District Court of the
Virgin Islands

CM/ECF Training

Case Management/ Electronic Case
Files System

Welcome! Thank you for reviewing the CM/ECF Training slides and speaker notes.



CM/ECF Overview

e-Government Act of 2002 established a broad framework for the
use of technology to enhance public access to government
information and services;

electronic case file is the process of uploading a document from a
registered user’s computer using the CM/ECF system to file
documents in the court’s case file;

only pdf documents accepted;

must have a registered user account; and

allows one free look - NEF (expires after first use or 15 days).

Quick facts.




Civil = Criminal * Query Reports ~ Utilities = Search Logout

Open a Case Other Filings
Opena Civil Case ADR Documents

Dscovery Documents
Initial Pleadings and Service Notices
Comnlaints. Other Initiatine Docments Trial Docrments
Service of Process Appeal Documents
Answers to Comphints Other Documents
Other Answers

Motions and Related Filings
Motions
Supporting Documents, Response and Reples

To begin case opening, at the Civil Events screen, the Civil Case hyperlink is clicked. Proceed
to click on “open civil case”.



EECF Civil ~ Criminal = Query Reports ~ Utilities ~ Search Logout
Open a Civil Case

Office St Crox Dwsion V| Case type |cv v
Date filed: 3222017

Lead case number
Association type | Conscidated v
= Other court name =
Other court number
JPML number |
Related cases

Next | | Clear

The Office, Case type and Date filed fields, display default values. Click “Next” to proceed.



Open a Civil Case

[
|
‘ EECF Civil = Criminal * Query Reports * Utilities * Search Logout

[ Jurisdiction '3 (Fedetal Question) v
[ Cause of action V! Bler Qlear fites

Nature of suit |0 (zer0) V| Bl Clear fiker

Origin " (Onginal Proceedng) v
Citizenship plaintifl v

Citizenship defendant v

[
|
‘ Jury demand 0 (None) | Class action n (No Ciass Action Aleged) v | Demand (S000)

Arbitration code vl Comty St Cox v
|

Fee status pd (pad) v Feedate Y2217 | Date transfer
[ Next | | Clear

Next, the statistical case opening screen displays. Notice that the cause of action drop-
down list defaults to a blank value.

The blank value is not accepted by CM/ECF - essentially the system now forces the user to
select a cause of action. Notice the cause of action and nature of suit filters.

Once a user begins entering data in the filter field, the corresponding picklist limits the
selections to just the items that match the entered filter string. When entering numbers,
users may enter either partial or complete filter information to locate the cause of action
or nature of suit.

A user cannot proceed without making a selection in the Jurisdiction, Cause of Action,
Nature of Suit and Origin fields.

For this example, the “Jurisdiction” #3 Federal Question is selected. The “Cause of Action”
28:1331, Federal Question: Employment Discrimination is selected. The “Nature of Suit”
710, Labor: Fair Standards is selected. In the “Origin” field, Original Proceeding is
selected.

Click next to continue.



Criminal * Query Reports Utilities * Search

AddNew Pary CraateCase | Searchfora party
M Exgand Al Last ! Business Name Frsthame Midde Mame

= o = =

Add Plaintiff

The Search for a party screen displays. Notice the screen is divided into two sections. The
left pane is the new user interface and displays the case participant tree and partial case
number.

The right pane displays the search for a party function.
The party search function is begun by entering the desired party search criteria in the
appropriate field or fields.



Utilities ~ Search Logout

Addtew Party Createcase | SeAfchora pay
Colagse Al Fgngny  LastiBusiness Name Seraro Festhame Tramda Modelame | |
1T =y

Type the desired name using the name fields. For this example, the name Thamala Serrano
is utilized. Proceed to click the Search button.



Civil =

SECF

Open a Civil Case

Crimipal = Query Reports ~

CreataCase | S0areh for a party
Eiands  LastiBusiess Name Serrao

Search

Search Results
Sermnc, Thamals

Salsct Parry

Craate Naw Party

Utilities ~ Search

FrstName Thamala

Logout

Migde Name

Users will then either select the party from the Search Results list or click the Create New
Party button. Clicking the Create New Party button creates a new party record.




Utilities Search Logout

FrstMame Thamda e Hame

Select Farty Create New Party

For this demonstration, there is an existing party record for Thamala Serrano.



