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come to the Western District of Louisiana’s case ope
demonstration.

may fast forward or rewind this tutorial at any time by u
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.

CONTINUE

Slide notes

Welcome to the Western District of Louisiana’s case opening 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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OBIJECTIVES

In this demonstration, you will learn to:

* Electronicallyopen a civil case;

* Supply the civil cover sheet information;
Add parties to the database;
File a case opening document; and
Pay the filing fee.

CONTINUE

Slide notes

During this demonstration, you will learn to electronically open a civil case, supply the civil cover sheet
information, add parties to the database, file a case opening document, and pay the filing fee. Click
continue.
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' a new civil case, you should complete these steps:

'+ Prepare all pleadings to be filed and save them as PDFs;
Complete the civil cover sheet;
Scan any exhibits and the civil cover sheet;
Have your login and password for both CM/ECF and PACER a

‘+ Have your credit card ready.

CONTINUE

Slide notes

Before attempting to log into CM/ECF, you should follow these steps: prepare all pleadings to be filed
and save them as PDFs, complete the civil cover sheet, scan any exhibits and the cover sheet if not
already in PDF, locate your login and password for both CM/ECF and PACER, and have your credit
card ready for payment. Click continue.
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g happens in 2 phases:

pting a case number to be generated automatically. /
d which will become the docket sheet.

CONTINUE

Slide notes

There are two phases to case opening. Phase 1 includes civil cover sheet information and the input of
parties. The system then generates a unique case number for your new suit, and a shell is created
which will become the docket sheet. Click continue.

Page 4 of 19



Adobe Captivate Tuesday, January 03, 2012

Slide 5 - Slide 5

CMV/ECF Help Desk: 1-866-323-1101 Module 1: Opening a New Civil Action Slide 5 of 19

2, the case opening document is filed; a link is created bet
r and their attorney, and the filing fee is paid.

The Western District of Louisiana has adopted a mandatory
policy for filing fees. If unable to pay the filing fee, a moti

ed in forma pauperis should be filed in conjunction with the new

CONTINUE

| Click here. .

Slide notes

In Phase 2, the case opening document is filed, a link is created between the filer and their attorney,
and the filing fee is paid. Please note that the Western District of Louisiana has adopted a mandatory
online payment policy for filing fees. If unable to pay the filing fee, a motion to proceed in forma
pauperis should be filed in conjunction with the new civil suit. For the purpose of this demonstration, we
will be filing a notice of removal. Click continue.
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E2) CMJECF - LS. District Court:Western District of Louisiana - TEST-login - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

S[% CMIECF - 1.5, District Court:Western Distric | + -

L é y (=) 513 uscourks.goy | hitps: ffecf-rest lawd, uscourts . gov/'cgi-binflogin. pl .’ - F @ -
E = Criminal~ ue
SECF nal-  Query

Click here.

Reports ~ Utilities ~ Search Logout

Click Civil.

U.S. District Cowmt
Western District of Lowisiana - TEST
Official Comt Electronic Document Filing System

Thiz message 15 contained in the file Operationtlotice htm.
Tou may use this file to alert users to current CMYECF operational issues

This facility is for Qfficial Court Business anly. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule af Civil
\Procedure 11, Bvidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement officials.

"Aelcome to the TS, District Court for the Western District of Louisiana - TEST Electronic Document Filing System. This page is for use by attorneys and firms
articipating in the electronic filing system. The most recent version of the Adobe PDF reader can be obtained by selecting the POV Seffings option listed below

PDF Settings
WLast logn: 10-14-2011 10:05

22Tuly2011

Slide notes

This is the home screen for CM/ECF. It is the screen you should see after logging in. To begin opening
a civil case, please click the word “Civil” on the blue menu bar.
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) CMIECF - U.S. District Court:Western District of Louisiana - TEST-Civil Events - Mozilla Firefox CEX
Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric + -

6 Q 513 uscourts.goy | https:ffecf-test lawd. uscourts, govcgi-binfDisplayMenu. pl?CivilEvents - “" ,u. - @ =

Criminal~ Query Reports ~ Utilities ~ Search Logout

Case Assicnment - in a LUase

Tl C ChCK Blnacoianc e
Ciwil Case -

Civil Events

Other Filings

Discovery Documents
assigned (Sealed) | MNaotices

Initial Pleading Click Civil Case - Unassigned. | picy 5t Cire)

Complaints art — 2

Serwice of Process
Answers to Complaints

Oither An: [ )
SRR 'NOTE: (Sealed) should only be used when
Motions and Related Filings |the entire case should be sealed. '
Motions W =

