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Query Options  

  
Description of 
Query Options 

The following is a list of the queries you can perform on the system.   

  
Query Description 

Alias Lists parties in a case who may have aliases. 
Associated Cases Lists any case listed by the filer as being associated with 

the case number you input.  (Important:  This may not 
be an exhaustive list since it reflects only the filer’s 
information.) 

Attorney Lists the attorney(s) of record. 
Deadline/Schedule Queries deadlines/hearings and schedules by: document 

number, deadline/hearing, filed status, satisfied or 
terminated status.   

Docket Report Queries the docket report for cases by: Filing date, Enter 
date, date range and document range. 

Filers Lists the filers relevant to a case.   
Party Provides the names of the parties involved in the case 

along with their address and telephone numbers. 
Related Transactions Queries for any/all related transactions in a case.  You 

can query by date, document type, and pending or 
terminated status.  This option allows you to sort 
transactions by date filed or entered as well as by 
document number. 

Status Queries the status of the case within the Court, e.g., 
whether a case is on the reserve calendar, etc. 

 
Screen 
Illustration of 
the Query 
Options 

The following is a screen illustration of the Query Options available through the 
CM/ECF System. 
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Query Options, Continued 

  
Accessing the 
Query Screen 

To perform queries related to cases, follow the steps outlined below: 
 

 
Step Action 

1 Click on Query from the menu bar. 
2 Result: The Query screen appears on the screen. 

 

 
3 Perform your Query one of the following ways: 
  IF you want to query by . . . THEN go to . . .  
  case number Step 4  
  party  Page 1 - 3  
  attorney name Page 1 - 6  
4 Enter the case number in the following format:  yy-xxxxx. 
5 Click on Run Query  
6 Result: The screen shows you the list of available queries. 

 

 

                                     Continued on next page 
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Query Options: By Party 

  
Query Cases by 
Party 

To query cases by party, follow the steps outlined below. 

  
Step Action 

1 Click in the Last Name field and enter the party’s name, e.g., 
*National*. We recommend that when searching for the last name 
of a party or an attorney, you should search using an asterisk (*).  
Wildcards, such as an asterisk (*) may be used before or within 
search strings. This will ensure that the system searches for all 
available options.  Example: *National* will result in records 
bearing the name National Steel, National Steel Corporation, 
The National Steel Corporation, etc.   If you do not use the * , 
then you need to make sure that you type the name exactly as it 
can be found in the system.)   
 

 
2 Click in the Type field. 
3 Click on the drop down arrow and select Party. 

 

 
4 Click on Run Query  
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Query Options: By Party, Continued 

  
Query Cases by 
Party 

Continue with the steps outlined below to query cases by party. 
 
 

 
Step Action 

5 Result: The screen appears that shows you a list of parties with 
pending cases. 
 

 
 

6 Select the party you want by clicking on the party name.  
7 Result: A screen appears that shows the cases in which the party is 

participating.        
 

 
8 Click on the applicable case number. 

Continued on next page 
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Query Options: By Party, Continued 

  
Query Cases by 
Party 

Continue with the steps outlined below to query cases by party. 

 
Step Action 

9 Result:  The screen appears that shows you the list of available 
queries. 
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Query Options: By Attorney Name  

  
Query Cases by 
Attorney Name 

To query cases by attorney name, follow the steps outlined below.  (Note:  
The screen illustrations for querying by attorney mirror those for querying by 
party found on Pages 1 - 3 to 1 - 5.) 

 
Step Action 

1 Click in the Last Name field. 
2 Enter the last name of the attorney, e.g., Johnson. We recommend 

that when searching for the last name of a party or an attorney, you 
should search using an asterisk (*).  Wildcards, such as an asterisk, 
(*) may be used before or within search strings. This will ensure 
that the system searches for all available options.   Example: 
*Johns*n will result in records bearing the name Johnson and 
Johnsen.    If you do not use the * , then you need to make sure 
that you type the name exactly as it can be found in the system.   

