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Major Features of Version 3.1.1 j

Event search from Main Menu
Cascading menus
Event search from event 

tcategory
Case number searchCase number search
New Exparte featureNew Exparte feature



Searching for an Event from the Main MenuSearching for an Event from the Main Menu
A Search option has been added to the CM/ECF main menu. 



Searching for an Event from the Main Menu
CM/ECF will display a list of events which contain the entered word 
or string of words and the menu on which the event can be found.  
Clicking on Search displays the Search Menus and Events windowClicking on Search displays the Search Menus and Events window.    
For example, using “Objection” displays the following.

Civil  
Events

CriminalCriminal  
Events



Cascading Menus
A cascading menu system available to both court and attorney users hasA cascading menu system, available to both court and attorney users has 
been added.  Users have the option of using the new cascading menus or 
continuing to use the existing static menus.

Sub-menu 
down arrow

N ti th Ci il C i i l R t d Utiliti l ti h dNotice the Civil, Criminal, Reports, and Utilities selections have a down 
arrow next to them, which indicates the presence of a sub-menu.



Civil Cascading Menus g
Placing the mouse pointer over one of the menu options 
displays the menu’s sub-menu.

Place mouse 
pointer here

To use the keyboard to display a sub-menu, press and hold the ALT key 
together with the underlined letter in the menu name (ALT + C for Civil).



Criminal Cascading Menusg
Placing the mouse pointer over one of the menu options 
displays the menu’s sub-menu.

Place mousePlace mouse 
pointer here



Reports Cascading Menus 
Placing the mouse pointer over one of the menu options 
displays the menu’s sub-menu.

Place mouse 
pointer here



Utilities Cascading Menus 
Placing the mouse pointer over one of the menu options displays the menu’sPlacing the mouse pointer over one of the menu options displays the menu s 
sub-menu. Place mouse 

pointer here



Civil Cascading Menus 
A sub-menu may have its own sub-menu, as indicated by the arrow 
to the right of the menu name.

Place mouse 
pointer here

Placing the mouse pointer over a primary sub-menu option displays the lower g p p y p p y
level sub-menu. Click the desired menu category to display the events on that 
menu.



Criminal Cascading Menus 
A sub-menu may have its own sub-menu, as indicated by the arrow 
to the right of the menu name.

Place mouse 
pointer here



Reports Cascading Menus 
A sub-menu may have its own sub-menu, as indicated by the arrow 
to the right of the menu name.

PlPlace mouse 
pointer here



Utilities Cascading Menus 

Place mouse 
pointer here

A sub-menu may have its own sub-menu, as indicated by the arrow 
to the right of the menu name.

pointer here



Searching for an Event within a CategorySearching for an Event within a Category
After selecting an event category, CM/ECF will display a list 
of events within the category and an event search boxof events within the category and an event search box.



Searching for an Event within a Category
CM/ECF will display a list of events which have a word starting 
with the letters entered.  Click on the desired event to select it 
from the listfrom the list.

Search for 
event….OR

Scroll Event 
pick-list.

Note:  The search will begin with the first letter typed, 
therefore; the search function does not accommodate the use

pick list.

therefore; the search function does not accommodate the use 
of wildcard characters.



Searching for an Event within a Category

The selected event will be added to the Selected Events box, and the list 
of available events will again be displayed. Continue with event selection 

il ll h b dd d h S l d b funtil all necessary events have been added to the Selected Events box. If 
an incorrect event is selected, click on the event to remove it from the list.

Can select 
multiple 
events.

Once all of the necessary events have been selected, click the 
[Next] button to continue.



Searching for a Case Number 
The case number look-up screen has been modified to 
reduce the number of screens a user must navigate to 
find a full case number.    

Notice the 
grayed outgrayed out 
Next button.



Searching for a Case Number 
Once the partial case number is entered, users would click the 
Find This Case button to begin the case number look-up 
process. 

Th N t b ttThe Next button  
remains grayed out until 
a full case number is 
selected.



