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I. Getting Started

Introduction

The NextGen Case Management/Electronic Case Files (“CM/ECF”) system is an electronic filing
system used to electronically file documents with the Court. The steps outlined in the manual must
be followed when opening a case or filing documents electronically with the Court.

The Public Access to Court Electronic Records (“PACER”) system is an electronic public access

service that allows users to perform queries, run reports and view documents from federal courts via
the internet.

NextGen CM/ECF Hardware and Software Requirements

The hardware and software needed to electronically file case documents include the following:

. A personal computer running a standard platform such as Windows or Macintosh

. A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect or Word;

. Internet service;

. A web browser that supports 256 bit encryption. All are free downloads;

. Software to convert documents from word processor format to portable document

format (PDF). Adobe Acrobat is recommended. Adobe Acrobat version 6.x and
above, adequately meet the CM/ECF filing requirements;
. Adobe Reader, which is available free, is needed for viewing PDF documents; and
. A scanner may be necessary to create electronic images of documents that are not in
your word processing system.

How to Register to Use the NextGen CM/ECF System

The next generation (NextGen) of CM/ECF provides a new logon module that allows you to use
your PACER account to access PACER and any NextGen court in which you are allowed to file. To
activate this feature, you must have an upgraded PACER account (see Register for a PACER
account). If your PACER account was created prior to August 2014, you must upgrade it (see
Upgrading Your PACER account). Existing CM/ECEF filers will need to link their current CM/ECF
account to their upgraded PACER account to file documents with Court. Linking these accounts is
a one-time process that can be completed on or after March 16, 2020 (see Linking your CM/ECF
Account to your Upgraded PACER Account). If you are an attorney admitted to the Court and do
NOT have a CM/ECF account and wish to file documents with the Court, you will need an upgraded
PACER account and submita request thru PACER Service Center. (see Attorneys Requesting Filing
Access).



https://www.cit.uscourts.gov/sites/cit/files/Register%20for%20an%20Individual%20PACER%20Account.pdf
https://www.cit.uscourts.gov/sites/cit/files/Register%20for%20an%20Individual%20PACER%20Account.pdf
https://www.cit.uscourts.gov/sites/cit/files/Upgrading%20your%20PACER%20Account.pdf
https://www.cit.uscourts.gov/sites/cit/files/Linking%20CMECF%20Account%20to%20Upgraded%20PACER%20Account.pdf
https://www.cit.uscourts.gov/sites/cit/files/Linking%20CMECF%20Account%20to%20Upgraded%20PACER%20Account.pdf
https://www.cit.uscourts.gov/sites/cit/files/Requesting%20Filing%20Access%20with%20USCIT.pdf
https://www.cit.uscourts.gov/sites/cit/files/Requesting%20Filing%20Access%20with%20USCIT.pdf

I. Getting Started (continued)

Register for a PACER Account

To create a new upgraded PACER account, please follow the instructions below:

1. Go www.pacer.gov

2. Select Register from the main menu bar, then click Start.

HOME

3. Select PACER-Case Search Only from left panel

REGISTER

PACER - Case Search Only

Attorney Filers

4. Select link Register for a PACER Account Now

Register for & PACER Account Now

5. Complete the PACER — Case Search Only Registration form.

NOTE: For User Type, if you work for the government, please choose an option from

Government Accounts. Otherwise, choose an option from Accounts as the User Type and
Click NEXT.

User Type * Select User Type =

| o)
OTHER COMMERCIAL ACCOUNT
Check here if this accg ===

e Ty L reee— v Panel
FEDERAL GOVERNMENT '
FEDERAL JUDICIARY

STATE OR LOCAL GOVERNMENT

******* kit | ndividual Accounts #ertsereier:

INDIVIDUAL

STUDENT

PLAIMNTIFF, DEFENDANT, OF DEETOR IM A CASE

User Verification =

2



http://www.pacer.gov/

I. Getting Started (continued)

6. Select a User Name, Password, select the security questions and click NEXT.

7. Forinstant access to PACER, credit card information is required. There is no registration fee
and the credit card will be charged quarterly for any fees incurred.

If you would like to register without providing a credit card, click Next. You will receive an
activation code by U.S. mail in 7-10 business days.

8. Confirm you have read the policies and procedures

Click here to download a printable version of the Policies and Proceduras

* Required Information

Check here to acknowledge you have read and understand the policies and procedures listed above, *

0. The last screen will thank you for registering with the PACER service center.

10.  If you wish to file documents with the court, please follow the instructions for linking your
uperaded PACER account with your CM/ECF account.

For assistance with creating a PACER account, please contact the PACER Service Center at 800-
676-6856.

Upgrading Your PACER Account

1. Go to the PACER site at https://www.pacer.gov and Click on the Manage My Account link.

Manage My Account  Casa Seanch Sign n

W PACER e

T STATES
PUBLIC ACCESS TO COURT ELECTRONIC RECORDS COLRTS

ta



https://www.pacer.gov

I. Getting Started (continued)

2. Enter your PACER Username and Password and click Login.

MANAGE MY ACCOUNT

Enmter your PACER cradenlials o updale persanal information, register 1o e-le, maka an online payment, o o
parform olher account maintenance funclions.

& s ]

* Hequired Information

Usemame ~ ]f-:-.h.r.' Public

Clear Canecel

Mz & ﬁl":l.'!tﬁ‘l"? | Forgod Your Password? | Forgot Lsermamea?

Password ©

NOTICE: This is a restricted government website for official PACER use only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U.5. Code. All activities and access
attempts are logged.

3. On the Manage My Account page, look under Account Type. If your Account Type shows
Legacy PACER Account, click the Upgrade link.

MANAGE MY ACCOUNT
Welcome, John Public
Account Number 1135
Username !
nhn Pubic:
Account Balance 50,00
Case Jearch Status Active
Account Type Legacy PACER Accou I

NOTE: If your Account Type shows Upgraded PACER Account, you have an upgraded PACER
Account and do not need to continue.




I. Getting Started (continued)

4. On the Person tab, complete all of the required fields. Click Next.

Upgrade PACER Acco

Ravigw their Tollowing text an:d Till in the necessary infonmation on tha maext lew Whan Tinishad, you will have
an uwpgraded PACER accdoisint.

