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Electronic Case Filing System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Case Filing (ECF) System to
file documents with the Court, or to view and retrieve docket sheets and documents for all
cases currently on the system.

Help Desk

Contact the Court’s ECF Help Desk between the hours of 8:00 a.m. and 5:00 p.m.,
Monday through Friday, if you need assistance using the ECF System.

ECF Help Desk: 1-405-609-5555
1-888-609-6593

E-mail: helpdesk@okwd.uscourts.qov

Go to the Court’s website at www.okwd.uscourts.gov for information about ECF or
to practice filing in our Training Database.

ECFE System Capabilities

The ECF System allows registered participants with Internet access to perform the
following functions:

e Electronically file pleadings and documents in cases that are currently
on the system. (use your ECF Login and Password)

e View official docket sheets and documents associated with cases.
(use your PACER Login and Password)

e View various reports for cases that are currently on the system.
(use your PACER Login and Password)
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Requirements

Hardware and Software Requirements

personal computer running a standard platform such as Windows or Macintosh
word processing program to create documents

Internet Service Provider (ISP) to access ECF and e-mail

Internet browser (current versions of Internet Explorer and Firefox are fully
supported)

portable document format (PDF) reader software

portable document format (PDF) writer (converter) software

° a scanner (OPTIONAL) for converting documents that are not available in
electronic format

PACER Registration

ECF users must have a PACER account in order to use the Query and Report
features of the ECF System. If you do not have a PACER account, please contact the
PACER Service Center at 1-800-676-6856 for information or to register for an
account. You may also register for PACER online at http://pacer.psc.uscourts.gov.

Reqistering for Access to ECF

Participants will need to register with the Court to receive a login and password for
electronic filing. Participants can go to our website at www.okwd.uscourts.gov and
click on ECF Information to obtain information about the system, download the ECF
Registration form and the Policies & Procedures Manual.

Completed registration forms should be mailed to:

ECF Registration

Office of the Court Clerk

U.S. District Court for the Western District of Oklahoma
200 N.W. 4" Street, Room 1210

Oklahoma City, OK 73102

Once an account has been established, your login and password will be sent to you

by regular, first-class mail or the registrant may pick up the assigned User Login and
Password at the Clerk’s Office.
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Preparation

Setting Up the PDF Reader

Users must install PDF reader software in order to view documents that have been
electronically filed on the system. All pleadings must be filed in PDF format.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the Court using
the ECF System. Before filing a document, users should preview the PDF formatted
document to ensure that it appears in its entirety and it’s file size is under
5-megabytes.

How to View a PDF File (using Adobe Acrobat)

e Start your Adobe Acrobat program.
e Go to the File menu and choose Open.
e Click on the location and file name of the document to be viewed.

e Ifthe designated location is correct, and the file is in PDF format, Adobe
Acrobat loads the file and displays it on the screen.

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

e 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 Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to the
Court’s Electronic Case Filing (ECF) System.

On the next page, there is an example of the conversion process
using Adobe Acrobat Writer as the conversion software.
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Using any word processing program:

Save PDF File As 2] x|
Savein: | 3 PDF files - « & cf B
_lAutoSave:

Install Adobe Acrobat Writer on your computer.
Open the document to be converted.

Select the [Print] option (generally found in the File menu). In the dialog
box select the option to change the current printer. A drop down menu
with a list of printer choices should be displayed.

Select Adobe PDF.

“Print” the file. The file should not actually print, but instead the option
to “Save PDF File As” should appear.

File name: IEEF M anuial pdf Save I
Save as type: IF'DF files [*.PDF) LI Cancel |

Edit Document lnfo. | ™ “fiew POF File

Make a note of the ‘Save in’ location so you can find the document later
when you are ready to file it. Change the location if necessary by
clicking in the “Save in” area of the window.

Name the file, save as type PDF and click the [Save] button.

Depending on the word processing program being used, it may be necessary to find
the printer selection option elsewhere. At that point, change the printer to Adobe
PDF and follow the directions above.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:
e entering information in data fields
e using command buttons to direct system activities

e mouse-clicking on hyperlinks

Conventions Used in this Manual

e Data to be entered by the user is shown enclosed in angle brackets:
<data to be entered>.

e Command buttons are represented in this manual in [bracketed boldface type].

e Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from 1) posting the wrong PDF file
to a docket entry; 2) selecting the wrong document type from the menu; or 3) filing
the document in the wrong case. Please telephone our ECF Helpdesk as soon as
possible after an error is discovered. You will need to provide the case and
document number for the document requiring correction. Do not re-file a document
unless directed to do so by the Court. Our helpdesk phone number(s) are:

ECF Help Desk 1-405-609-5555
1-888-609-6593

Viewing Transaction Loqg

This report allows you to review all transactions that have been processed with your
login and password. If you believe or suspect someone is using your login and
password without your permission, change your password immediately and notify
the court of any incorrect filings.
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A Step-By-Step Guide

Below is a step-by-step guide for accessing the system, filing a document, and displaying a
docket sheet.

How to Access the System

From the Western District of Oklahoma’s Website www.okwd.uscourts.gov
Click on Electronic Case Filing (ECF)
Click on ECEFE Live

Click on Western District of Oklahoma [Live] — Document Filing System

Logging In

You will be presented with the login screen shown below.

zf'EM,.w"EEF LIVE - .5, District Court:okwd - login - Windows Internet Explorer _1Of x|
@ A ISP https:/ecF.okwd uscourts .gov/ogi-binflogin,pl j ﬁ *3 || X | |Live Szarch R
‘f:? {‘;‘f ,"ﬁ Home - G Feeds (1) - M Prnt - |2k Page ~ {GF Tools ~ Help - a:b Research 8 Messenger

CM/ECF Filer or PACER Login [

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of
the U.S. Code. All activities and access attempts are logged.

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:

Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when attempting to view
certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You do not have
permission to view this document," viewing the document is restricted to attorneys of record in the case and the system does not recognize
you as such. If the login prompt appears again, after you have entered your CM/ECF login and password, it means that the "free look” link has
expired. You will need to enter your PACER login and password to view the document, and you will be charged $.08 per page.

