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Effective March,2014 attorneys may open their own civil cases and file their case initiating
document in CM/ECF. During the case opening event, you will be prompted to enter
information from the Civil Cover Sheet and enter parties in the case.

A civil case may be opened and the initial document/pleading filed in CM/ECF if:

1. The filing fee, if applicable, is paid using a credit card;
2. A motion to proceed in forma pauperis is filed; or
3. No filing fee is required.

Once you have started opening the new case, you must complete the entire process.

¢ Do not attempt to open the same case twice.
¢ Never hit the back button to go back to the previous screens where you entered
your parties or case information once you receive an assigned case number.

READ ALL SCREEN MESSAGES CAREFULLY. MESSAGES CONTAIN
IMPORTANT INFORMATION ABOUT WHAT SHOULD BE
ATTACHED TO YOUR FILING AND HOW TO PROCEED DURING
FILING.

The following instructions will guide you through opening a civil case.
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OPENING A CIVIL CASE

You have the option of using the cascading menus or the static menus when selecting an
event.

Click on the civil option in CM/ECF. (See Figure 1)

Figure 1

UECF Civil ~ Criminal -~ Query Reports - Utilities - Search Logout

U.S. District Court
District of Rhode Island TEST DATABASE (as of 02/27/2011)
Official Court Electronic Document Filing System

This message is contaned i the file OperationNotice htm.
You may use this file to alert users to current CM/ECF operational issues.

This facility is for Official Couwrt Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of Civil
Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the apprapriate law enforcement officials.

Welcome to the U.S. District Court for the District of Rhode Island TEST DATABASE (as of 02/27/2011) Electronic Document Filing System. This page is foruse
by attorneys and firms participating i the electronic filing system. The most recent version of the Adobe PDF reader can be obtaned by selecting the PDF Settings
option listed below.

After selecting Civil, the Civil Events window opens displaying all of the events from
which you may choose to electronically file a pleading or document. (See Figure 2)

Click on New Case (Attorney Filing) under the Open a Case event group.

Figure 2
E criminal ~ Reports - Utilities - Search Logout
Civil Events
Open a Case Other Filings
New Case (Attornev Filing) *
ohices
Initial Pleadings and Service Trial Documents
Complaints, Other Initiating Dociments Appeal Documents
Service of Process Other Documents
Answers to Complaints
Other Answers
Motions and Related Filings
Motions
Responses and Replies
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The next few screens display important case opening information. (See Figure 3)

Figure 3

Civil ~ criminal ~ Query Reports » utilities ~ Search Logout

Open a Civil Case (Attorney)

IMPORTANT INSTRUC

GARDING CASE OPENING. Do not proceed with your filing until you have downloaded or
opening. If you have any questions during case opening, please call the Help Desk at

Clear

If you meet the criteria for electronically filing a civil case as outlined on the next screen
(Figure 4), click the [Next] button. If you do not meet this, criteria, you may click on any of
the items on the Blue Menu Bar to cancel this event, and contact the Clerk’s Office.

Figure 4

EE CF Civil = Criminal - Query Reports ~ Utilities ~ Search Logout

Open a Civil Case (Attorney)

INOTICE: An attorney can file a case initiating document electronically through CMIECF ONLY if he/she satisfies at least one of the following
requirements:

(1) the attorney pays the filing fee electronically using a credit card or ACH Debit when prompted as part of this event,
(2) the attorney will be filing a motion to proceed in forma pauperis, or
(3) no filing fee is required.

If none of these three conditions apply, vou must abort this submission and conventionally file the case initiating document with the appropriate filing fee.

C\earl

NEW CASE INFORMATION

Enter Case Information on the initial case filing screen as shown on the next screen (Figure
5), click the [Next] button.

Figure 5

Office: Leave as Providence

ZEC ivil - iminal ~ . ilities ~
UE F Civil Criminal Query Reports Utilities Seal

Case Type: Leave as “cv”’
Open a Civil Case (Attorney)

Other Court Name and
Office Providence v Case type «v ~ Case number -

Date filed 1/23/2012 Other Court Number: Enter

only if filing Notice of

Other court name

Removal.
Other court number
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The information entered on this screen can be obtained from the Civil Cover Sheet. After
filling in the appropriate fields and verifying the information is correct, click [Next]. (See

Figure 6)

Figure 6

EECF Cvilv  Criminal +  Query Reports +  Ufilies +  Search

Open a Civil Case (Attomey)

Jurisdiction | KR EERONEE) v

Canse uf:lcﬁon| | Fiter I
Nature of suit |U (zen) j Fiter |
Origin | 1 (Orginal Proceeding |
Cifizenship plainfff| 7
Ciizenship defendant | s

Jury demand |n (None) ~ v| Class acﬁunln (No Class Action Alleged) j Demand (3000)
Arhitration code M County |Prnvidence M

Fee status |pd (paid) 'I Fee date (11232012 Date transfer
MI Clear

Clear filter |
Clear filter |

Logol

urisdiction, Cause of Action, Nature of Suit,

and Origin: Enter information from the Civil
Cover Sheet into the Filter text box.

