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Filing a Motion

Selecting the Document Type
1. From the CM/ECF menu, select “Filing’.

CM ECF FiIing‘/ Reports ~ Utilities ~ Help Getting Started Log Out

U.5. Court of Appeals CM/ECF
Official Attorney Electronic Document Filing System

2. Enter a case number and hit the [Tab] key, or mouse click off the field to search for the case.

CM ECF Filing Reports ~ Utilities ~ Getting Started Log Out

File a Document

Case Number

|18-55555 s x  USAv. Janie Doe

3. Select the type of motion to be filed by scrolling through the list. To narrow the list, select the “Motion,
Response, Reply’ category from the category drop down menu, or type the word “‘Motion’ in the text box
labeled “Type of Document’. The system will find and list all document types containing that description.
Select the appropriate document type and click [Continue].

Type of Document = Category &
MOtION — Motion, Response, Reply s [v]

Brief in Support of Motion Certificate of Appealability, Fee, Motion, Response, Reply

Corrected Motien Filed (replaces previously filed motion) Motion, Response, Reply

ECF Motion andfor Document Filed Under Temporary SEAL Briefs, Motion, Response, Reply, Under Seal

ECF Motion to File a Brief as Amicus Motion, Response, Reply

ECF Motion to Intervene Mation, Response, Reply

Mation Filed on Behalf of Party Certificate of Appealability, Fee, Motion, Resp . Reply

Motion Filed with Incorporated Response Motion, Respanse, Reply

Mation of Attorney on Own Behalf Mation, Response, Reply

Mation of Court Reporter For Court Reporters ONLY, Motion, Response, Reply
—




4. Please review additional filing information. Select the ‘Continue’ check box and click [OK] to proceed.

Attention Attorney Filers:

« If you have filed a Form for Appearance of Counsel, but are not yet listed as counsel of record, you must
contact the Clerk's office and request to be added to the case before you will be allowed to file.
50-
55555 + If you have not yet filed a Form for Appearance of Counsel, you may not docket in this case. The Form for
Appearance of Counsel is available at www.ca5.uscourts.gov.

+ If you have filed a Form for Appearance of Counsel and you are currently listed as counsel of record in this
case, click Continue. You may proceed to file.

If you are filing a motion to seal a document, CANCEL this event. Select the event "ECF Motion and/or Document

Filed Under Temporary SEAL" and upload the motion and any related document(s) that you are requesting to be
sealed.

(Attorneys appointed under the Criminal Justice Act are exempt from the requirement to file a Form for Appearance
of Counsel.)

For a list of available motion reliefs, click here: Event and Relief Listing

Continue

©—

Uploading the Motion

5. Upload the motion by clicking the [Browse] button.

File a Document | Motion Filed on Behalf of Party

File to case: 18-55555

* Click the 'Browse' button to locate and upload the PDF file.
* To be sure you are selecting the intended document, view the file by selecting it under the document column.
« If applicable, click 'Browse' again to attach additional documents and enter a description.

- Upload Documents

Description

IMntion Filed on Behalf of Party

oo JO

a. The selected motion will now display in the document column. Select the link to open and verify
the correct document has been uploaded. To remove the document, click the red “X".

o

To include an attachment to the motion, edit the ‘Describe Attachment’ field to name the document
and click [Browse] to upload.

= Upland Dacuments

Description
| Desciibe Atachmert

Remave All
Aoosllanl’s Molion ol Motion Filed on Behall of Party KB & b
Appellant's Bielpd Uniled Appelant's Brief KB + —_—




6. Select other related information pertaining to the motion.

Do not select the REDACTED' option below, unless you have previously been granted leave to file the
document under seal and instructed by the court to file a redacted version.

~ [ffiling a REDACTED copy, select REDACTED below.

~ |Is the motion OPPOSED or UNOPPOSED? Select "blank space™ if unknown.

UNOPPOSED-

Selecting the Filer |

7. To select, click the row of the filing party. If the motion is filed on behalf of multiple parties, continue to
select each row for each filer.

Select the party vou represent by hovering over and clicking the row.

Doe, Janie Appellant-Defendant 60-55555 USA v. Janie Doe
Doe, Johnnie = Appellant-Defendant 60-55555 USA v. Janie Doe
Select All

8. Selected filers will appear in the ‘Selected’ section. To remove a filer, click the red “X’.

Selected

®

Doe, Janie Appellant-Defendant 60-55555 USA v. Janie Dee

Doe, Johnnie Appellant-Defendant 80-55555 USA v. Janie Dee - X

Selecting the Relief |

9. Select the relief by scrolling through the list. To narrow the list, select a relief category from the drop
down menu, or type a description in the text field. The system will find and list all relief types containing
that description. Click the row to select.

~ Attention

From the list below, locate the appropriate relief based upon what you are requesting of the court. Click the row to select. Repeat as necessary.
In the sequence column, the Up/Down arrows may be used to reorder reliefs.

~ Requested Relief

Relief Category &
Brief sm— Briefing  sp—

file brief in present form Briefing
file brief in support in excess pages Briefing
file brief instanter Briefing
file brief out of time s Briefing
file corrected appendix/record excerpts Briefing
file corrected brief Briefing
file record excerpts in excess pages Briefing




10. The selected relief will appear in the ‘Selected’ section. To remove a relief, click the red “X.
NOTE: Additional information may be requested depending on the relief(s) selected. Please follow any
instructional messages that may follow.
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Final Review

12. The Docket Text will now display for review. Click [Continue].

UNOPPOSED MOTICN filed by Appellants Ms. Janie Doe and Mr. Johnnie Doe for leave to file brief out of time - Brief Tendered?
Yes. Date of service: 07/30/2018 via email - Attorney for Appellant: TestAlex [18-55555]

— o




13. The Final Review screen will display all the information entered in the transaction. Please review before
submitting the motion. If corrections are required, click ‘Edit” and select the appropriate section to make
changes. To complete the filing, click [Submit].

File to Case
18-55555

Type of Document
Motion Filed on Behalf of Party

Upload Documents

Appellant's Motion.pdf (1 page)
Appellant's Brief.pdf (1 page)

If filing a REDACTED copy, select REDACTED below.
Mo data was entered.

Is the motion OPPOSED or UNOPPQSED? Select "blank space” if unknown.
UNOPPOSED

Party Filer
Doe, Janie (Appellant-Defendant) 15-55555
Doe, Johnnie (Appellant-Defendant) 18-55555

Requested Relief
file brief out of time

Brief Tendered?
Yes

Service

07/30/2018
TestAlex, AttorneyOne, aty - email

Docket Text
UNOPPOSED MOTION filed by Appellants Ms. Janie Doe and Mr. Johnnie Doe for leave to file brief out of time - Brief
Tendered? Yes. Date of service: 07/30/2018 via email - Attorney for Appellant: TestAlex [18-55555]

After you click the Submit button, you cannot change this filing.

\ Have you redacted personal identifiers from the document you filed?

€D o o

14. A message will display to confirm the motion was filed successfully. Click [OK].

0 The filing has been completed successfully.

— &3
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