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OPENING A CIVIL CASE

Introduction

Attorneys may electronically file new civil cases, which are initiated by filing a complaint and paying the
filing fee with a valid credit card or by ACH Payment.

If a mistake is made during case opening, the filer must proceed to docket the complaint to maintain
and preserve the file date. If you realize you have made an error, please call the Clerk’s Office helpline
regarding the errors at (202) 354-3190.

Begin Case Opening
Log in to CM/ECF.

Select CIVIL from the blue menu bar, then select Open a Civil Case.

Do not make any changes or add text to the screen below. Simply click [SUBMIT].

Logout
Open a Civil Case

Office IFAITINEE ~ Case type o ~ Case number
Date filed 10/26/2011

Lead case number

**DO NOT make any
changes to this

Other court name screen. Simply click

the [SUBMIT]
button.

Association type consolidated

Other court number
] Related cases

| SUBMIT | |Clear |
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Civil Case Statistical Information Screen

Complete the fields on this screen using the guidelines provided below (See also Case Opening User
Guide, page 25, for further guidance).

Click [SUBMIT].

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search
Dpen a Civil Case

Jurisdiction 2 (U.S. Government Defendant) -

Cause of action 050551 (05:551 Administrative Procedure Act) - | Clear filter

Nature of smit 890 (Other Statutory Actions) - |m
Origin 1 (Original Proceeding)
Citizenship plaintiff -
Citizenship defendant -
Jury demand [EEGIIM ~ Class action n ~ Demand ($000) 700
Arbitration code - County 88888 -

Fee status pd (paid) ~ Feedate 4/27/2012 Date transfer

SUBMIT | | Clear |

Jurisdiction: Select one of the following jurisdiction codes:
1 (U.S. Government Plaintiff)
2 (U.S. Government Defendant)
3 (Federal Question) default
4 (Diversity) must enter citizenship below
5 (Local Question) court use only

Cause of action: Select the U.S. Civil Statute under which you are filing, as cited in the complaint

Nature of suit: Select the primary nature of suit from the drop-down list. (Refer to the Civil
Cover Sheet and Case Opening User Guide)

Origin: Select 1 (Original Proceeding) used when filing the complaint

Citizenship: Complete this field only if the selected jurisdiction is 4(Diversity)

Jury demand: Complete this field only if a jury demand is contained in the complaint

Class action: Leave default

Demand: Dollar amount demanded in thousands (e.g., entering 1000 =$1,000,000.00)

Arbitration code Leave blank

County: Select 11001 to indicate plaintiff is a resident of Washington, D.C.; 88888 if

plaintiff is resident of the U.S. but not Washington, D.C.; and 99999 if plaintiff is
outside the U.S.

Fee status: Leave default

Fee date: Leave default

Date Transfer: Leave default



Warnings

Prior to adding parties to the case, you will be cautioned that you must be an active member of the bar
of this court and that the complaint must be filed the same date as the case is opened. If you are an
active member of the bar of this court, continue the process; if not, contact the Clerk’s Office Attorney
Admission’s Office at (202) 354-3120 to be advised of the court’s procedures to become an active
member.

Click [SUBMIT] to continue the process after each warning is displayed.

=ECF Civil -  Criminal -  Query Reports - Utilities -  Search VB

Logout
Open a Civil Case

STOP!!! YOU MUST BE AN ACTIVE MEMBER OF THE BAR OF THIS COURT TO OPEN A
VEW CASE. If not an active member, bring your new complaint to the Court for filing.

[ SUBMIT | |[Clear|

ZECF Civil~  Criminal =  Query Reports -+  Utilities -  Search
Logout
Dpen a Civil Case

ITHE COMPLAINT MUST BE FILED THE SAME DATE THAT THE CASE IS OPENED.

SUBMIT | | Clear |




Add New Party Screen

The left panel below contains the buttons to [Add New Party] and [Create Case]. Since no participants
have been entered for this new case, the participant tree (under Collapse All) is empty.

Refer to the Case Opening User Guide for entering all appropriate parties as they appear in your
complaint. First, search for each party by entering the last name, first name and middle initial in the
corresponding fields and clicking [Search]. If the party name appears in the Search Results box, highlight
it and click [Select Party]. If the party name does not appear, click [Create New Party] and create the

party.

REMEMBER: Party names in this court are in ALL CAPITAL LETTERS.

