-24-2010 11:10
r- & [owa-case leners; include digit or special characier
Create date 05/05/2008
Update date 07/13/2010

[ Return to Account screen ] [ Clear ]
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To submit your password change, click Submit on the Maintain User Account screen.

Maintain User Account Screen

Maintain User Account

Last name Smith First name Robert
Middle name Generation
Gender ATY Type

Tide ]

Bar number 54305840 Type aty

Prisoner id I:l Add Headers to PDF Documents

Office |Smith, Smith & Smith

Unit |

Address 1 ‘
Address 2 ‘222 Main Strest
Address 3 ‘ |

Gyl | swelwo | zilsssss |
Country l:| County

Phone Fax

Initials DOB End date

Email information... ] [ More user information... ]
=

You will see the screen below. At this point the changes have not been accepted by CM/ECF. Click Submit to

submit your changes to the CM/ECF system.

Case specific fields were not altered.
Click submit to continue with update of person.

Clear

The account update confirmation screen will be displayed. Make sure you receive this screen before leaving the
Utilities menu.

Account Update Confirmation Screen

[Updating person record. ..
[Update Person Prid: 1953

The update was successful .. prid 1953 - Robert A Smith

[Updating user record
The user update was successfil

[Participant records were not altered.

No e-mail edit requested.

[User edit complete
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LOGGING OUT OF CM/ECF

When you click Logout from the main blue menu bar, the following pop-up message will appear. Click OK to
complete the logout.

Windows Internet Explorer x|

' although wou have logged out From CMECF, data remains in the browser's memaory (and might be available to
'3 somenne else using your PC). Please close wour browser now to clear this data,

PDF/A

PDF/A is a standard format that allows for the long-term archiving of electronic documents with the assurance
that the documents will be accessible in the future. At the present time, the court is not requiring PDF/A
documents, and CM/ECF will accept both PDF and PDF/A documents. At some time in the future, not yet
determined, the court will be required to limit CM/ECF filings to PDF/A documents only.

Transitioning from PDF to PDF/A

When the court decides to begin requiring documents to be PDF/A compliant, users will need to modify certain
settings in the program(s) used to create and view PDFs, as outlined below.

Creating a PDF/A with Microsoft Word

1) To create a PDF/A directly from MS Word, the user must update the PDF conversion settings.
In Word 2007, click on Preferences in the Acrobat menu in the ribbon:

=
& Home Insert

Page Layout References Mailings Review View Acrobat
= [ 19 = =
—) T
Create Preferences Create and Mail Create and Send  Acrobat
PDF Attach to Email Merge For Review Comments ~
|_ Create Adobe PDF | Create and Email Review And Comment

In older versions of Word, go to Adobe PDF - Change Conversion Settings to access the PDFMaker
window.
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2) In the PDFMaker window, click the Create PDF/A-1a:2005 compliant file checkbox, then click OK.

7 Acrobat PDFMaker x|

Settings |Securily| wford I Euukmarksl

[ PDFMaker Settings
Conversion Settings | PDF4-15:2005 [RGE] j

@ Use these settings ta create Adobe PDF documents that are to be checked or must

conform to PDFA4-1b, an 150 standard for the long-term preservation [archival] of =

¥ iew Adabe PDF result
¥ Prompt for &dabe POF file name

- ErTTTET TSt Advanced Settings ... |

T rr
I [V Create PDF/4-12:2005 compliant file I

[ Application Settings
= Attach source file

¥ Create Bookmarks

W Add Links

¥ Enable Accessibiliy and Reflow with tagged &dobe POF

® @ 1987-2008 Adobe Systems Incorporated and its licensors. All rights reserved.
"‘ Adobe, the Adobe lago, Aciobat, the Adobe PDF loga. PostScript, and Reader are
either registered trademarks or trademark s of Adobe Spstems Incorporated in the
Adobe Urited States and/or ather countries

Restore Defaults QK I Cancel Help

Creating a PDF/A with Corel WordPerfect X4

Note: Older versions of WordPerfect do not include PDF/A in the Compatibility options.

1) To create a PDF/A directly from WordPerfect X4, click on File = Publish to PDF, then click Settings.