Reports =

Open a Civil Case
Party information
Acd Mew Party Create Case als S0
Colagae Al Espara A Tite
1AT-cm T

Swurnasme 1022017
Corperanen o v
Akt Party
Sat a New Soach

The role type defaults to defendant.
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EE cF Clivil = Criminal = Query Reports = Utilities = Search Logout
Open a Civil Case

Add Neew Party Greate Gase Party Information

Colanie Al Expara A8

Address!
Address 2 Show this 200ress on the docket sheet
Address 3 ciy

Party text

Start date | 1222017 End date

Add Party
San a New Soach

To change the role type to Plaintiff, the drop-down arrow to the right of the Role field is
clicked and Plaintiff is selected. Enter or update address information and complete all
applicable fields. Once completed, click “Add Party” to proceed.



Open a Civil Case

Addew Pary
Colipse Al
1171
- Thamala Semano pia ¥
aas &
Coporane Pare or ceraniiae ¥
Aervey

Crimina * Query Reports * Utlities * Search Logout

Crancase | Starchlorapay
Enan Al Last/Busness ame FrstName e e

Swarh

You have successfully added a plaintiff.
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ECF o

Edit Case Participants

Add et Party
Lotacse A
117 0008)
= Thamala Sermano pia
Jutgn

oy

Criminal * Query Reports *

UpdateCage | SRATCTr 3 party

Copang sy L B ame |

Sebect Pary

eF artance

Croatm New Party

Utitties ~ Search

Frsthame Acefha

Logout

To add defendant:
Click on Add New Party.
selection. Select party.

Search for a party. The name Aretha McFarlande is used for this
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Note the role type of Defendant. Complete all applicable fields. When concluded, click on
“Add party”. Repeat the process to add plaintiffs or defendants to your case.

14



Once all parties are added to your case, click “create case”. A confirmation message will
pop-up. Select “Yes” to confirm the opening of a new case.
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EECF Cwvil *  Criminal = Query Reports *  Ufiliies +  Search Logout

Opena Civil Case

(Case Number 17-1 has been opened.

= Docket Lead Event?

At this point, you can proceed to docket your lead event. Examples of Lead Events include
Complaint, Notice of Removal, Counter Claim, Cross Claim, etc.

For this example, we will file a Complaint.

Click “Docket Lead Event”.
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Reports = Utilities =

Complaints and Other Initiating Documents

i | Start typing to find an event.
Availlable Events (B 1o select events) Selected Events (CBCK 10 remove events)
an

Destrict T 5
it b - Dnesional Transles

We are now ready to electronically file a complaint.

In this example, we continue the process by clicking NEXT on “docket lead event”.

An alternative navigation path is: From the CM/ECF Main Menu screen, select Civil. Click
Civil on the horizontal menu. The Civil Events main menu screen appears. This menu

presents a list of events that can be electronically filed.

From the pick list, click on Complaints and Other Initiating Documents.
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Crimipal = Query Reports ~

Complaints and Other Initiating Documents

] Start typing to find another event.

Apphcation for Wit of Gamishment
Bankupicy Appeal

(Case Transferred In - Destrict Transfer
Case Translermed In - Dvsional Transler

Corpart |
Counterclaim
Crossclaim
Infervenor Complant
Motion to Vacate/Sel Aside/Comect Senlence (2255)

Notice of Condemnation

Natice of Remoal

Netice to Take Fosion Denosition
Petition for Wit of Habeas Corpus

4

Next | | Clear

Available Events (chck to select events) Selected Events (cck to remove events)
Amended Complaint ;&:r-[jwm
Apphcation for Stay of Execution A

Select Complaint from the pick list. You can scroll through the pick list to locate the desired

initiating document. Select Next to continue.
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[
|
‘ ECF vl Criminslc Query Repors *  Usites s Search Logout
‘ Complaints and Other Initiating Documents

Chvl Carse Number

Next you are prompted to the case number in which the complaint is to be filed. Note the
format of the case number. 1 represents the St. Croix divisional office. 3 represents the
St. Thomas divisional office. 17 is the year (2017); cv is a Civil Case; and 1 represents the
case filing number for the year. Click the Next button to continue.
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Complaints and Other Initiating Documents

1:17-cw-00001 Sermano

[
|
‘ urECF Civil ~ Crimigal ~ Reports - Utilities ~

ek e Salect the fler.

ohapse A EQam A
l Thamala Sermano pia Select the Party:

Mext| | Ciear | Mew Rier

Once the case has been entered and verified, you are prompted to select the filer of the
complaint. Be careful when selecting the party. Parties on the case are listed in alphabetical
order, not role type order. Therefore, the plaintiff will not necessarily be at the top of the
list.

