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1.1  Introduction 
 
 
The Eastern District of Michigan implemented Electronic Case Filing (ECF) June 1, 
2004 as part of a nationwide implementation by the Federal Judiciary.  As of June 1, 
2004, the official record of filed cases is maintained electronically.  E-filing became 
mandatory for attorneys after November 30, 2005. 
 
 
User Manual – Staying Current 
 
 
Readers are encouraged to refer to the on-line version of documents for the most 
current information because a previously printed hard copy of the User Manual may 
become obsolete. 
 
 
Help Desk 
 
 
A CM/ECF Help Desk has been established to respond to inquiries.  The help desk 
is staffed Monday through Friday, 8:30 a.m. and 5:00 p.m.  The number is (313) 
234-5042. 
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1.2  Requirements for Electronic Filing 
 
The ECF Policies & Procedures are required reading before using the ECF 
system.   For a copy of the Policies & Procedures, visit the following Web site: 
http://www.mied.uscourts.gov/CMECF.  The rules contained in the Policies & 
Procedures will be referred to throughout the User Manual.  The Policies & 
Procedures will be revised from time to time and it is advisable to periodically check 
the web site for the most current materials. 
 
The hardware and software needed to electronically file, view and retrieve case 
documents are:  
 

- A personal computer running a standard platform such as Windows® or 
Macintosh® 

 
- Electronic PDF conversion software, such as Adobe Acrobat Writer® to 

convert documents from a word processor format to portable document 
format (PDF) and Adobe Acrobat Reader® 

 
- A PDF-compatible word processor application like Microsoft Word® or Corel 

WordPerfect® 
 
- Internet access, preferably cable modem or DSL 

 
- Internet service with Internet Explorer® or Firefox (more current versions 

advised) 
 

- A scanner or access to a scanner for the creation of electronic papers from 
documents that are non-computerized  

 
The user should also be familiar with PACER (Public Access to Court Electronic 
Records) and have access to an active PACER account.  More information is 
available on PACER’s web site, http://pacer.uscourts.gov/. 
 



Document Preparation and Information 
 
 

 
ECF User Manual 3 U.S. District Court, Eastern District of MI 

Last Updated February 14, 2008 

2.1  Preparing a Certificate of Service for Registered and Non-Registered 
Parties to Include with the Filing 

 
 
Pursuant to Fed R. Civ 5(d), a certificate of service is required to be filed within a 
reasonable time after service.  The certificate of service should be included as 
part of the e-filed paper, rather than a separate filing.  To determine whether the 
paper will be served electronically on a registered attorney via a Notice of Electronic 
Filing, log into CM/ECF, click on “Utilities” and click on “Mailings” under the heading 
“Miscellaneous”.  Choose “Mailing Info for a Case”. The system will list which 
parties are registered filing users, receiving NEFs and which parties are non-filing 
users, possibly requiring service in the traditional manner.  (See 8.2 Miscellaneous 
and ECF P&P Rule 8, Service) 
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2.2  Converting Electronic Documents to PDF Documents 
 
 
A filing user must convert all documents from their native word processing 
application to PDF before submitting them to the Court’s ECF system.  Depending 
on word processing capabilities and what type of PDF conversion software is used, 
the process to convert will vary slightly. 
 
 
Microsoft© and Corel© Products (Generally) 
 
 

1. Open the document. 
2. Click on the File menu and select Print.  
3. In the Printer Name field (or Current Printer field), click to view the drop-

down menu options and instead of choosing a printer, select Acrobat PDF 
Writer. See Figure 1. 

4. Confirm Number of copies is set to “1” and page range is “All.” 
 

          Figure 1 
 
5. Click [OK] (or [Print]) to begin the conversion process. The document will not 

print to a printer – instead a new box will open and prompt to save as a PDF 
document. 

6. Follow the prompts, verify the saved file type is .pdf and click the [Save] 
button. 

7. After PDF has been created, view the document to ensure it converted 
properly. 

8. Be sure to remember where the document is saved on the hard drive and the 
name of the file because later, this will be the version of the document 
uploaded to the ECF system.   
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                Figure 2 
 
In Figure 2, the file is saved in the folder titled, “04-12345” and it is saved on the C:\ 
drive.  The entire file path (or Filename) is “C:\My Documents\04-12345\04-12345 
Motion to Dismiss.pdf”.  This file path is needed to upload documents in CM/ECF.  
The system directs the filing user to identify the right file path when filing a document 
by browsing through the computer’s hard-drive. 
 
 
If there are problems loading and using ECF with a personal computer, consider the 
following: 
 

• The Court has verified that its version of ECF is compatible with current 
versions of Microsoft’s Internet Explorer® and Firefox.  ECF users might 
experience compatibility issues with versions of Netscape, America On-
Line’s® version of Netscape; and older versions of web browsers. 

 
• Any version of a Web browser will frequently require the filing user to clear 

the temporary Internet files.  This ensures the screens viewed within ECF 
display all available options.   

          
Clearing temporary files/history in Internet Explorer 
 
- Open an Internet Explorer® window and select Tools.  Select Internet 

Options. 
- In the “Browsing History” section, select [Delete] and choose 

Temporary Internet Files. 
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2.3  Scanning Documents 
 
Use a scanner only if it is not possible to electronically prepare papers using a word 
processing software package and convert them to PDF. When scanning papers for 
the ECF system, the Court recommends scanning at a resolution of 200 to 240 dpi.  
Scanning at resolutions greater than 240 dpi tends to clutter the electronic transfer 
with unwanted markings and print.  All papers should be scanned with a “black and 
white” setting whenever possible and should be 8.5” x 11”.  After scanning a 
document, review the file to make sure the images are not upside down or scanned 
in landscape. 
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2.4  Dividing Oversized Files 
 

If the document being scanned is exceptionally long (usually an exhibit), be aware of 
the file size limitation.  CM/ECF will not accept a file larger than 5 MB.  Depending 
on the scanner, the chosen resolution and the content of the pages, this could be 
approximately 80 pages.  If a single exhibit is larger than 5 MB, it must be divided 
into 5 MB segments. 
 
If the pages are scanned and in PDF, Adobe software allows the user to divide 
the file without rescanning.  Note: This function is not available in free versions of 
Adobe Reader. 
 
Open the scanned pages in Adobe and click on “Document” in the File Menu.  Click 
“Extract Pages.”  See Figure 1. 
 

             Figure 1 
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In the pop-up box, choose a range of pages to separate, check the box “Delete 
Pages After Extracting” and click [OK]. See Figure 2. 
 
 

              Figure 2 
 
Answer [Yes] to the prompt.  See Figure 3. 

                 Figure 3 
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The extracted pages are now shown and should be immediately saved.  Click on 
“Save As” and save the file with a new name including the page range to 
differentiate from the other file. See Figure 4. 

 
 
 
 
 
 
                       Figure 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Document Preparation and Information 
2.4 Dividing Oversized Files 
 

 
ECF User Manual 10 U.S. District Court, Eastern District of MI 

Last Updated February 14, 2008 

 
 
After saving the extracted pages, return to the original file and save the changes.  
See Figure 5.   

 
 
 
 
 
                              Figure 5 
 
The original oversized file should now be two smaller files. 
 
 
 
These instructions were created using Adobe Acrobat 8.0.  Newer versions 
might require a variation of this step-by-step instruction.  Refer to Adobe Help 
online or call the ECF Help Desk. 
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2.5  Combining Two PDF Files 
 

 
At times, it may be necessary to combine files that were scanned as two or more 
separate documents.  For instance a motion and a brief will need to be combined 
with the proof of service before being e-filed.  In this situation, as long as the 
separate files are all saved as PDF files, Adobe software will allow the user to join 
the files together. 
 
Open the file with the pages that should appear first.  Click on “Document” in the File 
Menu and choose “Insert Pages.”  See Figure 1. 
 
 

           Figure 1 
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Navigate to the PDF file that needs to be combined with the open file.  Click on the 
file and click the [Select] button in the lower right-hand corner.  See Figure 2. 
 

          Figure 2 
 
Insert the new PDF pages after the last page or where they would be most 
appropriate and click [OK].  See Figure 3. 
 

           Figure 3 
 
Final Step: Save the changes to the file before closing. 
 
These instructions were created using Adobe Acrobat 8.0.  Newer versions 
might require a variation of this step-by-step instruction.  Refer to Adobe Help 
online or call the ECF Help Desk. 
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3.1  Entering the ECF System 
 
The following are a list of definitions important to a filing user while navigating in 
CM/ECF. 
 
Client Code – A code created by the user that is entered on the PACER/ECF login 
screen along with a PACER account.  The code allows the user  to track filings and 
PACER usage by client.  The quarterly billing statements from PACER will show the 
total amount due according to each client code.  Detailed transactions with client 
codes are available on the PACER Service Center Web site or through a PACER 
statement email service.  Contact PACER for more information. 
 
Court-issued Login – A login and password given to every filing user by the 
Eastern District of Michigan.  The login and password allow users to electronically 
file in the ECF system.  The Court-issued login and password will serve as a 
signature on all electronically filed documents.   
 