Eesponses and Eeplies

Slide notes

Click “Civil Case — Unassigned” to open a new case. Please note that “Civil Case — Unassigned
(SEALED)” should only be used if the entire case should be sealed. In order to file a document or case
under seal, your filing should be accompanied by a motion and order to seal for the judge’s review.
Click “Civil Case — Unassigned” to proceed.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Edit Eookmarks

Eile Yiew  Histary Tools  Help

1

E]® CMJECF - 1.5, District Court:Western Distric I+

“ =) ﬂauscnurts.gnv https: ffecf-test lawd. uscourts . gov/cai-hin/Dispatch. plropenlnasgnicyw Case L[ o -"' j. k.3 @

= ivil ~ iminal~ - ilities ~ -
UECF Civil Criminal Query Reports Utilities Search Logout

Open Unassigned Civil Case

If vou require assistance while opening this case, please cal]ILS(i(if?'l 3-1101 dwing normnal business hours I

The Case mutiatmg docmment MITST be filed the same date the case 15 opened
After completion of case opening and display of the case nmunber, enter the
utiating document (Le. Complaint, Notice of Removal, etc...) by chcking on
COUALRS LEAIFLVEIVY

ral Rules of Civil Procedure.

I

5

|
| Click Next.

I

Slide notes

Please note our CM/ECF help desk number for any electronic filing questions you may have. Also note
that once you open your civil case, YOU MUST file the case opening document on the same day. Click
next.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =
L e J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl7485490101 402605 - | -" - ‘,' Eihg @ -
EE F Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case

On the following screen you must select an office/division from a drop down menu
The OfficeThvision selections are Alexandria, Lake Charles, Monroe, Shreveport or Lafayette

The office/division selection should be determined by one of the following
**The parish in which the action arose;
**The parish where a preponderance of the parties are located;

**The parish domicile of the plamtff; ox
**The parish where ¢ on is pending if filing a Notice of Remowval
ease use the fu]luwmi < to detertnine parish and division locations
arish aned T Informaton
|

A fter viewing the al 1
sACK UTTON w0 Click Parish and Division Information.

Clear

htkp: v, Jawvwd, uscourks, govfiGeneral_InfofCourt_Locations/court_locations. html

Slide notes

Before proceeding we need to determine the division in which your new case should be filed. Please
review the criteria on this page and then click the hyperlink for “Parish and Division Information.”
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?) Court L ocations - Mozilla Firefox

v Bookmarks  Tools  Help

X d At Locations | A ‘ =
m‘ I'> Q | # wive Jawd .uscourts.govGeneral_Info/Court_Locations/court_locations, hkml w = | | I':.," Google ):‘l L, o @ =

ek - —

p—— ARISH MAPS and DIVISIONS
Click Back. |

USDC Home

General Info

alezandria
Lafayette
Lake Charles
Monroe
Shreveport
JOBS
General FAQ
Links

Search

£

Slide notes

This information is on our website. Review the parish and division map to determine that our case
should be in the Shreveport division because the case is being removed from the 1st Judicial District
Court in Caddo Parish. Click the Back button to return to CM/ECF.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox E=E&E
Eile Edit Wiew History EBookmarks Tools  Help

1

E]® CMJECF - 1.5, District Court:Western Distric I+

5 é J > Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl7485490101 402605 - -' - J' Eihg @ -

Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case

On the following screen you must select an office/division from a drop down menu
The OfficeThvision selections are Alexandria, Lake Charles, Monroe, Shreveport or Lafayette

The office/division selection should be determined by one of the following

**The parish in which the action arose;

**The parish where a preponderance of the parties are located;

**The parish domicile of the plamtff; ox

“*The parish where the state court action is pending if filing a INotice of Removal

ease use the following link to determnine parish and division locations
a1ish and Division Information.

e link and to continue with case operning, use the
gre292 Lo Hhis screen.

Clear

Click Next.

Slide notes

Click the next button.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox E=E&E
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

€ (=) ﬂauscnurts.gnv https: flecf-test lawd. uscourts. gov/coi-bin/Dispatch. pl? 1 16186 1809358466 - -'v ‘,' Eihg @ -

UECF 1 Reports Utilities Search Logout

Open Unassigned

Office | &lecpadbs: Casety]]e:_c:v v_'

Date filed: 10/14/2011 ™

Other cowt name

‘ Click the Drop Down Arrow.

Other cowrt number

[0 Related cases

Slide notes

Since we determined that our case belongs in the Shreveport division, click the dropdown arrow.