Publish to PDF 3

Save in: | B My Dacurments v | ] 1? % [T~
)y (CT)cCwin [C3)wharking Files
\_\ﬁ I-5) Corel User Files T ath - 02-492
My Recent | [CD)Cropper Captures = 4th - 05-436
Documents [CZ)Diagnostic Toal For the Micrasoft M Tath - 07-178
= ) Downloaded Pragram Updates T 10th - 05-1%
Lﬁ C)Downloads T 10th - 08-10
Desktop [)Fiddler2 To721desa
(CTHTML T 0740desal
By Music 2009 NES Qu
.’/ %My Pictures T 15205desa
My Shapes T 16666 design
riv ocuments | # ey videos = 20175 611+
———— |3y virtual Machines 0915138
:1'])3 [ nghhwstr. default = 09151 36-PDI
J () 5pamassassin T ACOZLIECF:
My Computer
< | >
_ File name: | Jocurment 1 b | [ Save l
Iy Mebwork PDF Style: | Cuskom {Current settings nat saved) b | [ Cancel ]
Places
[l open FOF After Saving
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2) In the Publish to PDF Settings window, select PDF/A-1a from the Compatibility dropdown, then click OK.

Publish to PDF Settings X

General l__EI_biects Dacument | Advanced || Security |

File name: C:\Documents and Settings W OMHIMEC Wy DocumentzhDocument1. pe

Export range
(%) Full document ) Current F_'_e_gn_a_.
S e ) Pages: i 1

Compatibility: | POF /412 v

Acrobat 3 [PDF 1.2)
Acrobat 4 [PDF 1.3)
Acmobat 5 [PDF 1.4)
PLEA8.1hH

Authar:

Kewaords:

FDF style:

[o] 4 H Cancel H Help

Creating a PDF/A from Scanned Documents using Adobe

Note: Check your scanner manual to determine whether your scanner permits saving as PDF/A. If it does,
follow the manufacturer’s instructions to update the setting and disregard the steps below.

1) If the scanner is connected directly to the user's computer, go to File > Create PDF > From Scanner
- Configure Presets. (If the scanner is not directly connected, go to Step 3, below).

Adobe Acrobat

58 Edit  Wiew Document Comments Forms  Tools Advanced  Window  Help

[ Cpen... Chl+o W " Coutier

CQrganizer E

Create PDF Portfolio
Madify PDF Paortfolio 3

1 Create FDE

7 From Eie... Chrl+h
@ Combine ¥ 5 From Scanner Bilack & ‘hite Document
;j o » | & From Web Page... Shift+Ctrl+0 Grayscale Document
7 IE From Clipboard Color Document:
iy From Elank Page Color Image
Assemble POF Portfolio, .. Sl SiEiico
‘;-3 Bt " @ Merge Files into a Single PDF... Configure Presets. ..




2)

3)
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In the PDFMaker window, select the device and click the Make PDF/A compliant checkbox, then click

OK.

Configure Presets

Scanner:

X

Input

Sides: | Bioth Sides

Color Mode: | Black and White

Resaolution: | 300 DRI

Paper Size: | Aukomnatic

Presets: |Black&white Dacurient v| Save
v
v
v
v

Optimization

‘iidth: Height:

|:| Prompt: for scanning more pages

Small Size v

Text Recognition and Metadata

Make Searchable (Run OCR)

Make PDF/A compliant

[ add Metadata

[ [a]4 l [ Cancel

If the scanner is connected remotely via the user’s network, scan the document as normal, creating a
PDF. Then open the PDF in Adobe Acrobat 9 Professional and go to Advanced - Preflight > PDF/A

Compliance to convert the PDF to PDF/A.

» Create PDF layers

» PDF analysis
» PDF fixups

= PDF/A compliance I

» PDF /X compliance
b Prepress

« Further Options

(&) Preflight
"‘-'f Profiles Standards Options =
[show all -| g

» Acrobat/PDF version compatibility

» Digital primting and online publishing

jC Analyze | | 1® analyze and fix |
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Accessing Hyperlinks in PDF/A Documents

To access hyperlinks in a PDF/A document, in Adobe Acrobat/Reader, go to Edit > Preferences 2>
Documents, and select Never in the PDF/A View Mode dropdown list.

