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INTRODUCTION: ACE GETSA MAKEOVER

For over adecade, the District of New Mexico has been a nationa leader in court
innovation and technology. It wasthefirst federal court in the nation to establish a presence on
the Internet and one of thefirst to offer eectronic filing to itslegal community. Since the
successful launch of Advanced Court Engineering (ACE) in 1997, the District of New Mexico
has committed itself to providing on-line, instant access to court information and records.

It didn’t take long before New Mexico attorneys grew accustomed to having el ectronic
access to court records. Since 1997, the court hasissued over 5000 accounts and has made
available on-line over 90,000 e ectronic records. In addition, the ACE server receives over 1000
hits daily to view dockets sheets, research court opinions or electronically file court documents.
With that kind of demand, it was inevitable that the origina system would reach itslimitations.

Therefore, when ACE started showing signs of stressin 2001, the court began to make
plansto update the system. Using stability and performance as benchmarks, the architecture of
the system was examined for strengths and weaknesses and new technol ogy was analyzed to
ensure the next release of ACE would meet the challenge of anincreasing user base.

In February, 2003, ACE 2.0 wasreleased. Although functionally equivalent to the earlier
version, the new release had improved stability, reduced response time, enhanced searching
capabilities, astreamlined interface and the ability for users to open cases and pay fees online.
Improved help screens and on-line tutorials have al so been added to assist new, aswell as
established, users navigate the system.

So welcometo ACE 2.0. Thistraining manual will help you to access the court’ s Internet
web site and guide you through the information and services available to users. In addition, the
manual contains step-by-step instructionsto file documents el ectronically with the federal court.

If you would like further training for yourself or for your office, please contact Lydia
Piper at 348-2088.
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ACCESSING THE DISTRICT OF NEW MEXICO WEB SITE

To access the court’ sweb site, you must have a computer which can connect to the
Internet viaa network or modem. (Check with your Systems Administrator to seeif your
desktop computer is so equipped.) You will also need an Internet Service Provider (1SP) account
through a company such as America Online (AOL), Technet, Flashnet, Comcast, etc. Any ISP
company will do. Once you have the computer hardware and Internet access in place, you will
need an Internet “ browser” such as Netscape or Microsoft Internet Explorer. Thiswill allow you
to search for and view web sites on the Internet.

To accessthe U.S. District Court web site, type in the following address in your
location/address bar:

http://www.nmcourt.fed.us

Thiswill take you to the District of New Mexico’ s home page. From this page you can
access web sites of the U.S. District Court, U.S. Bankruptcy Court, U.S. Pretrial Services Agency,
U.S. Probation Office and 10th Circuit Library, aswell as other general information. For the
purposes of thistraining, we will be accessing the U.S. District Court.

Click onthe District Court link.

United States Courts - District of New Mexico

District Court
Bankruptcy Court
Pretrial Services

Probation Office

| Oth Circuit Library
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Thiswill bring you to the U.S. District Court home page and the starting point to access
information on electronic filing, court forms, chambers information and links to other court web
sites around the country.

l Contact Us  Privacy Policy NM Courts FAQs ACE Home

United States District Court - District of New Mexico

Welcome to the United States District Court for the District of New Mezico. We are committed to
providing access to court information through the Internet whenever pozaible. We encourage you
to roam our site and check-out the services that are available. Please note, you will need Adobe

Rio Grande River Acrobat Reader andfor OmraFortm Filler to wiew certain court documents and forms available on
our page. We hope you like our new look and welcome any comments or sugzestions. Please take
General Information a look around and forward any comments to the Webmaster .

News & Notices . .
S l‘i ““ + Where Did Evervthing Go?17? - Read how to find and access the Court's most popular
Electronic Services on-line features such as the Court Calendar, Court Opinions, Docket Sheets and Electronic

Court Forms filing,

Jury Information + ACE gets a Makeover! - Read ahout the newest release of Advanced Court Engineering,

Links ACE, the court's electrome filing systemn. New and Improved!!

Judges

+ Courtroom Technology - The U5, District Court in Albugquergue 13 home to one of the most
Employment technologically advanced courts i the nation, When designing our new federal bulding, we
wanted to create a courthouse for the 21st century that would demonstrate the successful
integration of techhology and justice. We have recently upgraded several more of our
Courtroomns.

Equiptment Zurplus - U3 Federal A gencies interested in surplus computer ecuipment should contact the
coutt at_surplus@nmeourt fed.us for details on available equipment.

WHAT'SAVAILABLE ON THE U.S. DISTRICT COURT HOME PAGE

The U.S. District Court home page has been designed to serve the general public,
attorneys and other courts. We encourage you to use this web site often and let us know what
you think. We welcome suggestions to improve service and make information available that is
useful. You can contact us at webmaster@nmcourt.fed.us. Below isadescription of the
information and services available on-line.

General Infor mation - Provides genera information about the U.S. District Court, such
as historica information about the federa judiciary, divisiona office locations and hours
of operation, holidays, court statistics and employment opportunities. Also provides
information for attorneys, such as admission to the federal bar, attorney information
manual, etc., and information on pro selitigation, CJA, Loca Rules and Naturalization.

News & Notices- Court announcements, news and other items of interest to the legal
community are posted on this page.
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Electronic Services- Provides accessto the court’ s electronic services such as ACE
(electronic filing, docket sheets, court calendar, court opinions, Internet email aerts),
court forms and training materials. Some electronic services require aUser Name and
Password to access.

Court Forms - Provides accessto dl District Court formsin both PDF and FML format.
FML format alowsusersto fill out aform on-line. Both require browser “ plugins’ to use
and links to those plugins are avail able from the court forms page.

Jury Information - Providesinformation for jurors, including contact numbers and juror
handbooks.

Links- Provideslinksto law related web sites and search engines, including several New
Mexico sites.

Judges- Provides accessto information onjury instructions, trial preparations, etc., for
the District of New Mexico judges.

Employment - Provides information on employment opportunities with the District
Court.

Any new services or features will be announced on the main page in addition to being listed on
the appropriate category page. Any changesin procedures, fees or other important information
will aso be posted on the main page then moved to the News & Notices page for archiving.

ACE & ELECTRONIC SERVICES

As mentioned previously, the District of New Mexico is committed to providing court
information viathe Internet whenever possible. Advanced Court Engineering (ACE) was
developed initialy to offer electronic filing and on-line access to case information. Since that
time, it has grown to include a court calendar, court opinions, fax noticing and Internet e-mail
alerts. Inaddition to improved stability and performance, the latest version of ACE a so provides
enhanced search capabilities and users the ability to open cases and arrange fee payments online.
Future enhancements will be announced as they become available.

Reguesting an Account

As mentioned above, some of the information and services available on our web site can
only be accessed with a User Name and Password. In the near future, requesting an account will
be automated so that you do not have to wait 48 to 72 hours before receiving your account
information. However, at thistime, you must submit arequest to the court viathe Internet or by
mailing or faxing a copy of the request form to the court. Please note, because the on-line system
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employs the use of e-mail, you must have avalid Internet e-mail address to request an account
viathe Internet.

A person’ s access to various features through ACE is entirel y dependent on his or her
role with the court. For example, a person may be an attorney or staff member who worksfor a
law firm. Another role could be asthe genera public. In some situations, particularly in
Bankruptcy Court, a person can have multiple roles. However, in District Court, most people will
have only onerole. Below isalist of available roles and the services that can be accessed when
logged into ACE:

Type Services available Requirements
Attorney Electronicfiling, Case Admitted to practicein the
Opening, Court Cadendar, U.S. District Court of New
Docket Reports, Opinion Mexico in good standing.
Retrievd, E-Mail dert, Auto- | Must have an original
Noticing signatureonfile. Also
availableto attorney admitted
Pro Hac Vice
Public - Extended Court Calendar, Docket Federa Court and related
Reports, Opinion Retrieval, agencies, including law firms.
E-Mall dert
Public - Basic Docket Reports, Opinion None. Availableto anyone
Retrievd, E-Mail dert who applies.

To obtain an ACE account, go to the U.S. District Court home page and click on
Electronic Services. Under the ACE heading, click on Request Account. Follow theinstructions.
Y ou will be contacted with your User Name and Password within 72 hours. Please note that if
you are requesting an attorney level account, we do require an origina signature. Your initial
account will be set as apublic account until we receive your original signature. Please print out
the form provided, sign and date it and mail it to the court. When the signatureisreceived, we
will update your account. A copy of the form has been included in Appendix A of this manual.

As an attorney, your User Name and Password act as your signature when electronically
filing documents with the court. Therefore, it should be kept confidential and only given out to
employees who will be electronically filing on your behalf (secretary, paralega). Althoughwe
have not had any instances of abuseinthisares, it isbest to play it safe.
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Accessing ACE

Once you have an account, you are ready to use ACE. To access, click the ACE link at
the top of the District Court web page. You will be prompted to input your User Name and
Password asfollows:

Uzername and Password Required | x|

Enter uzername for ACE at v nmcourt fed. ug:

Ilzer Mame: I

Pazzward: I

k. I Cancel

Remember to type in both your User Name and Password in al lowercase | etters, without spaces
between names or letters. Then click on OK.

Thelook of ACE 2.0 isabit different from the previous version. Wherever possible, we
have streamlined the interface and combined screens for more efficient navigation. Docket
sheets, the court calendar, court opinions, electronic filing and user account information are now
contained under one menu on the ACE Home Page (you will no longer access these features
through individual links from the court’ s web page). However, as previously mentioned, what a
user sees on the opening menu is determined by hisor her “ role” or accesslevel.

When a user logs onto ACE, the system determines what features that user is authorized
to use according to hisor her role, then presents the appropriate menus asaresult. For example,
inthe figure below, the user is an attorney and therefore is presented with options to which only
an attorney has access, such as el ectronic filing.

United States District Court - District of New Mexico ACE Home Page
[Home | Help Monday, September 30, 2002
Welcome: John Q. Attorney (Court Filers - Attorney)

Reports Case Management Ttilities

+ Caption * Submit Document(s) for Filing * E-Ilail Alerts

+ Case Information * Open MNew Case + Edit Account Information

+ Case Search

+ Court Calendar

* Docket

* E-Mailbox

* Fee Schedule

* Iy Cases

+ Opinions

+ Related Cases

Monday, September 30, 2002
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A user with a public account would see adifferent set of options asillustrated bel ow.

