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A. Introduction

This document is intended to guide a licensed attorney who is a registered user of ECF through the
process of opening a public miscellaneous case in ECF. It also explains how to docket the
miscellaneous case initiating document, during which you will pay the filing fee (if one is due).

For questions concerning electronic miscellaneous case opening, please contact your local clerk’s
office or ECF Help Desk.

Here are the most common examples of miscellaneous case initiating documents:

. Motion to Quash Subpoena;

. Motion to Compel (compliance with a subpoena);
. Registration of Appointment of Receiver;

. Registration of Judgment From Another Court

WARNING: A sealed case may not be electronically filed at this time.


http://www.txnd.uscourts.gov/directory/court
http://www.txnd.uscourts.gov/directory/court
http://www.txnd.uscourts.gov/ecf-help-desk

B. Opening a Miscellaneous Case
Before you begin, have the following available:

1. The miscellaneous case initiating document saved in Portable Document Format
(PDF). Any accompanying document(s), including exhibits, should be saved as
separate PDF documents. A 35 MB size limit applies to each PDF file

Note: If your document references a document that was previously filed in ECF,
you may create a hyperlink in the current document to the previously filed
document. Additionally, you may create a hyperlink in your current document to
any attachment you intend to upload at the same time you docket the current
document. For instructions on creating these hyperlinks, please see the Cross-
Document Hyperlinks manual.;

2. A valid credit or debit card (VISA, MasterCard, American Express, Discover,
Diner's Club) to pay the required filing fee (if one is due).

To file a new miscellaneous case using ECF, log into the system and select "Civil" on the main
menu bar. See Figure 1.

EECF Civil *  Criminal +  Query  Reports *  Utilities +  Search  Logout

Figure 1

Click on the link Open a Civil or Miscellaneous Case. See Figure 2.

] Civil Events

Open a Case
Open a Ciil or Miscellaneous Case

"Figure 2

Select Miscellaneous (mc) and click the [Next] button. See Figure 3.


http://www.txnd.uscourts.gov/sites/default/files/documents/Cross-DocInstructions.pdf
http://www.txnd.uscourts.gov/sites/default/files/documents/Cross-DocInstructions.pdf

Open a Civil or Miscellaneous Case

What type of case are you filing?

O Civil (cv)
(Ex Complaint. Notice of Removal, Application for Writ of Garnishment, Petition for Writ of Habeas Corpus.
Petition to Enforce/Quash Administrative Summons_ etc)

® Miscellaneous (mc)

(Ex_ Motion to Quash/Compel Subpoena, Registration of Judgment, Registration of Appointment of Receiver, etc )

Figure 3

Review the message and click the [Next] button. See Figure 4.

Open a Civil or Miscellaneous Case
IMPORTANT:
To receive a file mark of this date, before midnight Central time today, you must both open the case AND docket the initiating

document.

In order for ECF to properly assign a case number, at the top of the next screen, select the correct Office and the type mc
(miscellaneous) case. (Click here for complete instructions on Opening a Miscellaneous Case.)

After vou docket the initiating document, the Notice of Electronic Filing vou receive will display the case number and the alpha-
designation of the judge assigned to your case.

Figure 4

The Open a Civil or Miscellaneous Case screen appears. See Figure 5.
Open a Civil or Misce|la ase

Office Case type
Date filed: /132016

Other court name |

Other court number I:|
JPML number l:]

Figure 5

. Select the appropriate divisional Office for this case from the drop-down list.



WARNING: It is critical that you select the appropriate divisional office, as an error will
delay your case.

. Select the appropriate Case type, which is “mc” for Miscellaneous.

. The Lead case number, Association type, Other court name, and Other Court
number fields are for internal use only. Do not enter anything in these fields.

. The JPML number is a 1-4 digit number assigned by the Judicial Panel on Multidistrict
Litigation. The JPML creates an MDL docket number when it determines that civil cases
involving the same issue, but filed in different courts, should be consolidated in one court
for pretrial proceedings. You do not need to enter anything into this field for an MC
case. Click [Next] to continue.

