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the following parties to our suit:

 (defendant)
s Ins Co L L C (alias — “d/b/a”)

Click Box

CONTINUE

Slide notes

In this module, we will add the case participants. Our notice of removal includes John Q Public as the
plaintiff and Presidents Corporation as the defendant. Click Continue to proceed.
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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

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

5 é J Q 513 uscourts.goy | https:/fecf-test lawd. uscourts, govfcgi-binfDispatch. pl?556060064 7 76529 @ >
EE F Civil ~ Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case
se this Iml: for E;lmlehnes gég#w t’nl‘neg
se the BACE ON to refn to this screen

F Click the Guidelines for Adding Parties link.

ADDING PRINCIPAL PARTIES

htkp: s, lawvwd, uscourks . goyw fCourt_Operations/guidelinesAddingParties . pdf

Slide notes

Our court has special guidelines for adding parties. Please click the Guidelines for Adding Parties
hyperlink.
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courts. gov/Court_Operations/guidelinesaddingPartiss. pdf Ml ."‘" }_ ® O -
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When printing a PDF
document in Adobe, use

the Adobe PR button. WESTERN DISTRICT OF LOUISIANA

STANDARD GUIDELINES FOR ADDING PARTIES
(You may contact our Help Desk at 1-866-323-1101 for additional guidance if needed)

SEARCH BEFORE ADDING!!!

. ALWAYS search thoroughly for party names before adding a name to the database.
DO NOT create new party names without first expanding your search to be sure the
name does not already exist in the database.

. Begin the search by completely typing only the first word of a company name.

. There are many company names that are very common and will already be in the
database (for example: Willis-Knighton, Wal-Mart, GlaxoSmithKline, etc). For
companies that may contain dashes, hyphens, parentheses, numbers, or slashes (i.e.
Noram (U S A) Inc; Blue Cross/Blue Shield Insurance Co; Valve-O-Matic; A-1
Transport), search both with and without the special characters.

. A question mark may be used as a “wild card” in place of a character when unsure
how the name should be entered, i.e. “Wal?Mart” would find both Wal-Mart and Wal
Mart.

. An asterisk may be also be used as a “wild card” at the beginning of a search when

only part of the name is known, i.e. ™ Succession” will find all names containing
By i s

Slide notes

When actually filing a new suit in our court, you will need to follow these guidelines when adding parties
to our database. NOTE that you should use the Adobe Print button when attempting to print this
document. Click the Back button to return to CM/ECF.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox

Eile Edit Wiew History EBookmarks Tools  Help
5PCM,|’ECF- 1.5, Districk Court:'Western Diskric | + | b
. é J > Q 513 uscourts.goy | https: ffecf-test lawd. uscourts, gov)cgi-bin/Dispatch. pl?S56A060064 7 76529
Criminal~ Query Reports ~ Utilities ~ Search Logout
Click Next.
ADDING PRINCIPAL PARTIES
Slide notes

Click Next to proceed.
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EECF Civil ~ Criminal~ Query Reports ~ Utilities ~ Search
Open Unassigned Civil Case

Tumna 1" I

Type”Puinc”.] | |  Type“J.
Croate Case ]| 5 1 L
Collapse All Expand Al as First Name | [ | Middle Name

“5:11-v-77777

'Type Public and press the |
| You must first searchthe | o Tab key.

| database for the party names. | ' Click Searcn. |

' Search individuals by last |
name and first initial.

Search for businesses by the
first word of the name (with
the exception of “a, and or
the”). '
| Always start with a broad |
search and narrow it down by
entering more of the party
name if the results are too
| voluminous.

ADDING PRINCIPAL PARTIES

Slide notes

You must first search the database for the party names. It is very possible that the parties in your new
suit are already in our system. For the purpose of this demonstration and to show you how to add a
new party, the parties in our notice of removal are not in the database. Search individuals by last name
and first initial. Search for businesses by the first word of the business name (with the exception of the
articles “a, and/or the”). Always start with a broad search and narrow it down by entering more of the
party name if the results are too voluminous. We will begin by adding the plaintiff. In the “Last/Business

Name” field, type Public and press the Tab key. In the “First Name” field type the letter J and then click
Search.
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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.gav | https:ject test lawd.uscourts.gov/cai-binfDispatch. plr 255096 606013755 M= B Pl | &

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

Open Unassigned Civil Case

AdaNow party Search for a party ) )
Collapse Al Expand sl Last/Business Name |Public | First Name |.J | Middle Name |
“5:11-v-77777 Search!