United States District Court - District of New Mexico ACE Home Page

Monday, September 30, 2002

Welcome: Jane Z. Public (Public - Basic)

Reports Utilities

+ Caption ¢ E-Dvfail Alerts

+ Case Information + Edit Account Information
+ Caze Search

+ Docleet

+ Fee Schedule

+ Opinions

+ Belated Cazes

Monday, September 30, 2002

Account Options

Thefollowing isabrief description of the most commonly used features on ACE. Please
note that access to case information which is not under seal isavailableto all ACE users.
However, use of electronic filing and rel ated features, such as case opening and paying fees
online, isrestricted to attorneys and some pro se litigants.

All Accounts:

Caption - Provides users with information about a case such as the assigned judge, jury
request, parties and the names and addresses of the attorneys representing them. This
pageis often used asa“ service sheet” by secretaries and paralegals.

Case Information - Provides asummary of specific case information including, assigned
judge, nature of suit, etc. Does not include attorney phone numbers and addresses.

Case Search - Allows users to search case information by parties, judge, attorney and
daterange. Results provide userslinksto the docket sheet.

Docket - Thisisone of the most popular features of ACE. Thislink allows usersto
search court docket sheetsin civil and criminal cases and view documents online.

Edit Account Information - Allows usersto enter and change their e-mail address, as
well as change their password.

E-Mail Alerts- Allowsany individua to monitor any case in the District Court and
receive e-mail aerts when adocument has been electronically filed and entered on the
docket inthat case. You must have avalid e-mail addressto usethisfeature.
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Fee Schedule - Provides a schedul e of fees for the District Court.

Related Cases - Allows usersto obtain alist of caseswhich arerelated to a specific
docket number. Related cases are usually the result of consolidated cases.

Opinions - A valuableresearch tool for attorneys. Thislink alows usersto search District

of New Mexico court opinions from about 1985. However, not all opinions are contained
in the database, so it should be used only as a supplement to other research.

Court Family Accounts (in addition to the above):

Court Calendar - For attorneys and court personnel only. Allowsregistered usersto
view the court’ srealtime calendar for trias, hearings and other case matters.

Attor ney Accounts (in addition to the above):

My Cases - Provides alist of casesto which the attorney is officially associated.

E-Mail Box - Each attorney using ACE isassigned a“ mailbox” which displays any
document that has been electronically filed and entered on the docket in a case with
which the attorney is associated. The mailbox allows attorneys to view the documents
and it provides alink to the associated docket sheet.

Submit Document(s) for Filing - Thislink alows registered attorneys (or other
authorized partiesin a case) to file documents electronically with the court. Thisfeatureis
only available to attorneys admitted to the federal bar in New Mexico or those parties
authorized by the court.

Open New Case - Thislink allows registered attorneys to electronically open acasein
federa court. Filing fees can be charged to acredit card already on file with the court or
can be submitted in person within one business day.

At thistime, thereis no charge for accessing court information. However, at sometimeinthe
future, the court may be required to charge afee. Userswill be notified before such fees are
imposed.
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CAPTION

The Caption page is asummary of case information including the judge, jury and dollar
demand, nature of suit, partiesinvolved and the names, addresses and phone numbers of each
attorney appearing in the case. Many people print out the caption page and stapleit to theinside
cover of the casefilefor reference and service purposes.

To access, click on Caption from the ACE Home Page. Type in the number of the case
and click Submit. You can also access the Caption from the docket sheet of aparticular case. Go
to the top of the page next to Quick Linksand CLICK on Caption.

The Caption page is divided into two main sections. The top portion of the page
summarizes the case information including the case number, case name, county in which it was
filed, dollar demand, jury demand, cause of action, etc. Also, the disposition of the case, i.e.,
whether it is active or terminated, is displayed.

United States District Court - District of New Mexico Caption Report

Wednesday, Januoary &, 2003
CuickLinks: Caption, Caze Infonraticn, Deckst, Related Jases

Totzl Entrize: 8 Eateies Per Page: 50 Page | of 1
Cage Title: Chavez M'roperties, etal. v. Lorentzen, et al.
Case Number: D2ev00145
Judges): Assigned to: Chief Judge James 4. Parker
Referred tn:  Magistrate Judge Don J. Sver
Office: Albuguergne
Date Filed: 02/08/2002

Late Tenminated:

Dollar Demand: ~ $0.00

Jury Denml: d

Cause of Action:

Nature of Suit: Contract - Other Contract

Jurisdiction: Federal Question

County: BEermalillo

Counter-Claimant Atturney(s)

Park and Shuttle, Inc [+, Penni Adrian Adrian & Salazar, PC,

70 Bz 1347

Albaguerque, WM ETI03 1367

Farz Mumber: ©44-1203
Michael L. Danoll 604 Chama Road, NE

Altqueryue, MR 57108

Sag Mumber:  266-4330

The bottom portion of the page lists the parties and the names, addresses and phone
numbers of attorneysinvolved inthe case. Casesthat involve multiple partieswill feature linked
page numbers and arrows which alow usersto scroll through subsequent lists, while maintaining
the top portion of the caption page.
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CASE INFORMATION

Case Information is a summary of some of the same information presented in Caption
but in amore compact, tabular format. However, in the Case Information report, no party or
attorney information is presented. To obtain asummary, click on Case Information from the
main menu. When prompted, type in the case number.

United States District Court - District of New
Mexico
[Home | Help

Case Information

Monday, April 29, 2002

Case Number I (eg 0lcwl23, 9%m 123)
Submit | Reset |

A screen similar to the one below will appear. Asyou can see, thereisabrief summary of case
information presented in atabular fashion. Case headings are listed down the left side of the
table and the case information is listed on the right.

TUnited States Distriet Court - Distriet of New Mexico Case Information

Wednesday, January 8, 2003

Quick Links: Caglion, Case Informasion. Docket, Related Cases

Case Title: Chavez Properties, et al. v. Lorentzen, et al.
Case Number; 02cv00145

Judge(s): Assigned to:  Chief Judge James A, Parker
Referred to: Magistrate Judge Don J. Svet
Cffice: Alhuguerque
Daie Information General Information
Filed: 02/05/2002 Origin:
Entered Om Docket: (0203/2002 Jurisdiction: Federal Question (3)
Closed: Nature of Suit:  Comtract - Other Contract (190)
Cause of Action:
Disposition:
County: Bernalilln (35001 )
Dollar Deraand:  0.00
Jury Demand:  d
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CASE SEARCH

The Case Search allows you to ook up any case filed in the District of New Mexico since
approximately 1985 (athough there are some older case available on-lineaswell.) Case search
allows usersto define search criteria by party information, judge information, case information
and location information. Please note that the ACE system is case sensitive. This means that the
first letter of the name or company must be capitalized and the remaining letters must be lower
case. If anentryinour databaseislisted as Business Company, Inc. and you search for Business
Company, Inc without the period in “ Inc.,” the system will not pull up the information you are
looking for. The system acceptswild card searches using the® *” character. Inthe previous
exampl e, you could type Business Com* and the system would return anything matching that
string of characters (such as Business Company, Inc., Business Company Services, €tc.).

The Case Search screenin ACE 2.0 is very different from the previous version. From the
main ACE menu, click on Case Search. The following screen will appear:

United States District Couzt - District of New Mexico Case Search Report
Sunday, September 12, 2002
| Party Information Case Infarmtion
Last Name ] Case Type IAII |
First Name | Case Staus [2 -
Party Type Al b Start Date [
Party Status | Al r End Date I
| Judge Mnformation Lcation ufirmation
Judge [Al E| Ofice [Al -]
Judge Role [al | County [ |
Judge Stams (Al '|
. Display Options
Enfries per page ,ﬁ

Search | Resat

Sunday, September 22, 2002

Please oall any comments to the ACE Developuen: Tean,

The Case Search screen provides four areas that can be defined for each search:
Party Information: A party in acase can be the defendant, plaintiff or attorney. Users
can search by all partiesor just for attorneys. Users can also designate that only active

attorneys/parties be displayed.

Judge Information: A new feature of ACE isthe ability to search cases by judge. The
drop down menu provides alist of District and Magistrate judges. Users can leave the
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default, which will look for cases associated with any judge or they can select a specific
judge, thus narrowing the search to include cases associated with that particular judge.

Case Information: Users can specify what case type should be displayed. For example,
if itisknown that the caseisacrimina case, selecting thisoption will eliminate al other
casetypes. Userscan also specify adate range for the case.

L ocation Information: Another new feature of ACE 2.0 isthe ability to narrow searches
to thelocation where they werefiled. The District of New Mexico has divisiond offices
in Albuquerque, Las Cruces and SantaFe. The mgority of civil casesarefiledin
Albuguerque. However, the mgjority of criminal casesarefiledin Las Cruces.

Users have avariety of search options and filters. For example, you could search simply
by typing in the last name of one of the parties, such asthe name “ Smith.” Thiswould return a
list of al casesinwhich at least one of the parties or attorneys had the last name of Smith. The
more common the name, the more results arereturned. However, as you define specific criteria
- i.e,, First Name, Party Type, Judge, etc.-- the narrower the search, and the more specific the
results.

Once you have defined your criteria, CLICK on Search. A screen similar to the one show
below will appear. (For these resultswe defined “ Smith” in the Last Namefield, Judge Parker for
Judge Information, Civil Casesfor Case Type and Albuquerque asthe Office.) The Search
results are displayed in aphabetical order and then by case order. At the top of the page, isa
Quick Link to conduct anew Case Search. Below that are totals of how many names were
located and the entries printed per page. Identified with each name are the cases in which that
name appears along with the person’ s afiliation (attorney, defendant, plaintiff, etc.).