You cumrently have o legacy PACER accoun!, and the aclion you have respuested resuires you 1o upgrade. This upgrades)
FACER peceunt will allow you b pecess infarmaticn witlin the cout and padcmrn diffarent | I $ng b use
muliple kogins. HOTE: This process will foke your legacy PACER usemame oul of exdstence. When you upgrade youwr PACER
mccound, your ussmamaipassword will changes and you will no lonper be abls fo share your accound with other users,

I you hove guesians oF Noed assictance, pleass contact the PACER Serdce Canter at (800} 6T6-6856 bobsseen the hodirs of B
AR and PR OCT Monday through Friday.

Person Address Security

" Raequired Infarmafion

Prafix [Smu Prafix * |

First Hame © Johm

Miclclin Mpane [+3

Lt Marsi Pulslic

Generation Sadact Senaration =

Suffix Fiedncd Seffi e

Deate of Birth = ]

Email * johngpubliciyourdemaincom

Contirm Email = johm.q.publicdPyou rdgmarn. com

User Type ~ Sadact Usar Typa =

“ Hesot Canoel

5. On the Address tab, complete all of the required fields. Click Next.

Upprsds PACER Account

Revicw tha following toxt snd (] in the nocossary infonmation on the next fow soroons. Whan fnished, yow sl hove
an uppraded PACER scoount.

WOk CUTETY Mas B WEEAcy PACER S0o0EnT, A s 000 ok REes Penalsabec ne s o 10 e radds This spegeased
PACER account will sBow you 1o scoans informafion within the cowrt snd parfarm proceduras withaut ding to ums
multipio logins, MOTE: This procoss will Bake your logaoy PASER usomams oul of cxisboncs. VWhon yon upgrads yous PACER
BCOCENE, PO RS TR S Anrd Wil SN S0 oL el 0o WEgeT B Shbe 10 ARE0 T Senoint with aifeer @sens

Wyow havo 13 or nood . poano conbact tho PASCER Borvico Conbor al (800 8FE-RR58 bolveoon ho heurs of 2
Abd mnagd @ PR OT BGnaSy ITSign Faday

Porscen | Address | Socuriny

* Reguirsd Information
Firmastfica L CFFICe s Of J0nm G, Pabbic
Uit prarirment

ABATE e " L23 Ay Sireat

Ro-oms St

eyt Tour Town

Stmta = M ok -
Caunty = CrEw v =

FipiPoutal Code © FCEEE]

Caruntry © Unsted Stades of Amarics =

Primary P - sER-sES-Fzs2

AACECTATE Pl

Taxt Phona

Fax Humb-ar

m ok Hewe tanael




I. Getting Started (continued)

6. On the Security tab, complete all of the required fields. Click submit.

Feview Ehe following text and fill nthe necessary information on the next few screens, When finished, you will have
an upgraded PACER k.

Waou curmently have a legacy PACER account, and the acion you have requesied reguires you to upgrade. This upgraded

PACER account will allgw you 1o access infoamation wiihen the courd and perdcemn oif P wE without ding 1o use
minltiple logins. NOTE! This process will lake your legacy PACER usermame cut of exish When you de your FPACER
I yeur ip o will changs and you will ne lenger be able lo shame your sccount wilh clher usens

W you have guesbons of eed assisiancs, pease contact the PACER Service Cenber al (800} 8TE-8856 befween he hours of &
AM and & P8 CT Monday through Friday.

Person  Address  Security

" Required Information

Usermame *

Paszward =

Confirm Password *

Eecurity Cuestion 1 * Sebpet @ Queglion -

Scurity Anawer 1

Security Queation 2 ° Selact a Oueslion -

Securnity Answer 2 °

m Back ezt Cancal

7. You will receive a message showing the upgrade is complete. Click Close.
a

“four personal information has been successfully changed and you now have an upgradad PACER account.

For assistance with upgrading your PACER account, please contact the PACER Service Center at
800-676-6856.




I. Getting Started (continued)

Linking Your USCIT CM/ECF Account to Your Upgraded PACER Account

Beginning March 16, 2020, existing Court of International Trade CM/ECF filers will need to link
their CM/ECF account to their upgraded PACER account to file documents with the Court. Linking
these accounts is a one-time process that can be completed on or after March 16, 2020. Below are
steps to link your upgraded PACER account and current CM/ECF account.

1. Go to the USCIT CM/ECEF site at https://ecf.cit.uscourts.gov.
Click on the LIVE Database - Document Filing System link.

Weleome to the U5, Couwrt of Internatienal Trade for the LIVE Database

LIVE Diaabase - Diocument Filing Svstem

2. Input your PACER Username and Password and click Login. Do not log on using a shared
PACER account.

% U.5. Court Of International Trade - NextGen Login
* Reguired Indoemation

Username * John Doe
Password * (LTI T
Client Code

=3, 3

Forgal pagsmer 7 | Fargol ugmamig | Nagd an sosoun?

MOTICE:  This is & restricted govemment website for offizisl FACER use only.
Unmsdhorized entry is probibited and subject to proseoution under Tie 18 of
the LS, Code. &l aciivitios: snd ncoess attempbs sre logged



https://ecf.cit.uscourts.gov.

I. Getting Started (continued)

3. Click Utilities, and then click on Link a CM/ECF account to my PACER account.

CM ECF Query Reports L!tﬂ_i}ie*Help Leg Out

Utilities
Your Account Miscellaneous
Chanpe PACEE. Exemption Status Internet Payment History

Link my CNLUBECEF account to mv PACER account
Maintain Y our Losm/Password
Change Client Code *Nextﬁen Felease 1.1 Menu [tems

**NOTE: If you do not see Link a CM/ECF account to my PACER account on the Utilities page,
please click on the NextGen Release 1.1 Menu Items link.

4.  Enter your current USCIT CM/ECF credentials in the CM/ECF login and CM/ECF
password fields. Click submit.

CM ECF Query Reports Utilitles  Help  Log Out

Link my CM/ECF account to my PACER account

IThis utility bnks vour PACER account with vour CAMECTF account n this court,
|If vou do pot have a CMUECT account, no action is necessary.

