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Slide 2 - Objectives

Overview and Objectives

CCOMNTTM!

Slide notes

In this module you will practice filing an Answer to a Complaint.

After completing this module you will be able to: locate the Answer to Complaint
docket event; select the party filer; create party/attorney relationships; associate a
PDF document; update the defendant's jury demand information; and identify the
Notice of Electronic Filing. Click the button below to CONTINUE.
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ﬂ" DCECF-train-test v3.1 - login - Windows Internet Explorer

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-binﬂogin.pl?logout

U8 & |J]° DCECF-train-test v3. 1 - login

Reports -~  Utilities - Search Logout

Rest the mouse owver
Civil.

U.S. District Court
District Version 3.1 Train_Test DB - 7/19/07
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm_
You may use this file to alert users to current CNUECF operational issues.

This facility is for Official Cowrt Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11. Evidence of unauthovized or criminal activity will be forwarded to the appropriate law enforcement officials.

Welcome to the U S. District Court for the District Version 3.1 Train Test DB - 7/19/07 Electronic Document Filing System. This page is for use by attorneys
and firms participating in the electronic filing system. The most recent version of the Netscape browser and the Adobe PDF reader can be obtained by selecting
e Netscape/PDF Settings option listed below.

Slide notes

To begin, rest the mouse over the Civil option on the CM/ECF Main Menu.
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Slide 4 - Slide 4

ﬂ" DCECF-train-test v3.1 - login - Windows Internet Explorer

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-binﬂogin.pl?logout

U8 & |J]° DCECF-train-test v3. 1 - login

Civil hd Criminal ~ Query Reports -~  Utilities - Search Logout

Open a Case 3

Initial Pleadings and Senvice
Motions and Related Filings Rest the mouse over

3
Other Filings , Initial Pleadings and Service.

—

U.S. District Court
District Version 3.1 Train_Test DB - 7/19/07
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm_
You may use this file to alert users to current CNUECF operational issues.

This facility is for Official Cowrt Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11. Evidence of unauthovized or criminal activity will be forwarded to the appropriate law enforcement officials.

Welcome to the U S. District Court for the District Version 3.1 Train Test DB - 7/19/07 Electronic Document Filing System. This page is for use by attorneys
and firms participating in the electronic filing system. The most recent version of the Netscape browser and the Adobe PDF reader can be obtained by selecting
e Netscape/PDF Settings option listed below.

Slide notes

The drop-down menu appears displaying multiple docket event categories. Rest the mouse over the Initial Pleadings and Service category.
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Slide 5 - Answer Events

ﬂ" DCECF-train-test v3.1 - login - Windows Internet Explorer

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-binﬂogin.pl?logout

U8 & |J]° DCECF-train-test v3. 1 - login

Civil hd Criminal ~ Query Reports -~  Utilities - Search Logout

Open a Case 3

P
Initial Pleadings and Service Complaints, Other Initiating Documents
Motiens and Related Filings Service of Process -
Other Filings Answers to Complaints /

Rest the mouse over

Other Answers s
v Answers to Complaints.

U.S. District Court
District Version 3.1 Train_Test DB - 7/19/07
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm_
You may use this file to alert users to current CNUECF operational issues.

This facility is for Official Cowrt Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11. Evidence of unauthovized or criminal activity will be forwarded to the appropriate law enforcement officials.

Welcome to the U S. District Court for the District Version 3.1 Train Test DB - 7/19/07 Electronic Document Filing System. This page is for use by attorneys
and firms participating in the electronic filing system. The most recent version of the Netscape browser and the Adobe PDF reader can be obtained by selecting
e Netscape/PDF Settings option listed below.

Slide notes

The drop-down menu expands further displaying a second level of docket event categories. Rest the mouse over Answers to Complaints.
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ﬂ" DCECF-train-test v3.1 - login - Windows Internet Explorer

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-binﬂogin.pl?logout

U8 & |J]° DCECF-train-test v3. 1 - login

Civil hd Criminal ~ Query Reports -~  Utilities - Search Logout

Open a Case 3

P
Initial Pleadings and Service Complaints, Other Initiating Documents
Motiens and Related Filings Senvice of Process Things to Remember
Other Filings Answers to Complaints

= Of nswers lUsers may also locate the Answers to
Click Answers to \ / Cumplaint_s docket event by clicking Civil
Complaints. on the Mam. Menu, ant_j then the Answers
to Complaints hyperlink.

U.S. District Court
District Version 3.1 Train_Test DB - 7/19/07
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm_
You may use this file to alert users to current CNUECF operational issues.