Notice, the case hyperlink at the top of the page. This link will appear on all subsequent
screens and can be used at anytime to view a docket sheet for the case. However, clicking
this link will require you to enter your PACER login and password and the applicable PACER
fees will be assessed.
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Select the party (Plaintiff/Filer of the case) and click NEXT.
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UECF Civil Criminal Query Reparts Utilities Search Lagout

Complaints and Other Initiating Documents
14T 1 n

The folowing attorney/party associations do not exist for the above case(s).

Please check the box o the left of the screen for associations which should be
created.

1 the assodiation should nof be created, keep box unchecked

= | Thamah Serrano (ptypla) represented by Mardyn Amoyo (aty) - Lead ' Notice =
Nexd | | Chesar

The objective of this step is to determine who will receive notices.

If you are the lead attorney in this case, check the Lead box and Notice. If you are not the
lead attorney, select the Notice box to obtain notices of electronic filing in the case.

For this example, we will proceed as the Lead Attorney for noticing purposes.

Select Next to proceed.



Reports - Utilities - Search

Complaints and Other Initiating Documents

1:17-cv-00001 Serrang
Pick Party Please select the party that ths bing is againet
| Cotapesa Epand A
* Thamala Serrane (s Selectthe Party: OR Selecta Group:

Aretha Mcfarlande ot - T &
anc, Thamala [pla!

IEPTTNITONE M o Group
All Defendants

All Plaintifs
All Fares

Naxt | Giear | Mew Pary

Once the filing party has been selected, you will be prompted to Select the party against
whom the complaint is being filed. If the complaint is against multiple parties, each party
can be selected individually from the party list or the “All Defendants” radio button at the
right of the party list can be selected. If the defendants are selected individually, the final
docket text will include the names of each of the defendants selected. If the “all
defendants” radio button is selected, the docket text will say “against all defendants”
instead of individual party names.

Select the defendant, Aretha McFarlande, then click Next.
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Z il - - . .
UECF Civil Criminal Query Reports Utiiities Search Logout

Complaints and Other Initiating Documents
147w 00001 Sermang

Select the pdl document and any aftachments.

Main Document
Erowse

Attachmesis Categon Description

L Browse v

Next you are prompted to associate an electronic version of the complaint with this event.
The Filename field must contain the path and filename of the associated document. You
may type in the entire path and filename in the “main document” section (if you know it),
or use the Browse button to navigate to the file on your computer. For this exercise, we will
navigate to the file.

Click the browse button.



Complaints and Other Initiating Documents
117-0¢-00001 Serranc
Sebeet e paf document and any sttachmeaty.

Main Document
HTRABSNGICI_ECF st image File A Browss

Attachments | o i
1

et | | Coos

o 58 58 50 58 b sh R R

- |ambaars

e -y

If this next screen does not show the document you want to associate with the event, it
will be necessary to navigate to the folder on your computer where the document resides.
For this example we will assume we are in the correct folder. Remember, any document
associated with the event must be in PDF format to be accepted by CM/ECF.

Click to select the Complaint.
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Complaints and Other Initiating Documents
117-06-00001 Seanc

Sebect the pif document and amy sftachments.

Alabn Docsment
HTRARNGCM_ECF\ sl emage File A Erowse.

Attachments

It is always a good idea to view the contents of the selected document to be sure it is the
one you really want. At your computer, click on the file you intend to attach. You can view
the content of the document on the right side of your screen. From the pop-up menu, click
Open to complete the document selection process.
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EECF Civil = Criminal = Query Reports = Utiliies « Search
Complaints and Other Initiating Documents
1:47-0v-00001 Serrano

Select the pfl document and amy attachments.