Electronic Service – A Notice of Electronic Filing automatically generated by the 
ECF system constitutes service on a registered filing user when a paper is e-filed by 
an attorney.  Service of Process and service on a non-filing user must be done in the 
traditional manner. 
 
Free-text box – At some points in the ECF system, the filing user has the ability to 
type whatever he or she feels is appropriate to add to the docket text. 
 
Main Menu Bar – The blue bar at the top of all ECF screens.  The bar guides a user 
through the different functions of ECF and has seven different features: Civil, 
Criminal, Query, Reports, Utilities, Search and Logout.  If Civil and Criminal are 
omitted, the filing user is logged in with a PACER account. 
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Enter the ECF system by accessing the Internet and going to the Court’s Web site, 
http://www.mied.uscourts.gov.  The top middle section of the web site is devoted to 
electronic filing.  Click on “Login” or click on the Electronic Filing header to review 
the CM/ECF page with the most up-to-date information, policies and 
announcements.  See Figures 1 and 2. 

                   Figure 1 

        Figure 2 
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To file an electronic document, use the Court-issued ECF login and password 
assigned to the attorney on whose behalf a paper is being filed.  
 
To view and retrieve court documents only, use a PACER login and password.  
See Figure 3.   
 
 
 
 

          Figure 3 
 
The client code provides a way to track filings and PACER usage billed to a specific 
client.  Enter the client’s name, law office file number or some distinctive code.  It is 
not necessary to register the client code with the Court or with PACER.  The 
quarterly billing statements from PACER will show the total amount due according to 
each client code.  Detailed transactions with client codes are available on the 
PACER Service Center Web site or through a PACER statement email service.  
Contact PACER for more information.  A filing user should not enter anything in 
the client code field if logging in to e-file a paper. 
 
After entering the correct login and password, click on the [Login] button to access 
the ECF system. 

All ECF logins and passwords are case sensitive 
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If the ECF system does not recognize the login and password, it will display the 
following error message on the screen, see Figure 4. 

      Figure 4 
 
Click the [Back] button and re-enter the correct login and password. 
 
 
Once successfully logged into the ECF system, the system will display a Welcome 
screen.  At the top of the screen is the blue Main Menu Bar.  See Figure 5.  
 

            Figure 5 
 
The Main Menu Bar has seven different areas that can be accessed at any time 
when using the ECF system.  They are: 
 
Civil – Allows electronic filing of civil and miscellaneous case papers.   
 
Criminal – Allows electronic filing of criminal case papers. 
 
Query – Allows a search of the ECF system by case number, filed date, nature of 
suit, attorney name or party name.  Logging into PACER is required to query ECF. 
 
Reports – Allows a user to run the docket report of a specific case.  Logging into 
PACER is required to view a docket sheet. 
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Utilities – Allows a filing user to submit proposed orders and stipulated orders, 
maintain his/her account information, view the ECF transaction log, and view mailing 
information for a case. 
 
Search – Allows a user to look for the correct e-filing event by typing in a keyword or 
part of a document title. 
 
Logout – Allows a secure, successful exit from the system. 
 
 
 

Although not shown here, at the bottom of the Welcome screen, the date 
and time of the filing user’s last login is recorded.  For security reasons, 
review this information before every session.  If the date and time of the 
filing user’s last login are not correct, or it is suspected an unauthorized 
party is using the login and password, contact the CM/ECF help desk as 
soon as possible. 

 
 
 



Guide to Filing in CM/ECF 
 
 

 
ECF User Manual 18 U.S. District Court, Eastern District of MI 

Last Updated February 14, 2008 

3.2  General Rules and Manipulations 
 
 
Each event screen has two buttons associated with data entry. See Figure 6. 

• Use the [Next] button to accept entered data, display the next data-entry 
screen or commit and finalize the transaction.  Sometimes, instead of 
[Next], the button is [Submit]. 

• Use the [Clear] button to remove all characters entered in its associated 
field or box. 

                 Figure 6 
 
To correct a mistake, use the [Back] button on the browser toolbar to return to the 
previous screen and correct any data entry errors.  See Figure 7.  
 

                    Figure 7 
 
Sometimes, clicking the [Back] button will produce an error screen stating the page 
has expired.  If this screen appears, it is most likely that the filing must begin again.  
See Figure 8. 
 
          

                      Figure 8 
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Use the [Back] button to correct any screens until the “Attention!!” warning 
message, which appears immediately before the transaction is committed. Clicking 
the [Next] button after seeing this message means the document has been filed with 
the Court and the user will not be able to go back and fix mistakes. See Figure 9. 
 

                 Figure 9 
 
Only the Clerk’s Office can make changes or corrections to documents that have 
already been transmitted to the Court.  The Clerk’s Office may edit a docket entry to 
correct or clarify, however docket entries will not be automatically modified upon 
request.   
 
If a mistake is recognized after a paper has been filed, contact the CM/ECF help 
desk at (313) 234-5042. 
 
Mistakes may include: 

• Attaching the wrong PDF file or only part of a document to a docket entry 
• Selecting the wrong document description from the menu 
• Entering the wrong case number and attaching a document to the wrong case  

 
 
When trying to access certain areas of CM/ECF, especially the area to send 
proposed orders, a pop-up may appear that asks if you want to display the 
nonsecure items.  Click [Yes], otherwise, the screens will not display correctly. See 
Figure 10. 
                             

        Figure 10 
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3.3  Using the Search Feature 
 
After logging into the ECF system with a Court issued login and password, click on 
the words “Civil” or “Criminal” in the Main Menu Bar.  A user may also hover over 
either word to use cascading menus to find the appropriate event.  See Figure 11. 

                    Figure 11 
 
If the user clicks on “Civil” or “Criminal”, the system displays a menu of all event 
options.  The black text denotes categories of filings.  The underlined blue texts are 
hyperlinks to types of filings. See Figure 12.      

                                                                                       Figure 12 
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For assistance in deciding which event to use when filing a document, click on 
“Search” in the Main Menu bar.  A pop-up will appear prompting the user to enter a 
keyword.  See Figure 13. 

           Figure 13 
 
For example, if a user was filing an Objection to a Magistrate’s Report and 
Recommendation, he or she could type the word “objection.”  A new screen would 
display with the search results.  See Figure 14.   

            Figure 14 
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From the list of results, the user would find “Objection to Report and 
Recommendation” located under the heading Civil Events  Other Answers and 
Criminal Events  Other Documents.  Pay careful attention because both civil 
and criminal events are displayed and many are similarly named.  See Figure 15. 
 

            Figure 15 
 
 
If the right event cannot be found, please call the help desk for assistance at (313) 
234-5042. 
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4.1 Filing an Attorney Appearance 
 
To file an attorney appearance, click on “Other Documents” under the category 
Other Filings. See Figure 1.  

                      Figure 1 
 
An alphabetized list of available events is displayed.  See Figure 2. 
 

            Figure 2 
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To find “Attorney Appearance”, scroll through the list or begin to type the desired 
event.  The list will grow shorter as the system narrows the possible choices that 
match the criteria.  After clicking on the desired event, the name will appear on the 
right in the Selected Event column.  See Figure 3. 
 

           Figure 3 
 
The system asks for the case number. Enter the case number using a proper format 
and click [Find This Case].  See Figure 4. 
 

         Figure 4 
 
If the case number is found, the [Next] button will activate. Click [Next] to continue.  
See Figure 5. 

              Figure 5 
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The next screen serves as a reminder that e-filing an attorney appearance adds to 
the case only the attorney whose login and password is used to e-file the document.  
Therefore, if multiple attorneys need to be added to a case, each attorney must e-file 
an attorney appearance under his/her own login and password.  See Figure 6. 

                       Figure 6 
 
 
 
The next step is to upload the attorney appearance into the ECF system.  The 
system asks for the Filename of the electronic document.  See Figure 7. 
 
At this point, the word processing document has already been converted to a PDF 
document.  For information and instructions about doing that, see 2.2 Converting 
Electronic Documents to PDF Documents.   
 

                Figure 7 
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To attach the PDF document, click on the [Browse…] button.  Doing this will bring 
up a “Choose File” or “File Upload” pop-up box.  Navigate through the drives in the 
computer to locate the saved PDF document.  See Figure 8. 

            Figure 8 
 
 
If the correct folder does not display the PDF document, click on the down arrow for 
the “Files of type” and highlight “All Files (*.*)”.  This will display all types of files in 
the folder.  See the arrow in Figure 8. 
 
 

More likely than not, there are two versions of the Attorney Appearance 
saved.  There will be a word processing version and a PDF version.  Be sure 
to select the PDF version to upload to the system.  The ECF system only 
accepts PDF documents for filing. 
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Verify this is the correct PDF document, by right-clicking on the document to bring 
up the “quick menu”.  See Figure 9.  

       Figure 9 
 
 
Select “Open with Acrobat” to launch the document and scroll through it to make 
sure it is the correct document and that it has the correct number of pages.  Once 
reviewed, close the PDF document to return to the “Choose File” box. 
 