3 Click in the Type field. 
4 Click on the drop down arrow and select Attorney. 
5 Click on Run Query.  (Result:  Screen appears that shows the list 

of attorneys with pending cases.) 
6 Click on the name of applicable attorney. (Result: Screen appears 

that shows the cases in which the person is a party.) 
7 Click on the appropriate case number.   (Result:  The screen 

shows you the list of available queries.) 
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Query Options: Alias 

  
Query for 
Parties with 
Aliases 

To query for parties that may have aliases, follow the steps outlined below.  
(Note:  Refer to Page 1 - 2 to access the Query Screen.) 
 

 
Step Action 

1 Click on Alias from the Query submenu. 
 

 
2 Result:  The screen appears that indicates parties with aliases. 

 

 
3 To exit out of this option, click on any other option: Query, 

Report, Utilities, or Logout from the menu bar. 
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 Query Options: Associated Cases 

   
Query for 
Associated 
Cases 

To query associated cases, follow the steps outlined below.  (Note:  Refer to 
Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Associated Cases from the Query submenu screen. 

 
 

2 Result: The Associated Cases screen appears that displays the 
following. 

 
 
Lead Docket – Refers to consolidated cases only.  Entries appear 
on lead docket only and not on the corresponding consolidated 
cases.  Click on the case number to advance to the docket sheet.  
See the following page for a copy of the screen illustration of the 
docket sheet. 
 
Related Cases – If applicable, this option would show case 
numbers of those cases associated with the lead case. 
 
Docket in other Courts – This option is not available in CM/ECF.

Continued on next page 
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Query Options: Associated Cases, Continued 

  
Query for 
Associated 
Cases 

Continue with the steps outlined below to query associated cases. 
 

 
Step Action 

3 Result: A copy of the docket sheet for the Lead Docket case 
number: 1:02-cv-12345-GWC appears on the screen. 
 

 

 
Click on the down arrow to scroll through the docket sheet. 

4 Click on the Doc. No. to advance to the PDF version of the entered 
document. 

Continued on next page 
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Query Options: Associated Cases, Continued 

  
Query for 
Associated 
Cases 

Continue with the steps outlined below to query for associated cases. 
 

 
Step Action 

5 Result: PDF version of the selected document appears on the 
screen.      
 

 
 
  

6 To exit out of this option, click on any other option: Query, 
Report, Utilities, or Logout from the menu bar. 
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Query Options: Attorney 

  
Query for  
Attorneys  

To query for attorneys, follow the steps outlined below.  (Note:  Refer to 
Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Attorney from the Query submenu screen. 
 

 
   

2 Result: The Attorneys screen appears that lists the attorneys 
assigned to the case and the parties they represent. 
 

 
3 To exit out of this option, click on any other option: Query, 

Report, Utilities, or Logout from the menu bar. 
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Query Options: Deadline/Schedule 

   
Query for 
Deadline/ 
Schedule 

To query a deadline/schedule, follow the steps outlined below.  (Note:  Refer 
to Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Deadline/Schedule from the Query submenu screen.  
 

   
2 Result:  The Deadlines/Hearings screen appears that provides 

three opportunities to select how you sort the results.   Note:  
Disregard the second and third sort options and use the first field 
as the sole sort option.    
 

 
A list and description of possible sort options appear on the 
following page. 

 

Continued on next page 
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Query Options: Deadline/Schedule, Continued 

  
Query for 
Deadline/ 
Schedule 

Continue with the steps outlined below to query by deadline/schedule. 
 

 
 
 
 

  
Sort Option Description 

Document No. Sequential numbering of documents filed with 
the Court 

Deadline/Hearing List of responses due, oral arguments 
scheduled, etc. 

Filed Date documents were filed with the Court 
Due/Set Equivalent to Deadline/Hearing.  System runs 

a sort of when various deadlines are due or 
when they were automatically set by the 
system. 

Satisfied System generates a sort of when motions were 
granted, pending deadlines met etc. 

Terminated Actions not satisfied by order, but ended 
through other actions, e.g., manual entry by 
Case Management staff. 

 
 

Step Action 
3 After you select the different sort options, click on Run Query.   

Continued on next page 



  Query Options 
     Page 1 - 14  

CM/ECF User’s Manual       
01/2003 

Query Options: Deadline/Schedule, Continued 

  
Query for 
Deadline/ 
Schedule 

Continue with the steps outlined below to query by deadline/schedule. 