This facility is for Official Cowrt Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11. Evidence of unauthovized or criminal activity will be forwarded to the appropriate law enforcement officials.

Welcome to the U S. District Court for the District Version 3.1 Train Test DB - 7/19/07 Electronic Document Filing System. This page is for use by attorneys
and firms participating in the electronic filing system. The most recent version of the Netscape browser and the Adobe PDF reader can be obtained by selecting
e Netscape/PDF Settings option listed below.

Slide notes

Then click to select Answers to Complaints.
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ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

e

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-hinfDispatm.pl?answer
U8 ¢ | ZJ° DCECF-train-test va.1

EECF civil Criminal  ~

Answers to Complaints

Reports -~  Utilities - Search

Civil Case Number

99-12345. 1:99-cv-12345, 1-99-cv-12345, 99cv12345, or 1:99¢cv12345

Type 07-1125.
Clear

Things to Remember

CMECF remembers the last case number entered.
e Change the case number if necessary.

& Always check to make sure you are filing in the
carrect case.

Slide notes

After selecting the appropriate docket event, CM/ECF presents the case number screen. The case number field may not be empty if users have filed
previous entries. Type 07-1125 in the Civil Case Number field.
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Slide 8 - Slide 8

ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

e

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-hinfDispatm.pl?answer
U8 ¢ | ZJ° DCECF-train-test va.1 [

UE C F Civil Criminal Query Reports Utilities
Answers to Complaints

- Search

Civil Case Number

07-1125 Find This Case

Click Find This Case.

Clear

Slide notes

As soon as you begin entering the case number, CM/ECF will advance to the next screen. To begin the case lookup, click the Find This Case button.
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Slide 9 - Slide 9

ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

e

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-hinfDispatm.pl?answer
U8 ¢ | ZJ° DCECF-train-test va.1

EECF civil Criminal  ~

Reports -~  Utilities - Search

Answers to Complaints

Civil Case Number

07-1125 Looking up case number 07-1125...

Clear

Slide notes

A quick message displays indicating that the system is looking up the case number. If CM/ECF returns a message stating the case number entered cannot
be found, click the Clear button and re-enter the case number.
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ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

e

@.\ y - 5F'htu:s:ffdcecf—train—test.aotx.ao.dmfcgi-hinfDispatm.pl?answer
U8 ¢ | ZJ° DCECF-train-test va.1 [

UE C F Civil Criminal Query Reports Utilities
Answers to Complaints

- Search

Civil Case Number
1:07-cv-1125

-

Click Next.

Slide notes

The Case Number screen displays again. Notice the case number has been reformatted, and now includes the complete case number format of office,
year, case type, and case number. Click the Next button to continue.
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Slide 11 - Party Filer

- The browser's Back button would be used in a live database to return to
el previous screens. For simulation purposes, the button has been disabled.

w Click to select the Defendant to continue. - o - O Tods -

EECF Civil Criminal ~ Query

Answers to Complaints

Reports -~  Utilities - Search Logout

07-cv-01125-FFF Callaway v. Lakeside Shores Investment Properiies Inc.J

The case information hyperlink to the
Docket Report may be used in a live
. database. For simulation purposes, the
Select the Party:
cect The Farn hyperlink has been disabled.

Select the filer.

Callaway, William J [Plaintiff] {|_Add/Create New Party
Lakeside Shores Investment Properties, Inc. [Defendant]

Click Lakeside Shores
Investment Properties, Inc.

Slide notes

Next, the Party Filer screen appears. In addition to the party filer list, this screen, as well as all subsequent screens, also displays case information. The
displayed case information allows users to verify that the correct case number was entered on a prior screen. If the case number is not correct, click the
browser's Back button to return to the case number entry screen. The case information is also a hyperlink to the Docket Report and may be clicked at any
time while docketing to bring up the Docket Report. To continue filing the answer, select the defendant, Lakeside Shores Investment Properties, as the filer
of the answer to the complaint.
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Slide 12 - Slide 12

(j DCECF-train-test v3.1 - Windows Internet Explorer EJ@|E|

&9 &) v (¢ htps:/jdcect-train-test.aotx.a.denjcgibin/Dispatch.pi?116435538214947 v Q||| x

w |6I6DCECF—train—testu3.1 | |

EECF Civil Criminal ~ Query

Answers to Complaints

Reports -~  Utilities - Search Logout

1.07-cv-01125-FFF Callaway v. [ akeside Shores Investment Properties. Inc.

Select the filer.

