
1

1

2

Karen Yorgensen

Brad Carson

Northern District
of Iowa

Sue Young

Maura McNally
Julie Hoch

CM/ECFCM/ECF

Trainers



2

3

Introduction

o Eventually all 96 federal courts will be 
up and running on ECF.  Our court 
was the 16th court to bring attorneys 
online with electronic case filing. 

o As of August 8, 2004, 1200 attorneys 
have registered for e-filing.
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How it works – we’ll docket a 
motion

o Log in to the 
system

6

Choose Civil or Criminal
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Choose Motions

8

Choose “Continue Trial”
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Enter Your Case Number

10

Choose Filer
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Attach Your Motion (pdf format)

12

Add Text
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Drop Dead Screen

14

Electronic Notice
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Training Objectives

You will be given a general overview of the Query function and reports 
available under cm/ecf.

You will see examples of docketing common events in cm/ecf.

You will be familiar with the common cm/ecf screens.

You will know how to set up your account in cm/ecf

You will have a general understanding of the procedural and legal issues 
related to cm/ecf.

You will know what resources are available to assist you with cm/ecf and 
where to find them.

You will be given an overview of the hardware and software requirements 
and the issues relating to them.

16

Hardware Requirements

o PC (IBM or Mac – 300 mhz processor and 
64mg ram)

o Scanner – Color or BW (document feeder 
helpful)

o A way to connect to the internet – either a 
dialup modem (56k or higher) or a high speed 
cable or DSL modem
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Software Requirements

o Browser –

o Adobe READER – free download at:
www.adobe.com

o Software to convert WP or Word documents to 
PDF

18

Browser Issues
A web browser is required to access cm/ecf

While other browsers work satisfactorily, they 
do not currently provide all the advantages 
of Netscape 4.7x which can be downloaded 
for free at:

http://wp.netscape.com/download/0222101/10000-en-win32-4.76-complete-28_qual.html

If you are using another browser and are 
having problems, please let us know that 
when you contact us for help.
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PDF Writers
o Adobe Acrobat. All documents filed in cm/ecf must be in PDF format. There 

are two components of this software:  Acrobat Reader allows you only to 
read documents.  Adobe Acrobat (or another compatible pdf formatter) 
allows you to write or convert your word processing documents into PDF. 

Telephone: (888) 502-5275
Website:  adobe.com

o PDF 995 – is a free download that allows you to write or convert your word 
processing documents.  It DOES create a larger file than Adobe Acrobat 
and also includes advertising banners.  You will need the “print driver”

Website:  www.pdf995.com

o CutePdf – is a free download that allows you to write or convert your word 
processing documents.  Download the writer and the converter.

Website:  www.cutepdf.com

20

PDF Resource

o http://www.pdfforlawyers.com
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Adobe Acrobat Version 6.0

o See our website, CM-ECF section, Reference 
Materials for information on the setup of Version 
6.0. If you purchase Acrobat Version 6.0, you will 
need to make sure that your saved pdf
documents are “backward compatible”.
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Adobe Version 6.0

o Adobe Version 6.0 
may not print our 
court’s customized 
pdf “stamps”
unless you change 
your “Print What” 
to print Documents 
and comments
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o Choose File-
Print to access 
this screen –
then change to 
Documents and 
Comments

24

WHY DO I NEED A 
PACER LOGIN AND ID?

o PACER allows you to access documents 
that are filed on cm/ecf and e-mailed to 
you.
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A  PACER LOGIN MAY BE OBTAINED 
FROM THE PACER SERVICE CENTER

The PACER Service Center may be 
contacted via:

o Phone: (800) 676-6856

(210) 301-6440
o Website: pacer.psc.uscourts.gov

o E-mail: pacer@psc.uscourts.gov
o Regular U.S. Mail:

PACER Service Center
P.O. Box 780549
San Antonio, TX 78278-0549
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HOW DO I KNOW WHEN I WILL 
INCUR PACER CHARGES?

o When charges are accrued, a transaction confirmation 
receipt will appear before the document may be viewed.  
This receipt will indicate the date and time of the 
transaction, the type or description of the transaction, the 
number of pages billed and the cost for that particular 

transaction.

o The user may click the “View document” button to proceed 

or use the browser’s “Back” button to cancel the request.
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PACER CONFIRMATION RECEIPT

28

CAN I DETERMINE MY PACER 
CHARGES BEFORE I’M BILLED?

o YES – Click on:

n “Utilities”

n “Review Billing 
History”



15

29

CAN I DETERMINE MY PACER 
CHARGES BEFORE I’M BILLED?

o Set a date range

o Set the sort

o Submit
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CAN I DETERMINE MY PACER 
CHARGES BEFORE I’M BILLED?

o You will see this screen:
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Technical Questions?