 
 
 

This is the only opportunity you have to review the document.  Viewing 
the document allows a filing user to find and correct significant filing 
errors before sending the filing to the Court and other parties.  
Remember, once submitted, a filing cannot be edited or changed in 
any way by an attorney. 
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Now, click the [Open] button in the lower right hand corner of the box to bring the 
selected PDF into the filing.  See Figure 10. 
 

           Figure 10 
 
The pop-up box will disappear and the path to the Filename will appear in the 
“Filename” box.  There are no exhibits to this entry, so the “No” radio button remains 
marked.  Click [Next] to continue. See Figure 11. 

                                                                                         Figure 11 
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Select the party on whose behalf the filing user is appearing. In this example, it is 
Lilly Alread.  Highlight the party and click [Next]. See Figure 12. 

           Figure 12 
 
At this point, the filing user is not associated with this case.  The court record doesn’t 
recognize this attorney as a participant, so the filing user must verify that 
association. 
 
A checkmark in the first box means the filing user will be added to the court docket 
as the attorney of record in this case for the listed party.  This box must be 
checked in order for the attorney to receive electronic notification of case 
activity. 
 
A checkmark in the second box means the filing user wants electronic notice of 
filings.  This box must remain checked in order for the attorney to receive 
electronic notification of case activity.  DO NOT REMOVE THE CHECKMARKS. 
See Figure 13.          

                       Figure 13 
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If necessary, modify the docket text to be entered on the official case record in the 
ECF system.  Use the free-text box to give additional description, but only add text 
that is necessary to adequately describe the document.  Click the [Next] button.  
See Figure 14. 

                   Figure 14 
 
 

If there are any mistakes reflected in the docket text, it is possible to still fix 
them.  Click on the “Back” button in the browser to do so or click on “Civil” to 
start over.  

 
 
This screen is the final check before committing this transaction.  Once again, look 
through the docket text to make sure it is correct, and verify the case number at the 
top of the screen.  Notice the Source Document Path as another check that the 
correct PDF is uploaded to the record.  Click [Next] to submit.  See Figure 15. 

                   Figure 15 
 
After this screen, the court docket will be updated with the given docket text.  A 
Notice of Electronic Filing will be sent to the other registered parties in this case with 
a hyperlink to the PDF document that was uploaded for this filing.  Non-registered 
parties must be served in the traditional manner.  Any mistakes discovered after this 
point can only be corrected by the Clerk’s Office.  Please make sure the submitted 
information is correct and accurate.   
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The ECF system will now display the Notice of Electronic Filing (NEF). See Figure 
16. 
 
Many pieces of information are included in the NEF, including: 
 

• date and the time of the filing 
• e-filer’s name 
• case name 
• case number (quick link to the docket report, PACER fees apply) 
• filer (party) name 
• document number (quick link to the PDF image, the first click is free, PACER 

fees apply on subsequent viewings) 
• docket text 
• NEF recipients 
• non e-filers (if any, see ECF Policies & Procedures Rule 8 concerning 

service) 
• electronic document stamp (unique identifier for internal court tracking) 

 

                    Figure 16 
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4.2  Filing an Answer to Complaint 
 
To file an answer, click on “Answer to Complaints/Amended Complaints/Habeas 
Petitions” under the category of Initial Pleadings and Service.  See Figure 1. 
 

                    Figure 1 
 
 
The system asks for the case number.  Enter the case number and select [Find 
This Case].  See Figure 2. 
 

                                                                                                              Figure 2 
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If the case number is found, the [Next] button will activate. Click [Next] to continue.  
See Figure 3. 
 

               Figure 3 
 
 
The next screen will display the case number and case title at the top.  Double check 
this information to make sure it is the correct case.  The case number and title is 
also a link to the docket sheet of the case, but PACER fees apply.  See Figure 4. 
 
Now, Select the filer.  In this example, select the defendant, Lily Alread and click 
[Next].  See the arrow in Figure 4. 

               Figure 4 
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If the answer is the first filing made on behalf of the party, the system will ask the 
user to verify the proper association between attorney and party.  Leave the box on 
the left checked to add the attorney to the court’s docket as counsel in this case.  
Leave the box on the right checked to allow the attorney to receive electronic notice 
when case activity occurs. Click [Next].  See Figure 5. 

    Figure 5 
 
The system now displays all of the complaints and claims, including notices of 
removal, counterclaims, cross-claims and third-party complaints, for which an 
answer is still due in the case. In this example, there is just one complaint, so check 
the appropriate box and click [Next].  See Figure 6. 
 

            Figure 6 
 
 

For more information about the complaint, click on the complaint’s 
document number hyperlink (1) to log into PACER and view the 
electronic image of the complaint. 
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This screen reminds the filer of the obligation to file a Statement of Disclosure of 
Corporate Affiliations and Financial Interest if representing a corporate party.  Once 
the filing of the answer to complaint is complete, the user should prepare and e-file 
the Statement (if required) as a separate filing.  See Figure 7. 
 

   Figure 7 
 
 
The next step is to upload the answer into the ECF system.  The system asks for the 
Filename of the electronic document. See Figure 8. 
 
At this point, the word processing document has already been converted to a PDF 
document.  For information and instructions about doing that, see 2.2 Converting 
Electronic Documents to PDF Documents.   

                 Figure 8 
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To attach the PDF document, click on the [Browse…] button.  Doing this will bring 
up a “Choose File” or “File Upload” pop-up box.  Navigate through the drives in the 
computer to locate the saved PDF document.  See Figure 9. 
 

                                                                                           Figure 9 
 
 
 
If the correct folder does not display the PDF document, click on the down arrow for 
the “Files of type” and highlight “All Files (*.*)”.  This will display all types of files in 
the folder.  See the arrow in Figure 9. 
 
 

It is possible that there are two versions of the Answer to Complaint saved in 
folder.  There will be a word processing version and a PDF version.  Be sure 
to select the PDF version to upload to the system.  The ECF system only 
accepts PDF documents for filing. 
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Verify this is the correct PDF document, by right-clicking on the document to bring 
up the “quick menu”.  See Figure 10.  

                              Figure 10 
 
Select “Open” to launch the document and scroll through it to make sure it is the 
correct document and that it is complete. Once reviewed, close the PDF document 
to return to the “Choose File” box. 
 
Now, click the [Open] button in the lower right hand corner of the box.  The pop-up 
box will disappear and the path to the Filename will appear in the “Filename” box.  
See Figure 11. 

        Figure 11 
 
If there are attachments, click “Yes” before clicking [Next].  In this example, there 
are no attachments.  Click [Next] to continue.  (For more instructions on 
attachments, see 4.4a Filing Attachments). 
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The next screen asks if there are additional pleadings included with the answer to 
complaint.  Answer appropriately and click [Next]. See Figure 12. 

                         Figure 12 
 
In this example, the answer to complaint includes a third-party complaint.   If the 
answer does not include a counterclaim, cross-claim or third-party complaint with it, 
skip the steps showing how to add a new party to the case. 
 
Put a check mark in the box by the question “Does this filing include a third-party 
complaint?” and click [Next].  See Figure 13. 
 

           Figure 13 
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4.2a  Adding/Creating a New Party 
 
 
Select the party against whom the third-party complaint is filed.  In this example, the 
third-party needs to be added to the case.  Click on Add/Create New Party.  See 
Figure 14. 

                   Figure 14 
 
Search for the party by typing in the beginning of the business name, or the 
beginning of the person’s last name and click [Search].  See Figure 15. 

                    Figure 15 
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The party name is included in the Party Search Results.  Click on the party name 
and click [Select name from list].  If the name is not found, click [Create new 
party].  See Figure 16. 

                          Figure 16 
 
 
The only information required on this screen is the full name of the new party and 
the role the party plays in this case.  For this example, the role is “ThirdParty 
Defendant.”  DO NOT ENTER ADDRESS INFORMATION.  Click [Submit] to 
continue.  See Figure 17. 

                         Figure 17 
 



Civil Events 
4.2 Filing an Answer to Complaint 
 

 
ECF User Manual 41 U.S. District Court, Eastern District of MI 

Last Updated February 14, 2008 

The system again displays the screen to select against whom the third-party 
complaint is filed.  Now, select the party that has just been created and click [Next].  
See Figure 18.  

                                     Figure 18 
 
 
If the answer includes a jury demand, choose  “Yes”.  If a reliance on jury demand is 
included, choose “Yes”.  If neither applies, choose “No”.  Click [Next] to continue.  
See Figure 19. 

                           Figure 19 
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If the answer includes affirmative defenses, choose “Yes”.  If not, choose “No”.  Click 
[Next] to continue.  See Figure 20. 

                                             Figure 20 
 
 
If necessary, modify the docket text to be entered on the official case record in the 
ECF system.  Use the free-text boxes and drop-down boxes and click [Next] to 
continue, but only add text that is necessary to adequately describe the document.  
See Figure 21. 
 