Searching for a Case Number 
Case number look-up Field after Entering a Case Number andCase number look up Field after Entering a Case Number and 
Clicking Find this Case.  Once the full case number is located, 
select the proper case number checkbox to continue with 
docketing.   

Clicking on the + beside 
the main case number 
expands the list of cases 
to display all 
defendants.



Searching for a Case Number 
Case number look-up Field after Selecting at Least One Case.    



New Exparte Feature 
The category event Motions and category event Responses and Replies in Civil and
Criminal allows attorneys to file Exparte documents . The filer is able to select the
parties in the case who should have access to this document. However, only the
document is sealed, NOT the docket text entry on the NEF or the text on the docket
sheet.



New Exparte Feature 
To file a document exparte, first select the event 1 – Exparte Document – Use ONLY in
Conjunction with Other Selection. This event will be added to the Selected Events box,
and list of available events will again be displayed.



New Exparte Feature 
CM/ECF will display a list of events which have a word starting with the letters
entered. Click on the desired event to select it from the list. Note: The search will
begin with the first letter typed, therefore; the search function does not
accommodate the use of wildcard examples. In this example, the event “Withdraw
as Attorney” was selected. Continue with event selection until all necessary events
have been added to the Select Events box. If an incorrect event is selected, click on
the event to remove it from the list Once all of the necessary events have beenthe event to remove it from the list. Once all of the necessary events have been
selected, click the [Next] button to continue.



New Exparte Feature 
Enter the Civil Case Number. Click the [Next] button to continue.

The next screen shows the style of the case. Click the [Next] button to continue.



New Exparte Feature 

Select the filer. In this example, the Plaintiff, CADDELL
CONSTRUCTION COMPANY INC l d Cli k thCONSTRUCTION COMPANY INC was selected. Click the
[Next] button to continue.



New Exparte Feature 
The filer is able to select the parties on the case who should have
access to this document. However, only the document is sealed, not
the docket text entered on the NEF or the text on the docket sheetthe docket text entered on the NEF or the text on the docket sheet.
Click the [Next] button to continue.



New Exparte Feature 
Document access will be restricted to the filer and his/her attorneys. Click the “Browse”
button. A Window to choose the file will be displayed. Select the PDF document to be
filed. Click the “Open” button on the Choose File window. This will place the document
in the Filename in the blank table. Click the next button to continue.



New Exparte Feature 
Anytime you get the below screen when posting
any document in CM/ECF, the system is formulating
data in the background. Click the [Next] button to
continue.



New Exparte Feature 
The Docket Text: Modify as Appropriate screen is displayed. Select Ex
Parte in the first table from the drop down menu arrow. The second
blank table allows the filer to type up to 253 characters (includingblank table allows the filer to type up to 253 characters (including
spaces) to amplify any information deemed appropriate. Click the
[Next] button to continue.



New Exparte Feature 
The Docket Text: Final Text screen is displayed. Notice the Red Attention!! Button below.
When the [Next] button is pressed on this screen, it commits the transaction. You will
have no further opportunity to modify this transaction if you continue. Click the [Next]
button to continue.



New Exparte Feature 
The Notice of Electronic filing screen is displayed. Document access will be restricted
to the filer and his/her attorneys. However, only the document is sealed, not the
docket entry on the NEF or on the docket sheet.



New Exparte Feature 
Clicking on the hyperlink to document 42 will display the below screen with the Warning!
This document has been filed ex parte; it is restricted to court users and the filing party.
The second image displays the ex parte document when the “View Document” button is
clicked.



New Exparte Feature 
The attorney that filed the ex parte document is able to see the document hyperlink
(i.e. 42) and when the hyperlink to that document is clicked, view that document.

Another attorney has filed a NOTICE of appearance in this case representing the
defendant MCMAHON-HADDER INSURANCE INC. When the docket sheet is viewed
by this new attorney representing the defendant, document number 42 does not
have a hyperlink. In addition, the public, through PACER, will not be able to access
the ex parte document However as you can see the text on the docket sheet forthe ex parte document. However, as you can see the text on the docket sheet for
this Motion can be viewed.