Page 12 of 19



Adobe Captivate Tuesday, January 03, 2012

Slide 13 - Slide 13

CMV/ECF Help Desk: 1-866-323-1101 Module 1: Opening a New Civil Action Slide 13 of 19

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

1

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | +

5 e J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 116186 180938466 - ‘.' £ ,u. -

Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case
Office |Alexandiiz  v| Case type [ov v
Date filed: Alexandria

Other comrt -~ | ™
Ft. Palk | y

| Click :
Se— ick Shreveport.

Slide notes

And select Shreveport.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox E=E&E
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

e Q ﬂauscnurts.gnv https: jfecf-test lawd.uscourts. gov/cgi-binfDispatch. pl? 1161861 80938466 - | -"' J. L. 8 @ >

Leave case type as “cv” for Enter the name and parish of the state court gy >
Fall civil cases. from which the case is removed.

TSR g T e |

Office [Shreveport  ¥| Case type [ov ¥] iType: 1st JDC Caddo Parish and press the Tabi
| |

Date filed: 10/14/2011 key
-

—....The date filed defaultsto ————
IEthe present date and J:
cannot be changed. Type - 1st JDC Caddo ‘

[Type - 123,456k 5 Parish

|Type: 123,456 and press the Tab ‘
Ikey. |

Slide notes

Leave the case type as “CV” for civil. Note that there is also an “MC” case type for miscellaneous
cases. The date filed is automatically set for the current date. Since our case is a notice of removal,
we should enter the other court information. We are removing the case from the 1st Judicial District
Court in Caddo Parish. Type 1st JDC Caddo Parish as listed on your screen and press the Tab key.
Then type the 1st JDC case number which is one hundred twenty-three thousand, four hundred and
fifty-six and press the Tab key.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case
Office | Shreveporn v | Case type :_cv b |
Date filed: 10/14/2011

Other cowt na ar_ish
Other comt 1111.111
]| Related cases
iClick the check box since this case is related |
to another federal suit filed in the Western
District of Louisiana. |

Slide notes

In addition to the state court information, we also know of a related federal case in this court. Check the
box next to Related Cases.

Page 15 of 19



Adobe Captivate Tuesday, January 03, 2012

Slide 16 - Slide 16

CMV/ECF Help Desk: 1-866-323-1101 Module 1: Opening a New Civil Action Slide 16 of 19

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | +

1

= & 513 uscourks.goy | hrtps: ffecf-test lawd.uscourts. govicai-bin/Dispatch. pl? 1 16186 180238466 - -" - J' Eihg

Criminal~ Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case

Office | Shreveport  v| Case type [ov v
Date filed: 10/14/2011

—
-

¢
Oﬂi Click Next to continue.

&

f

Slide notes

Click next.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox

Eile Edit Wiew History EBookmarks Tools  Help
5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | + -
_\e‘_ _Q__ 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 11076954 1461 292 L[ o ‘."' ,u. 3‘_ _@l;
EEC F Civil Reports~  Utilities ~ Search Logout
Type 10-2.
Open Unassigned C] yp Click here.
| P
|Rel:1te[l case number | { Flnq:ﬂdﬁigg;tase 1 |
Relation type [Related '+ i - .
|
[0 More related ¢ Type -10-2]| Click Find This Case |
l\ J
Slide notes

This screen allows us to search the CM/ECF database for the related case. Since we know the case
number is 10 dash 2, type 10 dash 2 and click “Find this Case.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

& &= | | GJ° uscourts.gov | https:ject -test lawd.uscourts.govicai-binfDispatch. pl? 11076954 1461202 M= B Pl | &

EECF Criminal~ Query Reports ~ Utilities ~ Search Logout
Open Unassigned Civil Case

[ Hide Case List
T P

|5:10-cv-00002-TS-MLH Moss v Unum Group Corp et al
LS eme 000N TTSA w7 Crasshows Venture Partners L P (closed 01/11/2010)

q, Click the check box. Fosed01f28f2010)

Relation type | R

Related case nunber

i

O More related cases

Clear

Slide notes

The cases that match that number will appear in yellow. We know that the actual related case number
is five colon ten C-V zero zero zero zero two. Moss vs. Unum Group Corporation et al. Check the box
next to that case.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =
L e J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 11076954 1461 292 - | -" - ‘,' Eihg @
EE F Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case

181 0-ow-2 [ Hide Case List

Select a case:
Related case number [#]5:10-cv-00002-TS-WLH Moss w Unum Group Corp et al
5:10-me-00002 TEA v Crossbow Venture Partners L P (closed 01/11/2010)
T:10-cr-00002-EK USA v Bovt (closed 01/28/2010)

| Click Next to continue
to the next module. !

Slide notes

Click next to proceed to the next module where you will begin entering the civil cover sheet information.
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