Preferences x|
Categories: [ Cpen Settings
Documents I Restare last view settings when reapening documents
Full Screen W Open cross-document links in same window
General

¥ allows layer stake to be set by user information

Page Display
lows documents to hide the menu bar, toolbars, and window controls
IV allow d ts to hide th bar, kool d wind trol
30 & Mulbimedia =
Accessibilty Documents in recently used list: |5 :II
Acrobat, com
Farms
Identity
International [ Save Settings
Ink; t
Jg\zgcaript ¥ automatically save document changes to temporary File every: IS minutes (1-993

Meastring (20 ¥ Save As optimizes For Fast wWeh Yiew
Measuring (300

Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy) wiew documents in PDF/A made:
Reading

Search

Security

Security (Enhanced)
Spelling

Tracker

Trust Managet
Uniks

~PDF/A Yiew Mode

|

PACER ACCESS CHANGES

uer

When a query is run for a multi-defendant criminal case, the defendant numbers for the selected defendants now
are included with the case number at the top of the query menu screen. If all of the defendants are selected, or
if the main case is selected, the words All Defendants will appear beside the case number in lieu of the actual
defendant numbers.

3:02-cr-05008-GAF-4.9.14,19 USA v. Gonzales et al
——T e R —
Date of last filing: 02/28/2002

Query
Alias View a
Associated Cases Document
Attorney

Case File Location...
Case Summary
DeadlinesHearings...
Docket Report ...
Filers
Historv/Documents. ..
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When the user runs a query on a person name, that name now is included at the top of the screen that lists all of
the cases in which that person is a participant. The person’s role is included at the top of the screen as well (for
example, Nicolas Mercator is an attorney in 6 cases.). Additionally, a summary of selection criteria used for

the query now appears at the bottom of the case list screen; however, if the query is run on a case number
alone, the summary of selection criteria will not appear.

Select A Case

Eve Adams is an attorney in 3 cases.

42@-00445-5&{

filed 10/30/02
1-:02-cr-00445-DDD USA v. Hypen-Party filed 10/30/02
1:02-mx-03100 (merged) filed 10/08/02

Docket Report

The Sort by dropdown list on the Docket Report selection criteria screen now includes a Document number

option. If selected, those entries without document numbers will appear chronologically within the entries that do
have document numbers.

Docket Sheet

Case number

® Filed

t
(O Entered °

Documents to

Include:
[“| Parties and counsel
Terminated parties

Document options:
Include headers when displaying PDF documents

O view multiple documents
O List of member cases Ol Create Appendix

O Links to Notices of Electronic Filing Format:

& HTML (unpaginated)
) PDF (paginated)

Sort by | Document number |
Oldest date first
Maost recent date first

=
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MDL Case Report Query

The Query menu includes the new MDL Case Report query. This report will only display MDL lead cases and
respective member cases which have been filed in the Western District of Missouri.

Query
Alias View a
Associated Cases Document
Attorney

Case File Location...
Case Sumtnary
DeadlinesHearings. ..

Docket Report ...
Filers

- QI e

| _MDL Case Report__|
BTty

Related

Transactions...
Status

When the MDL Case Report is run, the user can determine whether all MDL-related cases or only pending MDL-
related cases should display.

Specify MDL Related Cases to Display

© All cases
C Pending cases only

[ Run Query ] [ Clear ]

All cases associated with the same JPML (Judicial Panel on Multidistrict Litigation) number as the target case
will be listed, sorted by case type, (descending so md case type sorts before cv) and case number.

Multidistrict Litigation

| Cases Related to MDL 1234
| Judge: Howard F. Sachs

|Case Number ITitle |Other Court |Other Case Number [Date Filed Date Term,
| 08/23/2010 |

| 01/12/2010 |

| 108/23/2010 |

|4:01-md-00001-HFS |Tones v. Firewall Tires |
|4:10-cv-00002-DW [Bond v. Boyd's Towing |
|4:10-cv-00073-DW  [Carter v. Firewall Tires |

10
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Civil Cases Report

The Civil Cases Report now includes a JPML number field on the selection criteria screens, so the report can be
run by JPML (Judicial Panel on Multidistrict Litigation) number. This report will only display MDL lead cases and
respective member cases which have been filed in the Western District of Missouri.

Civil Cases Report

Warning: This report is not subject to the 30 page billing cap.
'You will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu or the Docket Report.

Office » Case type # | Nature »~
Jefferson City Civil of suit| 0 (zere)
Joplin N EAP-case assignment only s 110 (Insurance) ~

Cause »~
0 (Mo cause code entered)
00:0000 (00:0000 Cause Code U..) v

Jurisdiction Diversity . = Case flags APPEAL e Terminal digit(s) 2,47 Open cases
Federal Question v BCOST v TPML number [ Closed cases
Filed to
Sort by [Case Number +|| ~| ]

Output Format ® Formatted Display

C'Data Only

11