[f yvou had 2 CAMECT account with this court befors the court converted to NextGen CMECE, enter vour CMECF lopn and
password below and press Submit, You will be prompred to confirm that vou want to ink yvouwr PACER accouant 1o vour CMECF
account. Press Submit to link the accounts {or go back if the tames don't match).

CMECF logm:
:duq
CMECF password:

SREEEEEEEE

[ orgot login'password
Maore about Upsraded PACER accousit




I. Getting Started (continued)

5. Verifythat the USCIT CM/ECF account and upgraded PACER account information listed are
accurate. If so, click Submit.

CMIUTECF auery reperts utities Help  Log Out

Link my CM/ECF account to my PACER account

Do you want to lnk these accounts?

CMMECF Johs Doe
PACER  Johwm Dioe

After you submut this screen, your credentials for your CAMECF account will be permanently lnked to your upgraded PACER account.
Use your upgraded PACER account 1o e-Ale in this courn.

G

6.  You have successfully linked your accounts. To access PACER and file documents on
NextGen CM/ECF for the U.S. Court of International Trade, use the credentials for your
upgraded PACER account.

For assistance with linking your accounts, please contact the CM/ECF Help Desk at 866-450-1859.

CM/ECF Help Desk

If you need CM/ECEF assistance, call the Court’s CM/ECF Help Desk at (866) 450-1859 from 8:30
AM to 5:00 PM, Eastern time, Monday through Friday. You may also email the Court’s CM/ECF
Help Desk at: cmecf helpdesk@cit.uscourts.gov. After Court hours, your inquiries will be answered
the next business day.

Updating/Changing Your CM/ECF Account

If your are a CM/ECEF Filer or Confidential Information Filer and have a change in the information
that appears on file with the Clerk’s Office such as adding a secondary email addresses, changing
contact information or filing status, you are required to submit a Request for Change in Information
form as found on the Court’s website. If you appear in cases before the Court, you must also file the
appropriate notification documents in each of your cases as required by the Rules of the Court.




I. Getting Started (continued)

PACER Help Desk

If you need PACER assistance, call the PACER Help Desk at (800) 676-6856 8:00 AM to 6:00 PM,
Central time, Monday through Friday. You may also email the PACER Help Desk at:
pacer@psc.uscourts.gov.

Lost or Forgotten PACER Password

If you lose your PACER Password or your PACER Password is compromised, you can visit the
PACER website at: www.pacer.gov for instructions on how to reset your PACER Password.

Updating Your PACER Account

If you wish to update your PACER account, click on the “Manage My PACER Account” page on
the PACER website at: www.pacer.gov.

PACER Access Fees

PACER access fees for performing queries, running reports and viewing documents are established
by The Electronic Public Access Fee Schedule. A copy of the schedule can be found on the PACER
website at: www.pacer.gov.

When you perform a query or run a report, a Transaction Receipt will notify you of the number of
billable pages and the cost of the PACER fees. (See Figure 1-2)

PACER Service Center

| Transaction Receipt |
| |
| |

04/16/2013 11:28:57

Figure I-2 PACER Lc-gln:”uc[]BE? ||Cllent Code: ||
D &t Case Selection Search Case: 13-
i Criteria: 1203
Billable 1 ] o
Pages: - :

-10-
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I. Getting Started (continued)

Before you view a document, the system will notify you of the number of billable pages and the cost
of the PACER fees and ask if you wish to accept the charges. (See Figure I-3)

Download Confirmation
Document: PDF Document (Case Number: 13-1203, Document: 5)

Click on the "Accept Charges and Retrieve” button ONCE at the bottom of this page to download the document image.
If you download this document, your PACER account will be billed according te the table below

Figure I-3 PACER Service Center

Transaction Receipt

04/16/2013 11:50:20

PACER

i uc0867 Client Code:
Login:

PDF Search (Case: 13-1203,

Description: |, cment  (Criteria: Document: 5

Billable

2 Cost: 0.20
Pages:

[¥] Show PDF Header

Accept Charges and Retrieve

Free Looks and Notices of Electronic Filing

If you are served with a document via a Notice of Electronic Filing from the CM/ECF System, you
are entitled to one ‘free look’ at the document being served. During this free look, you may print
and/or save the document to your computer for future use. If you attempt to access the document
through the system again, you will be asked to login and be subject to PACER access fees.

Helpful Hints/Warnings When Working with the CM/ECF System

The following information will assist you while working with the CM/ECF software:

> Be careful not to place the cursor on any portion of the border while you are working in the
CM/ECEF system. If the cursor hits the border of the screen while you are working to input
case information, the system will wipe out the information before you have a chance to save

it.
> Keep the screen maximized while you are working.
> When adding individual names or business titles, be sure to type the first letter of the first and

last names in capitals. The program is case-sensitive when you add names/titles. However,
the system is not case-sensitive when searching for a name or business.

> While entering case information, if you return to a previous screen to make changes, you will

need to re-enter all information after the changes because the system will wipe out previously
entered information once you leave the entry screen.

-11-




I.

Getting Started (continued)

How to Access the System

To access the system follow these steps:

1.

2.

9.

Open up your Internet browser (Internet Explorer, Mozilla Firefox are recommended);

Type in the Court’s web address: http://www.cit.uscourts.gov;

Select Case Management/Electronic Case Files (CM/ECF) link;

. It will redirect to PACER Home Page, go to: http://www.pacer.gov;

Click E-File;
Click Court Links;
Select U.S. Court of International Trade;

Click Live Database - Document Filing System

Enter your PACER Username & password in the appropriate field. (see Figure 1-4)

10.Click to access the system options.

Figure I - 4

=) U.S. COURT OF INTERNATIONAL TRADE (TEST)
Login

* Required Information

Username * | |

Password * | |

Client Code | |

Forgot password? | Forgot usermame? | Need an account?

NOTICE: This is a restricted government website for official PACER use only.
Unauthorized entry is prohibited and subject to prosecution under Title 18 of
the U.5. Code. All activities and access attempts are logged.
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II CM/ECF System Options

The CM/ECEF system operates with a series of drop-down menus from the top menu-tabs as shown
below in Figure II-1. Submenus within the system may be accessed by either clicking on an option
in the drop-down menu, or by clicking the menu tab.