Citizenship of Plaintiff: Enter only if case is a

diversity case and you selected “4”(Diversity)
under Jurisdiction.

Citizenship of Defendant: Enter only if
Diversity case.

ury Demand: Enter information if requested
in complaint in accordance with LR Cv 5(a)(4).

Class Action: Leave Blank.

Demand: Enter amount of demand in
thousands.

Arbitration Code: Leave Blank

County: Enter information from the Civil
Cover Sheet.

Fee Status:

due(Due): Do not Use

none(no fee required) Used if filing fee is
not required by statute.

pend(IFP pending)- if filing a motion to
proceed in forma pauperis.

wv (Waived): if filing on behalf of the United
States Government.

Fee Date: Do not change.
Date transfer: Leave blank.

Please Note: The system will verify the accuracy of combinations entered on this screen. For example, if
an invalid Nature of Suit and Jurisdiction combination is selected, a screen will appear stating:

jMessage from webpage

1 ' E Irvealid Mature of SuitfJurisdiction combination [864/4], valid Jurisdiction codeds) fior Mature of Suik [364] are [2,]
-

X

Tl Fee UATE 17U DFate TransTer 1

If you receive this error, click [OK] and select valid combinations as indicated.




ADD/CREATE NEW PARTY

For guidance in adding parties, please see Attachment A.

If you have any questions or concerns when adding a party,
call the CM/ECF Helpdesk at 401-752-7100 before adding
parties.

e ——
The party information screen will allow you to enter all of the parties to the case.

NOTE: Itis very important that you add the party names exactly as they appear on
the complaint.

Search the database for the party name. In the Last/Business name field, type the first
few letters of the last name of the individual, or the first few letters of the company name,
and click [Search]. You must enter at least two letters in this field to search for a party
name. (See Figure 7) Note: If a business, enter business name in the Last/Business
Name text box.

Figure 7
EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
Open a Civil Case (Attorney)
Add New Party | Create Case | Search for a party l
Collapse Al ExpandAl Last/Business Name |Smith First Name |Albert| Middle Name |

----- 1:12-cv-77777 [ |

After clicking on the search button, the system will search the database for any matches to
your party name entry.

If a match is found, the results will display in a new window. (See Figure 8)

Scroll down the list of names to search for the party to your case. If you find a name
that matches the party in your case, select the name and click [Add Party].

If a match is not found, or the party does not appear in the list, click [Create New Party].
(See Figure 8)
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Figure 8
—SECF civil ~ Criminal ~

Reports ~ Utilities ~ Search

Logout
Open a Civil Case (Attorney)
Add MNew Party I Create Case I Search for a party
Collapse All Expand &) Last/Business Name ISmith First Hame IA Middle Name I
“1:12-cv-77777
- e If no match is found,
If a match is found, select part Search Results )
”’ P y" Smith. A click “Create New
i i Smith. A,
from list and click “Select Party. ST
Smith, Alvin
Smith, Ambrose
Smith, Amy ha|
Select Party | Create Hew Party |

Party Information Screen: Enter data on the party information screen as shown in below
Note: If a business, enter business name in the Last Name text box. (See Figure 9)
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Figure 9

Party Information

Last or Business Name, First,
Middle Name: Enter, if

Middle name | Generation I applicable to create new party.

(If you selected a party from search

Title I screen, the name will appear at the

_ top of the screen.
Role |F'Ia|nt|ff (pla:pty) j )

Last name |Smith First name |Albert

Pro se Leave the Title: Leave blank.

following blank: Uniit

Prisoner Id Role: Select appropriate party

. role.
Dffice Prisoner ID,

Office, Address 1,
Address 2,

Address 2 Address 3, City, T Show this address o
State, Country,

Address1 Pro-Se: Do not change. Leave

as Hnoll

Prisoner ID, Unit, Office,
Zip, Prison, Phone Address, Phone, Email, Fax:
State I pad and E-mail. Country LEAVE ALL FIELDS BLANK.

Address 3

Prison Party Text: is for descriptive
Phone Fax information (i.e., “in his official
capacity,” “individually”, etc.).
E-mail | —
Enter Party Text as outlined in
Party text | Attachment B.
Start date IE!’EB!’EUE End date Corporation: Leave at “no”.
Corporation Inu:u vI Notice Notice: Leave at “yes”.
Add Party

After verifying that all the information is correct, click [Add Party]. A new party screen
will display to allow you to add another party to the case. Click on the [Add New Party]
button on the left side of the split screen as indicated below. (See Figure 10) (refer to the
instructions above to add/create a new party).
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Figure 10

Civil = Criminal - Query Reports ~ Utilities ~ Search Logout

Add New Party | Create Case | Search for a party
Collapse All Expand Al  Last/Business Name | First Name |— Middle Name |—

S112-0v-77727 search |

HAlbert Smith pla.” %

“Alias ¥

~Corporate Parent or other affiliate "3
Attorney

EHome Depot dft..” =

“Alias ¥

~Corporate Parent or other affiliate "3
-Attormey

The following table provides a description for each of the icons that may appear in the
participant tree. (See Figure 11)

ICON DESCRIPTION
‘! Delete a Party. You will receive a warning asking you to confirm deletion. If you
x confirm, the party will be deleted from the case.
Calp Add Alias. Used to add an alias to a party name. Add Corporate Parent or other Affiliate
L.

