Docketing Training Manual

Welcome to Part 111 of the US Court of Appeals for Veterans Claims Electronic Filing Training Module. The
Court has implemented an application called CM/ECF which stands for Case Management and Electronic
Case Filing. The application is the Court’s main case management application and the Court’s only
electronic filing program. Electronic filing, or efiling, is a method of filing court documents that uses an
electronic format rather than a traditional paper format. By utilizing efiling, all parties, attorneys, and the
Court will be able to docket events, file pleadings, and retrieve court documents instantly through this
application on their computers via the Internet.

NOTE: ALL PARTS OF THE TRAINING MUST BE COMPLETED. THE REGISTRATION FORMS REQUIRE
THAT THE PARTICIPANT CERTIFY TO THE COURT THAT THE TRAINING HAS BEEN COMPLETED.

Here are the topics that will be covered in this training:

1 Review the location of the Participant’s Docketing Events List on the Court’s main website
http://www.uscourts.cavc.gov/electronic_filing/
2 Review the process for Docketing different pleadings using the Court’s CM/ECF Application

https://efiling.uscourts.cavc.gov

- Docketing a Motion and selecting the desired relief and/or requesting a specific date
- Docketing an Appellant’s Brief

- Docketing a Notice of Appearance

Step 1: Accessing the list of the Participant’s Docketing Events List from the Court’s
Main Website

We’'ll begin by reviewing the Participant’s Docketing Events. From the website, you may download a list of
the Docketing Categories and Events. An Event specifies what type of pleading you are filing to the Court.
A few examples of Events are the Attorney Appearance, Appellee Response, Appellant Reply, Motion, and
Response to Court Order, Oppositions, and Notices. Events are broken down into Categories, so you don’t
have to search through a long list. Some Events are also included in multiple Categories. Each Event will
ask for different information, though usually it will only ask for the filer’'s Party and the PDF document of
the pleading.
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From the above list, note the different categories and the actual event name below the categories.
It is important to learn the concept behind the different categories to facilitate the selection of the
current event when docketing a pleading.

The following list contains useful information for the success of docketing within
CM/ECEF:

e Other information to become familiar with before docketing:

Attorneys must log in to file pleadings.

b. Person filing is responsible for redacting personal information from the documents before it is e-
filed to the Court. NOA, Petition, Copy of BVA dec, ROP, DR, ROA are automatically locked —
attorneys associated with the case must log in to view document

c. All pleadings must be e-filed by attorneys using CMECF, except for NOAs and Petitions and other
case opening documents. (declaration, notice of appearance if with NOA/Petition, fee agreement if
with NOA/Petition)

d. All pleadings must be e-filed individually. Ex: Mot for leave and mot for extension (First example)
are two separate filings/docketing events.

e. Must be an attorney for the case to file a pleading.

f.  Must fill out an exemption form if attorney cannot e-file and the Clerk of the Court will decide to

allow an exemption or not.

Only pro se appellants (and very few attorneys exempt from efiling) may file by paper/fax.

Check the courts website for news and updates
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Step 2: Login to the Court’s Efiling Website

Let’s login to the CM/ECF Application in preparation for the first example of docketing a Motion for
Leave. Open your browser and either select it from your Favorites or type in the following URL in the
address bar https://efiling.uscourts.cavc.gov and press Enter.
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Welcome to the USCAVC EFILING System
**The EFiling System is now available. **

lick Here to log into CM/ECF (File:a:Document in a Case)
CASE SEARCH (View Dm:k_et Sheets and Documents)
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Select the first link on the Court’s Efiling Page titled “Click here to log into CM/ECF (File a Document
in a Case)” and a second window will open that will allow the Efiler to login using the username and
password previously supplied to the Efiler.
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Appellate CM/ECF Login

Notice

This iz a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
and subject to prosecution under Title 18 of the US. Code. All actnities and access attempts are
logged

Authentication

Login | - - e —

Password |
Login Clear

CMECF has been tested successfully using Firefox 2.0, and infemet Explorer 6 and 7 as
representative browsers. Other browsers and browser versions may work, as well. All festing was
pevforrmed using the Java Plug-in version 1.6

After entering the Login information and selecting the Login Button, two windows will open. The first
will be a Grey Window that will contain a warning about closing it. If you close the Window, the
application will immediately log the user out of the application. Instead, the Court recommends that
you minimize it or allow it to stay in the background. The Startup Page will also be open and that’s
the page that the Filer will use to get started. See the two windows below:
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WARNING: Closing this window will immediately close the Appellate program.