United States District C'ourt - District of New Mexico Cage Search Report
Friday, July 25, 2002

CuickLinke Czze Search

Total People: T Feople ParPape: 50 Pape 1 of 1

Emith, Andrew A Total Cases: 8

Attorney 2%:v01320 |Rio Grande v. Martinez Pending |Updated: 07/25/2002 Diocket, Caption

Attorney 00cv00490 |Feres: Guardians v Forest Service | Pending |Updated: 06/24/2002 Diocket, Caption

Attorney 01ev00314 |Feres: Guardians v Unted States Pending |Updated: 03/15/2002 Diocket, Caption
Frres:

AOrney 01lcy00583 |Pajerito Flatean v, UZ4 Pending |Updared: 071272002 Docket, Captiof

AOrney 0lcy0d7 14 |senta Fe ki Compeny v Ed of Pending |Updared: 041372002 Docket, Captiof
County Cotm 5F

Attorney 01ev01106 |Center for Buclogic . Andrc TNending | Updated: 05/24/2002 Drocket, Caption

Attorney 02cv00199 |Mewr Memco Cattle v, United Statzs | Dending |Updated: 07/25/2002 Drocket, Caption
Fish

Affnrney N2rwiN749 |Frees: (uarthans v Tinted S-ates Pending | TTpdaked: 71352002 Dinrket, Captinn

Smith, Barhara Mary Ann Total Cases: 1

pilamhtt M2reN 246 |Sm|th w Ceen Trer Foane | Pendding | TIpdated: 701 31‘2Fﬂ2| Dinreket, Captint

Smith, Charles H. Total Cases: 1

Aftrirney Mer(3E [Falwerce v Perker Hanntin | Pending |Updakerd: (IA/N3/200172| Dincket, Captinn

Smith, Fred Total Cases: 1

Aftorney 01ev00423 [Beersw U3A | Pending |Updated: (77252002 Docket Caption

Smith, Mark A Tntal Cases: 1

Aftormey 01cy00634 [Morales v. Baca | Pending |Updated: (771172002 Docket Caption
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In addition, from left to right, isthe case number, casetitle, case status, update status and
quick links to the case docket sheet and case caption. Note the case number is underlined and
highlighted. When you click on the case number, a screen displaying case information will
appear. Similarly, clicking on Docket or Caption will take you to different screens.

The case information that you see on the ACE system is the most up-to-date information
availablefor New Mexico federal cases. Asaresult, the District of New Mexico no longer
provides access to PACER.
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COURT CALENDAR

The District of New Mexico master court calendar provides information on trials,
hearings, sentencings and other mattersinvolving ajudge. Due to security purposes, only court
rel ated agencies and attorneys have access to the on-line calendar. The calendar that is available
on-lineis*”live.” In other words, as soon as an event is calendared by a courtroom deputy or
other court personnd, it isinstantly available for viewing. You can view up to 31 days of
calendared events.

To access, click on Court Calendar. The following screen will appear:

U.5. District Court Calendar
Please enter the Starting Date and Number of Days to Display:

Starting Date: Nuwuober of Days two Display:
IF- IF- I2 ULl F(\ﬂammlm 1 days)

Please choose from one or all of the following eritena:
(HAE Ol K et desel=ret nr tn a=l=et more thar nne eatry

Select Cityis): Seloct Judze(s): Select Location{s):

Alwneryng OR* |lustnet idge W Chnstica Armgn OF* [Ahienzmue - 3A1H n Grard= Candrnm

Las Croes Cirzuil Judie Bubby R. Ealduck Albucuznue - 340 P2ius Cudrrucrm

Rogwal =l Cistrict Judys Bruce D. Black = Albucuargue - 330-1 AD Coafarence Room =l

Fou may also choosc the following options:

Select the case types for display: ' Ciwil and Ciwil Miscellanecus o and e
¥ Crininal ard Magistrate (cr and m)

Select the party display: & i
! -, . ® Diefendants only
(Only applicable for Criminal and Magistrate Cases) Doefondats with Attorasys

Suamit Daerv |

Enter the starting date for the calendared events you want to view. Then enter the number
of days from that date you want displayed.

Y ou can aso select specific cities, judges or courtroom locations. However, please note
that thisis not afiltering process. If you choose Albuguerque OR Judge Baldock, you will get al
events scheduled in Albugquerque AND all events involving Judge Baldock. If you only want
events for Judge Baldock, make sure you leave the city and location entry as“ none.”

The system also allows you to select what information is displayed on the calendar page.
Y ou can choose between Civil, Criminal and Magistrate. By default, the calendar displays all.

Y ou can aso display defendant information in criminal cases with or without the attorney
information.
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Once you have made your selections, click on Submit Query. The following screen will
appear:

Frrzuare | IFZ/ 0 I 1 E=AT: L AR

Tnited Stutes Districl Cowrl, Distriel of New Mexico
Cont Calenvidar Tor
Wednesduy, July 14, 1999 jo Tuecsduy, July 20, 1909
Wenlnesday, Jukby 14, 1999

Albuyueryue Eventy

Tirrw: Tinlgy: Cluze LucutiveEx vl Syl In
Charabers
S AR Syot PzerlOdE | AULE Allon . Eaw Bsnche =l
L

TR3A v, Jorwye Fdviza =T

JRN0 AR Tiva oo HhcalIZ03
SP00 AR arcia Pierdsil Sihretsene Avrasarean v, La danta lens, oo e
e - =ULE . OITIAT COTFEEEINCE a - . ' -
) 2. 5 | —harmlers alims v Sarnes T
10 00 AM Torion B3 T T AL e Hebns v Sargath T:
L300 AM Tieaon PHeram | f arlng Ledbetter v. Dullard's Ineoep Te
T o T =ULE .& IMITLAL S OXEEFENCE . . : ~

Zharabcrs

The top of the calendar notes the date range that you sel ected and displays events starting
with thefirst date. Events are displayed alphabetically by divisiona office, then by time and
judge. Scroll down to view the remaining calendar for the days that were selected.
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DOCKET

Of dl thefeatures available on the District Court web site, accessing a case docket isthe
one most widely used. The court has automated all cases since 1985, with several ongoing cases
dating back to 1965. Through thislink, users are able to access docket sheets and any documents
electronically filed or scanned in agiven case.

To access, click on Docket. Y ou will be presented with the foll owing screen:

U.S. DISTRICT COURT - Dockel Report

Home | Help

Case Nuwuler I frog Mol Won 147
Sort Crder IDcs:cn:Ihg Date =

Fntries prr pnge IbU (Mustbe awahue Jor 10 to 2307

Sibenil | Rosel I

Type in the case number asindicated. Y ou can also choose the way in which the results
will be displayed by changing the sort order and the number of entries per page. When finished,
click on Submit. A docket sheet similar to the one below will appear:

United States District Court - District of New Mexico Drocket Report
W edn es day, Janmary 8, 2003
o Capticn, Caes Informakion, Dockel, Falatsd Cases e << < |33 = = End
Total Entries 104 Entries Pes Fage: i1 Pege 1 of 5
Case Title: Chavez Properties, ot al. v. Loreutzen, et al.
Case Number: D2evi0145
Cffice: Alluguergue
Fie | Entered On [
Date Dacket Documert | Description Heference
006003 | 0LTREDDE 100 MEMJEANDUIM by Jols i supporl of mmolios 1e vvenz el dicovery & for Seerroinslim of
proprictary information 19917
EE [%%] MOTION by defts to compel discovery &
0e/2003 | DLAOTE00E a9 WOTICH by defis to compel discovery & for determmation of propoiesasy information
RE [100] MERMORANTATM in mappart of
12IEE0N2 120 TaTE oz

CERTIFICATE by plaintf of service of first set of intermgateries to Tohn Loreatzen & counsel on
12613002 [168] [1 page]

TafieEon: VAR SETTLEMENT CORFEREMIE hald hefiee Mapist-ate Judze Toe T Swet, well he conrmed

L2200 121602003 &7

CERTIFICATE ol servive by delendasd of Zod woendz & saolive to bahe depostivn of Saed Blevenson
to conreel on 1201002 [336] [) page]
1271200 12r6fa0lz ] CERTIFICATE by plifs of service of response to 30 request for procucton of cocuments ko counsel
UE 0M] [1 pe]
1032002 12O0S201E 93 CERTIFICATE by delendants of seraee of amnznded nolices 1o keke Seposben 12 Cousel on 137302

[338] 11 zape]

The docket report in ACE 2.0 isalittle different from the previous version. At the top of
the page are“ Quick Links’ to Caption, Case Information, Docket and Related Cases. Directly
below that, information is displayed regarding the amount of entriesin the case and how many
entries per page are being shown. To thefar right are links to subsequent pages of the docket
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report. The number of pages displayed hereis entirely dependent on the number of entries per
page sel ected on the previous screen.

The docket sheet itself has changed little. Thefirst column on the docket sheet refersto
the Officia Filing Date; i.e., the date the court recelved the document. The Entered on Docket
date isthe date that the deputy clerk officially entered the document on the court’ sinterna case
management system. The EOD date is used for scheduling appeals. Next, documentsin the
District of New Mexico are numbered according to their order of filing, whichisindicated under
the“ Document” column. This number can be used to quickly identify adocument inacase. In
the Description Column, underlined entries (which typically appear in blue on the computer
screen) indicate that the document is available for viewing using the Adobe Acrobat Reader.
When viewed it can al so be printed.

When adocument is electronicaly filed, aDocument Verification link will be listed under
the Reference column. The Document Verification confirms that the document has not been
changed since being el ectronically filed with the court. The Court Signature at the bottom of the
Document Verification page indicates akey that is used to validate the document. If the Court
Signatureischanged in any way, awarning is displayed. Likewise, if the document ischangedin
any way, the key will not match and awarning is displayed. When the Document Verificationis
attached to a copy of the filed document, it is considered a“ conformed” or “ endorsed” copy.

United States District Court
District of New Mexico

Document Verification

Case Title: Chavez Properties, et al. v. Lorentzen, etal,
Case Number: 02ev00145
Oiffice:
Docurtent Bnformation

Number: ]
Deseription: PIOTION by plifs to =xtead dscovery d=aclne untl 1714703

Size: 2 pages (211k)
[rate Received: LUZI00Z | Dare Filed: 1LETWEN02 | Date Entered On Docket: 12Maf2002
Court Digital Sigmture —IV'“' dsior)

44715 eb e £ 9b 19 ch b di b o5 30 4a 20 ef 5 az 31 4760 De 15 £a 30 o4 73 61 1379 29 6743 71 56 Se % 2258 473 |
4867 947 9c 44 €19 9 7 a7 50 £5 33 b 6755 239¢ ¢l 20 3 16 2b 33 63 77 44 a0 33 5763 £74a 97 ef 5e e 02 7h 31 7 of
1706 5 57 50 04 & &l ££46 54 £4 <2 2 cb bl a5 22 76 d5 76 55 347 16 63 e 86 de 1a £a cb df 5c 41 32 33 5779 3 ol 2
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ACE MAILBOX

When you sign up for electronic filing, you are assigned an ACE mailbox. Eachtimea
document is electronically filed in acase with which you are associated, a copy is deposited in
your ACE mailbox for viewing once the document is docketed by the court. Thisincludes
documents filed by attorneys and by the court. To check your mailbox, select ACE Mailbox
from the ACE Home Page. The following screen will appear:

Electronic Filing Mailbox

Wednesday, Javuary 20, 2003

United States District Court - District of New Mexico

elp

Welcome: Jobn . Attorncy (Court Filors - Attorncy)

Start Date |01/227200%

Number Of Days I? El

Sort IBy Cazs Numbar =

Display [ONLY Unmarked Filings =

Search | Reset |

Wednesday, Javuary 20, 2003

Home | Links | Help

By default, the system will provide you with alisting of all pleadingsfiled in any of your cases
during the last seven days. Y ou have the option of entering another date range and different

result settings.

