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Slide notes 
Welcome to the Western District of Louisiana's filing in a Multi-District Litigation demonstration.  You may fast forward or rewind this tutorial at any time by 
using the Playback Control Bar located at the bottom of the screen.  This module has Closed Captioning which may be turned on and off by clicking the CC 
button to the right of the playback Control Bar.  Click Continue. 
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Slide notes 
In this demonstration, you will learn to: Spread the filing among the member cases; select the applicable member cases; select the applicable filers; 
deselect attorney/party associations where appropriate; and review the docket text for accuracy. 
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Slide notes 
For the purposes of this demonstration, we will be filing a Motion for Attorney Fees in the MDL; however, it also relates to the following member cases: 3:11-
cv-1647 David E. Young and Della Young vs. Takeda Pharmaceuticals America Inc., et al and 3:11-cv-1751 Alan Barth and Gay Barth vs. Takeda 
Pharmaceuticals America Inc., et al.  Click Continue. 
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Slide notes 
After logging into CM/ECF, click Civil on the blue menu bar. 
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Slide notes 
Since we are filing a motion, click the Motions hyperlink. 
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Slide notes 
Our motion is for attorney fees, so click Attorney Fees in the available events box. 
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Slide notes 
Attorney Fees should appear in the Selected Events box. Click Next. 
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Slide notes 
All filings should be made in the Master Docket or MD case which is 6:11-md-2299.  Type the case number in the Civil Case Number field. 
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Slide notes 
Click Find This Case. 
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Slide notes 
Click Next. 
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Slide notes 
When asked if you want to spread the docket entry, always ensure the YES radio button is selected. Do not change the selection to NO as your filing should 
always refer to one or more of the member cases. Click Next. 
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Slide notes 
On this screen, the system needs to know which cases your filing relates.  If it relates to ALL member cases, leave the ALL selection highlighted.  If it does 
not relate to all member cases, click the first case in the list that applies to your filing.  In the case of our filing, 11-cv-1647 is the first case. 
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Slide notes 
Since we have an additional case to which this filing relates, we need to select it as well.  Hold the ctrl. key down, and click the next case which is 11-cv-
1751. 
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Slide notes 
Ensure both cases are highlighted, and click Next. 

 



Adobe Captivate Thursday, February 16, 2012 

 

Page 15 of 45 

Slide 15 - Slide 15 

 

Slide notes 
All parties in both selected cases as well as the parties in the master docket will appear in the "Select the Party" box.  We must select the applicable parties 
in the member cases AND in the master docket. Essentially, we will be selecting each party twice.  Notice the case numbers appear next to the party 
names.  Our filing is on behalf of Alan Barth, Gay Barth, David E. Young, and Della Young.  We will select each of them now by holding the ctrl. key down 
and clicking on their names. 
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Slide notes 
While holding the ctrl. key down, click Gay Barth. 
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Slide notes 
Use the scroll bar to view additional names in the Select the Party box. 
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Slide notes 
While holding the ctrl. key down, click David E. Young. 
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Slide notes 
While holding the ctrl. key down, click Della Young. 
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Slide notes 
Click the down arrow to scroll down. 
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Slide notes 
Notice that we selected the parties in their member case capacities, and we are now selecting them in the master docket. 
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Slide notes 
Remember to hold the ctrl. key while clicking the party names to ensure all applicable parties are selected. 
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Slide notes 
Click the down arrow to scroll down and view additional names. 
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Slide notes 
Hold the ctrl. key down, and click David E. Young. 
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Slide notes 
Hold the ctrl. key down, and click the last filing party, Della Young. 
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Slide notes 
Once all applicable parties are selected, click Next. 
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Slide notes 
If this screen appears, the system does not recognize you as an attorney for selected parties in these particular cases.  If you are submitting a joint filing, 
you will need to uncheck the parties you do not represent.  For any party you do not uncheck, you will appear on the docket sheet as counsel for that party.  
Please ensure you represent any checked party.  We will now uncheck the parties that are not represented by the filing attorney. 
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Slide notes 
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Slide notes 
 



Adobe Captivate Thursday, February 16, 2012 

 

Page 30 of 45 

Slide 30 - Slide 30 

 

Slide notes 
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Slide notes 
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Slide notes 
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Slide notes 
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Slide notes 
Once the information on this screen is correct, click Next. 
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Slide notes 
Green boxes, such as this one, are friendly reminders to follow the Federal and Local Rules as well as court procedures when filing.  After reading, click 
Next. 
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Slide notes 
Now, we need to locate and upload the PDF document we wish to file.  Click the Browse button for the main document. 
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Slide notes 
Navigate to the folder which contains your PDF filing.  Always view the PDF prior to uploading to CM/ECF.  To view the document, right click the PDF. 
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Slide notes 
Click open with acrobat 9 or whatever program your computer uses to view PDFs. 
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Slide notes 
Ensure the correct PDF appears, and click the close button. 

 



Adobe Captivate Thursday, February 16, 2012 

 

Page 40 of 45 

Slide 40 - Slide 40 

 

Slide notes 
Click the open button to insert the file path and file name into the Main Document field in CM/ECF. 
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Slide notes 
If there are attachments to your motion, you would add them here.  Since our example contains no attachments, we will click Next.  
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Slide notes 
Yellow boxes notify you of actions the Clerk's Office will take.  Click Next. 
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Slide notes 
Make any appropriate edits to the docket text, and click Next. 

 



Adobe Captivate Thursday, February 16, 2012 

 

Page 44 of 45 

Slide 44 - Slide 44 

 

Slide notes 
Verify the docket text correctly reflects the filing, and the applicable cases and parties.  Please note that if the filing relates to more than five cases, the 
notation will simply read "6:11-md-2299-RFD-PJH et al" instead of listing each case.  To submit your filing and receive a Notice of Electronic Filing or NEF, 
you would click Next.  To proceed with this demonstration, click Continue. 
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Slide notes 
This concludes our demonstration.  Thank you for viewing, and we hope that you find the demonstration useful when filing electronically in the Multi-District 
Litigation case.  For further assistance, call our CM/ECF Help Desk during business hours at 866-323-1101. 

 

 