Note: CM/ECEF Filers and Confidential Filers will have access to the Civil menu tab. Others will not.

Figure I1-1

Reports - Utilities  ~ Search Logout
Civil Events
Open a CIT Case Other Filings
CIT Case Motices
Appeal Documents
Initial Pleadings and Service Other Documents
Summons Multi-Case Docketing

Complainte and Other Tnitiating Diocuments
Answers to Complaints
Other Ansurers

Motions and Related Filings
Iotions
Responses and Replies

For example, clicking the Civil menu tab will bring you to the Civil Events menu screen seen below.

(See Figure 11-2)

Figure I1-2

civil - Query Reports  ~  Utilities  ~ Search Logout

Open a CIT Case
Initial Pleadings and Senvice »
Motions and Related Filings »
Other Filings »

U.S. Cowrt of Intermational Trade
TEST Database
Official Court Electronic Document Filing System

This message it containied in the fle Operationlotice. htm

You may use this fle to dlert users to current CM/ECF operational issues.

This facility is for Gfficial Court Business anly. Activity ta and from this site is logged. Dacument filings on this system are subject to Federal Rule of Civil Procedure 11.
\Bvidence af wnautharized or criminal activity will be forw io the iaw afficials.

TWelcorme to the T.S. Court of International Trade for the TEST Database Electronic Document Filing System. This page is for use by attorneys and firms participating in the electronic fling
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

Metscape/PDF Settings

TLast login: 01-04-2008 0324

260ctober2007
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II. CM/ECF System Options (Continued)

Use of the Search Function:

When using the CM/ECF system, a search can be called up from any screen simply by clicking the
text on the upper right-hand side of the menu bar that says, “Search.” (See Figure II - 3)

eports - un - ut

Figure Il - 3

Court Business on. o Docunen, i
Bvidence af wnauthorizsd or criminal activity will bo forwarded o the appropriats law enforcemant offcials.

eubject 1o Cavil Eracedure 11.

[Weicoms to the U S Court of Inernationl Trade for the TEST Database Electronic Document Filng System This pags i for use by attormey:
System. ofthe Adobe PD reader

articipating in the elecicorio fing
. below.

Metscape/PDF Sertngs

Lastlogin 12-26-2007 1115

oveber2007

A search box (See Figure II - 4) will appear on the screen, which will allow you to enter search
terms (e.g., “Answer”) as shown in Figure II - 5.

Search Menus and Events B
Figure II - 4

Search Menus and Events <]

FigurelIl -5 :

Once the search button is pressed, the results will appear on a new screen, with links to all areas
containing the term you have searched (See Figure II - 6).

il Evests » Tl Pleadings and Service » Asvrers to C.
il Bverts -» Tl Pleadings and Service » Other haswers

(Civil Events » Other Auswers

Figure Il - 6 e —

Civil Events
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II. CM/ECF System Options (Continued)

The following CM/ECF system options are available:

Civil Query Reports Utilities Search Logout ? (Help)
Civil Events Options
Open a CIT Case Motions and Related Filings
CIT Case Motions
Responses & Replies
Initial Pleadings & Service Other Filings
Summons Notices
Complaints & Other Initiating Documents Appeal Documents
Answers to Complaints Other Documents
Other Answers Multi-Case Docketing
Query Options Utilities Options
Alias Your Account
Associated Cases Change PACER Exemption Status
Attorney Link my CM/ECF account to my PACER
Account
Deadlines/Hearings... Maintain Your Login/Password
Docket Report.. Change Client Code
Filers Miscellaneous
Party Internet Payment History
Related Transactions...
Status NextGen Release 1.1 Menus Items

View a Document
Reports Options
Docket Sheet
Civil Reports
Civil Cases
Calendar Events
Other Civil Reports
Written Opinions

Note: Only CM/ECF Filers and Confidential Information Filers will have access to Civil Events.
Search - Use this feature to search Menus and Events for specific words or phrases.

Logout - Select this feature to properly logout of the system. Filers may experience difficulty
logging back into the system if they did not properly logout.

2(Help) - Access definitions & explanations of terms used in the CM/ECF System. This

feature can be accessed from any screen in the CM/ECF system by clicking the ._f’ on located
in the upper right corner of the menu bar for assistance.
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II1. Basic User Information

Add/Create a Party in the CM/ECF System

When the party for whom you are filing does not appear in the CM/ECF system, you need to add or
create a party. Type in the first three characters of the party’s business name (do not worry about
capitalization) using a wildcard (*) before and after the three characters, for example, “*IBM*.”

The system will generate all the entries with the characters you typed. If the party’s name does not
appear among the list of entries, then add the party’s information using the official style and
abbreviation standards. (See the Appendix for copies of standards.)

Tip: Do not type in the complete party/business name since the system may already contain the
party/business name but with a slight variation, for example, . B.M. Corporation may be entered into
the system as IBM Corp. If you typed in the full name I.B.M. Corporation, the system may respond
that No Parties were Found since the typed entry did not match the system’s entry.

Attorney Associations in CM/ECF

When prompted in CM/ECEF to create attorney associations, it is recommended that you check the
box. This action will create a link in the system between the attorney and the case. It will also add
the attorney to the ECF event filing notification list for all parties associated with a case. Failure to
check this box may result in failure to properly notify attorneys of case-related events.
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III. Basic User Information for Working with the ECF System (continued)

Bulky Document Standard (BDS)

The Bulky Document Standard (BDS) (see the Appendix for the guidelines) for the electronic filing
of documents on the Court’s CM/ECF system limits the size of documents filed electronically.

Users may not file any document that is larger than SOMB on the Court’s CM/ECF system.

Exceptions to the BDS include the following documents: Summons, Complaint, Answer to
Complaint, and Briefs (opening, response, reply) in the following: Motion for Summary Judgment,
Motion for Judgment on Pleadings, Motion for Judgment on the Agency Record (1581(c)), Motion
for Judgment on the Agency Record (all other Jurisdictions); and Motion to Dismiss.