EECF Civil ¥~ Criminal ¥ - Query Reports v Utilities ~ Search

Logout
Open a Civil Case

[ ssonrary e

Collapse All Expand All Fast ——— Middle
SXaNf Al Business GLINTON

Name

Name

| search |

Party Information Screen

Once you have selected a party name using either the [Select Party] or [Create New Party] buttons, the
Party Information screen will open. The Role field on this screen defaults to 2255 Govt, as shown
below. **THE ROLE MUST BE CHANGED TO EITHER PLAINTIFF OR DEFENDANT**

If there is descriptive information for a party included in your complaint, enter it in the Party Text field.
EXAMPLE: HILLARY CLINTON, in her official capacity as Secretary of State.
Leave all other fields blank. Do not enter address information.

Select [Add Party]. The party will be added to the participant tree in the left panel.
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Search ‘

Criminal - Query Reports - Utilities -

Open a Civil Case

ALWAYS change
the Role of the

Party Information
HILLARY CLINTON

Add ow party

allapse All

Descriptive
text of the
party goes in
the Party text

Expand Al
S Title

Role

Pro se
Prisoner Id
Office
Address1
Address 2
Address 3

State

2255 (usgov-pty)
No

e

party to plaintiff
or defendant.

Show this address on the
City '

Country

field. Prison

Phone

E-mail
Party text in her official capacity as Secretary of State
Startdate 10/26/2011 End date

Corporation no

Add Party

Start a New Search

HNotice yes v

Participant Tree and Functional Icons

The participant tree is displayed on the left panel as parties are added to the case. The Expand All
hyperlink displays all of the participants that have been added to the case, including aliases. The
Collapse All hyperlink displays only the parties in the case (plaintiffs and defendants), with the other
participants collapsed in the tree. Also present in the participant tree are functional icons:

Bd Delete this party from this case.
Bd Add new alias, corporate parent.
Pd Edit the party, alias, or corporate parent.
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Note: The Edit icon only displays beside a party once it’s been added to the participant tree; therefore,
if no participant is added, this icon is suppressed. To add an alias, click the Add Party icon. DO NOT add
corporate parents or attorneys to the case.

The right panel of the screen allows you to search for and add additional parties. Add all of the parties
as they appear in the caption of the complaint. If there are 200 plaintiffs, only add the first 50 plaintiffs;
however, if there are 200 defendants, you must add all 200 defendants. If you omit a party, contact the
Clerk’s Office Helpline, (202) 354-3190.

Civil - Criminal ~ Query Reports ~ Utilities ~
Logout
Dpen a Civil Case

Add New Party Create Case Search for a party

Last/ Middle
A p A
ollapse All Expand All Business

'HILLARY CLINTON o/ Name Name
. Alias ¥ [(Search |

~Corporate Parent or other affiliate "3
! ~Attorney "3

FGOOGLE, INC. pia/®
-Alias ¥

-Corporate Parent or other affiliate %3
-attorney 5

Once all parties have been added to the case, click [Create Case].
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Once the [Create Case] button has been selected, you will be presented with an option to either create
the case or stop the process. If you select [Yes] and create the case, you must continue and file the
complaint. Clicking [No] allows you to add or make changes to the participant tree.

ZECF cwi- cCriminal-  Query Reports ~  Utilities -  Searc
Logout
Open a Civil Case

Add New Party Create Case Search for a party

pand Last / Business
Hame

Lollapse A

= i-IILLARY CLINTON ar/ &

Alias ¥ Search

Corporate Parent or other affiliate #
Attorney ¥

SGOOGLE, INC. pia s/ ®
Alias %
Corporate Parent or other affiliate #

Attorney #

Case Opening

Case will be created. Proceed?

Once the case has been created, do not click the back button on your web browser. If you forgot to add
a party or parties, or have made another type of error, please contact the Clerk’s Office at (202) 354-

3190.
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Docketing the Complaint

Once the case has been created, you will be given a case number. Make note of the case number so
that you may file the complaint electronically.

Note: The new case number is displayed without an assigned Article Ill Judge. The Clerk’s Office will
notify you of the assigned judge once the case has been reviewed.

ZECF Civil -  Criminal -  Query Reports - Uil
Logout
Open a Civil Case

Case Number 11-104 has been opened.

Docket Lead Event?

The complaint must now be filed. Click the hyperlink, Docket Lead Event?.

Select Complaint from the Available Events list and it will populate in the Selected Events field. Click
[SUBMIT].

ZECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Logout
omplaints and Other Initiating Documents

Start typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
IC | Complaint

SUBMIT | | Clear |




Your new case number should be automatically generated in the Civil Case Number field. If not, enter
the case number. Click [SUBMIT].

sECF Civil ~ Criminal -  Query Reports -  Utilities -

Logout
Complaints and Other Initiating Documents

Civil Case Number

1:11-cv-104

SUBMIT | | Clear |

Select the filer(s) of the complaint (i.e., the plaintiffs) and click [Next]. Note: If you forgot to add a
plaintiff while opening the case, you could add it now by clicking [New Filer].