Window 2: Startup Page (Do not close)

pi Startup Page =10| =

Docketing Reports Uilities Logout Help

Official Attorney Electronic Document Filing System
for the US COURT OF APPEALS FOR VETERANS CLAIMS

This facility is for Offtclal USCAVC Court Business anly. Activity 1o cond from this site Is logged

Welcome
Welcome to the LIVE Case Management/Electronic Case Files System.
Please select an option from the memy.

Step 2-A: Docketing a Motion for Leave to File

From the Startup Page, Select “Docketing” from the Menu at the top of the Page and from the sub-
menu, select “File a Document”. A new window will open and the title will be “File a Document”. See
exam le below:

& File a Document
_;-C‘-q Case: Ii Enter case manber as yy-nnnn (e.g., 05-2475)
E Filed Date:; 027252009
D_‘ Salect One
- 8 CAVE Amended Certification of Service
A ) CAVC BVA Decision Transmittal
= ® Processing ) CAVC Certificate of Sendce - Rule 33
[1‘ '_ Briefing ) CAVC Copy of BVA decision
U Case Opening ) CAVC Correspondence from Appellant
L) FCC I Supremse Count ) CAVC Counter Designation of Record
E.‘!:] ~ EAIA ) CAVC Designation of Record
—~ L Fees ) CAVE Designation of Record Agreement
; L Party-Attorney ) CAVE Motion filed
— ) CAVC Mation filed (Dpposed)
':..-J ) CAVC Notice of Appeal (Supplemental)
J A S I | bd
Uncheck baxes for each case in which this document should not be filed.
Cams Salection




To get started, type in the Case number in the blank white box next to “Case:” Once you type in the
Case Number, hit the tab key or use the mouse to select the Category for the document that you
want to file. For our sample docketing item, we will select “Processing” on the left pane and then
“CAVC Motion Filed” in the right pane of the File a Document window. See below:

Dockeling Reports Liilities Logowt Help

B Case 08-90268 Esther Kim v. Eric K. Shinseli

_
3 File a Document
ﬁ
E Case: WE‘E‘&I Enter case number as yy-nnnn (e.g., 05-2475)
=y Filed Date: 027252009
a_‘ Select One
A ) CAVC Amended Certification of Service
~ " ) CAVC BVA Decision Transmittal
L-;‘ @ Processing ) CAVC Certificate of Service - Rule 33
. Briefing () CAVC Copy of BVA decision
U (} Case Opaning ) CAVC Correspondence from Appeliant
Eq . FCC | Supreme Court ) CAVC Countter Designation of Record
— ./ EAJA (") CAVC Designation of Record
; "E" Fees ) CAVC Designation of Record Agreement
— LY Perty-Miormey ~EN‘&E CAVC Motion filed
(__,) () CAVC Motion filed {Opposed)
) CAVC Notice of Appeal (Supplemental)

Uncheck boxes Tor each case in which this decument should not be Tiled.

Cui Saluidion
® 0B-30268 Esther Kimv. Enc K. Shinsekl {Tagel Case)

Totak 0 Selectled: All

After making the correct selections in this Window, select the “CONTINUE” button at the bottom of
the page.