The procedure for adding parties in a miscellaneous case differs from that in a civil case. Please
use the guidance from this screen as you complete party addition on the next screen.
Click [Next] to continue. See Figure 6.

l2pen a CivilMiscellaneous Case

2 the fellowing screen, yvou will add the parties to this case. If this case relates b an underlying action from another court, use the guidance below:

| dd the first named plaintitf and defendant in the underlying action.

f registering a judgment, ALSO add any additional party subject to the judgment, or

f registering an appointment of receiver, ALS0 add the appointes as Receiver, or

ffiling a motion to quash or compel, ALS0 add any Movant or Respondent, if not previously entered.
imit attormey addition to counsel for the fler of this me case.

B =
Figure 6

C. Adding Party Information

The Party Search screen appears. Review the Party Addition Screen - Critical Reminders. See
Figure 7.



Open a Civil or Miscellaneous Case
Party Addition Screen - Critical Reminders:

atch. Enter your first party AT THE BOTTOM OF THIS PAGE. Use broad search strategies but before you Select
match. (You can add party text in the Party Information screen, e.g., Next Friend.)

1. Select an EXISTING party in ECF i find
Party, double-click on the name to verify that the pzrt\

2. Complete the Party Info; screen EXACTLY as directe the graphic below. Then click Add Party.

ny corporate parent of a party you represent. The clerk will add any attorney
Y6 (hai mailize ot wxad Aiorrov thal ok Bot prevent yun Srom Jidsdng e
. the clerk will make necessary corrections.

add al ll atto:
ois n ECF. Once all parti have been added, click Create
papers yon need to file, PROCEED IN THIS CASE. During the quality control r

1[:!Pxpr

How to Complete the Party ion screen — see sample at right

tee of ABC Corp”) at the bottom of ¢

2. SELECT ROLE (e.g., Plaintiff (pla:pty), Defendant (dft:pty)).

3. DO NOT ENTER CONTACT INFORMATION UNLESS PARTY IS PRO SE.
1f party IS pro se, add address, phone, and fax and set “Pro se” field to “Pro se allowed to file
electronically.”

4. NEVER ENTER AN EMAIL ADDRESS FOR ANY PARTY.
Leave defaults and other blanks as is (i.e., do not modify “start date,” “corporation,” or “notice”)

Attorney Additios

4. The DESIGNATION pi

Add New Party.

Notice the screen is divided into two sections. The left pane displays the case participant tree.
The right pane displays the search for a party function. If the party has previously been involved
in litigation in this district, the name will already exist in the ECF database. To minimize the
number of duplicate names in the database, it is a best practice to search for and use an existing
name, rather than automatically selecting [Create new party].

To search for the name of a party, enter the last name of the individual or the business name in
the Last/Business Name field. Using fewer search characters will give you more search results.
For example, you may enter “Wi” to find “John Williams.” If you get too many search results,
use more letters. For example, “John Williams” will also be returned if you enter “Williams.”

Enter the first few letters of the plaintiff’s last name, and click [Search]. See Figure 8.

Search for a party

Coila sl Epand | L2st ] Business Name |‘M | First Name ‘ | Middle Name | ‘
S 6me T
Figure 8

Party Name Search Hints:

. The search is not case sensitive.
. A wildcard (*) is not required at the beginning or end of a search string,
but if it is used it will return different results. For example, entering “Wi”
without a wildcard character in the Last/Business Name field will display



John Williams and Wilson’s Auto Parts, but will not display Willie Smith
or John Switzer. Entering a wildcard (e.g., “*am”) before (or after) the
character string will search for the character string within the words. For
example, entering “*am” will display Bob Cunningham and the United
States of America.

. Try alternative searches if the first search was not successful.

If the name of the party is found in the Party search results, highlight the name and click on
[Select Party]. See Figure 9.

Search for a party

Collanse Al Exand Al Last/ Business Name |Wi First Name ’ Middle Name ’ ‘

3:16-mc-7177? Search

Search Results
Williams, Joe Jake
Williams, Joe A
Williams, Joe

Williams, John Boy
Williams, John Willy, Jr

l Create New Party

Figure 9

Helpful Hint: Before selecting the name from the list, you may double click the name to see the
party record information, including the party’s address, if any. See Figure 10.