Main Docament
H TRANNGICM_ECFi1dt mage Fle A Browse

Aftachments Category Deseription
= I‘ ﬁlm = =

Next | | Clear

The Filename field is filled in with the path and document filename. You now have an
opportunity to add additional supporting documents to the event. If there are other
supporting documents to be included with the complaint, click the “Yes” radio button to
the right of the “Attachments to Document” prompt to add those documents. For this
exercise there are no additional attachments. Now that the main document has been
selected, click the Next button to continue.
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EECF Civil = Crimigal - Query Reports ~ Utilities - Search Logout

Complaints and Other Initiating Documents
117-5v-00001 Sermane

Is this filed with an Apglication to Proceed Withost Prepayment of Fees?
or

Is this application fled on behalf of the USA?

Yes

*No
= = =

Not all attorneys will need to pay the filing fee via the internet. Therefore, you are asked
the question “Is this filing with an Application to Proceed Without Prepayment of Fees
Y/N?". If you answer “Y” to this prompt, it is assumed this is an IFP filing or that you are
filing on behalf of the USA, and all payment information will be skipped. For this exercise,
we have selected the “no” radio button. Click the Next button to proceed.
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Query Reports + Uslites * Search

Complaints and Other Inifiating Documents

Fee: 5400

The application will display the default amount for the filing fee. This is the amount that
will be charged to your credit card at the completion of this event. The amount cannot be
modified. If you believe the amount to be incorrect, cancel the event by clicking on any

main menu option and contact the court. For this exercise, we will accept the $400.00 fee
by clicking the Next button to continue.

Once the filing fee amount has been accepted, a message will be displayed indicating the
payment processing screen is being loaded. At this point, you will be redirected from

CMY/ECF to the Pay.gov Internet site for entry and approval of the charge of the filing fee to
your credit card.
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e Q- SR G &i8s" 4] retps: et te 0. dimjegbrylogn ¥ Poowcr - i

Onifine Payment
Step 1: Enter Payment Information
This iberm in payable by Bank Account Dot (ACH) or Plastic Caed fax VISA Magtercard, A

Optiom 1: Pay Via Bank Account (ACH) Al SCH Dbt

Required Relds are Indicated with a red asterisk * |
e 8 Winams o
Payment Asaunt: §350 (0
Acconn Type: .

Routing Numbar: g |

Account Numbei:
Confiem Account Number:

Check Namber:

L dumper AzCount Number Check Number

1 1 1
JHeeaLE763 |
Click the Continue with ACH Payment button

Payment Date; 05317

oceid

&) tere B B rteret ‘

The next screen to appear is the payment information screen, which offers two different
payment options. The filing fee may be paid as an DirectDebit (ACH), which will
automatically deduct the payment amount from the designated checking or savings
account, or by charging the filing fee to a credit card. If the payment is to be made as a
Direct Debit, the routing information can be obtained from a copy of a deposit slip for the
designated account. In this exercise, we will simulate charging the fee to a credit card. Click
the Continue with ACH Payment button, to proceed.
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3 District ¥er 3.0 - LINUY, - LIVE - Microsaft Internet Explorer

&) tetpa-ledd e so.derog-beogn ¥

Criminal

Online Payment
Step 1: Enter Payment Information
Pay Via Plastic Card (PC) fex: American Express. Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red ssterisk "

Account Halder Name: Teress Wiliams
Payment Amount: §350 00
Billing Address: 124 E Tradewnd
Billing Address 2:
Clity: San Antonig
State / Province; Tewss-TX -
Tip / Postal Code:

Country: Unat
Click Visa

Card Type:
Card Number: fe00
Security Code: |Master Card

an Express

A,
Expiration Date: |, 0 -
£ Discover 3
& P lrteeret

From the pull-down list, click Visa.
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2 Dhstrict er 3,0 - LINUY, - LIVE - Microsaft Internet Explorer

Your request is being processed. Please wait.

D Internet

Your request is being processed. Please wait.
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2 Dhstrict er 3,0 - LINUY, - LIVE - Microsaft Internet Explorer

i) tetps-JjectLteso.dorjog-bimogn, ¥

Co

Additional docket text may be entered here
Docket Text: Modify

COMPLAINT | against Cassidy James ( Filing fee § 350 receipt number
275258.) , filed by Lane Miller. (Wiliams, Teresa)

{Next| [Clear |

Click the Next button

@] Dore

£ et

Click the Next button.
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2 Distric Ver 3,0 - LINUX - LIVE - Microsoft lnternet Explorer

