














 

Civil Cases Report 
The Civil Cases report provides you with the flexibility to query the ECF database to 
locate cases electronically filed within a specific date range, or by Nature of Suit and 
Cause Code.  When you click on the Civil Cases hyperlink, ECF displays a query screen 
as depicted here. 

 
Note:   If you are not logged into PACER, ECF will display the PACER login screen. 
Login to PACER and ECF will open the Civil Cases Report screen. 
 
Enter the range of case filing dates for your report and select a Nature of Suit or Cause 
Code, if you wish to narrow your search.   

 
The far-left column of the Cases Filed report contains hyperlinked case numbers.  If you 
click on a particular case number, ECF opens the Docket Sheet report window from 
which you can retrieve the docket sheet for the selected case.  Follow the instructions in 
the previous section for a Docket Sheet report. 
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Criminal Cases Report 
The Criminal Cases report provides you with the flexibility to query the ECF database to 
locate cases electronically filed within a specific date range, or by Case flags.  When you 
click on the Criminal Cases hyperlink, ECF displays a query screen as depicted here. 

 
Note:   If you are not logged into PACER, ECF will display the PACER login screen. 
Login to PACER and ECF will open the Criminal Cases Report screen. 
 
Enter the range of case filing dates for your report and select a Case type or Office, if you 
wish to narrow your search.   

 
The far-left column of the Cases Filed report contains hyperlinked case numbers.  If you 
click on a particular case number, ECF opens the Docket Sheet report window from 
which you can retrieve the docket sheet for the selected case.  Follow the instructions in 
the previous section for a Docket Sheet report.
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UTILITIES FEATURE 

The Utilities feature provides the means for registered users to maintain their account in 
ECF, view all of their ECF transactions and access mailing information for cases (i.e. who 
is registered for electronic notification and who is not). 
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Your Account 

This section of the Utilities feature provides you the capability to maintain certain 
aspects of your ECF account with the Court and to view a log of all your transactions 
within ECF.  
 
 ECF Login 
 

This option allows a user who is logged in with a PACER account to change to a 
CM/ECF Account. 

Maintain Your Account 
Click on the Maintain Your Account hyperlink to open the Maintain User Account 
information screen. 

 
This screen displays all of the registration information that is contained within the ECF 
database for your account with the Court. You may change your telephone 
number, however, please contact the ECF Help Desk for all other changes. 
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Clicking on the [E-mail information] button opens the following screen. 

 
ECF will E-mail to filing users Notices of Electronic Filing based upon the information 
entered in this screen.  To review or adjust the configuration, click on the hyperlinked 
e-mail address to open the Configuration options window. 

 
The top section of the Configuration options window contains general options for 
the e-mail address.  In most instances the default options are the most appropriate 
and should remain unchanged.   
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The lower section of the Configuration options window allows users to receive 
notice in cases other than those in which they are participants.  To add an additional 
case, type the case number into the Add additional cases for noticing box, put a 
check in the appropriate case box and press the [Add case(s)] button. 

The lower section also contains Case-specific options which allow users to change 
how notices are sent (Per Filing or Summary Report) per individual cases.  To make a 
change you must click on the case name to highlight it, then click the [Change 
selected cases to notice as ….] button. 

 
 

To add secondary e-mail addresses, click the add new e-mail address hyperlink.  
Typing the e-mail address in the box in the Configuration options window gives the 
user access to the full range of configuration options 
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NOTE:   Individuals will get a "free look" at the document (except court transcripts) by clicking 
on the associated hyperlinked document number embedded in the Notice of Electronic Filing 
at their primary e-mail account. The free look period for accessing documents via the Notice 
of Electronic Filing is fifteen days.  

Transcripts of court proceedings are not available for viewing via the ECF/PACER system for 
a period of 90 days after they are filed.  Charges are not capped at 30 pages as they are for 
other court documents.  They will accrue for the entire transcript. 

PACER users are not billed for accessing a written opinion document itself, but will be 
charged for the report or query used to identify the document. 

Payment of PACER Fees is waived each quarter if the total charge is under $10. 
 

