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Electronic Case Files System
Civil Case Opening Procedures

Getting Started

Introduction

This document provides instructions on how to use the Electronic Case Filing System to 
establish a Civil case number and file the corresponding initiating documents with the 
Court. 

Help Desk

Contact the Court’s Help Desk between the hours of 8:30 AM and 4:30 PM,  Monday 
through Friday, if you need assistance using ECF.

Help Desk – Albuquerque 505-348-2075 

Toll Free Help Desk – Albuquerque 1-866-620-6383 

OR

E-mail:   cmecf@nmcourt.fed.us 

User’s Manual

You can download or view the most recent version of this document and the ECF User’s 
Manual (in PDF format) at http://www.nmcourt.fed.us     .
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Civil Case Opening

NOTE: For those wishing to open a civil case under seal (e.g. a Qui Tam case), please call the 
Helpdesk before continuing.  Please see the introduction section of this manual for contact 
information.  The Helpdesk will provide information and procedures on how you should 
proceed.

Civil Case Opening

The Civil Case Opening function is located under Civil on the Main Menu Bar. Single click on 
Civil menu in the blue menu bar at the top of the screen.  Under the Civil Events Menu select 
Civil Case Opening by Attorneys.
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Case Opening Screen

NOTE: You should NOT use the browser's [Back] button during this process. If you make a 
mistake during the following steps, it is better to start the process again from the beginning by 
selecting the Civil menu.

The first step is to select a divisional office. 

Office:  Select the office where the complaint would have been filed had it been submitted in 
paper (Albuquerque, Las Cruces, Santa Fe).  The Court will change the divisional office, as 
necessary, after assignment of the presiding and referral judges. 

Leave the remaining fields with their default settings.

For Court use only:

● Case type (mc - Miscellaneous Case)
● Lead case number
● Association type
● Other court name 
● Other court number
● Related Cases

Click on the [Next] button to continue.
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Civil Cover Sheet Information

Jurisdiction: There are four options. The ECF system defaults to 3 (Federal Question) because it 
is the most common. Only if 4 (Diversity) is the proper Jurisdiction, will you be required to 
complete the Citizenship fields for both Plaintiff and Defendant. The other options are 1 (USA 
Plaintiff and 2 (USA Defendant).

Cause of Action and Nature of Suit Codes are located on the Civil Case Cover Sheet which you 
have already prepared with the Complaint. Please select appropriately.

Origin Code: There are two options to select from (All other codes are for Court Use Only.)
● 1 (Original Proceeding) is to be used when filing an original Complaint.
● 2 (Removal from State Court) is to be used when filing a Notice of Removal.

 
The Citizenship fields are not to be completed unless #4 (Diversity) was selected in the 
Jurisdiction field.

Jury Demand:
● n (None) if plaintiff does not wish a Jury Trial
● p (Plaintiff) if plaintiff wishes Jury Trial

If a Notice of Removal and the Jury Demand is known from the State Court proceeding:

● b (Both) if all parties wish a Jury 
● d (Defendant) if only the defendant

Class Action: This option defaults no and should be left alone.  The Court will determine the 
Class Action status of the case.
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Demand:  Enter dollar amount (in thousands of dollars) being demanded.
Example: $100,000 = 100

Arbitration Code: Leave Blank

County: Select the county corresponding with the Cause of Action on initial Case Opening 
screen. 

Fee Status:
● pd (Paid) if being paid on-line with this filing
● fp (in forma pauperis) if granted in State Court
● pend (IFP pending) if submitting a motion to proceed in forma pauperis with filing
● wv (waived) - for US Attorney use only

Fee Date & Date Transfer:  Disregard 

After entering all of the appropriate information, click on the [Next] button to continue.
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Party Search Screen

Begin adding the parties by first searching for the first Plaintiff.  You may search for a name by 
entering as little as the first three letters of the last name. Click on the [Search] button to begin 
the search.

Enter all parties to the case in sequential order as listed in the complaint. It is recommended to 
enter all plaintiffs first, then all defendants. 

Selecting a Party From List

In this example, the party search located several options for our entry of "Smith." 

If the name you are looking for appears in the list, select the name from the list by highlighting 
the preferred name, and click the [Select name from list] button.  If the name does not appear in 
the list, click on the [Create new party] button.  We will discuss both options with the Select  
name from list option first followed by the Create new party option.
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When a name is selected from the list, a Party Information screen appears. This allows the user 
to enter pertinent information. 