Search Results

If you find a name that is an
exact match, click to select

it and click Select Party. = [P

If no match, click the Create “sotectParty | [ Cronbatamonary |
New Pa rty button_ Search returned no resurg. Please try again or create a new party.

lCIick Create New Party.

ADDING PRINCIPAL PARTIES

Slide notes

The search results will appear. If you find a nhame that is an exact match, click the name to highlight it,
and then click Select Party. If no match, click the Create New Party button. Since our search returned
no results, click the Create New Party 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
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EECF Criminal~ Query Reports ~ Utilities ~ Search Logout
Open Unassigned Civil Case = o
Type“ohn
el Bl Last name |Public | First name |
51 1cu-77777 Middle name | L : L
oy -- | Click inside the text |
Role | SELECTION REQUIRED (zelrecphy) .V.. | bOX and pOSItI an ‘
[ — i e ND e e e (SR IO :v... Iyourcursor after the
| Finish entering the name. ! - f ] “J)”Type “ohn”and
| Prisoner Id Unit
- 4 . - | press the Tab key.
Refer to the Guidelines for amee|
Adding Parties for Address1
instructions rega rdin g Address 2 | [ show this address on the docket sheet
proper capitalization and Address 3 | city
| pu nctuation. State ._ | zip T | Country
Prison | B ] ] ) |
Phone | Fax
E-mail
Party text
Start date [10/14/2011 End date
Corporation [no i) Notice |wes v
ADDING PRINCIPAL PARTIES
=
Slide notes

Since we only searched with the last name and the first initial, we need to finish typing in the first name.
Click inside the “First Name” field behind the letter “J” and type the letters 0, h and n to complete the
first name of John, and press the Tab key.
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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
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Criminal~ Query Reports ~ Utilities ~ Search Logout
Open Unassigned Civil Case
el Expand Al Last name |Public | First name !.Jmhn
511 oyl TPTTT Idli(l(lle name | I Generation | |
i "
Type “Q E Type “Q”and press the Tab
Pro se |-ND keY'
Prisoner I | ] unit |
Office | |
Address1 | |
Address 2 | | ] show this address on the docket sheet
Address 3 | [ city | ]
State | | Zip | | Country \_ J
Prison | |
Phone | Fax | |
E-mail |
Party text | |
Start date [10/14/2011 End date | ]
Corporation |no :I Notice [_yes |
ADDING PRINCIPAL PARTIES
2
Slide notes

Next, we need to select the party role. Since John Q Public is the plaintiff, click the drop down arrow to
see the options.
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Criminal~ Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case

Add New Party Party Information

Collapse Al Exriand All Last name IPubIlc | First name |John

51 1cu-77777 Middle name | aq ] Ger N . .
« o C— Click here.
Title |

Role selred: v
SELECTION REG Irecrpty

Prose | Mo

Select the role. ‘

""5{ Click the Drop Down Arrow. ™"

Address1 | |
Address 2 | | ] show this address on the docket sheet
Address 3 | | ay
State | | Zip | | Country \_:J
Prison | Vl
Phone i— Fax ‘7|
E-mail |
Party text | |
Start date W End date L:J
Corporation @ Notice [@

Slide notes

Next, we need to select the party role. Since John Q Public is the plaintiff, click the drop down arrow to
see the options.
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Eile Edit Wiew History EBookmarks Tools  Help
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Open Unassigned Civil Case

Add New Party Party Information

el Bl Last name IPuinc | First name |John
51 1o0y- 77777 Middle name |Q | Generation | |
Title | |
Role : SELECTION REQUIRED (selred: ot
Custodian {custpty)
Select the role. prose Dehtorin-Possession (dbpos:pty)

Prisoner i | Defendant (dftpty) Unit
Garnishee (garpty)
Office | |n Be {inre:pty)
Interested Pary (ip:pt)

Address] Interpleader (intpl:pty)
Intersenor {int phy) -
Address 2 a
Intervenor Defendant fintsd:phy) [l Show this address on the docket sheet
Address 3 | Intervenor Plaintiff (intvp:pty) City [ ]
Material Witness (mw:pty) T ——
State | pediator (med:pty) Country |
+ hovant (mow:
Prison ]
= gl
E-mail |
Party text |

Start date | 7| Click Plaintiff (pla.pty).