It is strongly encouraged that you download the document (print, save on a disk, 
or save on the hard drive) during the one free look. 
 

After updating your E-mail information, click on the [Return to Person Information 
Screen] button to return to your Maintain User Account screen. 

 

To edit or view login information about your account, select the button labeled [More 
User Information…], from the Maintain User Account screen.  ECF opens the screen. 

 
This screen displays user login information and provides the means to change your ECF 
password.  Login names must not be changed by filing users.  Though Filing Users 
have the ability to change their login name at this screen, it is imperative that they 
not make any change to the login name issued by the court. 
Notice that ECF displays a string of asterisks in the Password field.  
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 To change your ECF password, place your cursor in the Password field and delete the 
asterisks.  Type in your new password.  ECF displays the actual characters of your new 
password as you type.   

 

When you have completed your interface with ECF from this screen, click on the [Return 
to Account screen] button to reopen the Maintain User Account screen.   

When you are satisfied that all of your account information is accurate and up-to-date, 
click on the [Submit] button at the bottom of the Maintain User Account screen to 
submit your changes to ECF.  At the subsequent screen, press the [Submit] button a 
second time.  ECF will then notify you onscreen that your updates were accepted.  If you 
changed passwords, you may begin using the new password during your next ECF 
session. 
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View Your Transaction Log 
From the Utilities screen, click on the [View your Transaction Log] button.  ECF opens 
a screen with two fields for entering the Date Selection Criteria for a Transaction Log 
Report.  Enter the date range for your report and click on the [Submit] button.  ECF 
displays a report of all your transactions in ECF within the date range you specified for 
Date Selection Criteria.  Below is a sample transaction log report. 

 
Use this feature of ECF to review your transactions and to verify that: 
 

• all of the transactions you entered are reflected in the Transaction Log; and  

• no unauthorized individuals have entered transactions into ECF using your 
login name and password. 

Change Client Code 
For PACER users only, this feature allows entry of a new client code, used for reporting 
charges made to the current PACER account. 

Change Your PACER Login 
For PACER users only, this feature displays the login screen to allow entry of a different 
PACER account.  The new account can be designated as the default PACER login by 
checking the box next to “Make this my default PACER login”. 

Review Billing History 
For PACER users only, displays the number of CM/ECF pages accessed and charges 
incurred for the current PACER account being used. If you enter client codes when you 
access CM/ECF, the charges are totaled for each code. 

Show PACER Account 
For PACER users only, displays the current PACER login and client code being used. 

Remove Default PACER Account 
Allows attorneys to remove the default association between their current PACER login 
and their ECF filer login.
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Miscellaneous 
ECF provides four Miscellaneous functions within the Utilities feature of the system. 

• Internet Payment History 

• Legal Research 

• Mailings 

• Verify a Document 

When you click on the Internet Payment History hyperlink from the Miscellaneous 
screen, you are taken to a new screen that asks you to define the dates for which you 
would like to review your Internet payment history.  Enter start, end dates, and click the 
[Run Report] button.  Your Internet payment history will be displayed.  
 
When you click on the Legal Research hyperlink, ECF opens a new screen that contains 
hyperlinks to a Law Dictionary, a Medical Dictionary, Westlaw and Lexis Nexis via the 
Internet.    

When you click on the Verify a Document hyperlink, ECF opens a query screen.  Enter 
data in the screen fields to locate a particular document attached to a specific case 
number.   

Clicking on the Mailings hyperlink from the Miscellaneous screen provides access to 
mailing information for cases (i.e. who is registered for electronic notification and who is 
not). 
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Search Feature 
ECF has a search feature on the main menu. This feature will allow you to search for 
events and menu items.  When clicked, a small pop-up window appears, and you can 
enter text to search.  

 
 

Click the search button and the results are displayed on the screen.  Only letters and 
numbers may be searched. 
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Each item displayed is a hyperlink to the corresponding menu item or so event. 

 
 

 

Logout 
After you have completed all of your transactions for a particular session in ECF, you 
should exit from the system.   

 
Click on the Logout hyperlink from the ECF Blue menu bar.  ECF will log you out of the 
system and return you to the ECF login screen. 
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