@ District Version 6.1 - TEST-Person Address - Inteme... |sclo[S1 | i Sl

|CIa https:// ecf-test.tond uscourts.gow/cgi-bin/PerAddress.pl 7711525675 & I

f[Tohn Williams |
125421 Stars Row
Dallas, TX 77777
Js

Figure 10

If the address is your party’s address, or if there is no address, minimize the party record
information, highlight the party name, and click [Select Party].

If an address is already associated with the party name, but the address is not the address of your
party, minimize the party record information and then click on [Create new party]. You must
also click on [Create new party] if you do not find your party listed.



When creating a new party, be sure to add the complete name in the appropriate fields at the top
of the page. The standard for capitalization in the Northern District of Texas is to capitalize only
the first letter of each name. PLEASE DO NOT ENTER THE NAME IN ALL CAPS. If filing
on behalf of a minor, enter only the minor’s initials, not the minor’s full name. See Fed. R. Civ.
P.5.2(a)(3). See Figure 11.

Add New Party Search for a party
Collapse All Expand Al Last/ Business Name |W\|Iiams | First Name ‘John Middle Name I:I
~3:16-me-17777
Figure 11

You must identify the role that the party has in the case. Click on the drop down arrow next to
the Role field and select the appropriate party role (e.g., Plaintiff (pla:pty), Movant (mov:pty),
etc.). See Figure 12.

T o
;a;i;:t,?“?? — el
Prose [No V]
B
Address2 [ ] [] Show this address on the docket sheet
state | | zip [ | Country [ |
E-mail | |
Party text | |
start date Enddate | |
Corporation Notice
Start a New Search
Figure 12



Do not add or modify address information. Do not add an email address for the party. Use the
Party text field at the bottom of the Party Information screen if additional identifying information
is needed (e.g., "Individually and in his official capacity," " A minor," "Estate of," "Trustee of").

Do not change the Start date field. Leave the Notice field set to its default of “No.”

Click the [Add Party] button at the bottom of the screen to add the party or click the Start a
New Search link to clear the screen and begin a new party search. See Figure 13.

Add New Party [ Create Case ] ?slr“y Information
Collapse All Expand All Title [—‘
iomern o EETI T — |
S Pt plapy) |
Prose [No V]
S —
Address1
Do not enter address
. . . Address 2 ["] show this address on the docket sheet
informationfor BUsinesses | paamses[ | N —
or any other party that is st 2 | Eouitry |
going to be represented PR ol
by an attorney! Phone ] Fax ]
E-mail |
Party text | ]
Start date |5/13/2016 | End date
Corporation [no_v| Notice [yes +]

Start a New Search

Figure 13

The Search for a party screen appears again and John Williams and his role type now appear in
the participant tree. See Figure 14.

Add New Party Search for a party
Collapse All Eypeng Al Last/ Business Name \ First Name Middle Name |:|

~3:16-me-7777?

ZJohn Williams pa s B
Alias 8
Corporate Parent or other affiliate 3
Am)mey'\'-ﬁ.;

Figure 14

After searching for, selecting, and adding a filer, the filer's name appears in the participant tree
and is added to the party pick list. You can either:

. edit the party information by clicking on the pencil "edit" icon;

. delete the party by clicking on the red X "delete" icon;

. add an alias by clicking on the "add alias" icon;

. add an attorney for this party by clicking on the "add attorney" icon,
entering a name, and searching;

. copy attorney(s) from other parties in the case to another party by clicking

on the “copy attorney” icon; or



. add a new party by clicking on the [Add New Party] button at the top left
of the screen.

When a new party is added, he/she is added to the party pick list and to the participant tree in the left
pane. Parties that are added to civil cases during docketing will have control icons in the participant
tree so you can add aliases, corporate parents, or other affiliates for the party during this process.

Note: There are no icon controls for existing participants in the participant tree during docketing.
If a new participant is added during the docketing process, then icon controls will be
available for the new participant only.