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login, you may register online at
http-/ipacer.psc.uscourts.qov.

Authentication

Login: IMPORTANT: Allfilings with the court - including attachments - must comply with Fed. R. Civ.
P.5.2 or Fed. R. Crim. P. 49.1: Social Security or taxpayer-identification numbers; dates of

Password: birth; names of minor children; financial account numbers; and home addresses in criminal

client | cases, may not appear, except as allowed by the applicable rule.

code:

Reset |
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Enter your ECF Login and Password in the appropriate fields. All ECF login names and
passwords are case sensitive.

Note: Use your ECF login and password if you are filing a pleading. Use your PACER
login and password if you are researching case information or conducting any kind of search.

After you enter the correct login and password information click the [Login] button.

° If the ECF System does not recognize your login and password, it will display the
following error message on a new screen:

Your ECF or PACER login attempt failed. Either your login name or
password is incorrect.

J Click on the [Back] button and re-enter your correct login and password.

Upon successful login you will be presented with the screen shown below. Choose from the
options listed on the blue menu bar to file your pleading.

1Q-O - KREAK Lir@ g3
EECF civil - Criminal ~ Query Reports ~ Search Logout

3ECF

TU.S. District Conrt
Western District of Oklahoma[LIVE]
Official Court Electronic Docnment Filing System

This facility is for Official Caurt Businass only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of Civil
Procedure 11, Bvidence of unauthorized or criminal acivvity will be forwarded to the appropriate law exforcement qfficials.

Welcome to the T3 District Court for the Western District of Oklahema[LIVE] Electronic Document Filing Systemn. This page iz for use by attorneys and firms
sarficipating i the electronic filing system. The most recent version of the MNetscape browser and the Adobe PDF reader can be obtamed by selecting the
Netscape/POF Seitings option listed below

Netscape/PDF Settings
Last login: 01-07-2008 07:36

31May2007

NOTICE: 4n access fee of $.08 per page, as approved by the Judicial Conference of the United States, will be assessed for access to this service. For mare information about CMECF dick here or
sontact the PACER Service Center st (800) 676-6856
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Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you log in for security reasons.
If you suspect an unauthorized person is using your login and password, please
telephone the Court’s ECF Help Desk at 1-405-609-5555 as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the blue menu bar at the top of
the opening screen.

Civil Select Civil to electronically file all civil case pleadings.
Criminal Select Criminal to electronically file all criminal case pleadings.
uer Query ECF by specific case number, party name, or nature of suit to retrieve

documents from the ECF system. You must log into PACER before you can
query ECF.

Reports Choose Reports to retrieve docket sheets and cases-filed reports. You must
log into PACER before you can view some of these ECF reports.

Utilities Choose Utilities to view your personal ECF transaction log or to change your
ECF password.

Search Allows you to search for a specific menu item by entering a word or a string
of words.

Logout Allows you to exit from ECF and prevents further filing with your password

until the next time you log in.

Civil Events Feature

Registered participants will use either the Civil feature or the Criminal feature of ECF to
electronically file pleadings. This section of the manual describes the basic steps to take in
order to file a motion in a civil case. The process is consistent with most document filings.

General Rules and Manipulations

Manipulating the screens

Screens may have one of the following buttons:

. M clears all characters entered in the box(es) on that screen.

Mext | or Subrmit
entry screen, if any.

accepts the entry just made and displays the next
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Correcting a mistake

Use the Back button on your browser toolbar to go back and correct a previous
screen. Click on any hyperlink on the blue ECF menu bar and ECF will reset to the
beginning of the filing process. Once the document is transmitted to the Court it is
deemed filed. Do not re-file a document unless directed to do so by the Court.

Signatures

A pleading or other paper requiring an attorney’s signature shall be signed by at least
one attorney of record above the signature block in one of the following ways: (1)
with an original signature that is then scanned; (2) with an electronic signature; or (3)
with “s/ (attorney name).” The correct format for an attorney signature is as follows:

Scanned Signature or Electronic Signature or s/ Attorney Name
Attorney Name

Bar Number: xxxx

Attorney for (Plaintiff/Defendant)

ABC Law Firm

xxx South Street

Oklahoma City, OK 73102

Telephone: (XXX) XXX-XXXX

Fax: (XXX)XXX-XXXX

E-mail Address for Service

a. Users are cautioned that some proprietary secure signature applications are
incompatible with the ECF system.

b. Anyone who disputes the authenticity of any signature must file an objection to the
pleading or other paper within ten (10) days of service.

Filing a Civil Complaint

All Initiating Documents (i.e. complaints, notices of removal, state court filings in removal
cases, applications to proceed in forma pauperis, miscellaneous proceedings, summonses,
and civil cover sheets) shall be submitted as separate PDF files to the following e-mail
address:

newcases@okwd.uscourts.gov

New civil cases will be deemed filed as of the date they are received into this e-mail box
provided all papers are received by 12:00 a.m., are in proper format, and arrangements for
payment of the filing fee are promptly made.
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Filing Documents In a Civil Case

There are eight basic steps involved in filing a document in a civil case:

1) Select the type of document you are filing from the ECF menus.
2) Enter the case number in which the document is to be filed.

3) Designate the party(ies) filing the document.

4) Attach the PDF file for the document being filed.

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

6) Modify docket text as permitted / necessary.

7) File the pleading.

8) Receive Notification of Electronic Filing (NEF).

3 https:/ fecf.okwd.circ10.dcn - CM/ECF LI¥E - U.S. District Court:okwd - Reports - Microsoft I - |EI|5|

|
EECF Civii ~ Criminal ~  Query

File Edit ‘iew Favorites Tools Help

Reports ~ Utilities Search

1. Select the type of document to file

This section of the User's Manual describes the process for filing a Motion in a civil
case. The process is similar for filing other pleadings in ECF. Select Civil from the blue
menu bar and then Motions. Or select Search from the blue menu bar and search the
menus by typing in a ‘keyword’.