           Figure 21 
 
Notice the docket text includes the name of the filing attorney at the end of the entry.  
See the arrow in Figure 21. 
 
 

If there are any mistakes in the docket text, it is still possible to fix them.  Click 
on the “Back” button in the browser or click on “Civil” to start over.  
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The next screen is the final check before committing this transaction.  Once again, 
review the docket text to make sure it is correct, and verify the case number at the 
top of the screen.  Notice the text in red and blue.  See Figure 22. 
 

                    Figure 22 
 
After this screen, the docket will be updated with the given docket text.  A Notice of 
Electronic Filing will be sent to the other registered parties in this case with a 
hyperlink to the PDF document uploaded for this filing.  Non-registered parties must 
be served in the traditional manner.  Any mistakes discovered after this point can 
only be corrected by the Clerk’s Office.  Please make sure the submitted 
information is correct and accurate.   
 
Once the information is verified, click the [Next] button. 
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The ECF system will now display the Notice of Electronic Filing (NEF).  See Figure 
23. 
 
 
Many pieces of information are included in the NEF, including: 
 

• date and the time of the filing 
• e-filer’s name 
• case name 
• case number (quick link to the docket report, PACER fees apply) 
• filer (party) name 
• document number (quick link to the PDF image, the first click is free, PACER 

fees apply on subsequent viewings) 
• docket text 
• NEF recipients 
• non e-filers (if any, see ECF Policies & Procedures Rule 8 concerning 

service) 
• electronic document stamp (unique identifier for internal court tracking) 

 
 

                     Figure 23 
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4.3  Filing of Discovery Materials and Rule 26(a)(1) or (2) Disclosures – 
Prohibited Under Fed. R. Civ. P. 5(d)  

 
The implementation of CM/ECF does not change the Court’s rules regarding the 
prohibition of filing of discovery materials and disclosures under Rule 26(a)(1) or (2).  
 
The District Court does not accept discovery material in accordance with Federal 
Rule of Civil Procedure 5(d) and Eastern District of Michigan Local Rule 26.2: 
 
Fed. R. Civ. P. 5(d)       [Effective 12/01/00] 
(d) FILING CERTIFICATE OF SERVICE: All papers after the complaint required to 
be served upon a party, together with a certificate of service, must be filed with the 
court within a reasonable time after service, but disclosures under Rule 26(a)(1) 
or (2) and the following discovery requests and responses must not be filed 
until they are used in the proceeding or the court orders filing: (i) depositions, 
(ii) interrogatories, (iii) requests for documents or to permit entry upon land, 
and (iv) requests for admissions. 
 
Note that “Discovery requests” include deposition notices and “Discovery 
responses” include objections. [Please review Fed. R. Civ. P. 30, 31, 33, 34, and 
36.] 
 
LR 26.2 Filing of Discovery Material [Effective 7/01/01] 
(a) Depositions, interrogatories, requests for the production of documents, requests 
for admission and responses to such discovery material shall not be filed with the 
Clerk except: 
 

(1) When discovery material provides factual support of a motion, response, 
or reply, the party relying on the material must file it as an exhibit or 
attachment to the motion, response, or reply. 

 
(2) When discovery material is to be read or otherwise used during a trial, 

hearing or other miscellaneous proceeding, the party relying on the 
material must file it at the start of the trial, hearing or proceeding or at such 
later time as the Court permits. 

 
(b) Filing of all deposition material shall be only in written form.  If audiotaped or 
videotaped, a written transcript of the depositions will be accepted for filing. 
 
(c) The party taking the deposition, initiating interrogatories, requesting the 
production of documents and admissions and any responses to such requests shall 
maintain custody of the deposition or other discovery material until it is filed with the 
Court, or until six months after the expiration of the last applicable appeal period, or 
until the Court directs otherwise.  When the Court orders filing, the party charged 
with custody of the discovery material must file it with the Court within 10 days of 
service of the order, unless the Court directs otherwise. 
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(d) If discovery material not previously filed with the Clerk is needed for an appeal in 
a case, the party maintaining custody of the discovery material shall file it with the 
Clerk either on stipulation of the parties or on order of the Court. 
 
COMMENT: The Court has extended the prohibition of filing discovery material 
to include the certificate of service of such discovery material. 
 
Note: See Notice Regarding Filing of Deposition and/or Other Discovery Material 
(Local Rule 26.2) 
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4.4  Filing a Civil Motion 
 
After logging into the system and clicking on “Civil”, choose “Motions” under 
Motions and Related Filings. See Figure 1. 
 

                                        Figure 1 
 
The next screen displays a reminder about proper format of motions and briefs in 
support of motions.  Do not make the brief a separate document and do not make 
the brief an attachment to the motion.  See Figure 2. 
 

           Figure 2 
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The next screen displays all types of motion relief. After clicking on the type of 
motion, the list of Selected Events will populate.  Multiple reliefs can be selected.  
Before clicking [Next] be sure that only the appropriate reliefs are showing on the 
Selected Events list.  For this example, a motion for summary judgment will be filed.  
See Figure 3. 
 

                                Figure 3 
 
 
If the specific relief the motion is asking for is not in this list, select “Miscellaneous 
Relief.” The ECF system will ask for a description of the relief on a later screen.   
 
 
The system asks for the case number.  Enter it and click [Find This Case].  This will 
activate the [Next] button.  Click [Next] to continue.  See Figure 4. 
 

                Figure 4 
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The next screen displays the case number and case title.  Double check this 
information to make sure it is the correct case.  The case number and title is also a 
link to the docket sheet of the case, but PACER fees will apply. 
 
Now Select the Filer or Party.  In this example, the filer is the defendant.  Click 
[Next] to continue.  See Figure 5. 

 Figure 5 
 
The next step is to upload the motion for summary judgment into the ECF system.  
The system asks for the Filename of the electronic document. See Figure 6. 
 
At this point, the word processing document has been converted to a PDF 
document.  For information and instructions about doing that, see 2.2 Converting 
Electronic Documents to PDF Documents.   

                                                                                     Figure 6 
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To attach the PDF document, click on the [Browse…] button.  Doing this will bring 
up a “Choose File” or “File Upload” pop-up box.  Navigate through the drives in the 
computer to locate the saved PDF document.  See Figure 7. 
 

                           Figure 7 
 
 
If the correct folder does not display the PDF document, click on the down arrow for 
the “Files of type” and highlight “All Files (*.*)”.This will display all types of files in the 
folder.  See the arrow in Figure 7. 
 
 

More likely than not, there are two versions of the Motion for Summary 
Judgment.  There will be a word processing version and a PDF version.  Be 
sure to select the PDF version to upload to the system.  The ECF system 
only accepts PDF documents for filing. 
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Verify this is the correct PDF document, by right-clicking on the document to bring 
up the “quick menu”.  See Figure 8.   

            Figure 8 
 
Select “Open” to launch the document and scroll through it to make sure it is the 
correct document and that it is complete (brief and certificate of service included). 
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Now, click the [Open] button in the lower right hand corner of the pop-up box.  The 
pop-up box will disappear and the path to the Filename will appear in the “Filename” 
box.  See Figure 9.  

                    Figure 9 
 
Because there are attachments, click “Yes” and click the [Next] button.  See the 
arrow in Figure 9. 
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4.4a  Filing Attachments 
 
If there are two or more exhibits, the first attachment must be an index of exhibits.  
Each additional exhibit should be individually attached and must be identified in the 
electronic record with an exhibit identifier and brief narrative description.  See below.  
(For more information, see ECF P&P Rule 18, Exhibits).   
 
 
 
 
 
 
 
 
 
 
 
In this example, there is an Index of Exhibits and three exhibits: Exhibit A – Claim 
Statement, Exhibit B – Email Correspondence and Exhibit C – January 2006 
Contract. 
 
The process to attach exhibits to the motion is a three step process. 
 
1.) Click on the [Browse…] button, and find the first PDF attachment saved on the 
computer’s hard drive  (In this example, it is the Index of Exhibits).  See the #1 arrow 
in Figure 10.  After the correct Filename appears in the Filename field, move to Step 
2 on the screen.   
 

     Figure 10 
 

Sample Index of Exhibits 
 

Exhibit Title/Description 
A  Claim Statement 
 
B  Email Correspondence 
 
C  January 2006 Contract 

#1
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2.) In this example, select the Type as “Index of Exhibits” from the drop-down box.  
No further description is necessary.  See the #2 arrow in Figure 11. 
 
3.) Click on [Add to List].  The file path will appear in the box.  See the #3 arrow in 
Figure 11. 
  

           Figure 11 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

#2

#3

The Description field is used 
when filing actual exhibits. It 
is only left blank when filing 
the Index. 
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To add the second attachment, repeat Step 1, this time choosing the PDF file that 
contains the first exhibit.   For Step 2, select the Type to be “Exhibit” and enter a 
Description that reads A – Claim Statement.  See Figure 12.  Although the type 
and description do not appear at this point, they will appear in the docket text. 