Corporation [FID :I onee yes (V]

ADDING PRINCIPAL PARTIES

Slide notes
Click Plaintiff.
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Criminal~ Query Reports ~ Utilities ~ Search Logout 1)

Open Unassigned Civil Case

Add New Party Party Information

Collapse Al Exriand All Last name IPuinc | First name |John
511077777 Middle name IEJ | Generation |:
Title | |
Role | Plaintiff (pla:pty) i~
Prose | Mo "_i
Prisoner Id unit |
office | |
Address1 | |
Address 2 | | 1 show this address on the docket sheet
Address 3 | | City l:l

oo [ ] 20| | cowny

Prison | ~|
E-mail |
Party text | |

Start date [10/14/2011 Enddate | |
drporation HNotice

ADDING PRINCIPAL PARTIES

Slide notes

Leave the remaining fields on this page as they are and click Add Party. The court will add this
information or add the plaintiff's attorney at a later time.
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UECF Criminal Reports Utilities Search Logout

Open Unassigned Civil Case

Adid New Party Create Case Sed

Collapse All Expand Al Las
51 -cw-77777

—.John @ Public pla +” & |\ - - ‘Type Presidents and press.é

- the Tab key. |
Corporate Parent or other affiliate ¥ ‘ Click Sea rCh. }

|
Attorney | 1

L‘Type ”Presidents”]
Clier.1

| First Name Middle Name

[

‘The party name appears in
~the Party Tree pane here.

The only words that should be abbreviated |
are Co, Corp, Incand & Do NOT use
punctuation. |

ADDING PRINCIPAL PARTIES

Slide notes

The plaintiff should appear on the left pane. If you had additional plaintiffs, you would continue to add
them at this time; however, our notice of removal only contains one plaintiff. Now it is time to add the
defendant, Presidents Corporation. Type the word Presidents in the “Last/ Business name” field and
press the Tab Key. Then click Search. Note if you choose to enter more of the defendant’s name at
this point, our court abbreviates the words company, corporation and incorporated. Please following
the guidelines for adding parties for more information.
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Criminal~ Query Reports ~ Utilities ~ Search Logout
Open Unassigned Civil Case
Collapse Al Expand Al Last / Business Name ;Presidenls ] First Name ] Middle Name [ |
51 1-cu-77797
EJohn @ Public pia & &
“Alias
Corporate Parent or other affiliate o Search Results
Attormey T 1
“_'-Selecl Party Creapgdieys P arty
Search returned no results- Flease try again or create a new party.
Click the Create New Party button.
ADDING PRINCIPAL PARTIES
< > b
Slide notes

The search returns with no results. Click the Create New Party button.
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Search Logout

Open Unassigned Civil Case

Pesi| 1YPe Corp
Party Information

it ARG Last name | - . First name | |
5:11-cw-77777 Middle name | | 1 Generation | |
ElJohn Q Public pla_/"@ i T
P Title -
s % | |Type: Corp and press the Tab key.
Corporate Parent or other affiliate ¥ Role: [ SELECTION =
L Attorney Prose |MNo v
Prisoner I | ] Unit
Office | |
Address1 | |
Address 2 | | ] show this address on the docket sheet
Address 3 | | City [ ]
State | | Zip | | Country \_ J
Prison | |
Phone | Fax | |
E-mail |
Party text | |
Start date [10/14/2011 End date | ]
Corporation |no :I Notice [_yes |
ADDING PRINCIPAL PARTIES
< > v
Slide notes

Type the abbreviation Corp after the word Presidents in the “Last name” field and press the Tab key.
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s Corporate Parent or other affiliate o bz @C-HON me;etw v|
_Attorney ProcaLbl il
= Click the Drop Down Unit
Arrow.
Address1 | |
Address 2 | | ] show this address on the docket sheet
Address 3 | | ey
State | | Zip | | Country LjJ
Prison | |
Phone i— Fax \7|
E-mail |
Party text | |
Start date W End date LiJ
Corporation _&:I Notice [ﬁ
< > b

Slide notes

To select the party role, click the Drop Arrow to view the selections.
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Open Unassigned Civil Case
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-Corporate Parent or other affiliate ] ol Click here_ LENL...
L Attorney Pro se 1.7 -
(] =] w] )] LT
Prisoner ld < Unit ‘
Office | |n Re (inre:p ;
Interested Fal 4
Address1 Interpleaderﬂ Click Defendant (dft-pty).
Intersenar (in
Address 2 Intervenor Defshaart (FEpy] ess on the docket sheet
Address 3 | Intervenor Plaintiff (intvp:pty) City [ ]
Material Witness (mw:pty) = = :
State | Medigtar (med:pt) Country | _ N
+ Mowant (mow:pty)
prisen |\ otice only (ntc:pty) )
Phone | Ohjector (ohjpty) Fax | |
Petitioner (petphy) g
E-mail | Flaintiff (pla:pty)
Receiver (rophyd o
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SELECTION REQUIRED (selrecpty) v e
Start date !L‘I OA4zZmT End date ‘ B J
Corporation [FID :I Notice \__yes |
At Party
ADDING PRINCIPAL PARTIES
< > v
Slide notes

Click Defendant.
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Open Unassigned Civil Case

Add New Party Party Information .