In Cedar Rapids – Call Brad (319) 286-2300

In Sioux City – Call Sue (712) 233-3900
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NDIA Website Resources

o We have collected all the resources needed to use cm/ecf
on our web page (www.iand.uscourts.gov)
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CM/ECF HOME PAGE

34

Reference Material
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Reference Material

36

Login to Live/Training
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Links to:

o Live Database o Training Database

38

CBTs & Tutorials
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Computer Based Training
ECF Tutorial

40

Where To Go For Help
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Where To Go For Help

42

Procedural & Legal Issues

o Rules governing electronic case filing 
can be found in our Local Rules, 
supplemented by the Procedural 
Manual on our website.
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Section II 
Electronic Filing System

o Mandatory Date:  March 1, 2004

o Cases or Documents Subject to 
Electronic Filing

o Documents Not Filed Electronically
n All documents except where excused by 

the Court or Clerk
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SECTION XI - DOCUMENTS TO 
BE FILED IN PAPER FORM

o Sealed Documents

o Ex Parte Documents 

o Pro Se Documents

o Large Documents
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SECTION II G - FILING SPECIFIC 
TYPES OF DOCUMENTS (Section II D)

o Opening Civil Cases 
o Civil Summons
o Opening Criminal Cases
o Filing Briefs
o Documents Requiring Leave of Court
o Documents Submitted for Court Approval

n (Proposed or Scheduling Order)
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Section III  
OFFICIAL COURT FILES

o No paper after March 1, 2004

o Original documents discarded

o Exception for criminal cases
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Section IV - Signatures

n A.  FILER’S SIGNATURE 
o Log in and password.
o Rule 11 
o Format

“s/ (attorney name)”.  

n B.  NON-ATTORNEY SIGNATURES
o Must be scanned

48

Signatures, cont.

n C. MULTIPLE SIGNATURES
o Obtain consent
o How to file
n Scan the document

n Have the clerk scan document
n Format

“s/ Jane Doe,” “s/ John Smith,” etc.
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Signatures, Multiple

50

o Notice of E-Filing
n This constitutes the certificate of 

service on all registered parties

SECTION V - Service

Back to Reports
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Can I Tell Who is Registered?

o Yes – Click on
n “UTILITIES”

n “MISCELLANEOUS -
MAILINGS”

52

Mailing Info for a Case

Key in case number

3-0003

Mail information is listed
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Service, cont.

CONVENTIONAL SERVICE REQUIRED FOR:

o Non-registered parties
o Conventionally filed documents
o Separate certificate of service required

n Fed. R. Civ. P. 6(e) & 
Fed. R. Cr. P. 45e
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SECTION VI - Registration

o An attorney wishing to file electronically 
must complete and sign an Attorney 
Registration Form.
n Consent to receive notice electronically 
n Consent to receive service electronically

oWe will mail you your user id and 
password.
n Attorney is responsible for protecting the password
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SECTION VII - Orders

o Judges’ orders electronically filed

o Proposed orders not electronically 
filed (ecfmail@iand.uscourts.gov)

o Text only orders

56

Text-Only Orders

No order is attached.  The 
document link is the link to the 

motion document.  The judge has 
not attached a document.

The judge can docket an order without attaching a pdf 
document.  In the example below, the judge has granted the 
motion without preparing an actual order.
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PDF Stamp - Order

Adobe Version 6.0

58

SECTION VIII 
Correcting Mistakes

o Do not refile – call us

o Use the proper event initially
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SECTION IX 
Filing Documents

o Timely Filing
A document will be deemed timely filed if filed 
prior to midnight. However, if the exact time of 
filing is of the essence, the assigned judge will 
order that document filed by a time certain.
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Filing, cont.

o Technical Failures
n Generally, you are responsible for ensuring 

documents are timely filed.
n Jurisdictional deadlines are not extended because 

the System is down.
n Non jurisdictional deadlines will generally be 

extended if the court’s System is down.
n Check the Web page for notice that the System is 

down.
n Direct Access if our web page is down: 

http://ecf.iand.uscourts.gov.
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SECTION X 
Privacy Issues

o Privacy Issues (Procedural Manual X)
n Redaction Required – E-Government Act of 

2002, Public Law 107-347.

n Access to the System – You will see this 
message if you are not a party to the case in a 
criminal matter and attempt to view a document.
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Account Setup

Account Set Up
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Let’s Set Up Our Account!
(User Manual – Section 6)

Click on “UTILITIES”
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Account Setup
Click on “Maintain Your Account”
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Account Setup, cont.