Y our mailbox will list al of the documents fitting your specifications. Aswith other
reports, you have quick access to the Case Information, Caption and Docket reports. To mark a

message as read, click inthe* Mark as Read” box.

Lnited States District Court - District of New Mexico

wrue | Links | Hel,
Crucks Links: Bailbes

Total Enfries: 3

Wrelcurue: Juhn 5. Allozaey (Courl Filers - Alumey)

Truc 7 Tarh As y

Case Number File Date EOD Number, Description Read Links
UswEUULL  [UEaiEunE 25 | Momon o Distass (6] [ page] [=] Liockes, Ception
S7cwdnNnn  |1A15A0NE x Bdotiun G Esenzion of Tie [4] [ page] [= Dinclit, Crptinm
97cuE0000  [0Z/04/2002 12 | Motion For Sunzy Judement [45] [1 pege] [= Drocket, Ception

Hawe Chargas RS

End Date | Thi, Feb, 22, 2002

indek Linkes: Maillbcx
proe | Links | Help
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To view adocument in your mailbox, click on the document’ s hypertext link (the colored
section of text). Thiswill launch your Adobe Acrobat Reader software and the document will
appear on the screen.

MY CASES

My Casesis anew feature offered through ACE. By clicking on thislink, an attorney can
get alist of dl hig’her federa District Court cases.

From the ACE Home Page, click on My Cases. A table containing alist of al District
Court cases will appear, identifying the case number, title, status and if the attorney is currently
activeinthe case. Inaddition, linksto the Docket and Caption pages are availablein the far right
column. Clicking on the highlighted case number will pull up the Case Information report.

United States District Court - District of New Mexico Associated Cases Report
[Home | Help Thursday, December 19, 2002
Quick Links:

Total Entries: 1 Entries Per Page: 50 Page 1 of |

Cases Associated with John Q. Attorney
Case Role: Attorney

&ase Mumber| 1] WINPTl o= 1= Sabus Yo = Bl (M LN Uil o0y e
¥7evB0000 |John Doe v. Jane Doe Pending |Status: Active Docket, Caption [
Start Date: 1171272002
Terminated
Date:
Quick Links:
[Home | Help Thursday, December 19, 2002
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ACCESSING COURT OPINIONS

The opinion retrieval system is an indexed system which contains most of the District of
New Mexico court opinions since 1991. It isleft to the judge' s discretion whether or not an
opinionis saved in the opinion database; therefore, there is no guarantee that the systemis
complete and it should be used only as a supplement to other research. However, most attorneys
find that thisis an invaluable tool when preparing for settlement conferences and the like. To
view opinions, select the Opinionslink. The following screen will appear:

PLEASE NOTE

The District of New Mexico Opinions Datahase was created in January
1989. Most opinions filed on/after that date have been added when

filed. However, since it is up to the author whether or not an opinion is to he
included in this database, there is no guarantee that a search will reveal all
opinions created in the District of New Mexico.

Command Based Query m

Click on Command Based Query. The following screen will appear:

il AlalEal

=
ELF et mhs
N=E N7

Typeinaquery (sample queries are listed at the bottom of the page). The user can select
how the results are displayed (sorted), how many hits are displayed, the database and judges to
be searched. Click on OK.
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Theresultswill be displayed as follows:

. ISYS Search Results

Wodrcdery “geaih penafefalad 382 its in £ docamets.

Fl= 110020

< Flik

2 WESDN D

Iy 28| 2 h
=

Yr-dun-Gid

The hyperlinked cases are listed by judge and then case number. Click on the caseto
view the document. The document will appear with a navigation bar at the top as shown below.
(You can adso view the document initsoriginal format.)

[Previaus Docutmen e Document [Farst Hi Back 1o Rieclss [Few Query I‘]_cIE

UNITED STATES OF AMERICA,
Flaictiff
v Craminal Mo, 5 0431 LH
EVERETT EDWARL EPIVEY,
Drefeadat.
MEMOBANDUM OPIMION AMD ORDER
THIE MATTER comes before the Court on three mations fled by Deferdant Spivey an HMovernbar 18, 1836. Motion To Dosmise Motice of Inent to Sesls the Deash
FPenalty (Docket Mo, 3657, Motion To Strike Stantery
eng Fastors From O 3 Motice of Intent to Sezkthe Deash Pemalzy (Docket Mo, 8663, end Motion To Strikz Non-stetutory Sesravating Fecoars

F‘:’m Hatice of Inteak To Scck the Dearf Peneilty (Docket Ho. 9653
Having considersd the perties memeranda and argument and the spplicatle lawe, the Court finds that he motions are not well t=ken end thesr will te denied.

A Backgroond

Am:n;gtr offenses, Defendant Spivey wes mdicted for intrationalty kiling or inteation=lty causing the doath of enother while he was cogaged in & contimsng crminal
eatcrprize (CCE), onoletion of 21 TS C - 8430 o) D{A). A& person convictes under - §4&(z] 12 potcatially subjees to the dean pemaliy, pronding tae Goveenrment
furnizhzz the defenden: wath

notice of its meention to szel the dearh penalty erd with notice of the

aggravating facoars the Covemment comtends wauld warrant inposition of the deesf permedon

On the navigation bar, click on* First Hit” to go to the first instance of referenced keywords (all
“hits’ typically will be hyperlinked in blue to the next hit and so on). Click on* Next Document”
to view the next document inthe resultslist, Back to Resultsto get back to the resultslists and
New Query to begin anew search. The document can be printed and/or saved for future
reference.
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RELATED CASES

Although thisfeatureis used more often in Bankruptcy Court, District Court cases
sometimes have rel ated cases which may be of interest. Situations such as habeas cases, filed by
federal inmates, may have related criminal or state cases. In addition, bankruptcy appeasto the
District Court have arelated bankruptcy case. It isaso common to see related casesin criminal
matters and removal s from state court.

To seeif there are any related cases in aparticular matter, click on Related Cases from the
main menu and type in the number of case to be checked. You can also get to related cases
through Quick Links at the top of most case report pages.

If there are any related cases, alist will be displayed in atable below the original case
information. Intheleft column of the table, the case number is highlighted and, when clicked,
will display the Case Information. In the Links column on the right, the Docket and Caption for
the rel ated cases can be accessed.

United States District Court - District of New Mexico Related Cases Report

Sunday, September 22, 2002

Chaiek Links: Caption, Case Information, Dacket, Releted Casen

Totel Reaneds 2

Case Title: Chavez Properties, et al, v, Lorentzen, et al,
Case Number: 02cv00145

Related Case Title Status Last Updated Links
02ew00209 Chavez Properties, et 2l v Lorentzen, et al D&/0dr2002 Docket, Caption
020wl 158 Dockel, Caption

Quick Linke: Capticn, Caee Infomataon, Docket, Ralsled Cases

Sunday, September 22, 2002
Plzase mail any comements Lo the ACE Deve
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ELECTRONIC FILING

As mentioned previoudly, ectronic filing is the crux of the ACE system. It allows
registered attorneysto file pleadings and other documents electronically with the court from the
convenience of their home or office. This providesfor reduced cost and labor spent producing
and filing a pleading manually with the court.

There are several changesin electronic filing with ACE 2.0. Thefirst mgor changeisthat
all cases are deemed electronic and attorneys can file electronically to any casein District Court.
Therefore, it isno longer necessary to fileamotion to alow eectronicfilinginacase. In
addition, attorneys are no longer restricted to filing only to cases which appear on a*“ drop-down”
list a theinitial filing menu. Redesigned screens allow an attorney to simply type in the number
of the case to which he or she wantsto file.

Another change isin the way el ectronic documents are processed by the court. In ACE
1.0, eectronicaly filed documents were immediately available for viewing on-line. In ACE 2.0,
electronically filed documents are stored in an electronic “ bin” until they are processed by a
docket clerk. Once processed, the document becomes available for viewing on-line and appears
on the case docket sheet. This new processing procedure gives the court the opportunity to QC
(quality control) any documents filed with the court before they become available on-line. When
an electronically filed document is submitted to the court, the attorney receives a Confirmation of
Document Submission. Thisisthefiling receipt and can be used for service purposes.

This new processing also gives attorneys the ability to electronically file to sealed cases
and/or electronically file sealed documents with the court. In the past, attorneys were required to
file sealed documents manually with the court. However, since electronically filed documents are
now processed by docket clerks before appearing on the case docket, the docket clerk can
intercept and "quarantine” any documents designated as seal ed.

PDF For mat

Although ACE 2.0 has changed in some ways, in othersways it has stayed the same. In
order to electronically file adocument, it must still be converted into PDF format. PDF stands for
“ Portable Document Format.” Thistype of format allows a person to create adocument in
WordPerfect or Word and maintain the format and integrity of the document whenfiling it
electronically. When the document is* converted” to PDF format, it looks like a snapshot of the
original document. All the headings, tabs, spacing, etc., are maintained and when printed, |ooks
exactly like it had been printed from the original format.

Y ou must have some form of PDF Writer loaded on your computer to be ableto convert
to PDF format. There are different versions on the market, but many users opt for Adobe
Acrobat Writer. Unlike the Adobe Acrobat Reader (whichisfree), you must purchase the Writer
package from Adobe. Current prices average $250 per license. WordPerfect 9.0 and above
includes a PDF writer, but must be selected when initially installing WordPerfect.
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The following describes the steps necessary to create, convert and file apleading
electronically with the court. Please note there are aso filing instructions located on the various
ACE screens as you file your document.