] Mg fectd e o kryjeg-bnyioge, ¥
Criminal ~ « . Reports

[Complaints and Other Initiating Documents
12.0C0-SGS Millerv James

Docket Text Final Text

COMPLAINT against Cassidy James { Filing fee $ 350 receipt number 275268.), filed by Lane Miller.
(Williams, Teresa)

Altention!! Pressing the f-'EX‘-' Gutton on this screen commits this transaction. You will hiave no furthe

Click the Next button

&l Dore

B irtermet

Click the Next button.
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3 District ¥er 3.0 - LIMUX - LIVE - Microsaft Internet Explorer
4] retpaciiecid s s dericp-teyiogn, ¥
Criminal Reports Logout
omplaints and Other Initiating Documents A
0.06-0v-00012.0C S Miller v_James
U.S. District Court
District Version 3.0 ESR4 [1/3/07] - LINUX - LIVE
[Notice of Electronic Filing
The following ransaction was entered by Wiliams, Teresa on 22212007 at 1:16 PMMST and filed on 22212007
Case Name: Miller v James
Case Number: 006.oe12
Filer: Lane Miler
Document Number: |
Docket Text:
COMPLAINT against Cassidy James ( Filng fee § 350 receipt number 275258 ), fled by Lane Miler (Williams, Teresa)
:06-cv-12 Notice has been electronically mailed to: Click the down amow
:06-cv-12 Notice has not been delivered by electronic means to:
v
&) Dore B @ et
— —

Your document has now been filed. A Notice of Electronic Filing is obtained with pertinent
case information.



3 District Ver 3.0 - LINUY, - LIVE - Microsoft Internet Explorer

8] Metps et k. oo defcg-blngn

Reports . . Logout

[The following transaction was enterad by Wiliams, Teresa on 2222007 at 116 PM MST and filed on 2222007

Case Name: Miller v. James
Case Number: 1] 12
Filer: Lane Milar
Document Number: |

[Docket Text:

COMPLAINT against Cassidy James | Filing fee § 350 receipt number 275258 ), fled by Lane Miller (Wilkams, Teresa)

0:06-cv-12 Notice has been electronically mailed to:

|0:06-cv.12 Notice has not been delivered by electronic means to:
[Teresa Wiliams

[The following document{s) are ascociated with this transaction

iDocument description:iain Document
Original filename:n/a
lectronic document Stamp:
: =005312739 [Date=2/2.
4541 1ccd 123015052,
556274565 1b4bT0dTbidadbe

7] Filehumber=205733-0]
Oedaadbd97 abeasledsTalct
| g

Please note the Electronic Document Stamp information.



@ Pay.Gav Payment Confirmation - Lotes Notes
Fie B Vew Cmate Aoms Mep

CuS e8] 1R0e] 722D NEE -

bee
Subpect [Pay Gow Paymest Confrmaton

paygevadminBmad ga twai gav. To Teresa Wilkams@ootuscouts gov
DB4006 1130 AM (-3

THIS IS AN AUTONATED RESSAGE. PLEASE DO NOT REPLY.

Tour transaction has been succeasfully cospleted.
Payment Sumsacy
Application Name: CN ECT A2 Limux

Pay.gov Tracking ID: JFOSOLTZ
Payment Agency Tracking Ib: 265189

Cardholder Mame: Teress Uillisss
Cardholder Address: 1234 [. Tradevind
Cardholder City: San Antomio

Cardbolder Stater TX

Cardholder Country: USA

Cardholder Zip Code: 79247

Cacd Type: Visa

Payment Amount: §350.00

Transaction Date: Aug 4, 2006 12:33:07 PR

Payment confirmation will be emailed from Pay.gov regarding your finalized transaction.
You have now successfully opened a Civil Case and filed an initiating document; Complaint.



Filing Guidance/Online Resources

LLocal Rules (Section 5.4)
www.vid.uscourts.gov

s Guide

www.vid.uscourts.gov

CM/ECF Sealed Functionality

www.vid.uscc urts.gov

Navigation path to online resources: Type “District Court of the Virgin Islands” in your
browser, click on “For Attorneys” and Click on “Filing Guidance” to obtain resources
outlined above.



Attorney Training Database

Login/Password Access
» Login: Trainerl
» Password: Attytrainer]
» Login: Trainer2
» Password: Attytrainer2
» Login: Trainer3
» Password: Attytrainer3
» Login: Trainer4
» Password: Attytrainerd

3 i
i
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(Questions?
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