ZECF Civil~  Criminal -  Query Reports -  Utilities -  Search

Logout
omplaints and Other Initiating Documents

:11-cv-00104 GOOGLE, INC. v. CLINTON

Pick Filer Select the filer.

ollapse All Expand All

"HILLARY CLINTON o Select the Party:
~GOOGLE, INC. pa CLINTON, HILLARY [df]

[Mext | |Clear || New Filer




Leave the box checked to the left of the party name which associates the filing attorney with the party.
Unchecking the box will prevent the filing attorney and staff from receiving Notices of Electronic Filing
(NEF).

omplaints and Other Initiating Documents
1:11-ev-00104 GOOGLE, INC. v. CLINTOM

he following attorney./party associations do not exist for
he above case(s).

lease check the box on the left of the screen for
associations which should be created.

If the association should mor be created. be sure the box is
richecked—=

7 GOOGLE, INC. (pty:pla) represented by atty20 (aty) = Lead
[ suBnMIT | [Clear |

Select the party or parties that this filing is against (i.e., the defendant(s)) and click [Next].

Civil ~ Criminal ~ Query Reports ~ Utilities ~
Logout
omplaints and Other Initiating Documents

11-cv-00104 GOOGLE, INC. v. CLINTON

Pick Party Please select the party that this filing is against.

ollapse All Expand All

GDDGLE, |NC_ pla Select the Party: OR Select a Group:

“HILLARY CLINTON GOOGLE, INC. [pla]

@ Mo Group
All Defendants
All Plaintiffs
All Parties

|Mext | | Clear || New Party |




The next screen is a warning that the filing attorney must be an active member of the bar of this court.
Click [SUBMIT].

sECF Civil -  Criminal -  Query Reports -  Utilities -~  Search ¥
Logout

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

STOP!!! YOU MUST BE AN ACTIVE MEMBER OF THE BAR OF THIS COURT TO FILE A NEW
CASE,

SUBMIT | | Clear |

The filing attorney must acknowledge that he or she is an active member of the bar of this court. Select
Yes, then click [SUBMIT]. Note: If the filing attorney is not an active member of the bar of this court,
stop filing your complaint and contact the Clerk’s Office Attorney Admissions office at (202) 354-3107.

Reports ~

omplaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

Are you an active member of the bar of this court?
@ Yes
- No

| sSuBMIT | | Clear |

The next screen alerts the filer to attach the summons and cover sheet as attachments to the complaint.
In addition, it directs that any related case documents, motions or corporate disclosure statements, if
applicable, must be filed as separate docket entries.

[Browse] for the PDF version of your complaint to attach it to the docket entry. Be sure to right click on
the file name, then Open Document, to verify you have the correct PDF document. Add all necessary
attachments, including the civil cover sheet, summons, and any exhibits. Once all documents have been
attached and descriptions added, click [SUBMIT].



s . — _ L
UE C F Civil Criminal Query Reports Utilities Search

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

he summons and civil cover sheet are to be filed as attachments to the complaint. If applicable, file a related case
locument, any motions and the corporate disclosure statement, each as separate filings.

Select the pdf document and any attachments.

Main Document
N\FakeDocsECF\complaint.pdf | Browse...

Attachments Category Description
1. N'\FakeDocsECF\exhibitA pdf [ Browse.. | Exhibit [ Remove |
. N'\FakeDocsECF\civilcoversheet pdf [ Browse.. | Civil Cover Sheet [ Remove |
. N:\FakeDocsECF\summons. pdf [ Browse.. | Summons |W|
[ Browse.. |

SUBMIT | | Clear |

The following two screens contain warnings advising the filer to continue the process even though there
may be mistakes, and that the complaint must be filed the same date the case is opened. Click [SUBMIT]
after each warning.

Criminal - Query

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

If you have made a mistake, yvou must proceed with the filing of your complaint.

SUBMIT | | Clear |




sECF Civil~  Criminal -~  Query Reports -~  Utilities ~  Search

Logout
Complaints and Other Initiating Documents

1:11-cv-00104 GOOGLE, INC. v. CLINTON

THE COMPLAINT MUST BE FILED THE SAME DAY THAT THE CASE IS OPENED.

| SUBMIT | | Clear |

This screen explains the various values that should be entered on the following screen regarding the jury
demand. After reading the instructions, click [SUBMIT].