You should see this screen.
Please confirm that the information on this screen is correct, 

then click “More User Information”.

66

Account Setup, cont.

You should see Screen 6

Your login should appear in the login box.  You may now change your 
password by:

1. Typing your new password in the password box.
2.  Click on the “Return to Account screen”.

1

2
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Account Setup, cont.
o 3. This will bring up Screen 5.  To complete the transaction, 

you must now click on Submit and then Submit again.
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Let’s Set Up Our E-mail Account!
(User Manual – Section 6.2)

Click on “UTILITIES”
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Account Setup, cont.

Click on “Maintain Your Account”

70

Account Setup, cont.
You should see this screen.
Please confirm that the information on this screen is 

correct, then click “Email information”.
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E-mail Account Setup
You should see this screen.

1) E-mail address 
(account owner)

2) Alternate addresses

4) Other Cases

5) Daily or Summary

6) Formatting

Return to Account Screen

3) Make sure this box is 
checked!
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E-mail Account Setup
o This will bring up Screen 5.  To complete the transaction, 

you must now click on Submit and then Submit again.
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Common Screens

74

Main Menu (Court Login)
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Sub Menu - Civil

76

Sub Menu - Criminal
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Help Screens

o Available with “Submenus” Open

78

Help Screens

o You can search or print the listing
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Search Result – Status Report can 
be found in “Other Documents”
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Common Screens

Case Selection Screen

3-9009
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Common Screens
Select “Party Filer” Screen

82

Common Screens

Party-Attorney Association Screen
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Common Screens

Select “Filed Against” Screen

84

Common Screens

o Linking Screen (motion of extension of time 
to file answer)
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Common Screens

o Linking Screen (motion of extension of time 
to file answer)
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Common Screens

o Menus - Dropdowns

Some menus open automatically (motions)
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Common Screens

o Menus - Dropdowns

Some menus must be opened (notices)

Click on down arrow
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Common Screens

o Menus - Dropdowns
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Common Screens
Attach PDF Document Screen

90

Browse Screen

Netscape – change 
to “all files”
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Right Click on Document & Open

92

The PDF Document Opens –

Verify the document

Then close out of Adobe

Woods et al

Go-Carts Unlimited 3-cv-9009
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Highlight Document and Click
Open to Attach the Document

94

Click Next
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Attachment Screen

o 3 Steps!

96

Common Screens, cont.

Dropdown & Text Boxes

Until April 1, 2004
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Common Screens, cont.

o Drop Dead Screen

98

Common Screens
o Notice of Electronic Filing

File stamp information

Service information
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Email Notice

o I’ll open my email by clicking on it

100

Email Notification

Clicking on document number 
generates the free look

Make sure you’re already logged 
in to cm-ecf BEFORE you 
click on the document 
number!!!
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Free Look –
Adobe Document Opens

Woods

Go Carts Unlimited

3-9009

Motion to Extend Time to 
File

o Then, PRINT or 
SAVE your free 
look!

102

Docketing Common Events 
- Civil Complaint

o We will log into our 
training database 
as “attorney1”, 
password “train”.  
Click “Login”.
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Click on “Civil”

104

Under Initial Pleadings & Service…

Choose 
“Complaints and 
Other Initiating 
Documents”
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Then Choose “Complaint” and 
hit “Next”

106

Then Choose “Complaint” and 
hit “Next”

o Key in the case number and click next
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Choose the FILER(s)

And click “Next”

Dual selection by holding 
down the “control key”

108

Associate the Attorney 
with the Party and click “Next”



55

109

Choose the party “filed 
against” and click “Next”

110

Attach the PDF document –
click “Browse”



56

111

Find the PDF document 
stored on your system

Netscape – change 
to “all files” Click on “Open” to 

attach

Right Click & Open to 
Verify!