3 https://ecl.okwd.circ10.dcn - CM/ECF LIYE - LS. District Court:okwd - Microsoft Internet - |E||ﬂ

J File Edit ‘iew Favorites Tools  Help | !? |

Criminal ~ Query Reports ~ Utilities - Search

< | ) Start typing to find an event.
By uts (click to select events) Selected Events (click to remove events)

Logout

Adrrinistrative Closure

Alter Judgment

Amend/Correct

Appeal In Forma Pauperis

Appear

Appear Pro Hac Vice

Appoint Counsel

Appoint Custodian

Appoint Expert

Appoint Guardian/Attarmey ad Litern
Appoint Receiver

Approve Consent Judgment
Attorney Fees

Bifurcate hd|

M Clearl
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The Motions screen appears and displays a motion selection field with a scroll bar next to it.

Either scroll down the list of choices or in the search box type all or part of a word from the
name of the motion you are filing. The type of motion you select from this list should
represent the document you are filing. Select all motion ‘reliefs’ from this list before you
click on [NEXT].

3 https:/ /ecf.okwd.circ10.dcn - CM/ECF LIVE - U.S. District Court:okwd - Microsoft Internet E - |E||5|

JEiIe Edit  Wiew Favorites Tools  Help | l? |

Criminal ~ Query

< | Start typing to find an event.
AT ck to select events) Selected Events {click to remove evernts)

Administrative Closure
Alter Judgrment
Amend/Correct
Appeal In Forma Pauperis

Appear

Appear Pro Hac Vice

Appoint Counsel

Appoint Custodian

Appoint Expert

Appoint GuardianfAttomey ad Litern
Appoint Receiver

Approve Consent Judgrment
Attorney Fees

Bifurcate

M Clear |

Reports ~ Utilities =~ Search Logout

For demonstration purposes, begin typing Preliminary Injunction. The menu items will be
filtered to display those events that match the information that you type. Click on the menu
choice to add it to the “Selected Events” list.

a https://ecf.okwd.circ10.dcn - CM,/ECF LIYE - U.5. District Court:okwd - Mictosoft Internet Ex - |D|ﬂ

]
l:' ‘

|J Fle Edt iew Favortes Tools Help

E C ivi - imi - L4 iliti -
UE F Civil Criminal Query  Reports Utilities Search Logout
Motions

‘m Click your selection, o use atrows to highlight tt and press Enter.

Flclhck to select events) Selected Events (click to remove events)
Preliminary Injunction |
Fretrial Conference
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If you are having trouble identifying a menu choice suitable for the document that you are
filing, please call our ECF Helpdesk at 1-405-609-5555 or 1-888-609-6593 for assistance.

Many times the menu choice “Order” will suffice with additional text being added to
complete the correct entry for the pleading that you are filing.

3 https://ecf.okwd.circ10.dcn - CM/ECF LI¥E - U.S. District Court:okwd - Microsoft Internet Explorer -10] x|

]
l;' |

“ File Edit Wiew Favorites Tools  Help

EECF Civii ~ cCriminal ~ Query Reports - Utilites -~  Search Logout
Motions

| »

| Start typing to find ancther event.

Available Events (chick to select events) Selected Events
Add Party

Administrative Closure

Alter Judgment

Armend/Correct

Appeal In Forma Pauperis

Appear

Appear Pro Hac Vice

Appoint Counsel

Appoint Custodian

Appaint Expert

Appoint Guardian/Attarney ad Litem

Appoint Receiver

Approve Consent Judgment

Attorney Fees

Bifurcate |

2 = i

EMove EVents)

|F‘reliminary Injunction

Note: If you are asking for multiple ‘reliefs’ in your motion, select each ‘relief’ from the
‘Available Events’ list.

ALWAYS VERIFY THE CONTENTS OF THE “SELECTED EVENTS” LIST
BEFORE PROCEEDING TO THE NEXT SCREEN. EVERYTHING YOU HAVE
ADDED TO THIS LIST WILL BE INCLUDED IN YOUR FILING.
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2. Enter the case number in which the document is to be filed
A new Motions screen opens with a Case Number field. Enter the case number in which
you are filing the motion and click [Find this Case]. All possible case number matches
will be displayed. If multiple cases are found check the box for the correct number and
click on [Next].

3 https:/ fecf-test.okwd.uscourts.goy - CM/ECF TEST - L.5. Diskrick - |EI|5|

J File Edit View Favorites Tools Help

EECF Civil ~ Criminal Query Reports Utilities Search Logout

-

Motions =

Civil Case Number

|07-9999 Find This Case |
et | Clear | —

3. Designate the party(ies) filing the document

/] CM/ECF TEST - U.S. District Court:okwd - Microsoft Internet Explorer o [m] 4]
| & |
L

J File Edit View Favaorites Tools Help

Criminal Query Reports ~ Utilities ~ Search Logout

5.07-cy-08999-C Doe v, Doe

Note
1) DO NOT select Add/Create New Party unless this filing supports party additions
2) arv, please double click the party name to determme its designation

Select the filer.

OR Select a Group:

Doe, AfPlaintifl] AddiCreate New Party
Doe, B [Defendant] & Mo Group
 All Defendants
Al Plaintifts
" All Parties
Mlext | Clear | i

Highlight the name of the party(ies) for whom you are filing the motion. If you represent
multiple defendants or plaintiffs select the appropriate parties by holding down the Ctrl
key and mouse clicking on each party name. Click on the [Next] button to continue.
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Note: If your party does not appear on the filer screen, see the section of this manual
titled Add/Create New Party. If you click on Add/Create New Party, you will

be adding a party to the case. The pleading you are filing should support the
addition of any party(ies).

4. Specify the PDF file name and location for the document to be filed

ECF displays the Motions screen shown below. On this screen, you will attach the
document that you are filing.

Note: All documents that you intend to file electronically MUST be in PDF format
and MUST be less than 5-megabytes in size. Documents that exceed the 5-

megabyte file size will need to be divided into smaller files before the ECF
System will accept them.