Excepted documents greater than SOMB shall be logically divided with a description of the
divisions. No division of a document shall exceed S0MB.

Example: Assume a motion is filed and exceeds the S0MB limit. Divide the motion into logical
divisions, making sure that each division is less than 50MB. Name each division, for example,
Motion Parts A-C and Motion Parts D-E. Enter the first division as the main document and enter
the remaining divisions as attachments to the main document.

Exhibits that exceed 5S0MB must be filed in the same manner as documents.

Example: Assume a motion is filed with three exhibits. Treat the exhibits as individual attachments
and add each one separately. Name each exhibit, for example, Exhibit 1 (with a brief description),
Exhibit 2 (with brief description) and Exhibit 3 (with a brief description). If the individual exhibit
exceeds SOMB, then divide each Exhibit and label it accordingly, for example Exhibit 1 Parts A-C
and Exhibit 1 Parts D-E.

Note: See IV. Working with Adobe Acrobat and Portable Document Format (PDF) for directions
on how to add attachments.

To determine how many MB your documents are, the following information may be helpful:

» The size of the file will be normally be listed in the file properties;
*  One Megabyte (MB) = 1000 Kilobytes(KB) and One Kilobyte(KB) = 1000 Bytes
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III. Basic User Information for Working with the ECF System (continued)

Correcting Mistakes

If you have to correct a mistake while entering information into the system, use the browser
[Back] button to return to a previous screen to correct the entry. Correct the information on the
screen.

Hit in order for the change to take effect and continue on to the next screen.

Please note that using the browser [Forward] key to advance to the screen where you left off
after making the correction will not save the edited information. You must hit on the
screen where the information was changed before proceeding to subsequent screens.

Also, once you return to a previous screen to correct a mistake, all information entered after the
mistake is lost. Therefore, you will need to re-enter the information. It is highly recommended that
mistakes are corrected once they are discovered rather than submitting incorrect docket entries
and/or documents. If you do submit an incorrect document and/or docket entry, you will need to
refer to Administrative Order No. 02-01 for the necessary steps to correct the entries.

Physical Exhibits or Items

Any physical exhibit or item that cannot be converted to PDF format must be filed manually in
accordance with the Rules of the Court, including Rule 80(h) (Form 23 Certification of Filing and
Service of Physical Exhibit or [tem) and Administrative Order 02-01 (CM/ECF Form 10 Notice of
Manual Filing).
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III. Basic User Information for Working with the ECF System (continued)

Joint Filings

The option for joint filings will appear with every motion regardless of relevance. To establish a
joint filing, complete the following steps.

Check joint filing on the first screen where the option appears;

Highlight all additional attorneys who have signed the filing;

Highlight all parties represented by the filing; and

DO NOT create any new attorney associations on this screen. Checking this box will
create a permanent change in attorney/party association in the case. Only check the box
to add yourself as an attorney to represent your client.

=

Important Note: A consent motion is not a joint filing. Therefore, please do not select this
option if you are filing a consent motion.

Motions

Motions to Consolidate - Filers must make a docket entry for all cases involved.

Motions to Designate Test Case and For Suspension Thereunder - Filers must docket the motion
for test case designation in the proposed test case, and docket the motion for suspension on all cases
to be suspended thereunder.

Motions with Schedules - Filers must docket the entry in all cases involved. For the lead case, type

in the free text box, “with schedule.” For those cases on the schedule, type in the free text box, “with
(lead court number).”
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III. Basic User Information for Working with the ECF System (continued)

Notice of Electronic Filing Screen

Upon completion of a docket event, the last screen the system displays is the notice of electronic
filing screen (see Figure III - 1) This screen is the receipt of the filing. To print out the receipt,
select your browser’s print function. To save the receipt on the hard drive, select File from the
browser toolbar and select Save Frame As or Save As to identify the drive where the receipt will
be saved. Rename the file in the File name box.

While on the notice of electronic filing screen, Select the Document Number, for example, 1,
to access the PDF document associated with the filing; (Note: If you filed both documents and
attachments, the system gives you access to both. Click the numbers under the column entitled
Part No. to view the attachments or documents.)

While on the notice of electronic filing screen, Choose the Case Number, for example, 1.:07-cv-
355, to access the docket sheet. (Note: The docket sheet entry screen may appear first. Ifit does,

then click to access the actual docket sheet.)

Notice of Electronic Filing

IThe following transaction was entered on 12/17/2007 at 4:28 PM EDT and fled on 11/7/2007
Case Name: Sony Blectronics, Inc. v. United States

Case Number:  1.07-0v-355

[Filer: Sony Blectronics, Inc

Document Nunber: 1

Dacket Text:
(Summons. Filed by Matthew M. Murdock of Wayne & Parker, LLP on behalf of Sony Electroics, Inc.. (Fong, Sam)

[1:07-cv-355 Nofice has heen electronically mailed to:
DMathew M. Mordock — mmurdock@wayneparker. com

Figu re III - 1 1:07-cv-355 Notice has been delivered by other means to:

Barbara S, Willams
S. Department of Justice
Intemational Trade Ficld Office
126 Federal Plaza

ew York, NY 10278

The following document(s) are associated with this fransaction:

ooooo t
nts and Settings\sfongidy Documents\Summon pdf
[Electr wap:

[STAMP ip_ID=992012590 [Date=12/17/2007] [FileNumber=330956-0]
(2295 165674 9bef7 26 3a060d7 dac 2: 2604043 3402347 92677521 25d2397e 36T TecA0
[Bacc6871261a62b3a33604e90 26330424 3136 1a26 3872626220 598e4c]]

Except as otherwise ordered by the Court, electronic filing of any document and the Court’s
transmission of a Notice of Electronic Filing of that document, shall constitute service of such
document on all counsel or pro se parties who are registered CM/ECF Users. Documents which
are not filed electronically shall be served in non-electronic form in accordance with the Rules
of Court and the Court’s electronic transmission of a notice of that filing shall not constitute
service. (See Administrative Order No. 02-01).