NOTE: Do NOT enter party address, phone or e-mail information. Do NOT enter your contact 
information either.  All information added on this screen will be accessible to the public.

Pro Se: Do NOT change the designation.

Role: The role type defaults to Defendant. It is important to select the appropriate role type on 
this screen. View Role Type List.

Party text: Enter additional textual information here. For example, if you wanted to include a 
comment that the party is “as an individual and as the president of company XYZ”

Aliases and Corporate Parents: You must add aliases and corporate parent information before 
you [Submit] this information. 

● Adding an Alias or Corporate Parent is similar to Searching and Selecting parties, or 
attorneys. 

● Enter the name you wish to search, and click [Search] 
● Highlight the name you wish to add, and click [Select name from list] 
● or [Create new alias] 
● Add a Role Type, and click [Add alias] 
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The [Review] button allows the user to view a quick list of the information already entered as to 
this party.  After reviewing, click [Return to Party Screen] to continue entering information.

Click the [Submit] button to save the selected information for the party entered.
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Creating New Parties

What if a party is not found during a Party Search? 

Many names and businesses are in the system, therefore, first search for your party in several 
ways to avoid duplicate entries. When you have determined that your party does not exist in the 
database you can click on [Create new party].

NOTE: Do NOT enter party address, phone or e-mail information. Do NOT enter your contact 
information either.  All information added on this screen will be accessible to the public.
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Name: Enter the parties name information.  Include as much information as available.  Enter 
business names in the Last Name box. Use the Party text to include additional text information 
(see below).  Do NOT put this information as part of the parties name.

Role: The role type defaults to Defendant. It is important to select the appropriate role type on 
this screen. View Role Type List.

Party text: Enter additional textual information here. For example, if you wanted to include a 
comment that the party is “as an individual and as the president of company XYZ”.  Do NOT 
include this information as part of the parties name.

You must add aliases and corporate parent information before you [Submit] this information. 

Aliases and Corporate Parents
 

● Adding an Alias or Corporate Parent is similar to Searching and Selecting parties, or 
attorneys. 

● Enter the name you wish to search, and click [Search] 
● Highlight the name you wish to add, and click [Select name from list] 
● or create new alias 
● Add a Role Type, and click [Add alias] 

The [Review] button allows the user to view a quick list of the information already entered as to 
this party.  After reviewing, click [Return to Party Screen] to continue entering information.

Click the [Submit] button to save the selected information for the party entered.

You will be returned to the Search for a party sreen.

DO NOT click [End party selection] until ALL parties have been added. Once this button has 
been selected, you will not be able to return to enter additional parties. 
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Case Number Assignment

Once [End Party Selection] has been clicked, the Civil Case is officially opened and a civil case 
number is automatically assigned. 

The final step in opening a new Civil Case is to Docket the Lead Event. 

To immediately file the initiating document (a new complaint or notice of removal), click on the 
"Docket Lead Event?" hyperlink. This will allow you to electronically submit the complaint to 
the Court.

If you choose not to file the document immediately, which is discouraged, it is recommended that 
you write down or print this screen to remember the case number assigned.  

If you elect to file at a different time from the case number assignment (again, not recommended) 
and forget the number assigned, please contact the Helpdesk to retrieve the case number.  Do 
NOT open another case to get a new number.
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Filing the Initiating Document 

When the "Docket Lead Event?" hyperlink is clicked, ECF takes the user to the Complaints and 
Other Initiating Documents screen. (The filer can also find this event listing under the main Civil 
event menu.) 

Highlight the appropriate option and click [Next].

If you choose to file the initiating document immediately after obtaining a case number, that case 
number will show up automatically in the case number box. If you chose to file at a later time, 
please verify the case number or enter in the correct case number and click [Next].
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Selecting Plaintiffs

This screen asks "Who is filing this complaint?" 

You can select multiple plaintiffs by pressing the control key, and clicking on each plaintiff 
name, multiple parties will be highlighted. All plaintiffs should be included as filers of this 
document.

Forgot to add a plaintiff during Case Opening? The filer may Add/Create a New Party 
(plaintiff) at this time. By clicking on the Add/Create New Party hyperlink, it will allow the 
user to add an additional party and will loop back to this screen to complete the docketing of the 
Lead Event. 

The screens presented for adding a party are identical to those shown during the case opening 
process.  