STEP ONE: CREATING THE PLEADING

Y ou will create pleadings and exhibits for el ectronic filing the same way you would create
any other pleading or exhibit to be submitted to the court. Open the software package that you
use to create your documents (i.e., WordPerfect/Word). Type your pleading (or exhibit) the way
you aways do. Electronic filing does not change this part of your current process. Before
creating a PDF file of the document, save the WordPerfect/Word document as you normally
would. Once converted, a PDF file cannot be reconverted into a WordPerfect/Word format.
Therefore, if you will need to edit this document or useit in the future, you need to saveit inits
origina format.

PLEASE NOTE: Every document that isto befiled with the court, i.e., motion, affidavit, exhibit
list, must be converted into a separate PDF file. Therefore, do not combine them into one
WordPerfect/Word file.

A NOTE ABOUT SIGNATURES: In the paper world, an attorney will sign adocument
prior to filing it with the court. In the electronic world, no signature appears on the document
that isfiled. (Remember, the attorney User Name and Password act as asignature for Federal
Rule 11 purposes.) However, some people are uncomfortable with this practice. Although the
court does not requireit, you may type thewords “ Electronically Filed” inthe signature block to
indicate that the document was electronically filed and that is why no signature appears.

Y ou should also include the Certificate of Service at the end of the pleading. Again, no
signatureisrequired. However, you must type in the name of the person serving the pleading, as
well asthe date it was served.

With an exhibit, such as an Affidavit, the court suggests that you keep the originally
signed document in your paper file and filethe* unsigned” version eectronically. If thereisever
aquestion about authenticity, you will be asked to produce the original document. Please make
surethat the original document was signed and dated on or before the date it was electronically
filed. (For information regarding oversized exhibits
or exhibits not created by your office, pleaserefer to
the section on Exhibitslater in this manual.)

ok urby o3
mial| e e | bl S

= T | DEE ]
e o | e ] |
Ly

I 121

STEPTWO: CONVERTING YOUR
PLEADING TO A "PDF" FORMAT

As mentioned above, in order to save afilein
portable document format (PDF), some type of PDF
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writer must be loaded on your computer. Make sure that the document you created in step oneis
open on your computer. If using Adobe Acrobat Writer, select the print option for your software
package - thelocation of the print optionwill vary based upon the software you areusing, but it can

typically be found under the "Fil€" menu or as an icon in your toolbar.

Mint to Acrobat PDMwriter (LMT1:)

Most software packages will list the name of the
printer that you typically print to in a dialog box
smilar to the one that appears at the right. You
should click on the arrow to the right of the
“current printer” and select Acrobat PDF Writer.

Once you select Acrobat PDF Writer, click on the
Print button. The * Save PDF File As’ diaog box
will appear. Y ou will need to namethefileand sel ect
the drive and directory where you want the PDF file
to be saved. Remember, you are taking a
“ snapshot” of the WordPefect/Word document and
it becomes a separate file. You may want to creste

Save PDF File As

37cvB000. pdf

97cwl 243 pdf

97 cwB000. pdf
I7cwB00a. pdf
accrual pdf
ACE.PDF
ACE-AGEM.FDF
ACEHMND.FDF
CALROMTS.POF

£ 1S5UES

a directory on your system for saving PDF
documents. At the District Court, each user has an
ACE directory where they can store documents for
electronicfiling. Oncethe document has beenfiled,
it can bedeleted out of thisdirectory. Inaddition, wesuggest that you select “ view PDFfile€” so that
you can view the converted document in PDF format prior to filing. That way, if you notice any
mistakes, you can go back into WordPefect/Word, correct the errors and re-convert the document
into PDF. Once you have made your selections, click on OK. Adobe Acrobat Reader will launch
and your document will appear. If everything looks correct, close Acrobat Reader.

POF files [~ PDF) -] Bt 4 AISERSALYD ]

I | Bramptifor Documert i

Y ou havejust converted your pleadinginto a"PDF" file. Your origina fileisstill intact, but
should be savedif you want to accessit againinWordPerfect/Word. Y ou can now closeyour word
processing package.

STEPTHREE: ACCESSING THE COURT'SWEB SITE VIATHE INTERNET AND LOG
INTO ACE

Connect to the District of New Mexico web site as previously discussed in thismanual. In
Netscape or Microsoft Explorer, typein:

http://www.nmcourt.fed.us
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Click onthe District Court button. From the District Court Home Page, click on ACE at
the top of the web page. Y ou will be prompted for your User Name and Password. Make sure
you use an attorney level User Name and Password or you will not be able to access the e-filing
menus. Also, because the attorney User Name and Password act as asignature in the electronic
world, be sure to use the User Name and Password of the attorney authorizing thefiling. Click
on OK.

The ACE Home Page will appear. Click on Submit Document(s) for Filing.

United States District Court - District of New Mexico ACE Home Page

[Home | Help Monday, September 30, 2002
Welcome: John Q. Attorney (Court Filers - Attorney)

Reports Case Management Utilities
» Caption + Submit Document(s) for Filing + E-Mail Alerts
+ Case Information + Open MNew Casze + Edit Account Information

+ Case Search

+ Court Calendar
* Docket

+ E-Mailbox

+ Fee Schedule

* My Cases

+ Opinions

+» Related Cases

[Home | Help Monday, September 30, 2002

STEPFOUR: FILL OUT THE FILING SCREENS

Typein the Case Number

After clicking on Submit Document(s) for Filing, thescreenbel ow will appear. Aspreviously
mentioned, attorneys can now electronicaly file to any case in the District Court. Where
indicated, type in the case number and click on Continue.

Ulnited States Thstrict Connrt - District of New Mexico Tlectronic Document Submission

Monday, Uctober 28, 202

Filer: John . Aftcerew (Coutt Filers - Attornsy)

Enter Case Mamber

l—
Zonince | Resst

N onday, October 28, 2002

Frage madl sy rrnents wnthe 207 Deselapraat Team
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Document Category

If you are associated with the case, a screen with the casetitle and number will appear, with
a drop-down menu of filing category choices. If you are not associated with the case, a
notice will appear advising you to check the case number before proceeding and to file an
entry of appearance as soon as possible. Below this notice will be the drop-down menu of
filing categories. Ineither situation, the next stepisto select from one of the category choices

and click on Continue.

Document Type

Responsive Fleadings
Jainder of Claims/Parties
Motions/Memoranda

Trial Pleadings

Agency Appeal
Appeal of Magistrate Judge/Referred Judge Ruling
Appeal of District Judge/Presider Ruling

The next screen will present adrop-down menu of document type choices according to the
document category you chose. Choose the type of document you are filing and click

Continue.

United States District Court
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Motion

Memorandum

Motion and Memorandum
Response

Reply

Motice of Completion of Briefing
Stipulation

Certificate

Joinder

Addendum

Supplemental Memorandum
Unopposed Motion
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Document Description

On the next screen, you will identify the party you are representing, type abrief description
of the lead document, and identify how many attachments you are filing with the lead
document. Once you havefilled out the screen and made your selections, click continue.

Filer: John Q. Attorney (Court Filers - Attorney)

Case Title: Gray v. Artesia, City of, et al.
Case Number: 02¢v00123

Motion by

Fill in the type of Motion {required).

=l
=
Total Mumber of Attachments
|O
Continug I Reset I

Document Selection

The final screen provides alead document description based on theinformation entered on

the previousscreen andisusedto identify and "attach” the documentsyou will befilingwith
the court.

Filer: Tohn Q. Atterney (Court Filers - Attorney)

Case Title: Gray v. Artesia, City of, et al.
Case Number: 02cv00123

Lead Document Deseription: MOTICHN by Plaintff Tobn Doe to dismiss without prejudic

Selvct lvad document frequired)

| Browse...
Exhibit 1
Browse...
Eecuest File Be 'Treated As I 'I
Submit Document(z) |
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First, check that the Lead Document Descriptioniscorrect. If changesneedto bemade, click
on the back button on the browser button bar and make your corrections on the previous
page. Next, locate the lead PDF document on the drive and in the directory where it was
stored by clicking on the first Browse button. A File Upload diaog box will appear ssimilar
to the one below.

File Upload
Look in: Ia Aoe j |'=j€
1 lssues ﬁlsa.htm
A et B sig.htm
BN ef bt ﬁwebpage.htm
bt A0 5. html
Bt histanyl.htm
oxt pacer. him
Er pilat kit
File name: I Open I
Files of bppe:  |HTHML Files j Cancel |
HTHL Files -
Text [*.txt]
Executable [%.exe]
All Files [*.7]
OFRL [* fral
WRML wWorld [*.wl) b
Streaming Audio Metafiles (. lam]
AL [*.au]
AIFF [* aif,* aitf] -

By default, Netscape looksfor filesthat end in“ .html.” Your fileendsin® .pdf.” You need
to change the setting to search for thistype of file by clicking on the down arrow in Files of
Typeand selecting“ Acrobat (*.pdf)” or “ All Files(*.*).” Oncethisisdone, |locate and sel ect
your document, then click onthe Open button. Thefile* path,” i.e., location and name, will
be placed in the field next to the Browse button.

If exhibitswereidentified on the previous screen, acorresponding number of identification
boxes will appear. Click in the first box and highlight the words “ Exhibit 1” and type a
description of the exhibit. This can be as smple as “ Exhibit A” or more detailed, such as
“ Affidavit of John Doe.” Next, click onthe Browse button and locate the exhibit file on the
drive and in the directory where it was stored as described above. When selected, the file
“path” will be placed inthefield next to the Browse button. Continuethisprocessfor each
set of exhibit boxes.

Next, identify if the document(s) isto be sealed or is Ex Parte (the document will befiled as
unsea ed by default). Remember, you must submit aMotion to sea adocument and have
an Order entered before submitting a document that isto be sealed.
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Submit the Documents

Beforeclicking on the Submit button, review theinformation onthefina screen. Makesure
that the case number, document category and type, and correct PDF documents have been
selected. Ensurethat exhibits have beenidentified and their associated PDF documents are
correct. If there are any problems, you can go back through the screens (by clicking onthe

browser's Back button) and make changesasnecessary. If all isinorder, click onthe Submit
button.

STEPFIVE: HOW DO YOU KNOW IF IT WORKED?