Cuge Falaction
® 08-30268 Esther Kim v. Enc K. Shinseki {Tampal Cass)




The next window that appears requires the Filer to select the Party that the Filer is filing on behalf of
and also select the category and description of the Relief that the motion is requesting. See the
following windows with examples and the knowledge that the test filing will be a “Motion for Leave to
File” on behalf of the Petitioner:

First — select the Party Filer by selecting the box next to the correct Filer. When the Filer selects the
box, the application will put a check mark in the box.

o Docketing CAVC Motion filed
Docketing Reports WMilities Logout Help

< B Case 08-90268 Esther Kim v. Eric K. Shinsela

o Party Filer
b Filer I Type |Case Number  ShortTitle | |
‘ | Iv] 07-80003 Felitioner- 08-80268  Estherkimy. Erc kK[|~

-

|. Select All || Clear Al
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Second — select the Category and the Relief Description using the drop down arrows next to each.
After making the selections, select the Apply Button.

™~ = Relief
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Once the “Apply Button” has been selected, the Selected Relief box will reflect the selections:

it I |

Selected Reliefs

Entry Cages | Up
| Leave to file 08-90268

The final step for this page is to select the “Continue” Button at the bottom of the page:

—_k Continue Back Cancel




The next page contains a “Browse” Button that the Filer will use to access the PDF Document that
needs to be attached to the Docket Event.

PDF Document

Document: Browse...

Add Another

Continue Back Cancel

Once the Filer selects the Browse button, a browse dialog box will open to allow the Efiler to select
the PDF Document that is being filed. See the dialog box below and once the selection of the
document is made, the user will need to select the “OK” button:
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After selecting OK, the application will return back to the PDF Document Screen and the document
path will be in reflected in the box. Select the “Continue” Button for the next window.

PDF Document

Ty Sdcmi

Document: |admin\DeskiopiMotion for Ly To File pdfl | Browse..

| Add Another

T— | [ | o]

The next window is titled “Docket Text” and contains a “white box” that allows the Efiler to type in

the requested relief information. For our example, we are requesting leave to file for an extension of
time. The final step for this page is to select continue.

% Mot of Petitioner lor leave to lile [a extension of time. |

g

| continue || Back

A new dialog box will then open with a Final Warning about submitting the docket entry. If the entry

is correct, select the “Submit” button or select the “Back” button if the Filer needs to correct
information.

A Attention!
S Pressing the SUBMIT button on this screen commits this transaction.

You will have no further opportunity to modify this transaction if you ¢

Mot of Petitioner for leave to file o extension of thne

N
i | oo |




A final notification window will appear. Just select “OK” and the box will close.

Event Docketed x|

The docketed transaction has been completed.
-_E

Once the Efiler selects “OK”, a new window will open that will contain the “Notice of Docket Activity”
that will be e-mailed to the participants listed in the Notice. Once you verify the information, you can
close the window.
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***NOTE TO PUBLIC ACCESS USERS*** The United States Court of Appeals for Veterans Claims permits
case (including pro se litigants) to receive an electronic view of all documents filed electromically which are incle
mail where the receipt is required by law, administrative rule, or directed by the filer.

United States Court of Appeals for Veterans Claims

Notice of Docket Activity

The following transaction was filed on 02/25/2009

Case Name: Esther Kim v. Eric K. Shinseki
Case Number: 08-90268

Document(s): Document(s)

Docket Text:

Mot of Petitioner for leave to file a extension of time. =

The following document(s) are associated with this transaction:

Document Description:CAVC Motion filed

Original Filename:Motion for Lv To File pdf

Electronic Document Stamp:

[STAMP acecfStamp [D=1087309524 [Date=02/252009] [FileNumber=692722-0]

[d67 Tac856d5453a8a4 206 1a8daT T2beel 1049 | cecabilas ] TefbBddal3 0406807 2c 3 daTii4454d46c4 T 233685332 2a

Notice will be electronically mailed to:

Cohen, Brian, Attorney: slanuza @vetapp. gov




Step 2A: Recap the steps to docket a Motion
To recap the steps to file a document, the Filer will do the following:

1. Login to the CM/ECF System

Select “Docketing” and then “File a Document” from the menu bar on the Startup Page

From the “File A Document Window”, the Efiler will supply the Case Number, and then

select the Category and Event for the filing to be completed

Hit Continue Button

In the Party Filer Window, the Efiler will select the Party that the Efiler is filing on behalf.