Following is a table of showing the functional icons that allow you to delete a party; add an alias,

corporate parent, or attorney; copy an attorney from one party to another in the case; or edit a

party, alias, corporate parent, or attorney. See Figure 15.

e e s

T Delete this party from this case.
'|"j Add new alias, corporate parent, or attomey.
I_.; Copy attorney(s) from other parties in the case to this party.
V4 Edit the party, alias, corporate parent, or attorney. Only displays beside actual
. . names of participants, so if no participant has been added, this icon is suppressed.
Figure 15

Note: The participant tree is displayed during case opening, and during docketing if the screen
allows you to add, select, or edit a case participant.



D. Entering an Alias

If a party has an alias that is identified in the complaint, (e.g., dba, aka) click the Add Alias icon and
use the search techniques discussed under Search for a party. See Figure 16.

Add New Party
Collapse All Expand All

=John Williams pla /" &

Alias
Corporate Parent or other affiliate =1

Attorney %5 (L

Figure 16

Search for an alias by entering part or all of the last name or business name. See Figure 17.

Add New Party Search for an alias for John Williams
kalamee Bemaisl Last / Business Name |Wonderland

~3:16-mc-77777

Ié!'.John Williams pla_/@

Alias
E"Corporate Parent or other affiliate ¥3
5"'Attome1.r "3 _J

Figure 17

Review the Alias search results, highlight a name, and click [Select Alias]. If you do not find the
alias you are seeking, click [Create New Alias]. See Figure 18.

Add New Party Search for an alias for John Williams
Collapse All Expand Al Last/ Business Name |Wonderland Expres
3:16-mc-22777
=lJohn Williams pla.” %
Alias ¥

Corporate Parent or other affiliate s

Attorney ¥ (0 Search Results

Select Alias m Create New Alias ﬂ
Search returned no results. Please try again or create a new alias.

Figure 18
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After clicking on [Create New Alias], enter the complete name of the alias on the Alias
Information screen. Next, change the Role to the correct type. Choose from:

agent = agent of, one acts for another

aka = also known as

dba = doing business as

fdba = formerly doing business as

tka = formally known as

nee = born (placed before a married woman’s maiden name)
obo = on behalf of

other = an alias of a role not otherwise listed

rpi = real property in interest

ta = trading as

After completing the Alias Information screen, click the [Add Alias] button. See Figure 19.

Add New Party Alias Information
Last/Business name |Wonderland Express First name :

Collapse Al Expand Al
316-me I Middle name ‘ Generation
ot Willams pa./ ¥ e [dha_ v Strtdate (5132016

— Add Alias

Corporate Parent or other affiate ¥
Attomey ¥ [0

Figure 19

The Alias Information for John Williams now appears in the participant tree. See Figure 20.

Add New Party Search for an alias for John Williams

Collapse All Expand All Lt Businicss Nami I:
EiJohn Williams pla &

Halias ¥

“\Wonderland Express & 3%
g---l',‘orporate Parent or other affiliate 5
E---,ﬂ.'ft(:prmey.r © 0

Figure 20

Note: Do not add a corporate parent or other affiliate at this time. You will add these, if
necessary, when docketing the certificate of interested persons.

11



Continue adding parties as appropriate using the steps outlined in Section C above. See Figure
21.

‘ Search for a party

Colapse Al Expand Al Last/ Business Name “ [First Name’ | Middle Name‘ ‘
316-me. 77
=John Williams pia /¥
FAlias ¥
Wonderland Express ./ ®
Corporate Parent or other affiliate ¥

Attorney L

Figure 21

After completing the information screen for each party, click the [Add Party] button at the
bottom of the screen.

Important: At this point, the parties and linked information listed in the participant tree are
temporarily stored but are not saved in the database until the case is actually created. If you need
to make modifications, use the appropriate functional icons to add, delete, or modify case
participant information. You can collapse or expand the party tree information by toggling
individual plus/minus symbols. Alternatively, you can collapse or expand the party lists by
clicking on the Collapse All or Expand All hyperlink located at the top of the participant tree.

12



E. Adding an Attorney

For miscellaneous cases, please limit attorney addition to counsel for the filing party only.
Click the Add Attorney icon to use the search techniques discussed under Search for a party,

and, then enter your information. See Figure 22.