 
Step Action 

4 Result: The Deadlines/Hearings screen appears with entries 
sorted as requested. 
 

 
 

5 Click on the button next to the Deadlines/Hearings entry to 
advance to the Docket Information and Related Docket Entries 
screen. 

6 Click on the Doc. No. to advance to a copy of the PDF document 
filed in the case. 

7 To exit out of this option, click on any other option: Query, 
Report, Utilities, or Logout from the menu bar. 
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 Query: Docket Report  

    
Query the 
Docket Report 
(Docket Sheet) 

To query a docket report (or docket sheet), follow the steps outlined below.  
(Note:  Refer to Page 1 - 2 to access the Query Screen.) 

  
Step Action 

1 Click on Docket Report from the Query menu. 
 

2 Result:  The Docket Sheet screen appears. 
 

3 Click on the case number field.  If the case number does not 
appear, then enter it in the following format: yy-xxxxx. 

4 Select the preferred formats for the query: (a) Filing date 
(documents in the order in which they were filed) or Enter date 
(documents in the order in which they were entered into the 
system), and (b) ascending (earliest to most recent filing date) or 
descending (most recent to earliest filing date) order.  Note:  If the 
Filing and Enter dates are identical, then the system will not 
display the Enter date in the docket sheet. 

 Continued on the next page 
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Query: Docket Report, Continued 

  
Query the 
Docket Report 
(Docket Sheet) 

Continue with the steps outlined below to query the docket report (docket 
sheet). 
 

 
 

Step Action 
5 Enter a start date and ending date (if desired).  Enter the date range 

in the following format:  MM/DD/YYYY. 
6 Enter the document range (equivalent to docket numbers) if 

desired. 
7 Click on Run Report. 

Continued on next page 
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Query: Docket Report, Continued 

  
Query the 
Docket Report 
(Docket Sheet) 

Continue with the steps outlined below to query the docket report (docket 
sheet). 

  
8 Result: The Docket Sheet for the case appears on the screen.   

 

 

 
9 You may click on any of the Doc. No. on the screen to advance to 

the PDF version of the scanned document. 
10 Click on the down arrow to scroll through the docket sheet. 
11 To exit out of this option, click on any other option: Query, 

Report, Utilities, or Logout from the menu bar. 
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Query Options: Filers  

   
Query for 
Filers 

To query for filers, follow the steps outlined below.  
(Note:  Refer to Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Filer from the Query submenu screen. 
 

 
2 Result: The Filer screen appears that lists all the filers associated 

with the case.   The list indicates if a filer is a plaintiff or 
defendant, date the filer was added, and the date the filer was 
terminated (if appropriate). 
 

 
 

3 Click on the name of the filer to advance to the screen that lists the 
event filed.   

    Continued on next page 
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Query Options: Filers, Continued 

  
Query for 
Filers 

Continue with the steps outlined below to query for filers. 

 
Step Action 

4 Result:  Screen appears that lists events filed. 
 

 
 

5 Click on the Doc. No. to advance to the PDF version of the 
document filed with the Court. 

6 Click on the button next to the Event name, e.g., Form 13 
Corporate Disclosure Statement to advance to the Docket 
Information and Related Docket Entries screen (see the screen 
illustration on the following page).  

Continued on next page 
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Query Options: Filers, Continued 

  
Query for 
Filers 

Continue with the steps outlined below to query for filers. 
 

 
Step Action 

7 Result:  Screen appears that shows the Docket Text information. 
 

 
 
While in the Docket Text Information screen, you can click on the 
Doc.  No. to advance to the PDF version of the document filed 
with the Court. 

8 To exit out of this option, click on any other option: Query, 
Report, Utilities, or Logout from the menu bar. 
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Query Options: Party 

  
Query for a 
Party in a Case 

To query for a party in a case, follow the steps outlined below.  (Note:  Refer 
to Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Party from the Query submenu screen.  
 

 
2 Result: The Parties screen appears that lists all the parties 

associated with the case, the attorneys representing the parties, and 
the date they were assigned.    
 