Select the Party:

Add/Create New Party

Lakeside Shores Invéstment'Properties Inc. [Defendant’

MNext Clear

Click Next.

Slide notes
Then click the Next button.
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Slide 13 - Link Party/Atty

(j DCECF-train-test v3.1 - Windows Internet Explorer

e

@ J » | [ https://deect-train-test.aotx, ao.den/cgi-bin/Dispatch, pl?3540 147 10489426
w o |6I6DCECF—train—testu3.1 | |

EECF civil Criminal ~ Query  Reports - Utilities -~ Search
Answers to Complaints
1:07-cv-01125-FFF Callaway v_| akeside Shores Investment Properties_Inc.

The following attorney/party associations do not exist for the above case(s).
Please check the box on the left of the screen for associations which should be created.

If the association should not be created, be sure the box is unchecked.

[¥|Lakeside Shores Investment Properties, Inc. (ptv-.dft) represented by Jeffrey Hollingsworth (aty) [+] Lead [¥] Notice
Clear

Click Next.

Slide notes

This screen indicates that the attorney filer is not yet linked to the party they represent in this case. The provided check box allows the attorney/party
associated with this case to be created. Additional check boxes are available to designate the attorney as lead and to request Notice of Electronic Filings for
this case. It is important to note that this screen should only appear one time for each attorney/party association per case. Should the screen display more
than once, the incorrect party filer may have been selected. Notice that all three boxes are already checked. Remember to uncheck the appropriate box if

necessary. However, if the Notice option is unchecked, the linked attorney will not receive the Notice of Electronic Filing for this docket event or any future
filings for this case. Click the Next button to continue.
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Slide 14 - Slide 14

ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

ey

@.\ y v | https:/fdcect-train-test. aotx, a0.den cgi-bin/Dispatch. pl? 1527892869205 74

U | §]° DCECF-train-test v3. 1 [~

EECF civil Criminal ~ Query  Reports -~ Utilities
Answers to Complaints
1:07-cv-01125-FFF Callaway v_| akeside Shores Investment Properties_Inc.

- Search

Include Date # Docket Text

[ == =777 ""WT against Lakeside Shores Investment Properties, Inc. (Filing fee 5
r Y\. Tl [— “ T
Click the checkbox, [/ Wiliam I Calleway.(DLW)|
MNext
Slide notes

Next, the Complaint Selection screen appears. This screen lists all complaints and/or claims for which an answer is due and allows users to create a

relationship to the document. Creating a relationship to the complaint terminates the answer due deadline for the defendant and creates an entry on the
Related Transactions query. Click the check box to create a relationship with the complaint document.
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Slide 15 - Slide 15

ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

@.\ J v | [ https://deect-train-test.antx. a0.den/cgi-bin/Dispatch. pl? 152789286990574

U8 ¢ | ZJ° DCECF-train-test va.1 [

EECF civil Criminal ~ Query  Reports - Utilities -~ Search

Answers to Complaints
1:07-cv-01125-FFF Callaway v Lakeside Shores Investment Properties_Inc.

Include Date # Docket Text
09/04/2007 1 COMPLAINT against Lakeside Shores Investment Properties, Inc. (Filing fee 5

350.), filed by William J Callaway (DLW) | |
Clear

Click Next.

Slide notes

Click the Next button to continue.
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Slide 16 - Assoc PDF

ﬂ" DCECF-train-test v3.1 - Windows Internet Explorer

@.\ J v | [ https://deect-train-test.antx. a0.den/cgi-bin/Dispatch. pl?536 289332500192

U8 ¢ | ZJ° DCECF-train-test va.1 [

EECF civil Criminal ~ Query  Reports - Utilities -~ Search

Answers to Complaints
1:07-cv-01125-FFF Callaway v Lakeside Shores Investment Properties_Inc.

Select the pdf document (for example: C:1199¢w501-21 pdf).
Filename

S

Attachments to Document: & No O Yes Click Browse.