— DO NOT ADD using this icon. The information will be added when a Disclosure
Statement is filed.

Edit a party. The following message is displayed when editing a party. “The changes
’ you made have been temporarily stored for processing. If you need to make more

‘ changes, use the case participant tree to navigate. You must click Update Case or
Create Case to save the changes to the case.
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Figure 11

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

EDIT PARTY

Add New Party | Create Case | Search for a party
siness Name First Name i
Collapse All DELETE PARTY I I Middle Name I

SAlbert Smith pla .~ &'
= ADD ALIAS
“Alias ¥ 4/’- Corporate Parent — DO NOT use this icon to add

“Corporate Parent or other affiliate %2 corporate parents. Corporate Parents must be added by
. Attorney

EHome Depot dft..” =

“Alias ¥

~Corporate Parent or other affiliate "3
_Attorney

filing a Disclosure Statement.

ADD an ALIAS

Add an alias (i.e., “formerly known as,” “doing business as,” etc.) by clicking the [Alias] icon

button %2 on the left side of the party screen. (See Figure 12)

Figure 12

EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search Logout

Add New Party | Create Case | Search for an alias for Albert Smith

Collapse All Expand All i
E112-ev-77777 Last/ Business Name |

ElAlbert Smith pla /& search |

-Alias *5

~Col arent or other affiliate *5
. -Atto

“Home t dit” 5

-Alias *5

~Corporate Parent or other affiliate L]
-Attorney

Search the database for the alias name. In the Last/Business name field, type the first few
letters of the last name of the individual, or the first few letters of the company name and
click [Search]. You must enter at least two letters in this field to search for a party name.
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If a match is found, the results will display in a new window. (See Figure 13)

Scroll down the list of names to search for the alias for the party. If you find a name
that matches the alias, select the name and click [Select Alias].

If a match is not found, or the alias does not appear in the list, click [Create New Alias].
(See Figure 13)

Figure 13

Criminal ~ Query Reports ~ Utilities ~ Search

Logout

Add New Party | Create Case | Search for an alias for Albert Smith

Collapse All Expand All )
5""1:12—@—??’??? Last / Business Name ISony
SiAlbert Smith pla./ %

‘Corporate Parent or other affiliate L =1

| GRETE] Search Results
ZHome Depot dit./* & Sony BMG Music Entertainment

P Sony Clie organizer, three memory sticks, and laptop computers
Alias +5 Sony Corporation
Sony Electronics Inc

-

~Corporate Parent or other affiliate 3

i Sony Music Entertainment Inc.
~Attorney
Sony Tunes, Inc =l
Select Alias | Create New Alias I

Select the alias type from the drop down box and click [Add Alias]. (See Figure 14)

Figure 14
EECF Civil ~ Criminal -~ Query Reports - Utilities ~ Search Logout
Add New Party | Croate Case | Alias Information
S Expand A L@stiBusiness name [Sony Corparation First name |
S 112-cv-77772 Middle name | Generation |
SAlbert Smith pla ./ &%
: - p Type - Startdate |2/28/2012
“Alias *5
Corporate Parent or other affiliate ¥ BALGNES
. Atfomey Start a Mew Search
=Home Depot dft.” &
Alias *5
“Corporate Parent or other affiliate =
"-Attorney
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COMPLETE ADDING PARTIES. Once you have entered all of the parties to your case, click
[Create Case]. (See Figure 15)

Figure 15

EECF Civil ~ Criminal - Query Reports ~ Utilities - Search Logout

Add New Party Create Case Search for a party
Collapse All nd Al Last/Business Name | First Name |— Middle Name |—

Search |

SiAlbert Smith pla.” %

-Alias ¥

~Corporate Parent or other affiliate "3
"Attorney

=Home Depot dit .~ #

-Alias ¥

~Corporate Parent or other affiliate +
-Attorney

The system will confirm a new case opening and ask if you want to proceed. (See Figure
16) Click [Yes] to continue.

Figure 16

Case Opening

Case will be created. Proceed?

Your new case number and Docket Lead Event will appear as shown in Figure 17. You

MUST select Docket Lead Event to file your complaint or other case initiating document at
this time. PLEASE NOTE THE CASE NUMBER ASSIGNED TO YOUR CASE
Figure 17

sE : civil ~ Criminal ~ Query Reports ~ uUtilities ~ Search Logout

Open a Civil Case (Attorney)

Case Number 12-4 has been opened.

Docket Lead Event?
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IMPORTANT: Once you have added the parties and received a case number, DO NOT hit
the back button to go back to any previous screen or you will receive an error as shown
below. (See Figure 18) If you receive this message or you have made an error entering
the parties or any civil case opening information, call the Help Desk at 401-752-7100.