112

PDF Document is now 
attached – Click “Next”
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Receipt Number/Fee

Key in receipt number (if applicable) and click “Next”

Fee is automatically calculated

114

Scheduling Report Deadline –
Click “Next”
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Freeform Text Box

o Key in text if applicable and click “Next”

116

Drop Dead Screen
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“NEF”

File stamp information

Service information

118

Answer to Complaint

o We will log in as 
“attorney3”
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Click on “Civil”

120

Choose Answers to Complaints

Civil Submenu
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Answer – Case Number

o Key in the case number and click “Next”

03-9009

122

Answer – Filer

o Choose Filer and click “Next”
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Answer – Party Association

o Associate Party with Attorney and click “Next”

124

Answer – Link to Complaint

o Link the Answer to the Complaint and click “Next”.
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Answer – Attach PDF

o Browse out to PDF 
document – right

click on Answer and 
“open” to verify

126

Answer – Verify PDF doc

oClose 
Adobe
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Answer – Attach PDF Doc

o Right click on document and then click 
OPEN to attach, then NEXT.

128

Answer – Counterclaim, Cross-
Claim, Third-Party Complaint

Choose third-
party complaint 
and click “Next”
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Answer –
Choose or Add Third-Party

o Since our third-
party does not 

show in the box, 
click on 

“Add/Create 
New Party”

130

Answer – Searching Party

o Key in the last name of the party you are searching for 

then click “Search”

smith
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Answer – Adding Party

o Since our party, “Alice Smith” is not in 
the party database, we need to click on 
“Create new party”

132

Answer – Creating Party

o Capitalize last 
name, add first 
name, etc.

o Click dropdown box 
on “Role” and 
choose appropriate 
role-type
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Answer – Adding Party

o Click on 
“Submit” to 
add your 
party

134

Answer – Filed Against

o Choose party 
filed against by 
third-party and 

click “Next”
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Answer – Update Jury Demand

o Choose b,d,n or p.  
Do NOT leave this 
blank!

136

Answer – Building Text 

Jury Demand

o Key in “Jury Demand” and click 
“Next”
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Answer –

o Add freeform text if applicable 
and click “Next”

and

138

Answer – Drop Dead Screen

o Click “Next” if everything is correct –
otherwise use your BACK button on 
the browser to make corrections. 



70

139

Answer – NEF File stamp information

Service information

140

Motion for Summary Judgment

o We will log in as 
“attorney1”
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Click on “Civil”

142

From Submenu –
Select “Motions”
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143

Scroll down 
to “Summary Judgment”

144

Key in your case number
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Select Party Filer

o Highlight 
Filer and 
click next

146

Browse out to PDF doc
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Verify PDF doc

o Right click 
and OPEN to 

verify 
document

148

Attach PDF doc

o If document 
is ok, click 
OPEN to 
attach
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CRITICAL: Attachments = Yes

150

Attachment Screen

o 3 Steps!
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Step 1 – Browse out to PDF doc 
(brief), then VERIFY and attach

152

Step 2 – NAME attachment

o Click on 
dropdown 
arrow and 
highlight 

BRIEF – then 
freeform text

In support of Motion For SJ
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Step 3 – ADD to list

154

Attachment is Added
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Repeat previous steps for 
all attachments

o When complete, 
3 attachments 

should be listed.  
Then click NEXT

156

How do the attachments appear 
on the docket report?
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Scheduling Report DDL

o Automatically 
calculated

158

Motion Text Screen

On counts 1 & 3
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Drop Dead Screen

160

NEF – Page 1

File stamp information
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NEF – Page 2

Service information

162

Motion to Extend Time to File 
Resistance to Motion for SJ

o We will log in as 
“attorney3”



82

163

Enter Training/Live System

164

Click on “Civil”
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Click on “Motions”
o Scroll down to “Extension of Time to 

File”, highlight and click next.

166

Key in your case number
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Select Filer

168

Browse out to your Motion
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169

Right click & “Open” to Verify, 
then click “Open” to attach

170

Read Help Message
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171

Key in appropriate text

Time to file resistance to motion for SJ

172

Link to previous events…
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173

Link to Motion for SJ

174

Drop Dead Screen
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NEF

Service information

File Stamp Information

176

Motion to File Overlength Brief

o We will log into our 
training database 
as “attorney1”, 
password “train”.  
Click “Login”.
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Enter Training System

178

Click on “Civil”
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179

Click on “Motions”
o Scroll down to “File Overlength Brief”, 

highlight and click next.