/3 CM/ECF LIYE - U.S. District Court:okwd - Microsoft Internet Explore =10 x|

J File Edit Yiew Favorites Tools  Help ‘ é’ ‘

Civil » Criminal « Query + Reports « Utilities « Logout

5.07-cy-99999- A United States of Americay. Doe

Zelect the pdf document (for example: CA%2cv301-21 pdf).

Filename

|| Browse... |

Attachments to Document: & Mo © Yes

M Clear |
€] [T [ [ e meemet 4

e Click on the [Browse] button.

e Navigate to the appropriate document you are filing.
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Note: In order to verify that you have selected the correct document, right mouse
click on the file name to open a ‘quick menu’ and left mouse click on [open].
This allows you to view the document to verify that you are attaching the
correct document for filing.

File Upload

Laok jr: | 3 PDF Files =
Select
FErirt l!
g Addto Zip

e Once you have verified the document is correct, close the PDF viewer and click on
the [Open] button. ECF inserts the PDF file name and location into the filename
field as shown below.

'3 https:/ ' ecf-test.olwd.uscourts.goy - CM/ECF TEST - 11.5. Disktrick Co - |E||ﬂ

J File Edit jew Favorites Tools  Help | 0 |

5ECF Civil ~ Criminal Query Reports Utilities Search Logout

-

Motions

507-cv-09999-C Doe v Dioe

Select the pdf document (for example: CA 2% w301-21 pdf).
Filename

IH:\pdfﬁIes\mntiDn.pdf Browse... |

Attachments to Document: & Mo ¢ Yes

M Clear | —

k|

e If there are no attachments to the motion, click [Next]. A new Motions window
will open. Go to Section 6, “Modifying Docket Text,” to proceed with your filing.

e |If you have attachments to your motion, select Yes on the screen shown above and
then click [Next].
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5. Add attachments to documents being filed

If you have indicated that there are attachments to the document you are filing you will
be presented with the screen shown below.

<} https:/ /ecf-test.okwd.uscourts.gov - CM/ECF TEST - U.5. Diskrict Cour =10] x|

|J File  Edit Wiew Faworites Tools Help | l? |

~ Criminal Query Reports LUtilities Search Lngout‘

-

5 07-cv-09999-C Doe v Doe

Select one or more attachments.

1) Enter the pdf decument that contams attachment (for example: Clappendsz pdf).
Filename

|H:\pdfﬁ|es\exhibit 1. pdf Browse... |

2y Before proceeding to step 3, describe the document using the Category hist, the Description boz, or both.
Category Description

IExhibit LI |1 - always include a description]

37 Add the filename to the list box below. If wou have more attachments, go back to Step 1. When the lst of
filenames is complete, click on the Mesxt button.

Add to List
Rermove fram List I

Mext |

1. Click [Browse] to search for the document you are attaching.

2. Describe the attachment using the ‘Category’ drop down list if applicable and
the *‘Description’ text box. ***ALWAYS FILL IN THE DESCRIPTION BOX
WITH A COMPLETE DESCRIPTION OF THE ATTACHMENT***

3. Click the [Add to List] button. Follow this process for each attachment and then
click [Next].

3 https:/ /eci-test.okwd.uscourts.gov - CM/ECF TEST - LL.S. District Cour =] x|

|J File Edit Wiew Favorites Tools Help | l? |

EECF civil - crimivnal Query Eepnvr‘ts Utilities  Search Lngnut‘

-

Motions
507 cy-09999 C Doe v, Doe

Select one or more attachments.

1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

I Browse... |

21 Before proceeding to step 3. descnbe the document using the Category hist, the Descniption box, or both.
Category Description

| =
=) Add the flename te the bst box below. If you have more attachments, go back te Step 1. "When the list of
Hlenarmes 15 complete, chok on the MNest button.

H:vpdf fileshexhibit 1. pdf Add to List |

Remaove frarm List |

Mext |
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When Attachments And Exhibits Cannot Be Filed Electronically

Documents or attachments that cannot be filed electronically will need to be filed
conventionally. Follow the procedures outlined in our Policies & Procedures Manual for
“Conventional Filing of Documents”.

6. Modify docket text
If you are presented with the ‘Docket Text: Modify” screen shown below, if
applicable, click on the down arrow to display and select a pre-set modifier.

/3 https:/ /eci-test.okwd.uscourts.gov - CM/ECF TEST - U.S. District Court:okwd - Microsoft =10l x|

orites  Tools  Help

- Criminal - Query Reports - Utilities =~

Search Logout

507-¢v-09999-C Doe v. Doe

et Text: Mo Appropriate.
< I_ 'l JOTION for Preluminary Injunction by B Doe.
MNext | Clear |

Click in the open text box to type additional words for further description of the
pleading. Use lower case letters when adding text. THIS ENTRY SHOULD
CLOSELY RESEMBLE THE ‘TITLE’ OF THE PLEADING YOU ARE
FILING.

7. File the pleading

e Click the [Next] button. A new Motions window appears displaying the complete
entry. This is the entry that will appear on the docket sheet.

e Review thisentry. Make sure it reads correctly and there are no typographical errors.
If you need to modify this filing in any way, click the [Back] button to find the
screen you wish to alter.

CAUTION: IF YOU CLICK THE [BACK] BUTTON AT THIS
POINT, THERE IS A VERY GOOD POSSIBILITY THAT YOU
WILL HAVE TO ATTACH THE DOCUMENT AND ANY
ATTACHMENT(S) ALL OVER AGAIN.
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Note: The screen shown below contains the following warning.
Pressing the NEXT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you
continue.
At this point and any time prior to this screen you can reset ECF by clicking on
any hyperlink on the blue ECF menu bar. ECF will reset to the beginning of the
process you just selected.