Figure 18

Open a Civil Case (Attorney)

Warning: The transaction you submitted has already been accepted and posted by this system. If your original submission contained an error,
vou must contact the court for further instructions on how to void it. If this submission was inadvertently submitted (clicking on the Next link

on the previous page twice), you may find details about your original submission by wviewing your transaction log. Additional information
follows:

Transaction Id 433708

Date/Time of Submission |2012-01-23 16:25:13

User Name Milroy, James

Case Number 1:12-cv-4

Text Opened New CV Case 1:12-cv-4

An error occurred in case opening. possibly due to double clicking the previous linke. Check transaction log for case opened.

Backl
Below is the redaction notice reminding you of your redaction responsibility. Click Next.

EEC F Civil = Criminal - Query Reports ~ Utilities = Search
Complaints and Other Initiating Documents

NOTICE

In compliance with the Federal Rules of Civil Procedure 5.2, the Federal Rules of Criminal Procedure 49.1, the Policy of the Judicial Conference of the
Tnited States and the Administrative Procedures for Electronic Case Filing, parties shall refrain from including, or shall partially redact where inclusion is
necessary, the following personal data identifiers from all filings submitted to the court, including exhibits thereto: social security numbers, names of
minor children, dates of birth and financial account numbers.

Filers are directed to www.rid.uscourts.gov/cmecf/CMECF_Notice_052705.pdf for additional information.

Clear

FILING A NEW COMPLAINT

Once you click the Docket Lead Event link, the system gives you a dropdown box of
potential lead events as show in Figure 19. Select the appropriate event and click [Next].
All case opening events are entitled with “New Case” in their title. If you do not see “New
Case” in your selected event, DO NOT use that event for case opening.

Read All Screen Messages Carefully. Messages contain important
information about what should be attached to your filing and how to
proceed during filing.
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The following events are used for case opening:

Complaint -New Case
Notice of Removal- New Case

For a listing of all documents that must be filed with each of these events, please see
Attachment A.

Figure 19

Criminal = Query Reports ~ Utilities « Search

New Case Initiating Documents

\ Start typing to find an event.
Available Events (click to select an event) Selected Event

|

Motice of Remaval - New Case

Clear

Complaint - New Case. The following documents are the ONLY documents that are to be
filed during case opening when selecting the Complaint - New Case event:

Complaint
Exhibits in Support
Civil Cover Sheet

BN =

Summons or waiver form

Motions must be filed after the case is opened using the appropriate motion event. If you
are filing a corporate disclosure statement, you must file it after you have filed the
complaint using Other Documents/Corporate Disclosure Statement. This event will prompt
you to add the corporate parent.

After selecting your event, the case number screen will appear as shown in Figure 20.
Your new case number will appear in the civil case number text box. If your new case
number does not appear in the box, enter the number that was assigned to your case. Click
[Next].
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Figure 20
Reports ~ Utilities ~ Search

?)ECF Civil ~ Criminal ~ Query

Complaints and Other Initiating Documents

Civil Case Number

J1:12-cv-10

Select the party filing the complaint. (See Figure 21). If there is more than one filer, select

the names while pressing the Control key and click [Next].

Figure 21

EECF civil ~ Criminal ~ Query

Complaints and Other Initiating Documents

Logout

Search

Reports ~ Utilities ~

1:12-cv-00010 Smith v. Home Depot

Select the filer.

Pick Filer |
Expand All

Collapse All
~Home Depot dft

“Albert Smith pla

Select the Party:

proe.lhapet=ldil
Smith, Albert [pla]

q

Nextl Clearl New Filer |

You will then need to associate yourself with the party filing the complaint. (See Figure
22) If you are lead counsel, you may check the box next to Lead. Do not uncheck the Notice

box or you will not receive any electronic notices in this case.

Page 17
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Figure 22

SEC wil +  Criminal - - uilties -
UE F Civil Criminal Query Reports Utilities Search Logout

Complaints and Other Initiating Documents
1:12-cv-00010 Smith v. Home Depot

The following attorney/party associations do not exist for the above case

(s)-

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

\ﬁhe association should not be created, be sure the box is unchec

¥ Albert Smith (pty-pla) represented by James Milroy (aty) ¥ Lead ¥ Notice

Mext | Clear |

These boxes must be checked in order to receive electronic notification through ECF.
DO NOT uncheck these boxes.

Click [Next].

Select the party or parties that the complaint is being filed against. (See Figure 23) Select
more than one party by holding the Control key while selecting the party or select the
group entitled All Defendants. Click [Next].