Add New Party Search for an alias for John Williams
Collapse All EX0and Al | st/ Business Name [:]
3:16-mc-77777
=John Williams pla./” &
Halias ¥

Wonderland Express .~ 2%
Corporate Parent or other affiliate =

Attorney v

Figure 22

Search for an attorney by entering your Bar Id or part or all of your last name, and click
[Search]. See Figure 23.

Add New Party Search for an attorney for John Williams
Collapse All Expand All Barld S

3:16-mc-7777?
Elohn Williams pla/ ® Last Name ‘Woods ‘FirstName lAnlomo Middle Name E

SlAlias ¥
Wonderland Express /' ®
Corporate Parent or other affiliate ]

Attorney ‘5 (¥

Figure 23

Review the Attorney search results, highlight your name, and click [Select Attorney]. See

Add New Party " Create Case | Search foran attorney for John Williams

Collapse All Expand Al

T — w1
3:16-mc-777727

SlJohn Williams pila .~ 3 Last Name |Wocods First Name |Antonic Middle Name
SAties

wonderiand Express .
Corporate Parent or other affiliate *:;

Attorney ¥3 [0 Search Results
Woods. Antoni

: Select Attorney
Figure 24

The Attorney Information screen appears. If your address is incorrect, but you are confident the
attorney record is yours, add yourself to the case with the incorrect address. (Do not edit your
address in these fields. Immediately following case opening, correct your address information

using the Maintaining Y our Account instructions.)

13


http://www.txnd.uscourts.gov/sites/default/files/documents/maintain_account.pdf

Since you are opening the case under your login and password, leave the Lead attorney
selection set to Yes to designate yourself as the lead attorney for the case. Only one attorney per
party should be designated as lead attorney (see LR 77.1 (b)). Set the Notice field to Yes so that
you will receive a Notice of Electronic Filing (NEF) each time a filing is made in this case. The
Designation field is set to Retained. Do not modify. Do not change the Start date or the Seal
Flag. These fields are for internal use only. Click the [Add Attorney]| button. See Figure 25.

Attorney Addition - Critical Reminders:

1. Use the Participant Tree icons to add all attorneys, any alias listed on the complaint, and any corporate parent of a party you represent. The clerk will add any attorney who is
unavailable in ECF.

2. Remove lead attorney status for non-lead attorneys in the Attorney Information screen.
3. Do NOT make other updates and NEVER add or modify an email address. The clerk will update contact information if necessary.

4. The DESIGNATION picklist is set to RETAINED. Please do NOT modify.

Add New Raly, | create case | \TCi Y Woods ( » Bar Status : Active )
Collapse Al Expand All N —
3:16-mc-7777? o o
=John Williams pia.” & ee [ ] nit ]
Satias B Address 1 | Address 2 ]
Wonderland Express 7 3% Address 3 city |
- ! —_—
Corporate Parent or other affiliate *5 Siits Zip
Attorney ¥ (£ ———
Country Phone | ]
[ — E-mail [antonio_woods@bnd uscourt]
Pro Hac vice [no_ v| Lead attorney [yes ™
o ion [Retained ~]
Seal Flag [yes v Notice [yes v|
start aate [5/13/2016 Ena aate

Add Attorne:

Start a New Search

Figure 25

After you are satisfied with the party and attorney information in the participant tree, click
[Create Case]. See Figure 26.

Add New Party | Create Case |

Collapse All Expand All
3:16-mc-27777?
=John Williams pla ./ &
SAlias
Wonderland Express 7 %
Corporate Parent or other affiliate #3
Sattorney ¥ (0
Antonio Woods 7 &
ElJohnsonville dft./” &
Alias *
Corporate Parent or other affiliate ®
Attorney %5 (0

Figure 26

Click [Yes] to proceed with Case Opening. Click [No] to return to the case participant tree
screen to add or modify case participant information, or, if necessary, to abort the case opening
process. See Figure 27.

Case Opening

Case will be created. Proceed?