< https:/ /ecf-test.okwd.uscourts.gov - CM/ECF TEST - LL.S. District Court:okwd - Microso i =] |

J File Edit View Favorites Tools  Help | l:' |
— -

criminal ~ Query Reports - Utilities ~  Search Logout

507-cv-09999-C Doe v, Doe

Docket Text: Final Text
MOTION for Preliminary Injunction by B Doe. (attorney1, )

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no
further opportumty to modify this transaction if vou continue.

Source Document Path (for confirmation only):
Hipdf fles\motion pdf  pages: 1

- =

This is the final commit screen. Once you click the [Next] button on this screen, your
document will be filed. Please verify that you have made the correct menu choice for the
pleading that you are filing and that you have attached the correct document(s) to this

filing.

e The full path and filename for any uploaded document(s) appears on this screen as
an added visual check to make sure the proper documents have been attached. This
information will not appear on the docket sheet.

e Click the [Next] button to file the pleading.
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7. Notice of Electronic Filing

Upon completion of the filing you will be presented with the screen shown below. This
is the Notice of Electronic Filing (NEF). The NEF provides confirmation that the
pleading is now filed. This is the official file stamp. It displays the date and time of
your transaction and the number that was assigned to your document.

/i https://ecf-test.okwd.uscourts.gov - CM/ECF TEST - LI.5. Districk Court:okwd - =10l x|

|J File Edit Wiew Favorites Tools  Help | l? |

Criminal Query Reports Utilities Search Logout

-

5 07-cw-09999-C Doe v Doe

U.S. District Comt
Western District of Oklahoma[TEST]
Notice of Electronic Filing

The following transaction was entered by attornewl, on 1772008 at 2:40 PI CST and filed on 1/77/2008

Case Name: Doew Doe
Case Number: 507 -cw-9955
Filer: EDoce

Docwunent Nunber: 15

Docket Text:

MOTION for Preliminary Injunction by B Doe. (attorney, )
15:07-cv-9999 Notice has been electronically mailed to:

attorneyl  steve_frost@olowd uscourts. gow

attorney3  anne_ross@olkwd.uscourts. gov
attorneys4  stewve_frost@lolowd uscourts. gow

15:07-cv-9999 Notice has been delivered by other means to:

'T'P]E following dormmentfa) are aszoriated with this transaction | _lLI
4 L3

Note: The Notice of Electronic Filing (NEF) represents your Certificate of Service.
We recommend that you retain a copy for your records.

The ECF System will electronically transmit this Notice of Electronic Filing (NEF) to
the attorneys in the case who are registered for ECF. The NEF also displays the names
and addresses of individuals who will not be electronically notified.

Itis the filer’s responsibility to serve copies of the pleading and the Notice of Electronic
Filing (NEF) to attorney(s) and party(ies) who are not set up for electronic notification.
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E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends the Notice of Electronic
Filing (NEF) to case participants who are registered for Electronic Case Filing.
Individuals who receive this NEF via e-mail are permitted one "free look” at the
document by clicking on the hyperlinked document number.

To View Filings That Have Attachments or Exhibits

If attachments accompany the document that was filed you will be presented with the
screen shown below after you have clicked on the hyperlinked document number for
your “Free look™. You can choose to view one part at a time, “View All” or “Download
All”.

72} https:/ /ecf-test.okwd.circ10.dcn - CM/ECF TEST - LS. Distric - O] x|

J Fil=  Edit Wiew Favorites  Tools  Help | l'? |

Document Selection Menu

Multiple Documents

Select the document you wish to wew.

Part Description

1 Iflzin Document 1 page
2 Exhibit 1 - add the
number to the 1 page
description

(LEN]

Ezhibiat 2 - to show wew

all feature 1 page

View All | o Download Al | 3 pages

4| | o]

To view one document at a time

Click on Part 1 to view the pleading that was filed. After viewing this part your browser
[Back] button to return to the screen shown above. Continue to click on each
hyperlinked part number to view each attachment(s).

IF YOU CLOSE OUT OF THE SCREEN SHOWN ABOVE
BEFORE VIEWING ALL OF THE PART NUMBERS THE NEXT
TIME YOU CLICK ON THE HYPERLINK TO VIEW THIS
DOCUMENT YOU MAY INCUR PACER CHARGES.
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Add/Create a New Party

In rare cases you may need to add a party to a case. The pleading you are filing should
support the addition of the party(ies). If the party you represent is not listed on the “Filer’
screen, click on Add/Create New Party. The screen shown below will appear.

A https:/ /ecf-test.okwd.circ10.dcn - CM/ECF TEST - LL.5. District Court:okwd - =10l x|
J File Edit Miew Favorites Tools Help | l? |

EECF civii ~ Criminal  Query Reports Utilities  Search  Logout

-

Search for a party

Last/Business Name I First Name I Maddle Namel
Prisoner ID I
Search | Clear |

You should first perform a search to see if the party you are adding is already in the ECF
System. Inthe “Last Name” field type the last name for an individual or the first few letters

of a company name and then click the [Search] button. You can narrow your search on an
individual by adding a first name initial.

e [famatch is found, ECF will display a list of party names to choose from. If the name of
the party you need to add appears on the list, mouse click on the name once and then
click the [Select name from list] button. Choose the appropriate “Role” and then click
the [Submit] button. LEAVE ALL OTHER FIELDS ON THIS SCREEN BLANK.

e If a match is not found click the [Create new party] button.

/3 https:/ /ecf-test.okwd.uscourts.goy - CM/ECF TEST - LLS. Districk Ca -0l x|

J File= Edit \Miew Favorites Tools  Help | s |
'https:Il'll'ecF—test.okwd.uscourts.gnv - CMJECF TEST - 0.5, Dis

EECF Civil ~ Criminal Query Reports Utilities Search Logout

Search for a party

FY

Last/Business Name || First Name I NMaddle Namel
Search | Clearl

Party search results
Doe, A -~

Doe, B

Doe, C

Doe, Jane

Doe, Jane R

Doe, John |
Select name fram list | :l
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If you are adding a party name to the ECF database, you will be presented with the “Party
Information” screen that is shown below.