Figure 23

EECF Civil ~ Criminal - Query Reports - Utilities - Search Logout

Complaints and Other Initiating Documents
1:12-cv-00010 Smith v. Home Depot

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

Collapse Al Expand Al
-ﬁlhert Smith pla Select the Party: OR Selecta Group:

“Home Depot dit Smith, Albert [pla]

C Homne Depat [%ﬁ ) & No Group

" All Defendants
 All Plaintiffs

o All Parties

Next | Clear | NewParty |

The next screen will list the documents that must be attached to your complaint or notice
of removal (Complaints: Complaint, Exhibits to Complaint, Civil Cover Sheet, Summons, or
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Waiver) (See Figure 24). (Notice of Removal: Notice of Removal, a copy of the complaint
filed in the case being removed, and a copy of the notice in the Court from which the case is
being removed, copies of the notice served on all other parties, any exhibits to the Notice of
Removal, Civil Cover Sheet) (See Figure 25). It also states that you are not to file other
motions, disclosure statements or other pleadings until after you have filed your complaint
with the court. After filing your complaint, documents may be filed using the appropriate
event in ECF.

Figure 24

EE CF Civil ~ Criminal ~ utilities ~ Search Logout

Complaints and Other Initiating Documents
1:12-cw-00010 Smith v. Home Depot

(Add your Complaint as the main t and the ing ts in this order:
1. Any ibits fo the C i

[2. The Civil Cover Sheet.

(3. The Summons - Waiver.

INOTE: Do not file other motions or pleadings as part of this submission. If you would like to file a motion, you may do so using the appropriate motior
event after filing your Complaint.

I filing a Motion to Proceed In Forma Pauperis, use the Morion/Proceed In Forma Pauperis event immediately after filing your Complaint.

[If the plaintiff is a partnership or nongovernmental corporate party as defined in Fed. R. Civ. P. 7, you must file a Disclosure Statement using the Orite
; e event i diately affer filing your Complaint.

If you have an emergency motion requiring expedited tr or req for porary restraining order or preliminary injunction. please contact

Intalce at 401-752-7200 immediately following this submission and file your motion using the appropriate motion event.

Select the pdf document and any attachments.

Main Document

Browse

Attachments Category Description
1. | Browse... | | =1
Mext Clear

Figure 25

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

Add your Notice of Removal as the main document and the following attachments in this order:

1. A copy of the complaint filed in the case being removed

2. A copy of the Notice of Filing Notice of Removal to be filed in the Court from which the case is being removed.
3. Any exhibits to the Notice of Removal.

4. The Civil Cover Sheet.

NOTE: Do not file other motions or pleadings as part of this submission. If you would like to file a motion, you may do so using the appropriate motion
event after filing your Notice of Removal.

If filing a Motion to Proceed In Forma Pauperis, use the Motion/Proceed In Forma Pauperis event immediately after filing your Notice of Removal.

If the plaintiff is a partnership or nongovernmental corporate party as defined in Fed. R. Civ. P. 7, you must file a Disclosure Statement using the Other
Documents/Disclosure Statement event immediately after filing your Notice of Removal.

Per LR Cv 81. Within 14 days after filing a notice of removal, the party filing the notice shall file certified or attested copies of the docket sheets and all
documents filed in the case being removed.

Select the pdf document and any attachments.

Main Document
Attachments Category Description
1. Browse... -
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ATTACH YOUR PDF DOCUMENTS

Figure 26

Criminal ~ Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
1:12-cv-00008 McWilliams v. Home Depot

Add your Complaint as the main d and the followi h in this order:
1. Any exhibits to the Complaint.

. The Civil Cover Sheet.

. The Summons - Waiver.

JOTE: Do not file other motions or pleadings as part of this submission. If you would like to file a motion, you may do so using the appropriate motion event after filing your Complaint.

filing a Motion to Proceed In Forma Pauperis, use the Motion/Proceed In Forma Pauperis event immediately after filing vour Complaint.

the plaintiff is a partnership or nongovernmental corporate party as defined in Fed. R. Civ. P. 7, you must file a Disclosure Statement using the Other Documents Disclosure Statement
event immediately after filing vour Complaint.

[If you have an emergency motion requiring expedited treatment or request for temporary restraining order or preliminary injunction, please contact Intake at 401-752-7200 immediately

following this submission and file your motion using the appropriate motion event.
[Date document filed (mandatory)
| 2/10/2012 Calendar
Select the pdf d and any attach ¥ | Sselect browse to attach your complaint or
MMain Document / notice of removal.
Browse...

Attachments \ Altegnry Description
h.| =1 Hr—
=] [E=)]

Select the [Browse] button to attach your main document (Complaint or Notice of
Removal). Browse your file manager where you saved your PDF document (See Figure
26), view the document to be sure you are attaching the correct document, and click
[Open] to attach the complaint or notice of removal.