                     Figure 12 
 
 
 
 
 
 
 
 
 
Complete Step 3 by clicking on [Add to List].  See Figure 13. 

                             Figure 13 
 
 

Remember to select a Type and add the Description that contains an 
identifier (ex. A, B, C… or 1, 2, 3…) and a brief narrative title (ex. Affidavit of 
Jane Doe, 7/1/05 Memo to Counsel, Trade Agreement).  The docket text will 
include the specific information entered and make the electronic record 
easier to navigate. 

A – Claim StatementExhibit 
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To add more attachments, repeat the three steps until all attachments are listed.  If 
an incorrect document is attached, highlight it and click on [Remove from List].  
See Figure 14. 

                    Figure 14 
 
Now that all of the exhibits are listed correctly along with a description, click [Next]. 
This will attach them to the main document. 
 

For more instruction on uploading attachments, see section 4.4b  
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If necessary, modify the docket text using the drop down and free-text boxes.  For 
this example, no modifications are necessary.  Click [Next] to continue.  See Figure 
15. 

                   Figure 15 
 
 
This screen is the final check before committing this transaction.  Once again, look 
through the docket text to make sure it is correct, and verify the file paths at the 
bottom of the screen.  Notice the text in red and blue.  Click [Next] to continue.  See 
Figure 16.  

                 Figure 16 
 
After this screen, the docket will be updated with the given docket text.  A Notice of 
Electronic Filing will be sent to the other registered parties in this case with a 
hyperlink to the PDF documents that were uploaded for this filing.  Non-registered 
parties must be served in the traditional manner.  Any mistakes discovered after this 
point can only be corrected by the Clerk’s Office.  Please make sure the submitted 
information is correct and accurate.   
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The ECF system will now display the Notice of Electronic Filing (NEF).  Aside from 
the normal information contained, an electronic document stamp is included for each 
PDF.  See Figure 17. 
 

 
          Figure 17 
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4.4b Filing Voluminous Exhibits 
 
Exhibits, no matter the quantity or length can be e-filed if the following guidelines are 
adhered to. 
 
Don’t get “timed out” of CM/ECF by trying to send too much at one time. The 
connection to CM/ECF is lost if it takes longer than 20 minutes to move from one 
screen to the next and the move from the final docket text screen to the notice of 
electronic filing is when your filing is actually being transmitted to the court.   
 
Monitor and adjust the total file size of what you are e-filing. A general guideline is to 
keep the total file size (main document plus attachments) below 20 - 25MB.   If your 
total file size exceeds 20 -25 MB, e-file your exhibits as separate group filings, 
receiving multiple Notices of Electronic Filings (see example below).  Remember, 
the system does not accept any one PDF file larger than 5MB, so any single exhibit 
larger than 5MB must be divided into parts. 
 
Know your system. If you have a slow modem or slow Internet service, you may 
want to keep the total file size below 10MB.  Also, keep in mind the time of day you 
are e-filing may impact how quickly your system transmits the documents.  
 
To file voluminous exhibits in groups, file the main document along with a portion of 
your exhibits. After receiving a Notice of Electronic Filing, go back to the Civil Events 
menu. Go to “Other Documents” and select “Exhibit.”  Upload the next sequential 
exhibit as the main document and file the next several exhibits as attachments to 
this filing.  Continue this process until all of your exhibits are filed.  (See below for an 
example of filing a motion for summary judgment with 15 exhibits) 
 

Example 
 
File your motion with the first group of exhibits, kept under a 25 MB total (example, 
Index of Exhibits and the first nine exhibits). Receive a Notice of Electronic Filing 
with the docket text similar to the below example.  See Figure 1. 
 

                        Figure 1 
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Go back to the Civil Events Menu and select “Other Documents.”  Select the event 
“Exhibit.  See Figure 2.” 

                           Figure 2 
 
After entering the case number, upload the next sequential exhibit as the main 
document.  Remember, at this point the motion, the index of exhibits and some of 
the exhibits have already been filed with the Court, there is no need to duplicate the 
motion or the Index of Exhibits.  After locating and selecting the next sequential 
exhibit, change the radio button to “Yes” – there are attachments to the document.   
See Figure 3. 
           

 Figure 3 
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Upload the rest of the attachments in order, describing each.  See Figure 4.  (In this 
example, the main document was Exhibit J – Sales Chart, and the rest of 
attachments will start with Exhibit K – Disclosure Statement and end with Exhibit O – 
Service Manual).  

                      Figure 4 
 
 
If an exhibit is larger than 5 MB, it will need to be divided into separate files, each 
smaller than 5 MB.  Use the “Document Continuation” type as part of your 
description of these files. 
 
 
After uploading all of the attachments, the system displays a prompt that will link 
these exhibits with the previously filed motion.  Put a check in the box to link these 
two entries together.  The rest of the boxes can remain blank.  See Figure 5. 
 

               Figure 5 

Remember which exhibit is uploaded as the main document because the 
opportunity to describe it will be on a later screen. 

Leave these 
boxes blank, 

they are optional 
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The next screen displays docket entries and will include the motion with the exhibits 
that were previously filed. Put a check mark by that motion and click [Next].  See 
Figure 6. 
 

           Figure 6 
 
The following screen displays the preliminary docket text.  In the blank box by the 
word “Exhibit”, type the complete description of the exhibit that was uploaded as the 
main document.  In this example, it was J – Sales Chart.  Review all of the exhibit 
descriptions to make sure they are properly identified.  If there are any mistakes go 
back to correct them.  See Figure 7. 
   

            Figure 7 
 
Complete the filing and review the NEF.  The docket text for our example is below.  
See Figure 8. 
 

                  Figure 8 
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4.5  Filing a Certificate of Service/Summons Returned Executed 
 
FRCP 4 requires proper service of a summons and complaint on a defendant. 
Although the service of the summons is handled in the traditional manner, the return 
of service for a summons and complaint must be e-filed.  This requires the proper 
paperwork to be made into one PDF file and it usually requires the documents to be 
scanned.  Be sure to scan the back side of the summons and the green card used 
for certified mail, if necessary.  
 
 
PLEASE NOTE: These instructions are for e-filing a summons returned executed 
only.  Certificates of service for other pleadings, such as motions, should be included 
as the last page of the pleading when they are e-filed and not submitted to the court 
as a separate e-filing. 
 
 
To e-file a summons returned executed, click on Service of Process under the 
category Initial Pleadings and Service.  See Figure 1. 
 

           Figure 1 
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Click on the event “Certificate of Service/Summons Returned Executed” so it 
appears in the Selected Events list and click [Next].  See Figure 2. 
 

           Figure 2 
 
Enter the assigned case number and click [Find This Case]. See Figure 3. 
 

               Figure 3 
 
If the case number is found, the [Next] button will become active.  See Figure 4. 
 

              Figure 4 
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The next screen shows the case number.  If clicked, the system will link the user to 
the docket sheet and PACER fees will apply.  Simply look at the link and verify that 
the correct case number was entered and click [Next] to continue.  See Figure 5. 

        Figure 5 
 
 
The next step is to upload the PDF file containing the summons returned executed 
into the ECF system.  The NOTICE reminds the user to be sure that the summons 
was properly served.  If it was not, this event should not be used.  To begin to 
upload the PDF file, click [Browse].  See Figure 6. 
 
For information and instructions about PDF conversion, see 2.3 Scanning 
Documents and 2.5 Combining Two PDF Files. 
 

                 Figure 6 
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Navigate to the folder where the Summons Returned Executed is saved in PDF. See 
Figure 7.   

               Figure 7 
 
Right-click on the file to verify that it is the correct document, that the scanned 
images can be easily read and that no pages are missing.  See Figure 8. 

               Figure 8 
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After reviewing the scanned images, close the PDF file and click [Open] in the lower 
right-hand of the Choose File box to accept the images for e-filing.  See Figure 9. 
 

             Figure 9 
 
The file path is now in the Filename box. There are no exhibits or other attachments 
to this filing, so click [Next] to continue. See Figure 10. 

               Figure 10 
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Service on the U.S. Government is governed by FRCP 4(i).  If service of the 
summons and complaint was performed on the United States, its agencies, 
corporations, officers or employees, type “y”.  If not, type “n” and click [Next]. See 
Figure 11.  
 

                   Figure 11 
 
 
NOTE: This screen requires the user to select the party served, NOT the filer.  
In this example, the plaintiff is verifying the defendant was properly served. This 
means the defendant should be highlighted.  If the party served is not listed, click on 
the Add/Create New Party link (Further instructions on adding parties are in Section 
4.2a).  See Figure 12. 
 

        Figure 12 
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Enter the date the party was served.  After entering the “Date Served,” the “Date 
Answer Due” field will automatically populate.  The formula takes into account days 
when the court is closed and weekends.  See Figure 13. 
 

          Figure 13 
 
NOTE: Be sure to enter the date served, not the date the summons was issued. 
 
 
Click [Next] to review the final docket text.  See Figure 14. 
 