As previously mentioned, electronically filed documents are now processed by a case
manager prior to appearing on the docket sheet. Shortly after clicking on the submit button, if there
are no problems with the transmission, you will receive an Electronic Document Submission
Confirmation as shown below.

| United States District Court - District of New Mexice Electronic Document Submission Confirmation
EI ome | Help
|Cruick Links: Cagtion, Cage Information, Diockst, Relsted Cases

‘Wedneszday, October 23, 2002

?Case Title: Duoe v. Doe
| Case Number: 97cv30000

Confirmation Nuraber: SF15E744- A75C-351B-0E20-DR766064FE2C

| Transaction Timestamp: | Wednescay, October 23, 2002, 0826:19PMEDT

Docwment(s) Submitted By: Jehn Q. Attorney

||Tead Document Type: Mobon

Document Description: TOTION by Defendant Jens Doe to Dismss Based On Collateral Estoppel

Lead Document Type: Mobon

e one

E.Dncumem Submission Results: Electroric Document Filings
File: AL CEDocuments\Sample Docsongj-pla pdl (Succeszfil)
File: QAL CEDocuments\Sample DocsbWESI-DEXA PDF (Successful)

!Q\.uck]_tnks: Cagtion, Cage Infommetion, Docket, Related Cages
[Home | Help

Wednesday, October 23, 2002

This verifiesthat the court has received the document(s)and provides information associated with
thefiling, i.e., case name, case number, and file names of the document(s) submitted. (If there are
problems with the transmission, you will receive a Failure Notification.) The document(s) DOES
NOT appear on the docket sheet at thistime. However, you can print the confirmation page and
attach it to the pleading when serving opposing counsel.

When received by the court, the document(s) are placed in an electronic “ bin” where they
reman until they have been processed by the docket clerk and entered on the court's case

management system, Once processed, the document(s) becomes available for viewing on-line via
the docket sheet.
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OPEN NEW CASE

One of the new features of ACE 2.0 for District Court is the ability to open new cases
electronicaly. Intheold system, userswererequiredto filetheoriginal complaint manually withthe
court and pay thefiling fee a the sametime. The complaint was then made available on-line after
filingand scanning. In ACE 2.0, attorneysare ableto initiate acase on-line and chargethefiling fee
to acredit card account that is on file with the court or pay the fee in person by the next business
day.

Aswith other electronicfiling, thereare basically four stepsto opening acase e ectronically:
1) convert complai nt, summonsand any attachmentsto PDF, 2) loginto ACE, 3) fill out thescreens,
and 4) submit the document(s). The mgjor differenceisthat you must also deal with afiling fee.

Onceyouloginto ACE, click on Open New Casefromthe ACE HomePage. Thefirst screen
as shown below, provides you with choices asto how you can pay thefiling fee. You canarrange
to have fees charged to a credit card account kept on file with the court. (You will only see this
optionif you already have an account onfilewith the court. Anapplicationformisavailableonour
web site at www.nmcourt.fed.us under Court Forms.) You may also chooseto bringinthefeein
person by the next businessday after filingthecomplaint. Finally, if applicable, you canchoose IFP
(In Forma Pauperis). Select an option and click on Continue.

Filer: John Q). Attormey (Court Filers - Attorney)

Case Type Civil Case (Filing Fee: $150.00)
Payment Type ]Charge my credit card on file, j
Continue ] Reset

The next screen prompts you to select the address which will be used to receive noticesand
other correspondence from the court. Some attorneys have more than one office address, and this
screen verifies which address should be used. Select at least one address and click on continue.

Filer: John Q. Attorney (Court Filers - Attorney)

Total Records: 1

Attorney, John Q.
TS District Court, District of Mew Mexico,
@ 333 Lomas Blvd, ITW
Albuguerque , NI 87102 - 2272
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The next screen identifies the filer and prompts you for information normally identified on
a Civil Cover Sheet, such as number of plaintiffs, cause of action, etc. Select the information
appropriate to the case and indicate any attachments which will be filed along with the origina
complaint. Thiswill includethesummons. Remember, any attachmentsor exhibitsmust bein PDF
format.

Total ramber of plaintiffs F
Toral namher of defendants ]

County of Action Earnalille i
Basis of Juisdiction LIS Pla At s
Type of Suit Banknatey kil
Cause of Actinn T —
=
HOTE: Cte The 12 Civil Statute Und s Wiick You Ar: Filing And Weite Bnef Statemers OF Canae. Do ot Cite Turisdict-onal Stabztes Unless
Divmrsiby
Origin of Troceading Owigins Pracesding |

Tnmher of related cases
In the District

Crutsindes U Distriet

=

Mwuber of exhibits to be sobwitted as pdf files saporase from the cowplaint. ,:l_

Comtinue | Reset

The next screen confirmstheinformation you sel ected on the previous screen. (If you notice
any errors, click on the browser Back button, select the correct information and click on Continue.)
Further down on the screen, you will typein the full name of the first plaintiff and first defendant,
aswell as other information required from the Civil Cover Shest.

veding: Cirignal Praesding

4ZTWEC
Toval Number of Relared Cases {in Distrier]: [
Toral Number of Related Cases (putsids Distdce): 0

Full Narne of 1st FluintiT |

County of Residence Bernabila =

Full Hame of 1st Defendant |

County of Residence Earnallla =

aturr af Suit 4 Fankrapics Appl 76 USG 158

©
] Rrmwse... (rawst bave o pdf extersion)

~TacTme nr
| Browse... [rwst bave a . pdf estension)
Submi Documant(s)
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Finaly, on the same screen, you are prompted to attach the PDF documents (original
complaint, summons and attachments, if any). Locate the lead PDF document on thedriveandin
the directory where it was stored by clicking on the first Browse button. A File Upload dial og box
will appear. As described previously, by default, browserslook for HTML documents. Y ou must
indicate that the document you are looking for isaPDF. Thisisdone by selecting PDF or All Files
inthe Files of Typebox. Oncethisisdone, locate and sel ect your document, then click on the Open
button. Thefile“ path,” i.e.,location and name, will be placed inthefield next to the Browse button.

File Upload 7] x|
Lookin: | /d Ace RN =

1 lssues ﬁlsa.htm

A et B sig.htm

BN ef bt ﬁwebpage.htm

bivk FAQ s html

Eet histanyl.htm

oxt pacer. him

Er pilat. kit

File name: I Open

i

Files of tppe: - |HTHML Files j Cancel

HTHL Files

Text [*.tut]
Executable [%.exe]
All Files [*.7]
OFRL [* fral

YR ML Woorld [, wrl) b
Streaming Audio Metafiles (. lam]

AL [*.au]

AIFF [ aif = aiff] -

If exhibitswereidentified on the previous screen, a corresponding number of identification
boxeswill appear (you should have at |east one exhibit box for the summons). Click inthefirst box
and highlight thewords* Attachment 1” and type adescription of theexhibit. Thiscanbeassimple
as*“ Attachment A” or more detailed, such as“ Affidavit of John Doe.” Next, click on the Browse
button and locate the exhibit file on the drive and in the directory where it was stored. When
selected, thefile® path” will be placed inthefield next to the Browse button. Continuethis process
for each set of exhibit boxes.

Beforeclicking on the Submit button, review theinformation onthefina screen. Makesure
that the caseinformationiscorrect, and that the correct PDF documents have been selected. Ensure
that attachments have been identified and their associated PDF documents are correct. If thereare
any problems, you can go back through the screens (by clicking on the browser's Back button) and
make changes as necessary. If al isin order, click on the Submit button.
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Aspreviously mentioned, el ectronically filed documentsarenow processed by adocket clerk
prior to appearing on the docket sheet. Shortly after clicking on the submit button, if there are no
problems with the transmission, the attorney will receive an Electronic Document Submission
Confirmation. This verifiesthat the court has received the document(s) and provides information
associated with the filing. (If there are problems with the transmission, the attorney will receive a
FalureNotification.) Thedocument(s) DOESNOT appear onthedocket sheet at thistime. After the
fee has been paid, the document(s) will be processed and a summons issued. At that time, a case
number will be assigned and anew docket sheet will be generated for the case. If you chooseto pay
your fee by the next business day, you will be able to pick up your summons at that time. Or, you
can elect to have it mailed to your office.
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INTERNET E-MAIL ALERT

Someindividuals may have aninterest in acase even though they arenot an official party to
that case. TheInternet E-Mail Alert system provides an easy meansfor peopleto track “ electronic”
activity in these cases without having to constantly check the docket(s). (It does not track manually
filed documents.) The Internet e-mail aert does not provide information on the type of document
filed, but it does dert the individua that there has been electronic activity so that he/she may then
check the case docket for specific information. In order to usethisfeature, you must:

1 Have an ACE User Name and password
2. Know the case number of the case(s) you wish to add
3. Have an Internet e-mail account

When someone files a document electronically in a case that you have selected, you will
receivean e-mail alert noting the case number and that there has been el ectronic activity in the case.
Y ou can then go to the docket sheet to view the full text of the document after the document has
been entered on the docket. You may also obtain the document in person at the courthouse or
request afaxed copy from the court’ s copy center.

If you are an attorney participating in the court’s eectronic filing program, you will
automatically receive acopy in your ACE E-Mailbox of anything that isfiled electronically in one
of your casesafter it has been docketed. Some attorneyshavereported that they forget to check their
ACE mailbox and requested another means of notification when documentsarefiled. The Internet
e-mail alert system servesthispurpose. Please note, however, that this systemisnot considered to
be notice from the court. It is strictly a service provided by the court as a courtesy to users.

To associateyourself to acase, click onthe E-Mail Alert link fromthe ACE HomePage. The
following screen will appear:

United States District Court - Distriet of New Mexico Email Alert Manager
[Home | Links | Help Mbnday, June 30, 2003

User: ACE T. Rayner

DISCT.ATMER: The Email Alertis a service prowided by ACE as a rourtesy to msers The alert sends a measage o
the uzers' mtemet emal address that an elestrome fling has been made in a case. The Tited State District Court and
ACE are Mot responsble Zor the cperatiorn or reliability of your mnternet service provider or the internet itzel”

THESE ALERTS ARE NOT NOTICE OF FILINGS. USE OF THIS SERVICE DOES NOT CHANGE
THE DBLIGATION OF ATTORTEYS OR PARTTES ASSOCIATED WITH A CASE TO CHECK
THEIR ELECTRONIC MATLBOX, FAX MACHINE, OR U.8. POSTAL SERVICE LATL BOX EACH
DAY REGARDLESS OF WHETHER AN ATERT IS RECEIVED.