180

Key in your case number
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181

Select Filer and click “Next”

182

Browse out to Motion, Right Click & 
“Open” to Verify and “Open” to Attach
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183

Choose Attachments YES

184

Attachment Screen

o 3 Steps!
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Step 1 – Browse out to PDF doc 
(overlength brief), then VERIFY and 
attach

186

Step 2 – NAME attachment

In this example I 
did not use the 
dropdown – just 
named the 
attachment
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Step 3 – ADD to list and click “Next”

188

Motion text – if applicable
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189

Drop Dead Screen

190

NEF

Section IIG

Back to Section IIG
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191

The Query Functions
o We will log in to the training database with 

our PACER id.

Log into LIVE Database

192

Enter Training/Live System
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193

Pacer Login

194

Notice Menu Choices

Click on Query
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195

Query Screen

196

Key in Case Number and Run Query

03-9009
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Multiple Cases?
o With our case numbering system, 

there can be more than one case 
using a number – in this example, we 
want to look at the CIVIL (cv) case.

198

Query Selections
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199

Docket Report

200

Docket Report
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201

Docket Report – Page 1

202

Docket Report – Page 2

o Clicking on the 
“silver ball” will open 
the NEF
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203

Docket Report – NEF

204

The Report Functions
o We will log in to the training database with 

our PACER id.

Log into LIVE Database

Log in to Training Database
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205

Enter Training/Live System

206

Pacer Login
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207

Notice Menu Choices

Click on Reports

208

Reports Menu
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209

Docket Sheet

Service

210

Civil Reports
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211

Civil Cases Report

212

Criminal Reports
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213

Civil & Criminal Reports

214

Follow up from your office…Follow up from your office…
nn When you are back in your offices, log in to our When you are back in your offices, log in to our 

TRAINING database:TRAINING database:

CMCM--ECF LOGINECF LOGIN
Login:Login: attorney1 thru attorney22attorney1 thru attorney22
Password: Password: traintrain

PACER LOGINPACER LOGIN
Login:Login: nd9970nd9970
Password:Password: traintrain
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215

ECF Addresses ECF Addresses –– Live DatabaseLive Database

nn Through the cmThrough the cm--ecfecf link off our main link off our main 
webpage at webpage at www.iand.uscourts.govwww.iand.uscourts.gov

nn Direct connection to the ECF server (use if Direct connection to the ECF server (use if 
our main webpage is down) at our main webpage is down) at 
http://ecf.iand.uscourts.govhttp://ecf.iand.uscourts.gov

216

ECF Addresses ECF Addresses –– Training Training 
DatabaseDatabase

nn Through the cmThrough the cm--ecfecf link off our main link off our main 
webpage at webpage at www.iand.uscourts.govwww.iand.uscourts.gov

nn Direct connection to the ECF server (use if Direct connection to the ECF server (use if 
our main webpage is down) at our main webpage is down) at 
http://ecfhttp://ecf--train@iand.uscourts.govtrain@iand.uscourts.gov
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•Thank You!!

218

Adobe Version 6.0

o Adobe Version 6.0 may not print our 
court’s filestamps unless you change 
your “Print What” to print Documents 
and comments



110

219

Adobe 6.0

220

Adobe Version 6.0

o Adobe Version 6.0 may not print our 
court’s filestamps unless you change 
your “Print What” to print Documents 
and comments
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221

Adobe 6.0

o Choose File-
Print to invoke 
this screen –
then change to 
Documents & 
Comments

222

Sub Menu - Civil
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223

Service - N.E.F.

File stamp information

Service information

224

CRITICAL: Attachments = Yes
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225

Attachment Screen

o 3 Steps!

226

Step 1 – Browse out to PDF doc 
(brief), then VERIFY and attach
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227

Step 2 – NAME attachment

o Click on 
dropdown 
arrow and 
highlight 

BRIEF – then 
freeform text

In support of Motion For SJ

228

Step 3 – ADD to list
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229

Attachment is Added

230

Repeat previous steps for 
all attachments

o When complete, 
3 attachments 

should be listed.  
Then click NEXT