        Figure 14 
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Review the final docket text before completing the filing.  Also review the Source 
Document Path to make sure the proper PDF is going to be uploaded in the 
system.  If there are any errors, do NOT click “Next.”  Instead, click the “Back” button 
in the browser, or click “Civil” in the main menu bar to start over.  See Figure 15. 
 

           Figure 15 
 
After this screen, the court docket will be updated with the given docket text.  
Mistakes discovered after this point cannot be corrected by a filing user. Please 
make sure the submitted information is correct and accurate. 
 
Once the information is verified, click the [Next] button. 
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The ECF system will now display the Notice of Electronic Filing (NEF). 
 
Many pieces of information are included in the NEF, such as the time and date the 
filing was received by the Court, the filer, the case number, the document number 
and attorneys that were sent electronic notice. See Figure 16. 
 

 
                    Figure 16 
 
The document number is a quick link to the PDF image, but PACER fees will apply. 
Attorneys of record can view the document, one time, free of charge through an e-
mail they will receive. 
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Criminal Events 
 
After logging into the ECF system and reaching the Welcome Screen, click on the 
word “Criminal” in the Main Menu Bar.  See Figure 1. 
 

                      Figure 1 
 
The system then displays a menu of Criminal Events.  The black text denotes 
categories of filings.  The underlined blue texts are hyperlinks to types of filings.  See 
Figure 2. 

                               Figure 2 
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5.1  Filing a Criminal Motion 
 
 
To file a motion, click on “Motions,” under “Motions and Related Filings.” 
 
When filing a motion, the required brief and certificate of service must be included as 
one complete document.  Do not make the brief an attachment to the main paper 
and do not send the brief as a separate filing.  See Figure 1. 
 

 
           Figure 1 
 
The system will ask for the case number.  Enter the case number and click [Find 
This Case].  See Figure 2. 
 

                 Figure 2 
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If there is more than one defendant in the case, the system displays the main case 
and a list of the individual defendant cases. Select the defendant(s) this motion 
applies to.  In this example, it is the seventh defendant, Markus Sloane.  After 
selecting that defendant’s case, click [Next].   See Figure 3. 

                 Figure 3 
 
The next screen shows the parties in the case.  Select which party is filing this 
motion.  If this motion is filed by and applies to the same defendant, this selection 
will reflect that information.  However, this selection would not be the same if the filer 
is not the party to whom the motion applies.  Click on the filer’s name and click the 
[Next] button.  See Figure 4. 
       

                      Figure 4 
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Next, choose the type of relief requested by clicking on one or more of the Available 
Events.  For this example, the motion is to suppress evidence.  Click on “Suppress” 
so it appears in the Selected Events list.  Click the [Next] button to continue.  See 
Figure 5. 

                      Figure 5 
 
 
The next step is to upload the document into CM/ECF.  The system asks for the 
Filename of the electronic document. See Figure 6. 
 
At this point, the word processing document has been converted to a PDF 
document.  For information and instructions about doing that, see 2.2 Converting 
Electronic Documents to PDF Documents.  

              Figure 6 
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To attach the PDF document, click on the [Browse…] button.  Doing this will bring 
up a “Choose File” or “File Upload” pop-up box.  Navigate through the drives in the 
computer to locate the saved PDF document.  See Figure 7. 

                            Figure 7 
 
 
If the correct folder does not display the PDF document, click on the down arrow for 
the “Files of type” and highlight “All Files (*.*)”.This will display all types of files in the 
folder.  See the arrow in Figure 7. 
 
 

More likely than not, there are two versions of the motion to suppress.  There 
will be a word processing version and a PDF version.  Be sure to select the 
PDF version to upload to the system.  The ECF system only accepts PDF 
documents for filing. 
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Verify this is the correct PDF document, by right-clicking on the document to bring 
up the “quick menu”.  See Figure 8. 

            Figure 8 
 
Select “Open” to launch the document to scroll through it to make sure it is the 
correct document and that it is complete.  After verifying that the PDF file is error 
free, close it to return back to the e-filing session. 
 
Now click the [Open] button in the lower right hand corner of the pop-up box.  The 
pop-up box will disappear and the path to the Filename will appear in the “Filename” 
box.  Click [Next] to continue.  See Figure 9. 
 

                    Figure 9 
 
If the motion has attachments, click the “Yes” circle and follow the prompts to upload 
all attachments.  (For more instruction on attachments, see 4.4a Filing Attachments) 
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If necessary, modify the docket text appropriately.  See Figure 10. 
 

                            Figure 10 
 
It is possible to further describe the motion with the drop down and free-text boxes.  
See the arrow in Figure 10. 
 
For this example, type the word “Evidence” in the free-text box and click [Next] to 
continue.  
 
 

If there are any mistakes in the docket text, it is still possible to fix them.  
Click on the “Back” button in the browser or click on “Criminal” to start 
over.  

 
 
This screen is the final check before committing this transaction.  Once again, look 
through the docket text to make sure it is correct, and verify the case number at the 
top of the screen.  Notice the text in red and blue.  See Figure 11.  

                    Figure 11 
 

After this screen, the motion to suppress will be filed and recorded on the docket.  A 
NEF sent to all other registered parties in this case notifies them of the filing.  Non-
registered parties must be served in the traditional manner.  Any mistakes 
discovered after this point cannot be corrected by the filing user.  Please make sure 
the submitted information is correct and accurate.   
 
Once the information is verified, click the [Next] button. 
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The ECF system will now display the Notice of Electronic Filing (NEF).  See Figure 
12. 
 
Many pieces of information are included in the NEF, including: 
 

• date and the time of the filing 
• e-filer’s name 
• case name 
• case number (quick link to the docket report, PACER fees apply) 
• filer (party) name 
• document number (quick link to the PDF image, the first click is free, PACER 

fees apply on subsequent viewings) 
• docket text 
• NEF recipients 
• non e-filers (if any, see ECF Policies & Procedures Rule 8 concerning 

service) 
• electronic document stamp (unique identifier for internal court tracking) 

 

                   Figure 12 
 
.



Criminal Events 
 
 

 
ECF User Manual 80 U.S. District Court, Eastern District of MI 

Last Updated February 14, 2008 

5.2  Filing a Notice of Joinder/Concurrence to Motion 
 
In multi-defendant cases, an attorney will sometimes file a notice of joinder to a co-
defendant’s motion.  To do so, click on “Criminal” in the Main Menu Bar.  This brings 
up the possible Criminal Events.  See Figure 1. 
 

                                Figure 1 
 
Click on Notices under the heading Other Filings.   
 
Choose the type of filing from the Available Events list.  Select 
“Joinder/Concurrence” so it appears in the Selected Event list and click [Next].  See 
Figure 2.  

                           Figure 2  
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Enter the case number in the next screen and click [Find This Case].  See Figure 3. 
 

              Figure 3 
 
Because this is a multi-defendant case, the system displays a master case and 
individual cases for each defendant.  When filing a Notice of Joinder to Motion, 
the user must select the defendant filing the notice and the defendant that 
originally filed the motion.  In this example, defendant number eight is joining a 
motion filed by defendant number seven.  Put a checkmark by each applicable case 
and click [Next].  See Figure 4. 
 

                  Figure 4 
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The next screen displays the case number, which is a quick link to the docket sheet 
(PACER fees apply).  Click [Next] to continue to file the Notice.  See Figure 5. 
 

           Figure 5 
 
The system displays the parties in the case.  On this screen, only select the party 
filing this notice.  This screen identifies the filer’s name for the docket text.  Click on 
the filer’s name and click the [Next] button.  See Figure 6. 

                  Figure 6 
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The next step is to upload the document into CM/ECF.  The system asks for the 
Filename of the electronic document. See Figure 7. 
 
At this point, the word processing document has been converted to a PDF 
document.  For information and instructions about doing that, see 2.2 Converting 
Electronic Documents to PDF Documents.   
 

                   Figure 7 
 
To attach the PDF document, click on the [Browse…] button.  Doing this will bring 
up a “Choose File” or “File Upload” pop-up box.  Navigate through the drives in the 
computer to locate the saved PDF document.  See Figure 8. 

                      Figure 8 
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Verify this is the correct PDF document by right-clicking on the document to bring up 
the “quick menu”.  See Figure 9. 

             Figure 9 
 
Select “Open” to launch the document to scroll through it to make sure it is the 
correct document and that it is complete. 
 
Now click the [Open] button in the lower right hand corner of the pop-up box.  The 
pop-up box will disappear and the path to the Filename will appear in the “Filename” 
box.  Click [Next] to continue.  See Figure 10. 

                        Figure 10 
If the response has attachments, click the “Yes” circle and follow the prompts to 
attach all exhibits.  (For more instruction on attachments, see 4.4a Filing 
Attachments). 
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The next screen is a reminder to users that a co-defendant’s motion will only appear 
as an available document to link to if the user selected that co-defendant’s case at 
the beginning of the filing.  See Figure 11. 
 