; https://ecf-test.okwd.uscourts.gov - CM/ECF TEST - LS. District Court:okwd - Add Pa

J File Edit Wiew Favorites Tools Help

EE C F Civil - Crimirlal Query Eepm:ts Utilities ~ Search
[Party Information =
Last name |Due First name |R0n|
Middle name I— Generation I—
Title [
Role |Defendant (dft: pty) j Pro se |N0 j
Prisoner Id I Ut I
Office |
Address 1 |
Address 2 I
Address 3 I
ciy[ State [ |
County | j Country I—
FPrison W
ALDERSON hd|
Populate Prison Address Lines
Fhone I— Fax I—
E-mail |
Party text |
Start date W
Submit | Cancel | Clearl -
e Company: enter the entire company name in the “Last Name” field.
***Do not use punctuation***
e Individual: enter the information for “Last, First, Middle and Generation” fields.
***Do not use punctuation***
°

Select the appropriate party “Role” from the drop down list and then click [Submit].

LEAVE ALL OTHER FIELDS ON THIS SCREEN BLANK
DO NOT ADD ADDRESS, PHONE, OR E-MAIL
INFORMATION ON THIS SCREEN
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Linking Documents

Some pleadings such as Briefs and Responses should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented
with the screen similar to the one shown below. To link the document you are currently
filing to a previously filed document click the box for *“Should the document you are filing
link to another document in this case?” then click [Next].

"a https:/ fecf-test.okwd.uscourts.goy - CM/ECF TEST - LS. Disk - |EI|£|

J File Edit Wiew Favorites  Tools  Help | l? |

Other Documents =

S507-cy-09939-C Dog v, Do

< [ Should the document you are filing link to another document in this case?
Filed I to I
Documents I to I

Mext | Clear | :l

You will be presented with a screen showing a list of all previously filed documents for
the case. Click the box for the document you want to link your filing to and then click
the [Next] button.

'3 https:/ /ecf-test.okwd.uscourts.goy - CM/ECF TEST - LS. District Court:okwd - Mic - |E||5|

J File Edit View Favorites Tools Help | l? |

EECF Civil ~ Crimical Query Eepn:ts gtilitiss Search Logout
Other Documents
5.07-cv-09999-C Doe v. Doe

\Select the apprapriate event(s) to which your event relafes:

I~ 11162007 1 COMPLATNT against B Doe, filed by A Doe. (Attachments: # 1 Crwil Cover
=heet)(ar)

[T 11162007 2 Summeons Issued as to B Doe. Summons piclked up by plf attorney {ar

[T 11162007 3 ENTRY of Appearance by attorney3 on behalf of A Doe {attorney3, )

[ 11162007 4 AWNSWER to Cotmplaint with Jury Demand by B Doe. (attorney4, )

M 11162007 5 MOTION to Dismmss by B Doe. (attorneyd, ) -
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Query Feature

The Query feature of ECF provides the user with several options to conduct research. After
selecting Query from the blue menu bar, you will be presented with the “Search Clues”
screen shown below. The Query option of ECF is fee based and you will incur PACER

“ https:/ /ecf-test.okwd uscourts.gov - CM/ECF TEST - LL.S. Districk Courk: =10l =]
J Eile Edit Wien Favorites Toals Help | l? |

~ Crimina Query J.eports Utilities Search Logout

-

Search Clues

Case MNumber ID?—9999 Find This Case I
or search by
Case Status: " Open  Closed Al
Filed Drate I to I
Last Entrv Date I to I
INature of Suit 0 tzera) :!
110 {Insurance)
120 (Contract: Marine) =l
or search by
Case Status: © Open © Clesed Al
Last/Business Mame | (Examples: Desoto, Des™n)
First Mame [ nfiddle Name|

=]

I jv
< Run Euery, I >Clear|

If you know the case number, enter it in the Case Number field. Click [Find This Case]
then click on the [Run Query] button. ECF opens the query screen shown below. You can
also run Queries by entering other parameters into the various data fields shown.

<2} https:/ fecf-test.okwd uscourts.gov - CM/ECF TEST - LL.5. Di -0 =]

|J Eile Edit Wiew Favorites Tools Help | l? |

UE F gl‘ni'llv crlmvlnal Query Bep::ns Utilities Search Logcd

-

S:07-cv-09999_C Doe v. Doe
Fobm J. Cauthron, presiding
Date filed: 11/16/2007
Date of last filimg: 01/07/2002

Query
Alas
Azsociated Cases
Attorney
Case File Locaton...
Case Summary
DeadinesiHeanngs. ..
Docket Beport ...
Filers
HistormTiocwments. ..
Party
Eelated Transactions...
Status
Miew a Document
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The “Query” screen displays the case number, case title, the judge assigned to the case, and the
date the case was filed. Click on one of the hyperlinked choices from the list to view case
specific information.

Associated Cases

Displays any cases that have been consolidated with the case you are querying. This also
shows any cases that are related to the case you are querying.

Attorney

Displays the names, addresses, telephone numbers, and e-mail addresses of the attorneys as
well as the name of the party(ies) they represent in the case.

Case Summary

This provides a summary of current case-specific information. Date filed, nature of suit,
cause of action code, parties and attorneys.

Deadlines/Hearings

This option allows you to query the pending or terminated deadlines or hearings for the case.

Docket Report (Docket Sheet)

When you select Docket Report, ECF opens a screen where you may select a date range for
your docketing report or a range of docketing numbers. Leave the range fields blank to run
an entire Docket Report.

History/Documents

This selection runs a report showing the “‘event history’ and documents in a particular case.
You may select the sort order for the report or choose to view all events or only those with
documents attached. ECF also offers you the option to display the docket text in the report.
After making your selections click on the [Run Query] button.

View a Document

The View a Document item on the “Query” screen presents the user with a singe text entry
field. If the user enters a document number in this field and the document is available to
PACER users, the PDF document is displayed. This query provides a way to access
documents without first being charged to access the Docket Report.