=ECF Civil-  Criminal -  Query Reports - Utilities -

Logout

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

Current Jury Demand value is highlighted on a subsequent screen.

If the highlighted value is correct, do NOT change it.
If ONLY PLAINTIFF has demanded jury, value should be p (Plaintiff)
If ONLY DEFENDANT has demanded jury, value should be d (Defendant)
If BOTH sides have demanded jury, value should be b (Both)

| SUBMIT | |Clear |




Choose the value for the jury demand from the drop-down list. In this instance, the plaintiff requested a
jury; thus p (Plaintiff) should be chosen. Once the selection has been made, click [SUBMIT].

Criminal ~ Query

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

Update Jury Demand

Jury Demand e (Plaintiff)

| SUBMIT | | Clear |

The following screen asks whether a filing fee will be paid by credit or debit card. If you are a
government attorney, enter N for No in the text field. Otherwise, enter Y for Yes. Click [SUBMIT].

s . e } S ‘
UE C F Civil Criminal Query Reports Utilities Search

Logout

omplaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

\ew Civil Complaints should only be filed with a valid credit or debit card unless there is a waiver of filing fee.
overnment attorneys should answer the question by entering the letter N in the question field regarding the
payment of fee.

Ihe filing fee may be paid online using a credit or debit card. Please note that if a filing fee is required, failure to pay
he fee may result in dismissal of your complaint.

WARNING: After payment of the filing fee, you MUST continue with the docket transaction until its completion.
ailure to continue will result in your credit or debit card being charged, with no record of your entry on the case

Are you paying the filing fee via credit or debit card Y/N? Y

SUBMIT | | Clear |




This screen alerts you of the filing fee. Click [SUBMIT].

=ECF Civil ~ Criminal ~  Query

Logout

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

| SUBMIT | | Clear |

*Please note: The filing fee is now $400.

You will then be prompted to enter payment information. While the payment processing screen is
loading, a short message will appear: “Now loading the payment processing screen. This process may
take a few seconds.” Please wait until the payment processing screen is finished loading.
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Once you reach the screen below, DO NOT use the back button on your web browser for any reason.
There are two options for payment: ACH (debit) payment or credit card, both of which will be on the
same screen. If you are using ACH Payment, select the Bank Account Debit (ACH) hyperlink and add the
required information, then click [Continue with ACH Payment].

Fay.gov: Bank Account Debit (ACH)

This o tmn allows Fay.gov to withdraw the filing fee
] IWour checking or savings account.

Eefam b yer spcding i e
i
T s o pary e uu.‘\_u.‘l.Lﬂ ALY o Yt il iy W'Y Db S i ¥ s s oo ™

ck on the Bank
I ':'": D’Ebit ‘ACI‘]] : I:';:'-;-..l
- ] tﬂ .I:EEI'L . bor .:l'\-il‘l:'\-r\.l--'\-r - I.

e R ]

1at c 311 matured . i L i

-
marked with a red i

{ ] iy AL CFT N LrWCE NPT

I
20 2RALETE R BaLs tRraant Te ]

ﬂu:uun"l! t}PE options —

-Are” Todtr i e T T Py Bt o [ L Dl Pl i B T A [t Pl P

- Personal Checking e (Cr)

Ml i bl Samter] P ele i g i o s Blie M Sy mad U v il e e LTl
e e e e e T T e e e e

- Personal Savings

- Business Checking
- Business Savings.
Click Continue with
ACH Payment.
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If you are using the credit card, select the Plastic Card hyperlink and complete the required information,
then click [Continue with Plastic Card Payment].

Option 2 Pay Via Plastic Card (PC] (1 VIS4, Masturcard, American Express, iscover)
Required Beics are indicated with 2 red avterisk *

N

Pyt At §350/00

ﬂnesmmﬂﬁlh& Biling Adreas: 11 Covemace hrwns
t card, but will be below Billing Address 2:
urﬁun. Chy:
5 S2ate | Province: —
Zp ! Peatal Cade:

ureto complete the

edfields notedwith an Country: i S |
e Im addition, thecity, — .+ VISA @
zip codeshould be ' - '

ol mlE L d A o

’ Sacurity Cade: i b v (i o0
.After allinformation is irput, k\_ _ e~ CAEL

click the button “Contirme Explraton Duk: o 5 _,/
HithFlasﬁcEaIdFafmﬂ'lt. Setec] e "Contnue wilh Plestic Cand Paymen!” bulion o coninos e e nest siep in e Plestic
ottoh i Ptk L Fapeed | Dot

Wotk Plecse: ued mavigaing e i 15 your browser's Back Buion - s may lead i
Facrmploli i biarn) kansTalid gnd pidis bing inaced rorecly. Pisese wie T bk providid
whengn s
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Once the credit card or ACH payment information has been submitted, authorize the payment by
clicking in the authorization box. You may choose to add an email address so that you will be sent a

confirmation of the payment. Click [Submit Payment].