Figure 27
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F. Filing Miscellaneous Case Initiating Documents

After creating the case, write down or otherwise note the case number before continuing.
The case number displayed will show only the year and civil case number (e.g., “16-17). See
Figure 28. It will not display the division in which the case was filed (“1” for Abilene; “2” for
Amarillo; “3” for Dallas; “4” for Fort Worth; “5” for Lubbock; “6” for San Angelo; or “7” for
Wichita Falls), nor the type of case (e.g., “mc” for miscellaneous).

WARNING: Even though your case number has been assigned, you are not finished. The
case opening process is incomplete until you docket your initiating document
and pay any required filing fee.

Note: After the case number is assigned, you may not use the back button to make corrections
or additions. If you did not add all parties to the case before the case number was
assigned, you may add additional parties while docketing the miscellaneous case
initiating document. Even if you made a significant error that you cannot correct while
docketing, it is best to proceed with the case, since the clerk will correct any errors by the
end of the next business day.

Click on the Docket Lead Event? hyperlink to file your initiating document. See Figure 28.

Open a Civil or Miscellaneous Case
You have opened a miscellaneous case. Please proceed, even if you made an error entering a party, attorney, etc. (The clerk will correct it for you later.)

Click Docket Lead Event below and, on the next screen, select Miscellaneous Case Initiating Documents.

Case Number 16-1 has been opened

Docket Lead Event?

Figure 28

Select the Miscellaneous Case Initiating Documents event and click the [Next] button. See
Figure 29.

15



Complaints and Other Initiating Documents
| Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
Amended Complaint [Miscellaneous Case Initiating Documents
Application for Writ of Garnishment
Complaint

Counterclaim

Crossclaim

Intervencr Complaint

Leave to Appeal

Motion to Vacate under 28 U.S.C. 2255
Notice of Removal

Petition for Writ of Habeas Corpus
Petition for Writ of Mandamus

Third Party Complaint

USA's Petition to Enforce IRS Summons

Figure 29

The system automatically displays the last case number accessed. See Figure 30.

Complaints and Other Initiating Documents
Civil Case Number
[3:16-mc1 |

Figure 30

Verify the case number before continuing. If this is not your newly assigned case number, use
your back button to return to the previous screen and enter the correct case number. When you
have verified that you have the correct case number, click [Next] to continue.

16



Select the party or parties filing the miscellaneous case initiating document. You may select
multiple parties by holding down the “Ctr]l” key on the keyboard and using the mouse to

highlight more than one name. Click [Clear] to deselect the party or parties. See Figure 31.
Click [Next] to continue.

Complaints and Other Initiating Documents
2:16-mc-00001 Williams v. Johnsonville

Collapse All Expand All Select the Party:

Johnsonville dft
éJohn Williams pla
=1-Alias

| L\Wonderland Express
ClAttorney
LAntonio Woods

| Next || Clear || New Filer

Figure 31

Select the party(ies) against whom the relief is sought. You may select multiple parties by
holding the “Ctr]” key down and clicking to highlight more than one name. When all parties
have been selected, click [Next] to continue. See Figure 32.

NOTE: If any of the parties were not added previously, add them now by clicking [New

Party]. Follow the procedure for adding or creating a new party explained in Section C
above.

Complaints and Cther Initiating Documents

3:16-mc-00001 Williams v. Johnsonville

[f your filing seeks relief against a party, select that party below.

[f vou are registering documents that do not seek relief, select the first named defendant in the underlying action.

Please select the party that this filing is against.

Collapse All Expand All ) )
EJohn Williams pia Select the Party: OR Selecta Group:
| DAlias Williams, John [pla]

\.Wonderland Express Johnsonville [dfi] ® No Group

ttomey O All Defendants
. -Antonio Woods O All Plaintiffs
"Johnsonville dit OAll Parties

| Next || Clear || New Party |

Figure 32
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Attach the miscellaneous case initiating document. Click [Browse...]. See Figure 33.

Complaints and Other Initiating Documents
3:16-mc-00001 Williams v. Johnsonville
Select the pdf document and any attachments.

Browse...

Main Document

Attach your main document.

‘When adding attachments, select a category and/or enter a description.
Both will appear in the docket text, so do not repeat words in the description that are in the category you select.