NOTE: Always be sure to open and view the PDF document
before connecting to your entry to be sure you are
connecting the correct document. Whether you are
attaching the complaint or an attachment, this procedure
should always be followed to be sure the correct document is
attached to your filing.
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Figure 27

Criminal ~ Reports = Utilities = Search

Complaints and Other Initiating Documents
1:12-cv-00008 McWilliams v. Home Depot

lAdd your Complaint as the main d and the following h in this order:

1. Any exhibits to the Complaint.
2. The Civil Cover Sheet.
|3. The Summons - Waiver.

INOTE: Do not file other motions or pleadings as part of this submission. If vou would like to file a motion, you may do so using the appropriate motion event after filing your Complaint.

ffiling a Motion to Proceed In Forma Pauperis, use the Motion/Proceed In Forma Pauperis event immediately after filing vour Complaint.

f the plaintiff is a partnership or nongovernmental corporate party as defined in Fed. R. Civ. P. 7, you must file a Disclosure Statement using the Other Documents/Disclosure Statement
event immediately after filing vour Complaint.

fyou have an emergency motion requiring expedited treatment or request for temporary restraining order or preliminary injunction, please contact Intake at 401-752-7200 immediately

following this submission and file your motion using the appropriate motion event.
Date d
> Select browse to connect your
— attachments. Select the appropriate category
setie from the category dropdown list.
Main Document
Brows

Attachments Category 1
l.l Browse... I

Next| Clear

To add your attachments to the entry select [Browse] to bring up your file manager,
browse your file manager where you saved your PDF document (See Figure 27), view the
document to be sure you are attaching the correct document, and click [Open] to attach the
document to your complaint or notice of removal in CM/ECF.

Select the appropriate category from the Category dropdown list and/or type a description
for your attachment. You must either select a category or describe the attachment to
proceed any further.

Each document must be connected as a separate attachment. Add your next document and
follow the procedure above for viewing the document and adding it to the filing. As
attachments are added, a new box appears for you to add your next attachment.

After adding all of the the documents, click [Next].
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Figure 28

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

Name of other court M
Next Clear

When filing a Notice of Remove select the name of the court from which you are removing
the case from the drop-down and enter the case number in the other court. (See Figure 28
& 28-A)

Figure 28-A

UE C F Civil Criminal Query Reports Utilities Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

Enter the Case number in the other court |

Next Clear

Figure 29

= T .. - - TPt
UE C F Civil Criminal Query Reports Utilities Search

Complaints and Other Initiating Documents
1:12-cv-00008 McWillams v. Home Depot

Does this Complaint include a jury demand?

* Yes
{/MNo
M Clear

Select the appropriate bullet (Yes or No) regarding whether your Complaint contains a jury
demand and click [Next]. (See Figure 29)
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Figure 30

Civil - Criminal v Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

‘Will you be filing a motion to proceed in forma pauperis, are you filing on behalf of the United States, or are you exempt from paying a filing fee
pursuant to statute?
[ Yes

e No

Select the appropriate bullet (Yes or No) regarding whether you are filing an in forma
paupers motion, on behalf of the United States, or are exempt from paying a filing fee. (See
Figure 30)

Figure 31

EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

Fee: $400.00

Clicking Next Will Direct You to Pay.gov For Collection of a Filing Fee.

If you selected No to the above inquiry the next screen will show the filing fee. (See Figure
30) Clicking [Next] on this screen will load the Pay.gov screen to enter your information.
(See Figure 31)
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Figure 32

Online Payment Return to your originating application
Step 1: Enter Payment Information 1

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: James Milroy *

Payment Amount: $400.00
Billing Address:
Billing Address 2:
City:
State / Province: —— El
Zip | Postal Code:

Country: | United States [~]
« VISA @ nES Discever

Card Type: |Z| -
Card Number: * (Card number value should not contain spaces or dashes)
Security Code: ¥ Lielp finding vour securty cade

Expiration Date: |Z| * E *

Select the "Continue with Plastic Card Payment” bution to continue to the next step in the Plastic Card Payment Process.
[ Continue with Plastic Card Payment ] [ Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible.

You can enter payment by entering your credit card information and click [Continue with
Plastic Card Payment]. (See Figure 32)

You will then receive a payment authorization screen. You must select the box next to the
statement that you authorize payment, click [Submit Payment]. (See Figure 33)
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Figure 33

Online Payment

Step 2: Authorize Payment
Payment Summary  Edit this information
Address Infoermation

Account Holder
Name:

Account Information
Card Type: Master Card

James Milroy
Card Number: ™= *+5100

1 Exchange

Return to your originating application

2

Payment Information
Payment Amount: $400.00

Transaction Date 02/22/2013 10:50
and Time: EDT

Billing Address: Terrac
Billing Address 2:
City:
State / Province:
Zip | Postal Code:

Country: USA
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address: |milroy36@gmail.com

Confirm Email Address: imilroy36@gmail.com|

+ ganar ol
. eparate multiple em
CC: >
comma

ddresses with a

Authorization and Disclosure
Required fields are indicated with a red asterisk *
| autharize a charge to my card account for the above amount in accordance with my card issuer agreement. *

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.
Submit Payment ] I Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible.

You must continue processing your electronic filing. If you stop here, your account will be
charged but your document will not be filed with the court. Click [Next]. (See Figure 34)

Figure 34

SECF

Civil = Criminal ~ Query Reports ~ Utilities ~ Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

NOTICE: YOUR CREDIT OR DEBIT CARD HAS BEEN CHARGED. PLEASE CONTINUE PROCESSING YOUR ELECTRONIC FILING
IN CM/ECF.