If you receive a Notice of Electronic Filing, you are entitled to one ‘free look’ at the document
being served. During this free look, you may print and/or save the document on your computer
for future use. If you attempt to access the document again, you will be asked to login to PACER
and be subject to PACER access fees.
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III. Basic User Information for Working with the ECF System (continued)

Uniformity on Filings

For the purpose of uniformity, the Court requests that all motions be filed with a proposed order
preceding the motions (unless otherwise noted in individual Chambers’ procedure policy).

Please make separate docket entries for all forms, and enter the forms into the system in numerical
order. For example, make separate docket entries for a Notice of Appearance (Form 11), Business
Proprietary Information Certification (Form 17) and Notification of Termination of Access to BPI
(Form 18).

Technical Difficulty with Court’s CM/ECF System

When a document cannot be filed electronically because of Court CM/ECF technical difficulties and
not a technical failure with the filer’s equipment or Internet connection to the system, the filer should
print (if possible) a copy of the error message received and complete a Declaration that Party was
Unable to File in a Timely Manner Due to Technical Difficulties (CM/ECF Form No. 11), available
on the Court’s website.

If a filer misses a filing deadline as a result of the Court’s technical difficulties, the filer shall contact
the CM/ECF Help Desk at 1-866-450-1859 or cmecf helpdesk@cit.uscourts.gov to inform the
Clerk’s Office of the difficulty. Additionally, the party shall submit the untimely filed document in
paper form, accompanied by a declaration, CM/ECF Form No. 11.
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III. Basic User Information for Working with the ECF System (continued)

Z. Motion and Z Document

In order to help filers meet a deadline when they cannot find the appropriate docket entry for the
document they are attempting to file, the Court has created what is known as the “Z” motion and “Z”
document. These entries appear as the last entries in their respective categories.

The following criteria must be met before a filer may use “Z” motion or “Z” document entries.
1. The filer cannot locate a suitable docket entry description in the CM/ECF system;
and;
2. The filing is due the day on which the filing is attempted;
and;
3. Tt is after the Court’s regular business hours (5:00 p.m. Eastern Time).

Ifit is during business hours of the Clerk’s Office, Monday to Friday 8:30 a.m. to 5:00 p.m. Eastern
Time, the filer must call the CM/ECF Help Desk at 1-866-450-1859 for assistance.

If a filer uses the “Z” motion or “Z” document, then he/she must fully describe the document being
filed and attach a copy of the document to the entry in order to preserve the filing date. Furthermore,
when a filer uses a “Z” motion or “Z” document, the filer shall call the CM/ECF Help Desk at 1-866-
450-1859 by 12:00 noon (Eastern Time) of the first day on which the Court is open for business after
the “Z” motion and/or “Z” document was filed. The filer will be asked to provide the court number,
the electronic filing date and the document number of the “Z” entry. The Clerk’s Office will correct
the entry. No “Z” motion or “Z” document shall be left as the permanent entry in the CM/ECF
system.

Filers should never use a “Z” entry when there is a suitable system entry for the document they are
filing. Excessive and/or inappropriate use of the “Z” entry is discouraged and the Clerk’s Office
will address the matter with the individual filer.
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IV. Working with Adobe Acrobat and Portable Document Format (PDF) and
Guidelines to Scan Documents

Only PDF documents may be filed with the Court using the CM/ECF system. Therefore, before you
login to begin your filing session, please make sure you have converted your documents to PDF
format. We do not recommend converting documents while attempting to file them. If you
interrupt your filing session to convert a document to PDF format, you risk losing your filing data.

To guarantee accurate filing, please view the PDF document before filing it to ensure that it appears
in its entirety and in the proper format. Verifying the document beforehand will prevent you from
filing incorrect documents. Also, please be aware that the CM/ECF system will not accept PDF files
that have the password security feature activated.

Although the Court prefers that PDF documents uploaded to the CM/ECF System be converted
directly from the original word processing document, it is not always practical or feasible. If you
must scan a documents for filing, please follow these guidelines:

* scan the documents at no more than 300 dpi(dots per inch);

* make the PDF document text searchable.

Filing Motions as One Document or Multiple Documents

When filing a motion as a docket entry, the Court recommends filing the motion, proposed order,
memorandum and certificate of service, if any, as one document. However, the Court will accept
the motion as the main document with supporting documents (proposed order, memorandum and
certificate of service) as attachments.
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IV. Working with Adobe Acrobat and Portable Document Format (PDF)
(continued)

How to Attach a PDF Document

All files must be in PDF format with a .PDF extension in order for you to file your case-related
documents. Please Note: The system will not let you advance to the next screen unless you have
selected a document to file. If you attempt to upload a non-PDF file, or to make a standard docket
entry, you will receive an error message.

1. Click to select the drive and directory path, for example, C:1199¢cv501-21.pdf,
where the document to be filed is located (see Figure IV - 1). The file upload dialogue box will
appear.

Motions
1:07-cv-00355-N/A Sony Electronics, Inc. v. United States

Select the pdf document and any attachments.

Main Do cument

|
Attachments Category Description
-

. 1
Figure IV -1

2. Press the drop down arrow to select the drive. At the bottom of the dialogue box is the Files of
type field. Select the down arrow to the left of Files of type field and using the scroll bar select the
option All Files (*.%)

3. The computer displays all the files in the selected drive (see Figure IV - 2).

Chouse file (&3]
Losk i [ < Lacal Disk (C) =] emefE-
LY I Backup [=E3

: Chdel System Volume Information
My Recert ) Dacuments and Settings
Documents

()TDSS Ltities
(D Temp
(ywalpaper
Dywimpows

FigureIV-2 |

name:
Files of type: HTML " him, * htri) = ezt
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IV. Working with Adobe Acrobat and Portable Document Format (PDF)

(continued)

How to Attach a PDF Document (continued)

4. Select the filename by highlighting the document. To verify that you have located the correct
document, right-click on a file name to bring up a menu & left-click Open. The PDF will open
and you can view it to verify that it is the correct document.

> If it is the wrong document, then select another document.
> If it is the correct document, then Select in the dialogue box.

Result: The filename and directory appear in the File name box on the
PDF screen (see Figure 1V - 3).