Other Queries

The process for selecting and running other queries is similar to what has been described
above. You can Query our ECF database by entering other parameters into the various data
fields, e.g. case status, filed date, nature of suit, last/business name, etc.
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Reports Feature

The Reports feature of ECF provides the user with several report options. Some of these
reports are fee based so you may be prompted for your PACER login and password. After
selecting Reports from the blue menu bar you will be presented with the screen shown
below.

'3 https:; fecf-test.okwd.uscourts.gov - CM/ECF TEST - LI.5. Di — |EI|5|

J File Edit Wiew Favorites Tools Help | i ‘

EECF Civil ~ Criminal Query Reports Ltilities Search LogoL\ieH

-

Reports -

Docket Sheet Cruminal Reports
Critninal Cases

Civil Reports
Cral Cases Civil and Cruminal Reports
Judement Index  Calendar Events

Docket & ctivity
TWritten Crpindons —

=

Docket Sheet (Docket Report)

Click on the Docket Sheet hyperlink and you will be presented with the screen below. Enter
a case number and select any of the other report parameters on this screen and click the [Run
Report] button.

2} https:/ fecf-test.okwd uscourts.gov - CM/ECF TEST - L.5. D — Ol x|

J File Edit ‘wiew Faworites Tools  Help | g |

Case mumber|5:07-cv-3959

" Filed I

t
" Entered o I

Documents | to |

T [ 15
< v Parties anccounsel when displaying PDF docwments
Errod parties ; documents
[ List of member cases
™ Links to Motices of Electronic Filing  Format:

* HTMI. (unpagnated)

 PDF (paginated)
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Civil & Criminal Cases Report

The Civil & Criminal Case reports allow you to query our ECF system for cases filed within
a specified date range. You can limit your search by entering other parameters into the
available data fields.

Calendar Events Report

The Calendar Events Report allows you to run a report by case number or date range. This
report shows hearing dates, times and locations for the specified parameters.

(,‘?EM,.-"EEF LI¥E - U.S. District Court:okwd - Calendar Events - Windows Internet o [=] 3]
@ = IﬁIa https:fecf okwd,uscourts, gov cgi-bin/ CalEvents. pl j 2 ||| X ILi\.-'e Search P
5:3 qﬁ? ’f:'\Home - D Feeds (1) - = Prink - |:of Page = (CF Tools - Help - ;lResearch 8Messenger

= C - utilities ~
UE F Query Reports Utilities Logout

Calendar Events Report I

Cas e
number

Office Nature
of suit |0 (zero)
110 (Insurance)
Calendar Sel|8"4"2009 'UI Calendar
events |Allocution Hearing
Arbitration Hearing x| " Both © AM © PM

Timel © AM © PM

V¥ Include docket text

Sort b}'ITime 'l

Run Report | Clearl

Docket Activity Report

The Docket Activity Report allows you to run a report by case number or date range. This
report shows all ECF documents that were filed for the specified parameters.

Written Opinions Report

The Written Opinions Report is provided to PACER customers free of charge. Written
opinions have been defined by the Judicial Conference as “any document issued by a judge
or judges of the court that sets forth a reasoned explanation for a court’s decision.” The
responsibility for determining which documents meet this definition rests with the authoring
judge. You can run the Written Opinions Report by case number, party name, nature of suit,
cause of action, or date range.
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Utilities Feature

a https:, jech.okwd.uscourts.goy - CM,/ECF LIVE - 115, District Courtzokwd - Ukilities - |D|5|

“ File Edit ‘“iew Favorites  Tools  Help ‘ !? ‘

EECF Civil -~ Criminal Query Reports  Utilities Search Logout

-

(Utihities
Your Account Miscellaneous Application Administration

View Your Transaction Log Internet Payioent History
Mantan Your Login / Password Legal Besearch ...
Change Client Code Idadlings. .
Change Your PACEE Logm
Eewew Billing History Venfr a Document
whow PACER. Account
Eemowe Default PACEER Account

Maintain Your Login / Password

This option under the Utilities feature allows you to change your ECF Login and/or
Password. Replace the existing information that is in the login or password data fields on the
screen shown below and then click the [Submit] button. You may begin using your new
login and/or password during your next ECF session.

3 https:/ /ecl.okwd.uscourts.gov - CM/ECF LIVE - .5, District Court:okwd - Accoun - |E||5|

|J File  Edit ew Faworites Tools  Help | l? ‘

ZECF o - om )~
UECF Civil Crlml:‘lal Query Eepnrt‘ gtllltlfs Search Logout

Nore User Information for attorney

Login Iatmrney Lastlogmm 01-07-2008 16:22
Password I“‘“"‘“"“"“‘* Cwrrent login 01-08-2008 16:22
Create date 01/07/2008
Registered ¥ Update date 01/07/2005

Internet Credit Card I
Groups Attorney
Subrnit | Clear |
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View Your Transaction Log

The View Your Transaction Log Report allows you to run a report by date range showing
all the transactions the were submitted in ECF using your Login and Password.

Use this feature of to review all your transactions and to verify that:

Every transaction you entered in our ECF system is reflected on the report.

No unauthorized individuals are using you login and password.

Miscellaneous

ECF provides four miscellaneous functions under the Utilities menu option.

Internet Payment History- this option can be used to verify your internet payment
history for a specific date range.

Legal Research-contains hyperlinks to a Law Dictionary, a Medical Dictionary,
Westlaw and Lexis/Nexis.

Mailings-opens a screen with links for Mailing Info for a Case and Mailing
Labels by Case. This information can be used to complete your certificate of
service.

Verify a Document- Enter the case number and document number to generate the
electronic file stamp for that particular document. This is helpful if you forgot to
retain a copy of the NEF for a document when you received it via E-Mail
notification.

The menu choices listed below reference your PACER account. Please contact
PACER at 1-800-676-6856 for more information on these menu choices.

Change Client Code

Change Your PACER Login
Review Billing History

Show PACER Account

Remove Default PACER Account
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Maintain Your E-mail

This option under the Utilities feature allows you to change your ECF e-mail address

information.
1. Click Utilities from the blue menu bar in ECF.
2. Click Maintain your E-mail.