You must continue with the docket transaction until its completion. If you go BACK, you will be required to re-enter your
credit or debit card information and will be charged twice for the same transaction. Press NEXT to continue.

g
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Figure 35

UE C F Ciwvil Criminal Query Reports Utilities Search Logout

Complaints and Other Initiating Documents
1:12-cv-00008 McWiliams v. Home Depot

Clear
Click [Next].

Figure 36

UECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

Docket Text: Final Text
COMPLAINT ( filing fee paid $ 400.00, receipt number 0103-617019 ), filed by Steven McWilliams.(Milroy, James)

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'Police Candidate Record Check.pdf  pages: 1

Clear

After reviewing the final preview page and confirming all the attachments are attached to
the entry, click [Next]. (See Figure 36)

Figure 37

uECF Civil + Criminal ~ Query Reporis + uilities ~ Search

Complaints and Other Initiating Documents
1:12-cv-00008-M-PAS McWilliams v. Home Depot

U.S. District Court
District of Rhode Island TEST DATABASE (as of 03/10/2013)
Notice of Electronic Filing

The following transaction was entered by Milroy, James on 8/22/2013 at 10:52 AM EDT and filed on 8/22/2013

Case Name: McWilliams v. Home Depot
Case Number: 1:12-cv-00008-M-PAS
Filer: Steven McWilliams

Document Number: 129

Docket Text:
COMPLAINT ( filing fee paid $ 400.00, receipt number 0103-617019 ), filed by Steven McWilliams.(Milroy, James)
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The Notice of Electronic Filing will display verifying your filing was complete. The notice
shows your case number, case name, and document number. You will receive a copy of this
notice in your email box. (See Figure 37)

CONGRATULATIONS! YOU HAVE OPENED A CIVIL CASE AND FILED THE CASE
INITIATING DOCUMENTS. YOU MAY NOW FILE ANY MOTIONS AT THIS TIME.

**The Clerk’s Office will notify you via a Notice of Electronic Filing of the random judge
assignment. All requested summons will be issued electronically after the judge has been
assigned.

If you have an emergency motion requiring expedited treatment, please contact our Intake
clerk at 401-752-7200.

ATTACHMENT -A

Instructions for Searching and Adding Parties

Search for a Party
Please be sure to conduct a thorough search before creating a new party.
Individual

Type the party’s full last name and first name in the corresponding fields and search. If you
find your party’s name already in the database, select the party. If you have descriptive
information for a party as reflected in the case caption, enter the description in the party
text field. Proceed to the party information screen on page 8 of the filing instructions.

Search the parties as follows:

Example: Last Name: Smith
First Name: Albert
Party Text:  All other information describing the party, i.e.
In His Official Capacity, Individually, etc.

If the actual identity of a party is unknown, you may include a “Doe” party in your
complaint, but do not add a “Doe” party to the case in CM/ECF.
Business
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Type at least the first full word of the company name in the Last name field and search.
Omit articles such as A, An, and The. You may abbreviate common words such as Company
(Co) Corporation (Corp) Incorporated (Inc).

Example: The Wall Street Journal
Search Last Name Field: Wall Street Journal

Example: First United Insurance Company
Search Last Name Field: First United*

Instructions for Searching and Adding Parties

If you find your party’s name already in the database, even in an abbreviated form, select
that party. If you have descriptive information for a party as reflected in the case caption,
enter the description in the party text field. Proceed to the party information screen on
page 8 of the filing instructions.

Cities/Towns/States

Enter the name of the City, town or state, in the Last Name field and search. If “State of
Rhode Island” is listed following the city or town, do not include it in your search criteria.

Example: City of Providence, Rhode Island
Search Last Name field: City of Providence

If a particular department in a city is listed following the city or town, do not include the
department in your search, but check the search results for the department and select that
party if it is listed. If it is not listed, click the “Create New Party” button under the search
results and complete the Last Name field. Proceed to the party information screen on page
8 of the filing instructions.

Example: City of Providence City Clerk’s Office
Search Last Name field: City of Providence
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United States of America

Enter “USA” in the Last Name field and search. Always select the party “USA” from the
database. Proceed to the party information screen on page 8.

U.S. Agencies

Example: Department of Agriculture
Search Last Name field: US Department

If you cannot find your party already in the database, you must create a new party.

Instructions for Searching and Adding Parties

Create A New Party

Parties must be entered in the manner in which they are captioned on the initiating
document. Parties captioned in more than one role must be entered separately. The
second time you add the party you will get a message that this is a duplicate party. You
may disregard the message indicating “duplicate party.” Many parties are already in the
court’s database. In the instance where you may have to add a party, please conform to the
following guidelines. If you are not sure how to correctly enter a party, please contact the
ECF Help Desk for guidance. Please do not enter parties in ALL CAPS unless it is an
acronym, or complete any address/phone or email information on the party screen.

Individual

Enter Last name; First name; Middle name; Generation; Title; and Party text fields as
appropriate. Leave all other fields blank. Do not enter party text for descriptive
information, if it is available as an alias. You will be given an opportunity to select alias
code on page 11. Pursuant to Fed. R. Civ. P. 5.2, for cases involving minor children, use only
their initials. Please refer to the following examples:

Example: Last Name: Smith
First Name: Albert
Middle Name: S.
Generation: Jr.
Title: Dr.
Party Text: In his official capacity as Director of
Health
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Example: Last Name: Rogers

First Name: Robert
Title: Correctional Officer
Party Text: Personally and in his official capacity

as Correctional Officer, A.C.I.