Under the Relief Window, the Efiler will select the Motion Category (ex: extension)

Under the Relief Window, the Efiler will select the Relief Description (ex: extend time to file

Appellant brief)

8. Hit the Apply button which will populate the “Selected Reliefs Window”

9. After verifying the Selected Relief, the Efiler will select Continue

10. In the PDF Document Window, the Efiler will select the “Browse” button to browse to the
local copy of the PDF Document that needs to be filed.

11. Once the PDF Document has been selected and the “OK” button has been selected, the
path to the document will be in the “Document” window and for a filing requesting a date,
the “DATE” Window should contain the requested date (see below).
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cavc mot/-/cave ext aplt brf

Requested date of extension

) AM
. Date: |0F/09/2009() Time: o
‘ Continue Back Cancel

12. Select Continue and the Docket Text Window will appear (sometimes with a dialog box to
type additional information and sometimes not).

13. Select Continue and the “Event Review” dialog box will open. Verify the information and
then select “SUBMIT”.

14. Select “Ok” for the Event Docketed Window and Review the “Notice of Docket Activity”
window that opens.

15. If the information is correct in the NDA, print and/or close the Window.



Step 2B: File a Notice of Appearance

First, Login to CM/ECF. From the Startup Page, select Docketing from the Menu and then select File
a Document from the Sub-menu.

The “File a Document” Window Opens:

Type in the Case number in the CASE Field, select the “Party-Attorney” Category in the Left Pane and
then select “Cavc Attorney Notice of Appearance” in the Right Pane. Finally select “Continue”.

b Docketing CAYE Attorney Notice of Appearance =10] %]
Docketing Reports  WMilities Logowt  Help

D Case 08-20268 Esther Kim v. Eric K. Shinseld

\uj;m [} CAVC Pro Bono Motion to Stay

]

3 File a Document
—
—lCl] Case: 08-00262 | Enter case number as yy-nnnn (e.g., 05.2475)

:l.[ \ Salect One

% CAVC Aftorney Motice of Appearance

1

~y () CANC Attorney Notice of Appearance and Fee Agreement
C‘E‘ ./ Processing () CAVC Correspondence from Appellant

! Briefing  CAVC Motion filed

U L Case Opening 7 CAVC Motion filed (Opposed)
[:_] () FCC  Supreme Coust () CAVC Motices and Other Pleadings
— L EAJA [ CAVC Pro Bono Limited Appearance
—
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Uncheck boxes for each case in which this document should not be filed.

Cusw Selection
& 0B-90268 Esther Kirmv. Eric K. Shinseki (Targe! Case)




The second window will now open and this page will require a number of steps to be completed.

First, the Notice of Appearance Document must be attached. The browse button will be selected and
a new dialog box will open to select the document.

r Docketing CAVE Attorney Notice of Appearance =10l
Docketing Reports Utilities  Logout Help

Case 08-90268 Esther Kim v. Eric K. Shinseki

PDF Document

Add Another

Appellate

The Select PDF Document Dialog Box opens and after selecting the correct PDF Document (in this
case, we are filing an Appearance), select OPEN.
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The next step is to select the Attorney Type using the “drop down” arrow. The options are:
1. Attorney
2. Lead Counsel
3. Co-Counsel
4 Non-Attorntley

Additional Information
Select Attorney Type

T [attoney  ~

Add Attorney



The third step on this page is to select the Party that the attorney is filing the Notice of Appearance
for. Select the party by clicking with the mouse in the box next to the Party Name. Once you click in
that box with the mouse, a check mark will appear (see below):