Once all plaintiffs have been selected (added if appropriate), click on the [Next] button to 
continue.
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Party Association

The following screen is presented the first time a filer selects a party during a submission 
process.  Once an attorney is associated to a particular party on a case this screen will not appear 
for subsequent filings.  

The filing attorney needs to correctly associate themselves with the filing party. This ensures that 
notices of electronic filing will be served on the plaintiff's attorney for all parties indicated. 

Association: By checking the box filer is indicating that this party is being represented by the 
attorney currently logged in and is filing this document.

Lead: indicates that this attorney is to be identified as the Lead Counsel. 

Notice: This is option is automatically checked. Do NOT deselect this box. 
● Checking this box will ensure service of all documents filed via the Notice of Electronic 

Filing process through ECF.  
● Deselecting this option will prevent all notices from being sent for this case.

Click on the [Next] button to continue.
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Selecting Defendants

The next screen asks "Who is the complaint filed against?" Again, highlight the appropriate 
defendants before continuing. 

If a party was missed during the initial case opening, there is an additional opportunity on this 
screen to add that defendant by clicking on the Add/Create New Party hyperlink.

If there are many defendants, the filer may simply click ALL DEFENDANTS from the "Select a 
Group" list on the right side of the party listing. This saves scrolling through a large list of 
names to identify multiple parties and guarantees that all defendants are selected. 

Once the parties have been selected (and added if appropriate), click on the [Next] button to 
continue.
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Attaching Initiating Document

Now that all parties are added and the plaintiffs/defendants identified, the filer may continue 
uploading the complaint to ECF. 

On this screen, the filer "Browses" their own computer hard-drive or network drive to locate the 
PDF file that is the complaint to be filed. 

Click Browse to begin searching for the file. 

Once the complaint is added in this field, the user must attach the completed Civil Case Cover 
Sheet for the case.  Select [Yes] for Attachments to Document and click [Next] to continue.
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Attaching Civil Cover Sheet and Other Documents

The completed Case Cover Sheet is an attachment to the main complaint. This will allow the 
Court to perform the quality assurance review. You may also attach any relevant documents at 
this time. 

NOTE: If you selected to proceed Informa Pauperis during the case opening process, you 
should also include the Application to Proceed Informa Pauperis as an attachment.

When all relevant documents have been attached, click on the [Next] button to continue.
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Paying the Filing Fees

At this point, an information screen will appear indicating the filing fee for this case opening and 
how you wish to pay for the fee-based filing.  

Please see the CM/ECF Procedures for Making Online Payments posted on our website at 
www.nmcourt.fed.us.

Selecting a Restriction Level for the Documents Filed

Select the appropriate restriction level for the documents being filed.  At this time the system 
cannot separately set the restriction levels for the different documents being submitted.  The 
restriction level selected applies to the entire submission, the lead document and all attachments.

Click the [Next] button to continue.

CM/ECF Civil Case Opening Procedures  (March 2007)                       20                                 District of New Mexico

http://www.nmcourt.fed.us/


Descriptive Text and Final Review

On the Docket Text Modification screen the user may add any additional information necessary 
to the docket text. The text box will accept up to 256 characters. Do NOT use abbreviations.

Click [Next] button to continue.

The Final Text screen is the last chance for the filer to review their submission. Once the [Next] 
button is clicked, the filing is submitted to the Court and immediately available on the docket 
sheet. 

CM/ECF Civil Case Opening Procedures  (March 2007)                       21                                 District of New Mexico



Notice of Electronic Filing

The Notice of Electronic Filing (NEF) is displayed to the filer, which constitutes the filing 
receipt for this transaction. It is recommended that the filer save and/or print this page.
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Summons

Once the complaint has been process and the filing fee received (if appropriate), a judge will then 
be assigned to the case.  Once a judge is assigned, the filer of the complaint should submit any 
summons for processing.

Templates for the summons form are available on our website at www.nmcourt.fed.us.  The filer 
should use the available template to create a separate PDF document for each summons to be 
issued.

Once a summons for each defendant is prepared, ready for issuance by the Court, they should be 
e-mailed to summons@nmcourt.fed.us in a single email.

When the Court performs the quality assurance review, the summons will be watermarked 
electronically by the Court. The issued summons will then be e-mailed back to the attorney for 
service via the email that was used to submit the summons.

If any problems arise, personnel from the court will contact you to provide further instructions.
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