                  Figure 11 
 
The system displays the applicable events from each of the defendant’s cases.  If 
filing on a larger case, scrolling slowly through each case may be necessary to 
locate more recent filings made by other defendants.  In this example, the attorney is 
joining a co-defendant’s motion to suppress evidence.  Check the corresponding box 
to document number 10 and click [Next].  See Figure 12. 
 

                 Figure 12 
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If necessary, modify the docket text using the free-text box.  See Figure 13. 

                    Figure 13 
 
In this example, no changes are necessary. 
 
 

If there are any mistakes in the docket text, it is still possible to fix them.  
Click on the “Back” button in the browser or on “Criminal” in the Main 
Menu Bar to start over. 

 
 
After modifying the docket text, click [Next] to continue.  
 
This screen is the final check before committing this transaction.  Once again, look 
through the docket text to make sure it is correct, and verify the case number at the 
top of the screen and the Source Document Path.  Notice the text in red and blue.  
Click [Next] to continue.  See Figure 14. 

               Figure 14 
 
Please make sure the submitted information is correct and accurate.   
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The ECF system will now display the Notice of Electronic Filing (NEF).  See Figure 
15. 
 
Many pieces of information are included in the NEF, including: 
 

• date and the time of the filing 
• e-filer’s name 
• case name 
• case number (quick link to the docket report, PACER fees apply) 
• filer (party) name 
• document number (quick link to the PDF image, the first click is free, PACER 

fees apply on subsequent viewings) 
• docket text 
• NEF recipients 
• non e-filers (if any, see ECF Policies & Procedures Rule 8 concerning 

service) 
• electronic document stamp (unique identifier for internal court tracking) 

 

                    Figure 15 
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6.1  Querying the ECF System 
 
At any time during an ECF session, a filing user can click “Query” on the Main Menu 
Bar to search for case information by case number, date filed, nature of suit, party 
name or attorney name.  See Figure 1. 
  

                     Figure 1 
 
The system displays a PACER login screen.  Enter a PACER login and password 
and a client code if desired.   
 
If a filing user logs into the system for querying purposes only and not to 
electronically file documents, there is no need to enter a Court-issued login and 
password.  Enter a PACER login and password instead.  See 3.1 Entering the ECF 
system for further information. 
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The next screen is the query screen. There are several ways to query a case file.  
See Figure 2. 

           Figure 2 
 
If the case number is known, enter it in the “Case Number” field.  The system will 
prevent you from querying an invalid case number.  See the arrow in Figure 2. 
 
 
A full case number includes an office code, the year the case was filed, the 
case type and the case sequencing number.  For example, 2:04cv12345.  Two 
is the office code.  
 
Case Types are as follows: 
 
cv – Civil     x – Miscellaneous 
cr – Criminal      md – Multi District Litigation 
m – Criminal Complaint 
 
 
To search for a case, only the case year and the case sequencing number are 
absolutely essential.  Entering 04-12345 is sufficient to find the case. 
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If searching by filed date, last entry date or nature of suit, case status can assist in 
narrowing the search.  Enter a date range in the “Filed Date” fields using the 
following format: “mm/dd/yy”.  See the #1 arrow in Figure 3. 
  

            Figure 3 
 
If a date range is entered in the “Last Entry Date” fields, then the system will list all 
cases that had a document filed in the case during the dates listed.  See the #2 
arrow in Figure 3. 
 
The “Nature of Suit” describes the basic issue of the case chosen by the filer from a 
pre-determined list that is part of the civil cover sheet.  It is possible to scroll through 
the same list in the “Nature of Suit” field.  See the #3 arrow in Figure 3. 
 
To search using the “Nature of Suit” field, enter a date range to search, such as 
“Filed Date” in order to acquire a list of search results.  If information is entered in 
the “Nature of Suit” field only, the system will say that no search criteria were 
entered.  See Figure 4. 

                   Figure 4 

#1
#2

#3
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Another way to find a case is searching by name.  See the #1 arrow in Figure 5. 
 

                    Figure 5 
 
Enter the full last name or business name if known.  If unsure about the spelling, 
enter a portion of it and enter an asterisk (*).  For example, if the last name is 
Johansson, enter Joh*n.  The results will include any case involving someone with a 
last name starting with “Joh” and containing the letter “n” after it.  So the results 
could list Johnson as well as Johansson. 
 
If the name was Morrow, enter *row.  The results could list RowBoats, Inc. or Brown, 
as well as Morrow.    
 
If the last name is Haroldson, but a filing user is not sure if it is Haroldson or 
Haroldsen, enter Harolds, without the asterisk.  The results will bring up cases 
involving anyone with the last name starting with Harolds. 
 

#1
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A filing user must enter at least two consecutive letters in one of the name fields.  If 
the entity being searched is a business, the search must be performed in the “Last 
Name/Business” field. 
 
To narrow the search, select the type of person being searched.  The choices are 
“party” or “attorney”.   
 
Once all of the search criteria is entered, click on the [Run Query] button.   
 
The ECF system will display the search results according to the criteria entered.  If 
information is entered in the “Filed Date” field, the system will list the results by case 
number.  An example of a Query of cases filed within a date range is shown in 
Figure 6. 
 

                                         Figure 6 
 
If searched by name, the results will list the full name of the parties containing the 
search criteria and whether they are a party in a case or an attorney.  An example of 
Querying the last name John is shown in Figure 7. 
 

                       Figure 7 
 
If the party selected is involved in more than one case, the system will list all of the 
case numbers associated with that party. 
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After entering the appropriate query criteria and selecting the case number or party 
name queried, a Query Menu will be displayed.  The Query Menu allows a review of 
specific case information.  See Figure 8. 
 

              Figure 8 
 
Perform any of the following tasks: 

• See a list of any aliases for the parties in the case 
• Retrieve case numbers of any associated cases  
• View the names and contact information for all attorneys involved in the case. 
• View Case File Location (usually available electronically) 
• Retrieve a case summary 
• Review upcoming deadlines and hearings 
• Run a docket report 
• See a list of filers in the case 
• View the history of the case with the ability to look at a specific date range or 

certain docket events 
• See a list of all parties of the case 
• Find transactions in the case related to one another 
• Look at any pending statuses 
• View a specific document, if the docket entry number is known 
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7.1  Docket Sheet 
 
The system allows a filing user to run a number of reports, the most common one is 
the docket report.   
 
To run a docket report, click on “Reports” in the Main Menu Bar.  See Figure 1. 
  

                      Figure 1 
 
The next screen gives a list of reports. Some reports give information, such as how 
many civil or criminal cases were filed during a specified period.  However the most 
used report by the Court and attorney is the docket sheet report.   Click on “Docket 
Sheet”.  See Figure 2. 
 

                   Figure 2 
 
If logged into the system with a Court-issued login, the system will ask for a PACER 
login and password before displaying the next screen. 
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Depending on the options selected when the report is requested, the report shows 
every party and attorney on a case and the docket text of every event.  When 
creating the docket sheet report, the system displays the following report selection 
screen.  See Figure 3. 

                      Figure 3 
 
First, enter the case number in the “Case number” field and click [Find This Case].. 
 
The next fields are the date range fields.  Use these fields to search for events filed 
or entered between a specified start date and end date, inclusive.  See the #1 arrow 
in Figure 3.   
 
If only a start date is entered, the report will include events filed or entered on or 
after that date.  If only an end date is entered, the report will include events filed or 
entered on or before that date.  If the fields are left blank, the report will show all 
events regardless of filed or entered date, depending on other entries on this screen. 
 
If a filing user enters document numbers in the document range fields, the events 
displayed will be limited to those with document numbers between those numbers, 
inclusive.  The system will not display unnumbered events, such as minute sheet 
entries of court proceedings. See the #2 arrow in Figure 3. 
 
Enter only a beginning range number and the report will include documents with that 
number or higher.  Enter only an ending range number and the report will include 
documents with that number or lower.  Leave these fields blank and the report will 

#1

#2
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show all documents and events regardless of document number, depending on 
other entries on this screen. 
 
If the box next to “Parties and Counsel” is checked, the docket sheet will include the 
names of the parties, along with their roles and attorneys.  If unchecked, the report 
will include only the heading, the general case information, and the docketed events.  
This can be useful if there are a lot of parties, and the filing user does not want to 
print or see those pages. 
 
There is an option to include “terminated parties” in the case caption.  If included in 
the report, a notation next to their name will say that they were terminated as of a 
particular date.  If the box is unchecked, they will not appear in the caption, but will 
still appear in any relevant docket entries. 
 
If the filing user checks “Links to Notice of Electronic Filing”, the docket sheet will 
have a silver ball next to the docket number of those items which have a Notice of 
Electronic Filing.  If generating the docket to print it, it is not necessary to include the 
links. 
 
Another option is the “Sort by” field.  It is possible to specify the order in which the 
events listed in the report will be sorted.  Oldest date first is the traditional order.  
This means that the events will be shown in the order they were filed or entered, with 
the most recent event at the end of the report.  Most recent date first would put the 
first event last.  Since oldest date first is the most common display, that is the default 
selection. 
 