Last name | Presidents Corp

First name

Collapse All Expand All
5 11-cy-77777 Middle name | | Generation |
EiJohn @ Public pla # & wel |

: Title

“Alias emm— —

Corporate Parent or other affiliate 3B Role | D efenclont e s .

L Attorney Prose | Mo b

office | |
Address1 | |
Address 2 | | 1 show this address on the docket sheet
Address 3 | | oy |

oo [ ] 20| | cowny

Prison | ~|
E-mail |

text | |

iC|ICk the Add Party bl1ttt Click Enddate |
COTf] IV [T 797 Motice

ADDING PRINCIPAL PARTIES

Slide notes

Leave the remaining section of this page as it is. The contact information for the defendant will be the
attorney’s (your) information which will be added when we actually file the Notice of Removal. Click
Add Party.
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hn @ Public pla " &

~Corpora Parent or other affiliate %5

-Attorney

ikt P I (+) next to Alias.|

ADDING AN ALIAS

javascript:void() | b3 “

Slide notes

Presidents Corp now appears on the left pane along with John Q Public. Since Presidents Corp was
identified doing business as Presidents Insurance Company L L C in the plaintiff's complaint, we need
to add this entity as an alias. Click the plus sign next to Alias for Presidents Corp.
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ElJohn Q Public pla # & Search .
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Corporate Parent or other affiliate ¥ p ress t h (=] Ta b key.

Attorney
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ADDING AN ALIAS
< ¥ )
Slide notes

Type Presidents Ins in the “Last / Business Name” field. And press the Tab key.
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Slide notes

Click Search.
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ADDING AN ALIAS
< > b
Slide notes

The search returned no results. Click Create new Alias.
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ADDING AN ALIAS
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Slide notes

Since we only searched Presidents Ins, we need to complete the alias name. Type the abbreviations
Co L L C with a space between the letters L L and C, and press the Tab key.
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ADDING AN ALIAS

Slide notes

Click the dropdown arrow to view the types of aliases.
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Tvpe Eu

Add Alias

Click dba.

ADDING AN ALIAS

Slide notes

Click DBA for doing business as.

Page 24 of 28



Adobe Captivate Tuesday, January 03, 2012

Slide 25 - Slide 25

CMVECF Help Desk: 1-866-323-1101 MBdpNe2: OPER:,':,%,?Q“,,@;;F;: EARloniCont: Slide 25 of 28

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox E|IE”E|

Eile Edit Wiew History EBookmarks Tools  Help

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

% b | | 8% uscourts.gow | https: ffecf-test lawd . uscaurts. govegi-binfDispatch. plFZSEN966060 1 5755 M- B Ll al &

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

Open Unassigned Civil Case

Add New Party Alias Information ‘
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Attorney -~
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ADDING AN ALIAS

Slide notes
Click Add Alias.
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Callapse All [Supand Al I 1
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Corporate Parent or other affiliate o
i Attorney

ElPresidents Corp dit &

Ealias ¥
“presidents Ins o LL G #7 8'

~Corporate Parent or other affiliate 5
LAttorney

CREATE A CASE

Slide notes

The alias should appear on the left pane. Now that all parties are entered, it is time to create the case
and receive a case number. Click Create Case.
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Attorney
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Click Yes to proceed.

A

Slide notes

Click yes.
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Phase 1 is now complete.

C||ck Docket Lead Event? You have opened the case shell
to proceed with filing the and a case number has been
initiating document and assigned.

to the next module.
Make note of the case hnumber to

The case initiating  be placed on all future pleadings. |
document MUST be filed
the same day this case is | In the next two modules, we will |

opened. file the notice of removal and pay

‘the filing fee to complete Phase 2.

Slide notes

Phase 1 is now complete. You have opened the case shell and a case number has been assigned.
Please add the case number to all future pleadings. In the next 2 modules, we will file the notice of
removal and pay the filing fee to complete Phase 2. Click Docket Lead Event? to proceed to the next
module. Please note that the case initiating document (the notice of removal in our case) must be filed
the same day the case is opened.
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