Add Attorney

Parties for Attorney
Party Patty Type Case Numbet Shaor Title
Shinseki, Eric k. Appelles 03-90268 Esther Kim v, Eric K. Shinzeki -
kim, Esther FPetitinner 03-90268 Esther Kim v Etic k. Shinseki

| Display All Parties || All Cases || Select All H Clear All |

The fourth step on this page involves “finding” the attorney name/record in the CM/ECF Database.
Using the “FIND” button, an attorney search box will open and the person record returned is based
on the user that is logged in. Select “OK” on the Attorney Search Page. The Address Selection page
will be returned and if the information is correct, please select “OK”. Once you have done the FIND,
and selected ok to the both the Attorney Search and Address Selection page, the Attorney info will be
in the Attorney Pane (see below):

Attorney Search:
Mitorney Search x|

Erdir the atioirey's rame and geled perch Une wildoandi]® | whan snlaring pitial Aimes

[ Name |_PrimaryEmailAddress | Oficetddressi | ciy | St
Cohen, Brian slanuza@vetapp gor Admin, Office Wirshingion DC
Total Records : 1

Address Selection:

pig Address Selection - x|

Fleaze select an address below. ¥ the applicable sddress iz nol listed, please canoel the transaclion and wse Update My Ascourd on the Ulities Werw to update
your address rformation before filing this event. ¥ the attorney belng added is nod yowrsell, please ash the attorney being added fo contact nwll.

| Offica | Unit | Address 1 I City | state | Zip
{Admin, Office _ COVA Wiashington D¢ 20004

] _ L]




Attorney Pane (verify that information is correct):

Attorney

EntityName |

Officeisddress |
Cohen, Brian

Adimin. Office

ity |State]
Washington oo |-

Find

| AddAttorney |

After verifying that the above information is correction, the next step is to select the “ADD

ATTORNEY” Button. Please note that this is “CR/T/CAL” and the appearance will fail to be
docketed correctly if the “ADD ATTORNEY” Button is not selected!
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__ EnfisgName [ Offceirddresst _ciy  stal |
an, Baian Admin Ofica
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ShodTile | |

NOTE
—‘——/_—'“'ARNINE: Don't forget to click the Add Attormey button (107)
Continue || Back

cancel |

Once the ADD Attorney button is selected, the button becomes grayed out and can no longer be
selected. In addition, the attorney information will be added to the “Party/Attorney Selections” box
(see below).

Party/Attorney Selections

Entityiattorney |
Caohen, Brian

Party | Party Type |CaseNumber{
kim, Esther

Petitinner 08-90268

Short Title |
Esther Kimw. Eric k.. ||

NOTE

WARNING: Don't forget to click the Add Attorney button (102}

ﬂnnﬁnue H Back || Cancel |




After verifying the above, select CONTINUE for the next Window. The “Docket Text” window will
appear and if the above has been completed successfully, the docket text will reflect the “attorney’s
name”, the “selected party”, and the Case number.

Docketfest x|
% Appearance of Attorney(s) Brian Cohen lor party{s) Petitioner 07-80003, in case ﬁ
_d 08-00268 as attorney

=‘cm|| Back |

Once you have verified the above information, select Continue. The “Event Review” window will
open with the same Docket text. Select the “Submit” button and the “Event Docketed” dialog box
will be shown.

x|

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

Appearance of Attorney(s) Brian Cohen for party(s) Petitioner 07-80003, in
casge 03-90263 as attorney

=== sumit | Back

Select “OK” to close the Event Docketed Box.

Event Docketed ]|

: @@ The docketed transaction has been completed.
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Finally, the Notice of Docket Activity will open. After you are done filing the appearance, logout of

the system.
Reminder: To logout, use the “Logout” Menu option on the Startup Page and then the “Logout
CM/ECF” on the submenu of Logout. A “Confirm Logout” dialog box will be presented and the Efiler

must select “Yes” to Logout.

=101

Docketing Reports LUtilities Logout Help

—hﬁn%* IS
Yes Mo

This facility is for Official USCAVC Cowt Business only. Activity to and from this site is logged.

Welcome
Welcome to the LIVE Case hanagement/Flectronic Case Files System.

Flease select an option from the men.

Last login Feb 25, 2009 3:08:47 PW EST

This concludes Part 111 (Docketing) of the Court’s Training Modules.