If the filing user checks the box by “Include headers when displaying PDF 
documents” , any PDF document viewed will have a banner on top of each page 
containing the case number, docket entry number, date filed and page number on it.  
See Figure 4. 
 

           Figure 4 
 
The option to “View Multiple Documents” allows a user to select multiple docket 
entries and combine them to be one PDF. 
 
After entering the preferred options for viewing the docket, click [Run Report]. 
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An example of the heading and the case summary of the docket sheet report are 
shown below.  See Figure 5. 

                     Figure 5 
 
This part of the docket sheet report contains the court, the case number, and the 
basic case information, most of which was entered when the case was opened. 
 
Here is an example of the portion of the docket sheet report including the case 
caption.  See Figure 6. 

           Figure 6 
 
The case caption contains the roles and names of the parties and the names and 
addresses of their attorneys.           
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An example of the docketed events section of the docket sheet report is below.  See 
Figure 7. 

                   Figure 7 
 
The # column contains the document numbers of the documents.  If a number is 
underlined, it is a hyperlink to the PDF file for that document.  The silver balls next to 
the document numbers are links to the Notices of Electronic Filings.  The NEF 
contains the “timestamp” for the document and records who received notice of this 
filing electronically and who did not.  Including the NEFs was an option on the docket 
sheet report selection screen. 
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7.2 Written Opinions Report 
 
 

Pursuant to the E-Government Act of 2002 and starting in April 2005, a filing user 
has the ability to view written opinions free of charge using PACER.  To run a report 
of written opinions by federal and magistrate judges in the Eastern District of 
Michigan, click on “Reports” in the Main Menu Bar. See Figure 1. 
 

           Figure 1 
 
Click on the link “Written Opinions.”  See Figure 2. 
 

                Figure 2 
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There are several search options available.  A filed start and end date must be 
entered.  The system will automatically enter dates a month apart.   See Figure 3. 
 

                    Figure 3 
 
To search by case number, enter a valid format in the “Case Number” field (e.g. 05-
50000). 
 
To search by party, enter the last name or company name.  For valid search options, 
see 6.1 Querying the System. 
 
To search by nature of suit, select one of the codes with its accompanying 
description.  The nature of suit describes the basic issue of the case chosen by the 
plaintiff in the case from a pre-determined list that is part of the civil cover sheet. 
 
A user can also search by case type, and search according to case flags.  Always 
leave the cause code blank.  The Eastern District of Michigan does not use cause 
codes to identify cases. 
 
To narrow the search results, use a combination of search options, ex. Last Name, 
Nature of Suit and date.  
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The results will show the case number and the date the order was filed.  The case 
number is an optional link to the docket sheet, but PACER fees apply, if activated.  
To view the written opinion, click on the document number to open the PDF image, 
see the arrow in Figure 4.   
 

            Figure 4 
 
To save the document to the computer’s hard drive or to print a copy of the 
document, click on the icons shown below the CM/ECF Main Menu Bar.  See Figure 
5.  
 

             Figure 5 
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8.1  Utilities Features- Your Account 
 
The “Utilities” section of the ECF system allows a filing user to update his or her 
account profile, electronically send proposed orders to chambers, change certain 
PACER information and to determine which attorneys are registered users in a 
specific case.  To access this information, click on “Utilities” in the Main Menu Bar.  
See Figure 1. 

                    Figure 1 
 
The next screen shows all available options. To update the filing user’s name, street 
address, phone number and fax number, click on “Maintain Your Address” on the 
Utilities event screen.   See Figure 2. 
 

                               Figure 2 
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Make any appropriate changes and click [Submit].  See Figure 3.      

                      Figure 3 
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The next screen asks if all, none or just particular cases should be updated with the 
new information.  THE COURT HIGHLY RECOMMENDS THAT THE ATTORNEY 
UPDATE ALL CASES SO CONTACT INFORMATION IS ALWAYS ACCURATE.  
After choosing “***Update All***”, click [Submit].  See Figure 4. 

                 Figure 4 
 
The system will confirm an update has been made. See Figure 5. 
 

                   Figure 5 
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To change the primary and secondary e-mail addresses and e-mail preferences, 
click on “Maintain Your E-mail” from the Utilities menu.  See Figure 6. 
 

 
           Figure 6 
 
The filing user’s primary e-mail address and any secondary e-mails are listed.  A 
unique format and delivery method can be selected for each.  See Figure 7. 

           Figure 7 
 
When adding secondary e-mails, be sure to check the box to receive notice In All 
My Cases.  See Figure 8. 
 

           Figure 8 
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Additional Options are available for the primary and secondary e-mails.  The user 
can opt to receive NEFs in additional cases where the attorney has not filed a notice 
of appearance. To view documents associated with these NEFs, PACER fees will 
always apply.   
 
To enter an additional case from which to receive NEFs, click “Additional Cases” 
from the Additional Options list.  Then click “Add” on the drop-down list by 
Additional Cases to Receive NEFs.  See Figure 9. 

             Figure 9 
 
Enter the case number and click [Add to List].  A brief pop-up window will appear 
and the case will be added to the list.  See Figure 10. 

           Figure 10 
 
If the user no longer wished to receive NEFs in a case, click “Remove” from the 
drop-down list and click on the case from the list.  See Figure 11. 

           Figure 11 
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If the user wanted to receive individual notice in some cases and summary notice in 
other cases, click on “Delivery Method Exceptions” from the Additional Options 
drop-down list.  After clicking “Add”, the user can choose which case should have 
NEFs delivered using a different format.  See Figure 12. 

           Figure 12 
 
The ability to receive NEFs on additional cases and create delivery method 
exceptions for certain cases is available to the primary e-mail address and each 
secondary e-mail address.  A filing user should pay careful attention to the 
preferences selected on this screen, as this affects how the user will be notified of 
important case activity. 
 
To change a filing user’s login and password, click on “Maintain Your 
Login/Password” from the Utilities menu.  See Figure 13. 

           Figure 13 
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Choose a login and password that can be remembered, but not easily guessed by 
others.  The password is limited to eight characters, but may contain letters, 
numbers and symbols.  The Last login information is also displayed.  See Figure 
14. 
 

            Figure 14 
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8.2  Utilities Features – Miscellaneous 
 

To determine if an attorney is a registered user – information needed to complete a 
certificate of service in a particular case – click on the “Mailings…” link under 
“Miscellaneous”. 
 
Click on the link “Mailing Info for a Case”.  See Figure 1. 
 

          Figure 1 
 
Enter the case number, find the case and click [Submit].  See Figure 2. 

                       Figure 2 
 
The system lists all parties in the case and whether or not each party is a filing user.  
See Figure 3. 
 

                       Figure 3 
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8.3  Utilities Features – Proposed Orders 
 
The “Proposed Orders” link is used to send proposed orders, stipulated orders and 
stipulations and orders combined into one document to judicial officers.  If a 
document requires a signature of the judicial officer, it generally should be sent using 
this link, see E.D. Mich. LR 58.1(c).  All proposed orders should be saved and 
submitted in a format compatible with WordPerfect.  Do not convert the proposed 
order to PDF.  For more instruction, see ECF P&P Rule 11, Proposed Orders. 
 
After clicking on “Utilities” from the Main Menu Bar, click on Proposed Orders….  
See Figure 1. 
 

                 Figure 1 
 
Click on the Submit Proposed Order link.  See Figure 2 
 

               Figure 2 
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From the drop down menu, select the judicial officer that should receive the 
proposed order.  District Judges and Magistrate Judges are listed.  See Figure 3. 
 

            Figure 3 
 
The next screen asks for the submitter’s e-mail address and the case number.  If 
necessary, enter a brief comment, such as the title of the proposed order, or if the 
proposed order is sent per the judge’s instructions.  Do not use this field to send 
ex parte communication to the judge.  See Figure 4. 

                   Figure 4 
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Attach the proposed order by clicking on the [Browse] button and locating the 
proposed order in the computer’s drives, following the instructions given to upload 
any document to the ECF system. 
 
The document should be saved as a format compatible with WordPerfect, not PDF.  
(Microsoft Word is compatible)  See Figure 5. 
 

             Figure 5 
 
 
Click on the [Submit Proposal] button.  The system will show a confirmation screen 
stating the proposal has been submitted.  In addition, the system will send an e-mail 
to the e-mail address entered in the “from” field as confirmation that the proposed 
order was submitted.  No notices of electronic filing are sent. A copy of the 
proposed order should be provided to all other parties by the submitting attorney 
according to Rule 11 of the ECF Policies & Procedures.  To return to CM/ECF to 
perform other functions, click on “Return to CM/ECF“ in the Main Menu Bar.  See 
Figure 7. 

             Figure 7 
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9.1  Logging Out of the ECF System 
 
After finishing all transactions for a particular session in ECF, completely logout of 
the system.  Click on “Logout” in the Main Menu Bar.  This will automatically log the 
user out of the ECF system and returns the filing user to the ECF login screen.  See 
Figure 1. 
 

                      Figure 1 
 
For security, simply closing the browser is not enough.  Logout properly after using 
the system. 