Attachments Category Description

L Browse... || v

Figure 33

A pop-up box will appear. Navigate to the appropriate folder containing the PDF document(s)
you wish to file. Right-click on the document and select the option to open the document in
Adobe Acrobat. This allows you to preview the document to ensure you have selected the
correct file. (Remember, once submitted, a document cannot be edited.) See Figure 34.

31
Lowik e | (3 Mhie, Case Indialing Document: = = B E-
m . Judgmant from Cher Districk pdf
¥ l-:e:r.'-t':t-:r- of Judgmery
My Alacent
Crocumenis
€ ' Topenwi
% contine suppated fiesnacd  Choose "Open with Acrobat
Drazkiop g
Scan for Virsss. . to verify you have selected
H Pletidfars Sop... | thecorrect document.
Fefly Dicssumignts D Wit
@ s5have in WebEx Meeting e
il.[ Mm ST .
-
My Cioenputer Cut
- - Copy
L Y Creake Shortout
r..gj_;:r;.].g_-,;,-.:;:: Fibe raanme: m Dzlats
g Crqen
Filag of Iype: el Files Canced E
Bropestios 2

Figure 34



After verifying you have selected the correct PDF document, click [Open] to accept the PDF for

filing. See Figure 35.

Look i |13 Mise, Cass lailiating Documerts JET s o i

=]

= Judgmment fram cthes Gistrictpof

| Re=gistration of Judgnuent.pdf

Py Dloourmeris

™

By I il

-

My M n File rame Iﬁugisll-:llil:\n al Judgmeant gl

L4 Ll

Flaces
Files of bpper: [anEaz 177

Figure 35

The path to the Filename will appear in the Main Document text field box. If you wish to
attach additional PDF documents to the initiating document, click [Browse] under the
Attachments section of the screen to add the first attachment. See Figure 36.

Complaints and Other Initiating Documents
3:16-mc-00001 Williams v. Johnsonville
Select the pdf document and any attachments.

Main Document )
M:\User\Woeods\Online Case Submissior Browse...

Attach your main document.

When adding attachments, select a category and/or enter a description.

Both will appear in the docket text, so do not repeat words in the description that are in the category you select.

Attachments Category Description

Browse... || V|

Figure 36
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Navigate to the appropriate folder and select the next PDF document to be attached. View the
document before attaching it. After attaching it, enter a Category and/or a Description for the
attachment using the Category list and/or the Description field. Additional rows will be added as
needed to attach the next PDF document. Click [Browse] to repeat the process until all
attachments have been added.

When all of the documents are attached, click the [Next] button. See Figure 37.

Complaints and Other Initiating Documents
3:16-mc-00001 Williams v. Johnsonville
Select the pdf document and any attachments.

Main Document
M:\User\Woods\Online Case Submissior Browse...

Attach your main document.

‘When adding attachments, select a category and/or enter a description.
Both will appear in the docket text, so do not repeat words in the description that are in the category you select.

Attachments Category Description
1. M:\User\Woods\Online Case Submissior  Browse... | V| |Judgment from other d!SlH Remove ‘
2. Browse... || vl |
=
Figure 37

G. Selecting the Case Type and Paying the Filing Fee

Once you have attached your document(s), you will be prompted to identify the type of
miscellaneous case you are opening and make a selection that will determine if a filing fee is due
at this time. Click [Next] to continue See Figure 38.

Complaints and Cther Initiating Documents
3:16-mc-00001 Williams v. Johnsonville

‘What type of miscellaneous case are you opening?

O Motion to Quash Subpoena

O Motion to Compel (compliance with a subpoena)

O Registration of Appointment of Receiver

(® Registration of Judgment From Another Court

0 Request for Subpoena Under 17 USC 512 - Subpoena to Identify Copyright Infringer
() Motion to Stav, pending a bankruptcy appeal action

O Other

This case is being filed:
O On behalf of the USA
O In conjunction with a motion to proceed In Forma Pauperis

(0 To stay, pending a bankruptcy appeal action
(® Other

Figure 38
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If you select Other, a filing fee is required, and the filing fee payment screen will appear. See
Figure 39. Click [Next] to continue.
Complaints and Other Initiating Documents

3:16-mc-00001 Williams v. Johnsonville
Fee: §46

You will be redirected to the pavment submission software. Enter your account information carefully! Incorrect information will result in
payment reversal, for which a non-sufficient funds (NSF) fee may be charged.