1] C/ECF TEST - LS. Districk Couwrtiokwd - Utilities - Microsolt Internet Explorer

Fie Edk ‘“iew Favorites Tooks Help e
10-Q-HNREABG L,k =B 43
Address |ﬂ hitps: [fecf-test akwd, uscourts, govfog-binDisplayMenu, piFUtiRbes _ﬂ £4 Go

Links i.' Askcom 2 Lexishends 2] Lotus T-Notes €] OKWD External Site i Pay.gov £ ] Westlaw

EECF Civil - Cri‘lrnal Query Eepo'rts Utilities Search Logout

-

Mtilities
Your Account Miscellaneous Application Administration
Mantam Your E-mal Internet Fayment History
Maﬂmﬁ‘f&‘}%r {Password ~ Legal Research .
Vn'.w 1{[‘.!11r Tr?_l'ls .tll'_ln .[,,-UE: M&Q‘ LEE
Change Client Coda\

=

When you click on the “Maintain Your E-Mail” link you will be presented with
the screen shown below.

ﬁ'EM,.-"EEF LIVE - U.5. District Court:okwd - Account Maintenance - Windows Internet Ex o [=]
@ =¥ Iﬂa https:fject .okwd.uscourts, govcgi-binjmy_email.pl j ﬁ || X ILive Search P~
i:? & ,:}Home v D Feeds (1) - (0 Prink ~ |:;Page = (O Tools = Help v élResearch gMessenger

Civil +  Criminal ~ Query Reports ~  Utiities +  Search  Logold

Email Information for Anne Ross

Delivery In All
Format Method Active My Cases Additional Options
TML x| [Indiidual NEF x| Yes  Yes  [Hide Options =]

| Submit | Clearl

3. Primary E-mail Address:
Type in your new ‘primary’ e-mail address.
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E-MAIL SETTINGS:

4. Format:
a. HTML - the system defaults to this format.
b. Text - select this option if your e-mail service cannot properly display html
format.

5. Delivery Method:
a. Individual NEF - system defaults to this setting. You will receive a NEF each time
something is filed in a case in which you are involved.

b. Summary NEF - select this option if you wish to receive one daily summary report
of all filings in cases in which you are involved. If you select this option you cannot
receive a separate notice for each filing.

6. Active: defaults to YES
7. In All My Cases: defaults to YES

8. Additional Options:
a. Hide Options: default setting.
b. Additional Cases: allows you to receive NEF’s in other cases.
c. Delivery Method Exceptions: allows you to specify cases in which you want to
receive only a summary NEF.

9. Secondary E-Mail Address(es):
a. Our court allows two additional secondary e-mail addresses.
b. Make sure the boxes for ‘active’ and ‘In all My Cases’ have a check mark.

" CECF TEST - U5, District Courtiskwd - Accoun Maintenance - Windows Internet Biphrer =k
G - ,.'I'- hitps: [ tecf-test olwd drc |0, donjogi-bindmy_pmal.pl ﬂ o | e XK | o
¢ Mjtome < I Pnt - | -Page ~ (0 Tooks ~ g Help - &0 Ressarch Y Messergsr

Criminal ~ Query Reports - Utilities =
Email Information for attorney3

Delivery I Al
Primary E-mail Address Formai Method Active My Cases Additional Options
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Secondary E-mail Addresses
[court@okwd uscouns gov [HTML =] | indradual HE Hida Options =l
Add Additicnal E-mail Address | Submit I Claar

10. Click Submit to save any changes.
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11. Click Submit on the screen shown below.
**This will update all your cases with your new e-mail information**
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ZECF Grvil =  Criminal =  Query  Reports =  Utities = Seargh  Logeut

Searching for existimg Attormey Hecards Ll
Select the cases 1o be updated
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JPETIAN JOU Ore SThing O anroacurtes with ary ather cases, igformuntion in those cases will mor be maaffed

U vou modifed awy af the mawe fields (fiems, lase, muddle, pemeranon) on the previoss seveaw, thode values will sulomarcally be recordad
i all accersible cases to whick rhe persan it fnked. These chonges will goply fo off gf thore cases regordiess of whether ar not the weer
calecrs comer ndividuslly or selects the ™**Lipdare Nome ™™™ option

U vou madfied rtams offiar thar the namae fields fex. mailimg addeess faldsl on the previows screen, those varlues will be recorsed ONLT
i rhe accesaible cates taat you selecr or ALL cates [Fyou choode tie ** *Updane AIT**® gptioa. [fyon selecr the ***Lipcinie None ***
oprion, no charges will apply fo any coner lrned. Click the guerfion mark on the mean bar above far micee information

= Lpasts MNone ™

<3868 Plunil 1 v. Delendam 1
-A00E Plantif 1v Defendant 1 Acomey Term 8701472008

Umiled Stales of Amenca v Dos

leitad States of Amenca v Dos

Usrled Slales ol Amenca v. Dos

Urilad Stales of Amenca v Doa

Ussled Siales of Amenca v. Dos
Urited States of Amenca v Doa = I

Claar |
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i dr fpHome - E) - pehiPont = rPage = | iTooks - Ggf el - ) Research M Messenger
EECF Civil - Criminal - Query Reports - Utilities - Search

Logout

[nserting a new person record..

The msert was successful . pnd 210180 - anne ross

E-mail configuration:
Primary e-mail address: anne_ross@ olowd uscourts gov

This e-mail address is cumrently active, and normally receives individual NEFs in HTML format for all of vour active
cases T

Logout

After you have completed your transactions in ECF, click Logout on the blue menu bar.

3 https:/ /ecfl.okwd.circ10.dcn - CM/ECF LI¥E - LI.5. District Court:okwd - Reports - Microsoft Interne - |EI|£|

|J File Edit Wiew Faworites Tools Help | ¥ |

EE F Ciwvil - Criminal =~ Query Reports ~ Utilities - Search Logout
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