Choose file

My Recent
D ocuments

Desktop

Figure IV -3

Iy Documents
»)
L
y Computer
My Metwork — Fill name: | 0700355 ook | Open |
Places
Filess of tupe: | &l Files (=71 ~| Cancel

5.




IV. Working with Adobe Acrobat and Portable Document Format (PDF)

(continued)

How to Attach a PDF Document (continued)

5. If there are no attachments to the document, then on the PDF screen click [Next].

6. If you have attachments to add, browse for them and select a file to upload.(see Fig. IV - 4).

C\Scan Documents\07-00355 pdf

Figure IV - 4

7. The system displays the attachments as you select them (see Figure IV - 5).

\Sean Documents\07-00355. pdf

£:AScan Documents\17-0053REexhA-C pdf [ Browse_| | Exhibit v
. [Eowe.] ]

Figure IV -5

> If the filename does not appear in the dialogue box, then click [ Browse.. Jand select
the drive and directory path where the file is located.
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IV. Working with Adobe Acrobat and Portable Document Format (PDF)

(continued)

How to Attach a PDF Document (continued)

> Under Type select the drop down box for the type of attachment; for example,
Exhibit.
> To describe the attachment more fully, click in the Description box and add a

description; for example, 4 - C.

S Click [Nex].

> After you click [MNext], you will see an attachment file name listed in the dialog box
(Figure IV - 6).

Note: If you made an error, highlight the attachment and click _Femove | to delete the attachment.

Repeat this sequence to add other attachments.

Select the pdf docmment and any attaclonents.

Main Document

C:heitdocument. pdf
Attachments Category Description
L )

Figure IV - 6

8. Click when you are finished adding attachments.
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IV. Working with Adobe Acrobat and Portable Document Format (PDF)

(continued)

How to Attach a PDF Document (continued)

9. The system will ask if the document is confidential (see Figure IV - 7)

Is this a confidential docoment?
O Yes
O No

Figure IV -7

10. Select Yes or No, then click to continue with filing your document

Note: Only authorized Confidential Filers will be able to file and view documents containing
confidential information. See V. Filing and Viewing Confidential Documents.
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V. Filing and Viewing Confidential Documents
Unless otherwise ordered, the Rules of the Court and Administrative Order 02-01 establish the
guidelines and procedures for filing and viewing documents containing confidential information.

Documents containing classified information must be filed non-electronically.

Requirements and Guidelines for Filing and Viewing Confidential Documents

» If you are an attorney who intends to file and view confidential documents, you must be
registered as a Confidential Information Filer. If you are a new attorney, you must submit a
CM/ECF Registration form and indicate you wish to be a Confidential Information Filer. If you
are already registered as a CM/ECF Filer, you must submit a Request for Change in Information
form and indicate that you wish to be a Confidential Information Filer. Both forms are available
on the Court’s website.

» If you are served with a confidential document via a Notice of Electronic Filing from the
CM/ECF System, you are entitled to one ‘free look’ at the document being served. During this
free look, you may print and/or save the confidential document to your computer for future use.
If you attempt to access the confidential document through the system again, you will be asked
to login and be subject to PACER access fees.

» AsaConfidential Information Filer, you must change your password at least once a year. Failure
to do so will result in termination of your ability to file documents and termination of your access
to confidential documents until your password is changed or you request to no longer be
registered as a Confidential Information Filer.

» AsaConfidential Information Filer, you must appear as counsel of record in each case you wish
to file and view confidential documents. If you are a non-government attorney, you must either
be listed on the Summons or a Form 11 Notice of Appearance. If you are a government attorney,
you must file a Form 11 Notice of Appearance.

» In 1581(c) cases, non-government attorneys must be listed on a Form 17 Business Proprietary
Information Certification while government attorneys must be listed on a Form 11 Notice of
Appearance. In all other cases, your access to confidential information must be granted by a
Judicial Protective Order.

» You must meet all of the above requirements before the Clerk’s Office will enable your access
to both file and view confidential documents in a case.

» If you no longer wish to be registered as a Confidential Information Filer, you must submit a

Request for Change in Information form. Upon receipt, the Clerk’s Office will terminate your
access to file and view confidential documents in all of your cases.
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V. Filing and Viewing Confidential Documents (continued)

» Your access to filing and viewing confidential documents will be terminated upon the filing of::
1581(c) cases:
* Form 18 Notification of Termination of Access to Business Proprietary Information

« Form 18A Notification of Termination of Government Access to Business Proprietary
Information

All cases:
* Order from a judge
* Form 14 Joint Notice Regarding Termination of Access to Confidential Information

* Notification that an attorney is no longer with the firm/agency listed on their CM/ECF
account.
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VI. Mobile Query

When accessing the system from your mobile device, you may opt for a mobile query interface. This

feature will give you a simplified method to perform queries, run reports and view documents on
your mobile device.

Accessing the Mobile Query

You can access the mobile query in three different ways:

Clicking on the Mobile Query link on the Query selection criteria page (see Figure VI-I);
» Accessing a case link from the mobile PACER Case Locator (PCL); or

* Clicking on the Mobile Query link on the Query results page.

= OO0 1:58 PM

Query

;W.-tll.\l.\i(‘i: Search results from this screen are NO
on PACER charges. Please be as specific as possibl

Sewrch Clues Bohile tuery

Case Mumsher

or search by

Case Status Chpen Closed All
Filod Daig 18}
Lt Emiry e Lir
Maimw of Suii d E— n
Canise o Action 1ty =
. Lasst Husitess Neme ) Exact matches onlly
Figure VI-1 ;
Firsi Mame Micldle Mame
Type ]
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VI. Mobile Query (continued)

User Interface

The Mobile Query User Interface includes the following elements on each page:

* back button;

o title CM/ECF Mobile - CIT;

* logout button;

* court home page button,;

» search field for party name or case searches;

 Full Site button.
Clicking on the logout button will redirect you to the Mobile Query login screen.
Clicking on the Full Site button will redirect you to the standard format web page.