Example: Last Name: Turner
First Name: Clarise
Party Text: Ppa A.S., a minor

Instructions for Searching and Adding Parties

Business

Enter the entire company name as it appears in the caption of the initiating document in
the Last name field. Omit articles such as “A, An, The” that precede business names.
Additional descriptive information about a company must be entered in the Party text field.
Leave all other fields blank. Do not enter party text for descriptive information, if it is
available as an alias. You will be given an opportunity to select alias codes on page 11.
Please refer to the following examples:

Example: Last Name: ABC Company, Inc.
Party Text: A Delaware Limited Liability Company

Cities/Towns/States

Enter name of the city, town or state as it appears in the caption of the initiating document
in the Last name field. Enter “City of,” “Town of,” “State of” before the city, town, or state
that is captioned in the initiating. Please refer to the following examples:

Example: Providence

Last Name City of Providence
Example: Rhode Island

Last Name: State of Rhode Island
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Miller Act Cases

The United States is not a party to these actions and has no role in the lawsuit, other than
being noted in the caption as required by statute; they should NOT be added as a party of
any kind.

Example: USA for the use and benefit of Salvage the Sound
Last Name: Savage the Sound
Party Text: USA For the use and benefit of Salvage the Sound

Instructions for Searching and Adding Parties

Vessels

In some cases, parties may be real or personal property. Enter the property description as
it appears in the caption of the initiating document in the Last name field. For vessels, add
any descriptive information in the Party text field, but omit anything concerning tackle,
engines, apparel, etc.

Example: Golden Sails, M/V Hull #N]J1234, a 24’ Boston Waler
Last Name: Golden Sails, M/V Hull #N]1234
Party Text: A 24’ Boston Waler

Real & Personal Property

Example: 2005 Blue Nissan Maxima VIN# 123456789

Last Name: 2005 Blue Nissan Maxima VIN# 123456789

Example: 5 Sun Street, Providence, RI

Last Name: 5 Sun Street, Providence, RI

Example: $10,000.00 In US Currency held in safe deposit box #123 at
Citizens Bank

Last Name: $10,000.00 In US Currency

Party Text: held in safe deposit box #123 at Citizens Bank

Civil Case Opening Page 31



Instructions for Searching and Adding Parties

Party Information Screen

Select the appropriate role. Enter descriptive information as reflected in the case caption
in the party text field. Do not enter address information.

Criminal ~

Reports ~ Utilities ~

Search

Logout

Open Unassigned Civil Case

| Add Mew Party |

Collapse All
1:13-ev-3000

Expand All

Middle name

‘ Create Case ‘ Party Information

Last name Riley

Generation

**This must be changed to the

First name Bill

appropriate role.**

Title
Role Defendant (dft:pty) -
Prose No -
Prisoner Id Unit
it i it o s o
Addross 3 city
State zip e
erene
Party toxt
Start date 3/21/2013 End date
copanon 2 - Notlca yes ~
Party Roles
Amicus Counter Defendant Intervenor Plaintiff
Appellant Creditor Material Witness
Appellee Cross Claimant Mediator
Arbitrator Cross Defendant Movant
Claimant Custodian Notice
Consol Claimant Debtor-In-Prossess Objector
Consol Counter Claimant Defendant Petitioner
Consol Counter Defendant Fourth Party Defendant | Plaintiff
Consol Cross Claimaint Fourth Party Plaintiff Receiver
Consol Cross Defendant Garnishee Respondent
Consol Defendant In Re Special Master
Consol Plaintiff Interested Party Taxpayer
Consol Third Party Defendant | Interpleader Third Party Defendant
Consol Third Party Plaintiff Intervenor Third Party Plaintiff
Counter Claimant Intervenor Defendant Trustee
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Instructions for Searching and Adding Parties

Alias Type

Alias information may be added by selecting the alias icon located under the party on the
left-hand side of the split screen. Select Add Alias.

Criminal - Query Reports ~ Utilities ~ Search Logout

Open Unassigned Civil Case **This must be changed to the

appropriate type**
Collapse Al Expand Al Last/Business name Beach Ball Industries e
1:13-cv-3000 Middle name Generation
=i R"EY‘._P'E-/ g <= Type agent ~ Startdate  3/21/2013
~Alias "2
| _ Add Ali
- Corporate Parent or other affiliate =
Atlorney*-j [
Alias Types Description
Agent Agent of
Aka Also known as
dba Doing business as
fdba Formerly doing business as
fka Formerly known as
nee Born
nka Now known as
obo On behalf of
other Other
rpi Real Party in interest
ta Trading as

If you do not find the applicable alias type, edit your party by selecting the edit party icon
as described on page 11. Add the descriptive information in the Party text field.

Repeat search steps until all parties have been added.
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