Bl Cposamaitainn Rupt
o harn g oo trmnon B T T on Someeoe of B EIEERC. pres i wma addwel e metemmen
Law

—
Gimad deddevia | bmE e aomT o

Lopabem [ingd ddiepiy, el lu el S5 i

e
=

A T e TR
Ao Putali b soded dhend ol d o Gilwivis

B L =l s L T T P —

iy Fuane 055 0 QIR Ba e Ry Lo BT | BetE o . ma mayp R T R ey
whiOaE ] gl Jey e A0y Pk e P el Ghate e aala

Click Submit Payment.
ECF will reburn you fo
the case opening
program fo complete the
process.

After the authorization of payment has been submitted, wait until the fee has been processed. DO
NOT hit the back button on your web browser or you may be charged twice without your complaint

being filed.

Cirriral . . Repotrts L Ltilities . _oour

Your request is being processed. Please wait.
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Once the payment has been processed, you will be cautioned to proceed with the filing. Click [SUBMIT].

SECF  cwi-

Criminal ~

Query Reports - Utilities ~ Search ‘
Logout

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

"OUR CREDIT OR DEBIT CARD HAS BEEN CHARGED. You must continue with the docket

ransaction until its completion. If you go BACK, yvou will be required to re-enter your credit or debit card
information and be charged twice for the same transaction.

(G

On this screen, you may add additional text to the text fields; however, this is unnecessary. Make sure

there is a receipt number for the filing fee otherwise it has not been paid. If the fee is not paid, notify
the Clerk’s Office immediately. Click [SUBMIT] if the docket text is correct.

EECF Civil ~ Criminal ~ Query Reports ~ -

Complaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

Utilities ~ Search

Docket Text: Modify as Appropriate.
COMPLAINT

against HILLARY CLINTON

( Filing
fee $ 350 receipt number 0090-1583282) filed by GOOGLE, INC.. (Attachments: # (1) Exhibit A, # (2)
Civil Cover Sheet, # (3) Summons) (atty24, )

| SUBMIT | | Clear |




This is the final screen to complete your transaction. If correct, click [SUBMIT] and you will have
completed the filing of your complaint.

b - s i - e
UE C F Civil Criminal Query Reports Utilities Search

omplaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTON

Docket Text: Final Text

COMPLAINT against HILLARY CLINTON ( Filing fee $ 350 receipt number 0090-1583282)
filed by GOOGLE, INC.. (Attachments: # (1) Exhibit A, # (2) Civil Cover Sheet, # (3)
Summons)(atty24, )

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

Source Document Path (for confirmation only):
C:\fakepath\complaint.pdf  pages: 1
C:\fakepath'exhibitA.pdf  pages: 1
C:\fakepath\civilcoversheet.pdf  pages: 1
C:\fakepath'summons.pdf  pages: 1

[ suBMIT | | Clear |




Once the final transaction is submitted, a Notice of Electronic Filing (NEF) is generated, as shown below.

Reports ~ Utilities = - Search Logout

omplaints and Other Initiating Documents
1:11-cv-00104 GOOGLE, INC. v. CLINTOM

U.5. District Court
District of Columbia

otice of Electronic Filing

e following transaction was entered by atty24, on 5272012 at 2:47 PM and filed on 5722012
ase Name: GOOGLE, INC. v. CLINTON
ase Number: 1-11-cx-00104

GOOGLE, INC.

Document Number: 1

Docket Text:

OMPLAINT against HILLARY CLINTOM { Filing fee % 350 receipt number 0090-1583282) filed by GOOGLE, INC.. (Attachments: #
1) Exhibit A, # (2) Civil Cover Sheet, # (3) Summons){atty24, )

1:11-cv-00104 Notice has been electronically mailed to:
atty20 laura_chipley@ded nscourts gov, joe_burgess@ded uecourts gov, john_doef@acl com
1:11-cv-00104 Notice has been delivered by other means to:
Btty24
g following document(s) are aszociated with this transaction:
Document description:Main Document
Original filename:suppressed

lectronic document Stamp:
STAMP deecfStamp ID=073800458 [Date=5/2/2012] [FileNumber=1582416-0]

After the case is examined by the Clerk’s Office, you will be notified of the Article Ill Judge assigned to
the case and the summons will be issued electronically.

Happy filing!