Available Email Addresses Add/Edil |

Mo email addresses found.

You must enter at least one email address to receive an email alert for a case.
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Beforeyou can associate yourself withacase, you must first enter ane-mail addresswheretheaderts
will besent. Click onthe® Add/Edit” next to Available Email Addresses. Thefollowing screenwill
appear.

Umited Stales Disinicl Courl - Disirict of New Mexico Eral Alerl Marager
[Home | Links | Help
Links: Eriail &lert Manager

Monday, June 30, 2003

User: &7E T. Ezyaer

Fnter Email Address tn Add ta Tist
| Add

Mo email addresses found.

S ta kMansge-

NOTES:

& Teer: may enter uz to 10 email addreszes.
& Editirg an exiztng emad acdres: will effect all caser aszociated to the onpinal emall address

+ Remowal of an emad address which w2 the anly one azsign=d o 2 caze cancels the emat alers for that case.

Typeinyour Internet e-mail address as indicated and click on Add. Y ou can enter up to 10 email
addresses. This may be helpful if you want to have more than one person recelve email aertsfor a

case. After enteringyour e-mail address, click onthe Returnto Manager button. Thiswill bringyou
back to the e-mail alert screen.

User: ACE T. Rayner

DISCLAIWER: The Email Alert iz a service provided by ACE as a courtesy to vsers. The alert sends a message to
the users' internet emeil address that an electrenic filing has been tnade in a case. The United State District Court and
ACE are Mot responsible for the operation or rebiability of your internet service provider or the mnternet itzell

THESE ALERTS ARE INOT NOTICE OF FILINGS. USE OF THIS SERVICE DOES NOT CHANGE
THE OBLIGATION OF ATTORNEYS OR PARTIES ASSOCIATED WITH A CASE TO CHECK
THETR ET.ECTRONIC MATTROX, FAX MACHTNE, OR TI.R. POSTAT. SERVICTE MATI. ROX FACH
DAY REGARDLESS OF WHETHER AN ALERT IS RECEIVED.

Available Email Addresses Add/Edit |

* aretramni@mmeonrt fed ns |

Mo cases have been selected.

AddCase |
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To add acase, click onthe* Add Case” button. The following screen will appear.

United States Distriet Court - Distriet of New Mexico
[Home | Links | Help
Links: Emal Alert M anager

Email Alert Manager
MMonday, June 30, 2003

User: ACE T. Rayner

Enter case numher to add to email alert list

—

(Ex: 03cwl23 or 97 123)

Search | Feset |

Links: Emal Alert Manager

Monday, June 30, 2003

Please mail sy nnmments tn the ACE Develnpment Teaty ACE201

Type in the case number of the case for which you want to receive aerts and click on search. A

screensimilar to theonebel ow will appear. The screengivesyou thetitleand other caseinformation.
Next, choose which email addressesto include for aerts. Then click update.

United States District Court - District of New Mexico
[Home | Links | Help
Links: Email Alert Ianager | Caption, Case Information, Docket, Related Cases

Email Alert Manager
Monday, June 30, 2003|

Case Title: Gray v. Artesia, City of, et al.
Case Number: 02cv00123

Judge(s): Referred: Magistrate Judge Karen B. Molzen
Presiding: Magistrate Judge Leslie C. Smith
Office: Santa Fe

Please select the email addresses you wish to receive alerts from for case 02cv00123. If no email
addresses are selected then case 02¢v00123 will he removed from your alert list.

Include? Email Addresses

I~ acetram@nmeourt. fed. us

Update | Resetl
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Youwill beginreceiving e-mail alertsregarding the caseyou requested. Y ou cansignupfor asmany
cases asyou wish. To stop receiving derts, simply check the” Remove” box next to the case you
want to stop and click onthe“ Update” button.

United States District Court - District of New Mexico Email Alert Manager
Home | Links | Help Monday, June 30, 2003

User: ACET. Eayner

DISCLAIWER: The Email Alert iz a servize provided by ACE as a courtesy to users. Tae alert sends a message to the
uzers' internet email address that an electronc filing has been made in a case. The TTnited Ztate Distric: Court and ACE are
Mot responsible for the operation or reliability of your internet servize prowider or the interaet itself

THESE ALERTS ARE NOT NOTICE OF FILINGS. USE CF THIS SERVICE DOES NOT CHANGE THE
OBLIGATION OF ATTORIEYS OR PARTIES ASSOCIATED WITH A CASE TO CHECK THEIR
ELECTRONIC MATLBOX, FAX MACHINE, OR U.8. POSTAL SERVICE MAIT BOX EACH DAY
REGARDLESS OF WHETHER AN ALERT IS EECEIVED.

Available Email Addresses AddEdit |

+ acetrain@nmeourt. fedus |

Total Cases Selected: 1

Hemove? | Case Number Title Email Links
r 02cx00123 Sray v. Artzsia, City of, et al ‘ acetrain@nmcourt.fed us Edt| Docket, Caption

Update | AddCase |
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COURT FORMS

In 1998, the court received afederal grant to convert al of its court formsto an eectronic
format. Asaresult, dl District Court formsareavailableintwo e ectronicformats. ThefirstisPDF,
which canbe printed for usein atypewriter. The second format isFML, which can befilled out on-
line and then printed for manual filing or converted into PDF for eectronic filing. Both of these
formats need specia pluginsthat can be downloaded for free from the publishers. There arelinks
on the home page and forms page to both publishers.

To access forms, go to the District of New Mexico’ s main web site and click on * Court
Forms.” The following page will appear:

Court Forms

All forms are available in Acrobat PDF, OmmniForm FML, and when possible, WordPefect 5.1 and DOS/HTML text formats. Free reader/filler downloads
and instructions on configuring your browser are availahle from Adobe (PDF)and Omniform (FML). The OmniForm format allows you to fill out the
form online with the free download. The form can then be printed for paper filing or corveried to PDF for electronic filing. Please note, however, the
Omniform format does not allow you to save the completed form in FML to be accessed later. All fields will be cleared when the form is closed. PLEASE
NOTE: YOU SHOULD PRINT ALL PAGES OF A FORM, INCLUDING INSTRUCTIONS, AND BRING THEM TO THE CLERK'S OFFICE FOR FILING.
COURT PERS ONNEL WILL ADVISE WHICH PAGES MNEED TO BE FILED.

b)escr.iytion El?:uat ’FML Format ‘Oﬂwr Format
WWW Access Request Form [ [ HTML (261
|pplication for Admission to Federal Bar (SF - 001) PDE(12E) |FMLGa ||
r,&pplicalnnﬂur Admission to 10th Cir. Court of Appeals 10th Cireuit Web Site
[Cause of Action Codes [PDE cso7ig || [
[Civil Cover Sheet (JS 44 Rev.3/99) PDE 20w [FMLT7R
|Civil Rights Complaint (42 U.5.C. Sec. 1983) PoF 16K [FraL ey ||
[Civil Summons FDE 6l |FML2ER |
[CJA Letter - Appoiniment of Counsel PDE12R) || [
|CJA SF-002 - Application for Membership PDF 168 |FML @2 ||
[
|CJA 20 Appointment of and Authority to Pay Court Appointed Counsel (Rev. 5/99) @ (15K) FML (34K L\%E)D
|
VED
!i:.m 21 Auihorization and Voucher For Expert and Other Services (Rev. 5/99) @ (158 FML C® g "
|CJA 23 Financial Affidavit (Rev. 5/98) PDE(158) |FML G4 ||
CJA 24 Authorization and Voucher for Payment of Transcript (Rev. 5/99) m (15K IEML Gty ‘;‘:;D

Note there are columns to the right of the form name listing the different formats available. If you
just want to print out acopy of the form, either format will do. However if you want to complete
the form on-line, you should use the FML format. When you click on the FML link, the form will
appear as shown on the next page.
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Notethe areas highlighted in yellow. These areas can befilled in and the form can then be printed.
Please note, however, that the form cannot be saved with the information filled in unless it is
converted into PDF format. Oncein PDF format, it cannot be edited. To convert to PDF, click on
PRINT and select Adobe PDF Writer as the printer.

J5 44 (Rav. 3/80)

1. (a) PLAINTIFFS

CIVIL COVER SHEET

(b)) o uwTv o F AREEINENGED F FIRSTLISTED PLAINTIFF

[EXCEPTIN U.S. PLAINTIFF CASES)

DEFEHDAHTS

The J5-44 civil cower sheet and infarmation contained herain neither replace nor supplement the filing and zervice of pleadings or ather papers as required
by lam, eccept 3 provided by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is required for the e
of the Cled of Court for the purpoze of initiating the civil docet sheet. (SEE INSTRUCTIONS OM THE REWVERSE OF THE FORR.)

COUNTYOF AEEID BWC EOF FIRST LIETED DEFENDANT

[N U.S. PLAINTIFF CASES OMLYY

HOTE: IM LAND COMNDEBAMATION CASES, US ETHE LOCGATION OF THE
TRAGCTOF LAND MWD LVED.

[©) ATTORMETE (F IFM A, AD DREE 2, AN TELEF HONE MU ER)

ATTO RNETE (IF KNOWIN)

Il. BASIS OF JURISDICTIOH CPLACE AN = IN ONE BOX ONLY)

O 1 UL Government O= Federal Queston

Flairdiff (U5, Government Mot a Parby)
O 2z .5, Gowernmert O+ Diversity
[efendant {Indicate Citzenship of Parties
in ltem 0

. CITIZEHSHIP OF PRINCIPAL PARTIES (pLazean " 4o HE B0 FO R PLANTIFF

[For Diversity Cases Onhyd)

Citzen of This State

Citzen of Another State Oz 0Oz

Citizen or Subjectofa O3 O3

Foreign Country

FTF DEF
o! ol

SND 0N E B RO A DEF END ANT )
FTF DEF
Incorporated or Frincipal Place O g O4q
of Business In This State
Inzorporated and Principal Place O Os
of Business In Another State

Foreign Mation Os Os

IV, NATURE OF SUIT (PLACE AN "X" ¥ ONEBOX ONLY)

If thereare any formsthat you will be using that do not appear on the court'sweb sites, please notify
the Webmaster so it can be scanned and converted for use on the Internet.
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RELATED COURT INFORMATION

CASE OPENING AND FEE COLLECTION

ACE 2.0 alows cases to be opened electronically. The court has provided two fee
payment options for attorneys opening cases on-line. Thefirst requires the attorney to cometo
the court and pay the filing fee in person by the end of the next business day after filing theinitial
complaint. The second option allows an attorney to keep credit card account information onfile
with the court. When opening a case on-ling, filing fees can be charged to this account.