Slide notes

The next step is to associate and create a hyperlink to a PDF document. To locate the document, click the Browse button.
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Slide 17 - Slide 17

amECF-Uaiwtﬁt v3.1 - Windows Internet Explorer
-

Choose file
Look in: | [25) PDF Fles | o E-
._'" - |07-1125_answer.pdf T Cbjecti| [E_.
L&b' Tor-1125 Ebitpdf ) Click 07-1125_answer.pdf. | o - i Search

My Recent 2-|07-1125_Motion_Compel - - Crder -
Documents &= 1155 MationForTRO.p — . = Order -
?i_' -i 07-1125_Responze_To_Motion, pdf -E indictment. pdf -E Order ¢

" -i affidavit.pdf -i information, pdf -i Order £
Desktop -'L amended complaint.pdf Ejs -44.pdf -E Order.f

. -,!"_.ans'n'er.pdf Zjudgment.pdf @PDF file

‘) - Appeal Record. pdf - mandate. pdf T pleaagr

y D o - attachment. pdf - Mema in support. pdf . PRbonc
OEIMENS = bond,pdf o minutes. pdf Tproof o

~ - cja20.pdf 72\ motion. pdf 2 propost
%’ - complaint. pdf - \Motice of Appeal pdf |Propost

My Computer | & consent, pdf - |Notice of Hearing. pdf | propost
T_. correction, pdf -i Motice, pdf -i questio

L < | >
My Metwork File name: | j Open |

Places
Files of type: | Al Files ) ~| Cancel
Slide notes

The Choose file dialog box opens. If the document is not in the folder which opens, called the Look in folder, you must navigate to the folder which has the
document and then select the appropriate document. Click to select the 07-1125_answer.pdf document.
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Slide 18 - Slide 18

amECF-Uaiwtﬁt v3.1 - Windows Internet Explorer
-

Choose file
Look in: | [z3) POF Files -] £ E-
_2 -,_E - counterdm. pdf T Cbjecti| [E_.
: -107-1125_Exhibit.pdf - crossclaim. pdf T Crder - tilities Search
My Recent 2-|07-1125_Motion_Compel.pdf - exhibit. pdf - Crder -
Documents -107-1125_MotionForTRO. pdf -\ Gov motion to dismiss.pdf | Crder -
?i_' -i 07-1125_Responze_To_Motion, pdf -E indictment. pdf -E Order ¢
" -i affidavit.pdf -i information, pdf -i Order £
Desktop - |amended complaint.pdf T js-44.pdf T Order.;
. - answer. pdf - ljudgment.pdf @ PDF file
__) 7 Appeal Record.pdf - mandate. pdf T pleaagr Prass the ENTER key
M)'D ot - attachment. pdf - Mema in support. pdf . PRbonc to continue.
edments - bond. pdf o minutes. pdf Tproof o
~ - cja20.pdf 72\ motion. pdf 2 propost
%’ - complaint. pdf - \Motice of Appeal pdf |Propost
' A t.pdf | Motice of Hearing.pdf = propos
My Computer | 2/ <onsen s pa
" correction. pdf | Notice, pdf = questio
. < | >
My MNetwark File name: |D?—1 125_answer pdf j Open |
Places
Files of type: |AJI Files ") ﬂ Cancel
Slide notes

The 07-1125 answer document is now highlighted. The next step is to open and view the document for verification. In a live database, you must right-click
the highlighted file in order to open the PDF document inside this window. For this learning module, the right-click will be done for you. To simulate the right-

click process, press the Enter key on your keyboard.
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Slide 19 - Slide 19

f:_ DCECF-train-test v3.1 - Windows Internet Explorer
-

B

Choose file

Look in: | [z3) POF Files -] =k E2- o - b - O Tooks -
5 Do i = conecs| N
' =)07-1125_Exhibit ect df Al tilities Search
My Recent TH)07-1125_Motior|  Open with Adobe Reader 8
Documents =507 1125 Motior ; ;
_ = - Open Click Open with Adobe Reader 8.
[' T_.D?—IIZS_Respo Print
- - affidavit.pdf - = —
Deshktop = amended compl: Scan for Viruses... THOrder.
o
. - answer. pdf Open With b ldr @PDF file
PR
) - Appeal Record.f 3 WinZip F b T pleaagr
hy T attachment. pdf art, pdf . PRbonc
My Documents s p Send To » pport.p =
- |bond, pdf f = proof ol
~ - cja20.pdf Cut 2 propost
%’ - complaint. pdf Copy ppeal, pdf |Propost
A T 2-|consent.pdf Create Shortout earing. pdf -E propos
T_.correch'on.pdf Delete -i questio
-
F £ Rename by
My Network File name: I Properties j Open |
Places
Files of type: | Al Files ) ~| Cancel
Slide notes

Right-clicking on the highlighted file brings up a pop-up menu which allows you to open and view the file using the Adobe Reader. Click to select, Open with
Adobe Reader 8.
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Slide 21 - Slide 21

Slide notes

The answer document opens in the Adobe Reader. This is your opportunity to verify the document. After carefully reviewing the document, click the Close
button in the upper right corner of the Adobe Reader window.
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