To access the Mobile Query User Interface, enter your PACER login and password. (see Figure VI-
2)

an = [ 1344 FRY

CM/ECF Mobile - TDOD

Login

Password

Figure VI-2

Client Code

= o i -I . - . B :
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VI. Mobile Query (continued)

Using the Search Screen

To search for a case number or a name, use the Search screen. (See Figure VI-3)

smicon T Lkl 12:38 PR =

CMVECFE Makile - TROD & w

Search for a casa by antaring aithar a
case number or the name of a party or
attorney in the search box above,
Spaces can be used in case numbers
instead of dashes or other punctuation,
When searching by name, you must
: enter al keast two letlars of the last

Flgure VI-3 namea. if you enter onty one Istter the
search will only find people whose last
names are exactly that letter,

For name searches, you may enter the name of a party or an attorney. If you are searching for an
attorney, enter only their last name or their name in a last name, first name format. If a name search
returns more than one possible match, the mobile interface will present you with a list of all
matching names. (See Figure VI-4)

13 r:l.:i'[-I'I‘.:I'ag sarm=a dar willizoas

Gary Williams

. Hank 1l Williams.

Figure VI-4
Hank .r. Willlame

Hank 8¢, Williams

@ 000 O

Rey Williams (2]
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VI. Mobile Query (continued)

Using the Search Screen (continued)

If you are searching for a specific case and know the case number, enter the case number in the year-
number format, i.e. 12-70. If a case number returns more than one case number, the mobile interface
will present you with a list of all the matching court numbers. (See Figure VI-5)

CAVECF Mobile=TOD @' »

8 WMatching Gases o 12-70

1:12-cr-00070-2G2Z ﬂ
U3A v. Franidin gt al

Figure VI-5 1:12-cv-00070-GEG o
Mosde o ol v Booth = &l

2:12-er-00070-ZGE 0
USA v. Frankdin et &l

2:12-ev-iT0-GE G u
Wiaeha o & v Booth e &l

After you select a specific case, the Mobile Query displays the case number, short title and date filed.
(see Figure VI-6)

112 P GERG Filed: (RN

Fieatelnt ol v Booth 6t o

Attormeys L3
Figure VI-6 — o
Deadlines / Schedules 2

Docket Entrigs RN . |




VI. Mobile Query (continued)

Case Information Screens

From the specific case screen, you can select from a number of links:
 link to attorney information(see Figure VI-7);
* link to party information(see Figure VI-8);
* link to deadline/schedule information(see Figure VI-9);
» link to docket entries(see Figure VI-10);

* link to search for docket entries(see Figure VI-11 & VI-12).

Vzrzan = B 12:30 PM
CM/ECF Mobile-TDOD o »

CM/ECF Mobile- TDOD Do #

2 Atlorneys lor Case 1.12-cv-00070- 4 Parlics for Case 1:12-cv-00070 GBG
GRG

James Booth
Andrew Alpha Defendant
Andrew.Alpha @@ examplé. com
rep. Hal Logan (Plaintifi) Bill Clarkson
rep. John Maste (Plairiff) Diatondant
Erl.._ltis Bravo Hal Logan
Birutis. Bravo @ example.com Plairtit
rep Bil Clarkson (Defendart) ot
rep. dames Booth (Defendant)
John Moste
Plairtir

Pages: 1, Cost: 0.10 Full Site Pages. |, Cosl: 0.10

Figure VI-7 Figure VI-8
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VI. Mobile Query (continued)

Case Information Screens (continued)

unn = Hd 12.35 PM =

CM/ECF Mobile-TDOD o

 F IE A2 20PN

CMYECF Mobile - TDOD

2 Deadlines lor Case 1:12-cw-00070- il Public Dockst Entries for Case

GOG 1 12:cv=-000T0~GRG

Motion Hearing 1 D8/9042012 COMPLAINT against
Filed: 0BI20v2012 All Defendants. fled by All
Due'Sel: 09082012 3 U8:00 AN Plaintiffs. (Fozard, Chuck)

Terminated: 09/04/2012 L
1 =2 PRADZ2012

Responae Deadline AGCKNCAWLEDGEMENT OF
Filed: 081202012 Due/Sel 09072012 SERVIGE Execuled
Terminai=d: 10082012 Acknowledgement filed by Hal
- - Logan, John Moste. [Fozard,
Chuck)

FPagesz: 1, Coast: 0.10 Full Sita Pages: 1. Cosi: 010

Figure VI-10

= B2 1m0 M
CI/ECF Mabile - TOMD

B2l {12243 Fhi ]

CALVECFE Mobile - TDOD @ =

1AZ-cy-OIN-GRE Filed: 02
Mosie &t al v. Hooth at &l

2 Public Docket Entrics for Cose 1:12-
ev-003T0-GBS Mal

Attorneys 7 02421420 12 ORDER granting 3
Motion for Leave to Appear.
Signed by George B Gamma an

82112, (Fozard, Chuck)

&
Partiss 3 |
Deadiines / Schedules & 10 10404/2012 ORDER denying 5
Matien 1o Dismiss. Signed by
a3 George B Gammea on 54182,

(Fozard. Ghuck)

T ::. o2 m.l

Full Site Pages: 1, Cost: 0010

Figure VI-11 Figure VI-12
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VI. Mobile Query (continued)

Document Screen

To view a document on the mobile query interface, click on the hyperlink associated with the docket
entry to open the PDF. (See Figure VI-13)

el |
poi tdod el ot o 5 _

g i RUFB S Cosmmms 3 Frumil] fid RO Saam 93

. .
Figure VI-13
PACER Access Fees

Performing queries, running reports and viewing documents on the Query Mobile Interface will
be subject to PACER Access Fees. Fees for queries or reports will be displayed on a black bar
along the bottom of the page. (See Figure VI-14) Fees for accessing documents will be
displayed prior to being accessed. (See Figure VI-15)

——

CAPECE ASchile: - TODOR Ehie

I1 Public Dockat Entmcs for Case
PP G G

b | S2D020 1 D COMPLAINT against
All Daterdante, fed by Al
PlaintiHs, (Fazard, Chuck)

2 ORA020 1D
ACHNOYLEDGENENT OF
ZERYICE Exaduled
Acknowiedgemen Hed by Hal
Logan, Jotwn Wesle, (Fozard.
Chunk)

Figure VI-14 Figure VI-15
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