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Figure 1 - CM/ECF Main Menu bar

Figure 2 - Criminal Events screen

1. Log in to CM/ECF.  Locate the CM/ECF Main Menu Bar at the top of the

screen.  Click on the Criminal option on the CM/ECF Main Menu Bar (see

Figure 1).

2. The system will display the Criminal Events screen.  Click on Trial Documents 

in the Other Filings section (see Figure 2).
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Figure 3 - Trial Documents Selection
screen

Figure 3a - Trial Documents drop-down
menu

3. The system will display the Trial Documents event selection screen (see

Figure 3).

a. The system will display a list of the

various types of trial documents

events. Click on the down-arrow or

scroll down to select Proposed

Jury Instructions from the list.  

Click on the words  Proposed Jury

Instructions.  Once the Proposed

Jury Instructions event appears

highlighted, click on the [ Next ]

button to continue (see Figure 3a).

4. The system will display the Case Number screen.  Enter the case number in the

Case Number box, using one of the formats displayed. For example: 99-12345,

1:99-cr-12345, 1-99-cr-12345, 99cr12345 or 1:99cr12345.  Click the [ Next ]

button to continue (see Figure 4).
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a. If the case number displayed is not a valid case number, the system will

display the following message:

1:yy-cr-nnnnn is not a valid case.  Please enter a valid value.

Click the [ Back ]  button.  The system will return you to the Case Number

screen.  Enter a valid case number, using one of the formats outlined in

Step 4.

b. If the case number is a valid case number, the system will display the

Defendant selection screen  or  the Case number verification screen.

5. If there is only ONE defendant in the case the Defendant selection screen will

NOT appear.

NOTE:  If there are more than one defendant in the case, the system will display

the Defendant selection screen (see Figure 5). 

Figure 4 - Case Number screen
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a. To select some but not all of the

defendants in the case, click the

check box  to the left of each of

the defendant’s name you wish

to select.  Click the [ Next ]

button to continue.

b. To select all of the defendants in

the case, click the All

defendants  check box  and then

click the [ Next ] button to

continue.

6. The purpose of the Case number verification screen is for you to verify the case

number entered earlier in Step 4 (see Figure 6).

a. If this is the correct case, click the [Next] button.

b. If this is not the correct case, you must return to the Case Number screen

in Step 4.  To return to the Case Number screen, click the Back button of

your browser until you reach the Case Number screen (see Figure 4 in

Step 4).  Once you reach the Case Number screen, repeat Steps 4, 5 and 6.

Figure 5 - Defendant Selection screen

Figure 6 - Case Number Verification screen
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Figure 7 - PDF Document Screen

7. The system will display the pdf document screen.  The pdf document screen is

used to associate a PDF file/document with the docket entry being docketed (see

Figure 7).

a. To associate a PDF Document with this docket entry, and if the PDF

Document has any attachments, click the [ Browse... ] button and refer to

the Procedures For Uploading a PDF Document and Attaching an

Attachment in CM/ECF.  After attaching the PDF Document, click the

[ Next ] button to continue.

8. The system will display the Party Selection

screen (see Figure 8).

a. This screen is for you to Select the filer

who is filing the Proposed Jury

Instructions. The name(s) of the

party(ies) you select will appear in the

docket text.  Click on the party’s name to

highlight it, or click on the down-arrow to

scroll down if necessary, and click on the

party’s name to highlight it and select the

party’s name from the list. If there is

more than one party to select, see NOTE

Figure 8 - Party Selection screen
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below.  Otherwise, click on the [ Next ] button to continue.

NOTE:  There are two methods in which to select more than one party.

For parties listed consecutively:

Click on the first party listed.  That party’s name should appear highlighted.

You may need to scroll down, if necessary to select the other parties. 

While holding down the Shift key, click on the last party.  The first party

down to the last party should be highlighted.  Click on the [ Next ] button to

continue.

For parties NOT listed consecutively:

Click on the first party listed.  That party’s name should appear highlighted.

You may need to scroll down, if necessary to select the other parties. 

While holding down the Ctrl key, click on each party needed.  The parties

selected should be highlighted.  Click on the [ Next ] button to continue.

NOTE:  Please make sure that the party you select in this step is the same

party/defendant that you selected earlier in Step 5, if Step 5 occurred.

9. The system will display the Case Number Verification screen again.  The

purpose of the Case Number Verification screen is for you to verify the case

number entered earlier in Step 4 (see Figure 9).

a. If this is the correct case, click the [Next] button.

b. If this is not the correct case, you must return to the Case Number screen

in Step 4.  To return to the Case Number screen, click the Back button of

Figure 9 - Case Number Verification screen
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your browser until you reach the Case Number screen (see Figure 4 in Step

4).  Once you reach the Case Number screen, repeat Steps 4 through 9.

10. The system will display the Docket Text: Final Text screen.  The docket text

from the transaction docketed will be displayed again.  The system will display the

following message: 

Attention!! Pressing the NEXT button on this screen commits this transaction.

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

continue.

NOTE: CHECK THE DOCKET TEXT CAREFULLY HERE. THIS IS THE

LAST CHANCE FOR YOU TO GO BACK AND CORRECT ANY ERRORS

IN THE TRANSACTION OR TO LEAVE THE TRANSACTION AND

START OVER BY CLICKING THE CRIMINAL OPTION ON THE

CM/ECF MAIN MENU BAR.

When you click the [ Next ] button on this screen, you are submitting this

transaction to the CM/ECF database.  If there is a mistake in the transaction, you

will not be able to click the Back button of your browser to make any corrections. 

If you are completely satisfied with the transaction, click the [ Next ] button to

complete the docketing of this transaction.

11. The system will display the Notice of Electronic Filing screen.  The Notice of

Electronic Filing screen is the verification that the filing has been sent

electronically to the court’s database.  It certifies that this now an official court

document (see Figure 11). 

a. To print a copy of this notice, click the browser Print icon. 

b. To save a copy of this receipt, click the File option on the browser menu.

NOTE:  When you arrive at the Notice of Electronic Filing screen, you are

finished with the filing/docketing of your transaction. You can select a choice
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form the CM/ECF Main Menu Bar at the top of the screen.  For example you can

click on Civil or Criminal to file/docket another transaction.
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Figure 11 - Notice of Electronic Filing screen