CERTIFICATE OF SERVICE

When preparing your pleading, please include the Certificate of Service onthe pleading itself. Do
not prepare a separate Certificate. When filing the document, please remember to type in your
name and the date of service. Thisinformation is used when docketing the pleading in our
internal case management system.

CONFORMED COPIES

To obtain aconformed copy of any electronically filed document, go to the docket sheet
inthat case, locate the document you are interested in, then click on Document Verification
under the Reference column for that document. Print out the Document Verification and attach
it to acopy of the pleading. See copy requirements bel ow.

COPY REQUIREMENTS

The court copy requirements are waived for al electronically filed documents. If you are
unableto file adocument electronically for some reason and fileit at the counter, you must file
the pleading with the required number of copies.

DROPBOX RULE

The District Court discontinued use of adrop box in 2001. However, for purposes of
deadlines, the drop box rule appliesto eectronically filed documents. For example, if you filea
document on Saturday, December 1, 2002, at 11:00 p.m., the system will show that the file date
and timewere 12/1/02 at 11:00 p.m. If aquestion comes up regarding deadlines, your document
will be considered filed with the court as of Friday, November 30 at 12:00 midnight, just as
though you had filed the document through the drop box. Please note: attorneysare
responsible for knowing when a document was actually due when calendaring or tracking
dates.
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EXHIBITS

Attorneys can file exhibits electronically or manually with the court. Thefollowing are
frequently asked questions regarding the filing of exhibits:

Q. How dol filean exhibit electronically.

A. Aswith any document filed electronically with the court, all exhibits must bein PDF format.
Therefore, if you have five affidavits you want to file, each will have to be converted into itsown
PDFfile.

Q. What if | didn’t create the exhibit? How can | convert it into PDF?

A\.. If you did not create the exhibit, i.e., you do not have a copy on your computer to convert, it
can be scanned in asaPDF. Make sure your scanner software supports PDF.

Q. What if I don’t have a scanner? What if the exhibit is over sized or too big for the
scanner ?

A. If you are unable to convert an exhibit into PDF for any reason, you can always file that
exhibit manually with the court. If you file exhibits manually with the court in connection with
an electronically filed document, you should e ectronicaly file an “ Exhibit List” with the original
pleading listing the documents that were manually filed. The Exhibit List would befiled asan

“ Exhibit/Attachment” and must be converted into a PDF document.

In addition, you must file the exhibits on the date the origina document isdue. If you liveina
remote area, you can mail the exhibits on the same date. We will go by the postmarked date.

Q. Can | file some exhibits manually and some exhibits electronically?

A. Yes. Inaddition to the electronically filed exhibits, you should aso file an“ Exhibit List”
listing those documents filed manually.

Q. How do | electronically file documentswhich require signatur es, such as Affidavits?

A. If anexhibit requires asignature, you can do severa things:

1 File the document manually; OR
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2. Prepare and print the document; have it signed and notarized as usual, then scan
theorigina inasaPDF andfileit electronically. Be sureto keep the origina in
your file; OR

3. Prepare and print the document; have it signed and notarized as usual, then keep
theorigina inthefile. Convert the unsigned document into PDF and
electronically fileit with the court. If thereisany questions about authenticity,
you will be asked to produce the origina document. Make sure you have the
origind affidavit signed and dated on or before the date you el ectronicaly file the
unsigned copy.

Q. Howdol handle* Duplicate Exhibits,” i.e., those exhibits that have been filed before
but arereferred toin another document.

A. Anexhibit should be submitted only once and may later be referred to by document title
and filing date. An exhibit may be submitted more than once, however, if the submitting party
wishes to bring to the Court's attention portions of the exhibit different from those previously

highlighted under D.N.M.LR-Civ. 10.6.

Q. How do| “ highlight” electronically filed exhibits.

A. Most word processing programs have a highlighting tool which alows you to highlight lines
of text in adocument. When you convert the document into PDF, this highlighting will be
transferred. Y ou can also go into Adobe Acrobat Exchange and highlight the lines after the
document has been converted into PDF.

EOD/OFFICIAL FILING DATE

Thefiled date for an € ectronic document isthe dateit is submitted to the court. Your eectronic
document is then docketed into our court ICMS or BANCAP database. The* Entered On
Docket” date (EOD) isthe date the case manager dockets the information into one of these
databases.

HARDWARE/SOFTWARE NEEDED TO START ELECTRONIC FILING

Before you can electronically file documents with the court, you will need the following:

Software
1 Netscape, Internet Explorer or other browser software
2. Adobe Acrobat or other PDF writer
3. A Windows-based or Macintosh word processor or forms creation program to
create pleadings
Hardware
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Lo

Macintosh computer running system 7.0 or later or
2. PC running Microsoft Windows -- the PC must be at |east a 486, 66 MHZ machine

3. At least 16 MB of RAM
4, A modem running at |east 28.8 kbs or adirect Internet connection
5. Image scanner (nice to have, not required)

For additiona information regarding hardware and software specifications, please
cal our offices at 505-348-2082 (district court) or 505-248-6509 (bankruptcy court).

INCORRECT OR “BAD” FILINGS

When adocument is electronically filed with the court, it is placed in an “ electronic” BIN
until adocket clerk processes the document and entersit on the docket. However, there will be
times when the wrong document is accidently filed or adocument isfiled in the wrong case and
isoverlooked by the docket clerk. Inthese instances, the docket entry for the incorrectly filed
document will remain on the Court’ s docket, but the notation” Filed in Error” will be added.
Incorrectly filed documents remain in the record unless removal is ordered by the court. The
court iscurrently reviewing thisissue. Please note, if an error is noticed by an attorney, he or she
should notify the court immediately.

It isthe Filer’sresponsibility to ensurethat the correct document isfiled in the
correct case. The correct document may be filed at any time during the above-described
procedure.

INITIATING ELECTRONIC FILING IN A CASE

All casesinthe District Court are deemed electronic, so it isno longer necessary to initiate
electronicfiling in acase.

LARGE OR OVERSIZED DOCUMENTS

At thistime, the court isadhering to Local Rule 7.7 - Length of Motion and Brief which
states:

The combined length of a motion and supporting brief must not
exceed twenty-seven (27) double-spaced pages. A response brief
must not exceed twenty-four (24) double-spaced pages. A reply
brief must not exceed twelve (12) double-spaced pages.

and 10.5 - Page Limit for Exhibits, which states:

Exhibits to amotion, response or reply, including excerptsfrom a
deposition, must not exceed fifty (50) pages unless all parties agree
otherwise. If agreement cannot be reached, then the party seeking
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to exceed the page limit must file amotion in accordance with
D.N.M.LR-Civ. 7. A party may file only those pages of an exhibit
which are to be brought to the Court's attention.

NOTICING BY THE COURT

Chambers staff are currently able to file court generated documents (notices, orders,
opinions, etc.) electronically through the ACE system using procedures similar to the steps
outlined inthismanual. After someone in chambers files adocument electronically, it is placed
inthe BIN for processing. Once processed, the document is sent to the noticing system. The
system faxes notices to parties who have opted to receive their notice viafax, then prints out
notices and labels for parties who will receive notice by mail. Parties also have the option of
receiving notice e ectronicaly in the attorney’ s ACE Mailbox. These notices are sent to the
attorney’ s ACE Mailbox when the document is entered on the docket.

SEALED DOCUMENTS & CASES

ACE 2.0 allows electronic filing in seadled cases. In the past, attorneys were required to file seded
documents manually with the court. However, since electronically filed documents are now
processed by docket clerks before appearing on the case docket, the case manager can intercept
and “ quarantineg” any documents designated as sealed. When electronically filing adocument,
the attorney must indicate if the document should be sealed on the Document Sel ection screen.
If aelectronic document is sealed by the court, it isunavailable for viewing on-line. Likewise,
sealed cases are only accessible by attorneys associated with the case. PLEASE NOTE: A
document may not befiled as“ sealed” unlessleave of the court has been obtained. An
attorney should file a motion requesting that the document be sealed and an order must be
issued prior tofiling the sealed document. |F NO ORDER HASBEEN ISSUED, THE
DOCUMENT WILL BE TREATED ASUNSEALED.

SERVICE

It isthe responsibility of the attorney or party to properly serve the other partiesin the case.
Service by ACE mailbox, fax or email is possible when agreed to by all parties.

SYSTEM AVAILABILITY

The electronic filing system was designed to be available seven days aweek. The systemis
unavailable for severa hoursbeginning at 11:00 p.m. so that we can run backups and
maintenance. Our systems staff make ever effort to ensure that the electronic filing systemis
availableto usersat al other times of the day. Despite these efforts, there may be occasions
when you are unable to reach the system. We anticipate that this typically will not occur for any
extended length of time. The first suggestion would be to exit the system and try back again. If
you are unable to electronicaly file a pleading due to the system being down, please take the
follow steps:

United States District Court
Attorney Training Manual Page 49 of 52



1 Cdl Marte Adams at 505-348-2012 at the U.S. District Court and explain that you
are having trouble connecting to the server. If you reach her answering machine,
|eave a message that you are faxing a copy of the document and exhibits. (If
phone lines are down and you are unable to contact Marte or fax your documents,
YOU MUST BRING THEM TO THE CLERK’SOFFICE FOR FILING.)

2. Fax your compl eted document and exhibits to 505-348-2028. Y our fax machine
should confirm transmission. The Clerk’ s Office fax machine will indicate the
date and time the fax was sent on the document. If your fax machine does not
confirm the fax was sent, please call the Clerk’ s Officeto verify the document was
received.

3. As soon as you are able to make a connection to the server, submit the same
document electronically, then call the Clerk’ s Office and let them know that the
faxed document is now available on the system. The Clerk’s Officewill back date
your electronic document to reflect the date and time on the fax transmission.

Please note: Y ou always have the option of filing documents manually over the counter.
Such documentswill be scanned into the electronicfile.
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APPENDIX A

ACCOUNT REQUEST FORM
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APPENDIX B

AUTHORIZATION TO SEND ORDERS
AND JUDGMENTSBY FACSIMILE TRANSMISSION
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