To receive a receipt, you must provide your email address as requested during Step 2. Authorize Pavment.

Figure 39

Note: Secure payment screens will guide you through paying the filing fee.
For additional instructions on how to electronically pay a filing fee, please see the Online Filing
Fee Payment Guide.

H. Completing the Filing

The final docket text will be displayed. Complete the transaction by clicking the [Next] button.
If you need to correct any errors (e.g., linking the initiating document to the wrong party), contact
the clerk’s office for assistance. See Figure 40.

Complaints and Other Initiating Documents
3:16-mc-00001 Williams v. Johnsonville

Docket Text: Final Text

Registration of Judgment From Another Court filed by John Williams. (Filing fee $46; Receipt
number 0539-283307) This case requires no further judicial action, therefore it has been
terminated pending any future request for relief. (Attachments: # (1) Judgment from other district)
(Woods, Antonio)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.
Have you redacted?

Source Document Path (for confirmation only):

C:'fakepath \Registration of Judgment.pdf pages: 2
C:\fakepath\Judgment from Other District pdf  pages: 2

Figure 40

21


http://www.txnd.uscourts.gov/sites/default/files/documents/payonline.pdf
http://www.txnd.uscourts.gov/sites/default/files/documents/payonline.pdf

I. Determining the Judge Assigned to the Case

Review the Notice of Electronic Filing. In addition to serving as notification that the event was
accepted by ECF, and providing document filing information and relevant hyperlinks, the NEF
indicates who will and will not receive a “Notice of Electronic Filing” via email. The NEF also
identifies the judge assignment. The presiding judge’s alpha designation appears at the end of
the case number, and the judge’s name appears in the Judge Assigned section. In this illustration,
case 3:16-mc-00001-K was randomly assigned to U.S. District Judge Ed Kinkeade. See Figure
41.

PLEASE NOTE: Certain miscellaneous cases require no further judicial action and are therefore
closed immediately upon judge assignment (as illustrated in Figure 41).

WARNING: Only the filing attorney will receive a Notice of Electronic Filing when
opening a new case, since no other attorneys have appeared. The filing attorney is
responsible for service on all other parties.

Complaints and Other Initiating Documents
3:16-mc-00001 Williams v. Johnsonville

U.S. District Court
Northern District of Texas
Notice of Electronic Filing

The following transaction was entered by Woods, Antonio on 5/13/2016 at 5:28 PM CDT and filed on 5/13/2016

Case Name: Williams v. Johnsonville
Case Number: 3:16-mc-00001-K
Filer: John Williams

WARNING: CASE CLOSED on 05/13/2016
Document Number: 1
Judge Assigned:  Ed Kinkeade (presiding)

Docket Text:

Registration of Judgment From Another Court filed by John Williams. (Filing fee $46; Receipt number 0539-283307) This case
requires no further judicial action, therefore it has been terminated pending any future request for relief. (Attachments: # (1)
Judgment from other district) (Woods, Antonio)

3:16-mc-00001 Notice has been electronically mailed to:

Antonio Woods  antonio_woods@txnd.uscourts.gov

3:16-mc-00001 Notice required by federal rule will be delivered by other means (as detailed in the Clerk's records for orders/judgments) to:
The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1004035775 [Date=5/13/2016] [FileNumber=143550-0]
[be1a8182904d9cb2ff4d990ae8e59e3844539796832805633ac9%e18a3689cc691b£8
59c018191e4894f5a71a04ebc5e68376e521157167d3bab5d71349d£f7679]]
Document description: Judgment from other district

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1004035775 [Date=5/13/2016] [FileNumber=143550-1]
[c6£2£266032c8cb93739196220303648be2efe74becab0bdb8a7f628{c882e0fd7d0
34d406fff3e68add9ddbebede1fd90e2977de6bdbdcb86539448e0a6a33]]

Figure 41
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