 
3 To exit out of this option, click on any other option: Query, 

Report, Utilities, or Logout from the menu bar. 
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Query Options: Related Transactions 

   
Query for 
Related 
Transactions  

To run a related transaction query, follow the steps outlined below.  (Note:  
Refer to Page 1 - 2 to access the Query Screen.) 

  
Step Action 

1 Click on Related Transactions from the Query submenu. 
 

 
2 Result:  The Related Transactions screen appears. 

 

 
 

3 • Enter the date range between which related transactions were 
filed on the case in the following format: MM/DD/YYYY; or 

 
• Enter document numbers (if known) for which there are related 

transactions 

Continued on next page 
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Query Options: Related Transactions, Continued 

  
Query for 
Related 
Transactions 

Continue with the steps outlined below to run a related transaction query. 
 

 
 

Step Action 
4 Select document type e.g., appeal, complaint etc.  Use the drop 

down arrow to the right of the document type field to scroll 
through the list. 

5 Click on either Pending or Terminated (the system default is 
Pending). 

6 Select how you wish to run the query: by filed date (date the 
documents were filed with the Court), entered date (date the 
documents were entered into the system) or document number. 

7 Click on Run Query.   

 Continued on next page 
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Query Options: Related Transactions, Continued 

  
Query for 
Related 
Transactions  

Continue with the steps outlined below to run a related transaction query. 

  
 

Step Action 
8 Result:  The screen shows you each selected transaction in the 

case along with any other transaction to which it is related. 
 

 
9 Click on the button next to the Event Name, e.g., Form 13 

Corporate Disclosure Statement, to advance to the docket 
information and related docket entries. 

10 Click on the Doc. No. to advance to the PDF version of the 
document. 

11 To exit out of this option, click on any other option: Query, 
Report, Utilities, or Logout from the menu bar. 
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Query Options: Status 

  
Query for the 
Status of Cases 

To query the status of a case, follow the steps outlined below.  (Note:  Refer 
to Page 1 - 2 to access the Query Screen.) 

 
Step Action 

1 Click on Status from the Query submenu screen.  
 

 
2 Result: The Pending Statuses screen appears that lists any 

pending status records for the case. 
 
If no pending status cases, then the following screen appears. 
 

 
Note:  The system may prompt you to click on the “here” 
hyperlink to view terminated statuses.  If so, the terminated status 
screen appears that identifies the status of the case, beginning and 
ending date, docket number, and status set by. 

Continued on next page 
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Query Options: Status, Continued 

  
Query for 
Cases with a 
Pending Status 

To continue to query cases that have a pending status, follow the steps 
outlined below. 
  

 
Step Action 

3 For cases that do have a status associated with it, the choices 
include the following: 
 
• Reserve Calendar – an action that is commenced by the filing 

of a Summons.   An action may remain on the reserve calendar 
for 18 months. 

 
• Suspension Disposition Calendar – actions that are suspended 

under a test case are placed on the Suspension Disposition 
Calendar after the test case is finally determined, dismissed or 
discontinued.   

 
• Suspension Calendar – action that may be suspended and 

placed on the Suspension Calendar pending the final 
determination of a test case.  

 
Note: Please see the screen illustrations below and on the 
following page for cases with pending statuses. 
 

4 For cases with a Reserve Calendar pending status, the following 
screen appears. 
 

 

Continued on next page 
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Query Options: Status, Continued 

    
Query for 
Cases with a 
Pending Status 

Continue with the steps outlined below to query for cases with a pending 
status. 
 

 
Step Action 

4 
(Cont’d) 

For cases with a Suspension Calendar pending status, the 
following screen appears. 
 

 
 
For cases with a Suspension Disposition Calendar pending 
status, the following screen appears. 
 

 
 

5 Click on the Doc. No. to advance to the PDF version of the filed 
entry. 

6 Click on the button next to the event, e.g., Order Setting 
Suspension Disposition Calendar Date to advance to the Docket 
Information and Related Docket Entries screen. 

7 To exit out of this option, click on any other option: Query, 
Report, Utilities, or Logout from the menu bar. 
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Query Options, Continued 

    
End of Query 
Section 

In this section, we looked at the query options and the steps to run the queries.  
The next section of the manual addresses the reports options. 
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