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INTRODUCTION

Our court isanational leader in court innovation and technology. 1n 1996, the District of
New Mexico became the first Federal Court in the nation to establish a presence on the Internet.
Since that time, most districts have recognized the importance of providing e ectronic accessto
court records. Asaresult, as people become comfortable with the Internet, more demands are
being made for instant access to information and services from the convenience of home and
office.

In response to those demands, in 1997 the District of New Mexico successfully launched
amajor modernization project named Advanced Court Engineering (ACE), which is quickly
becoming a standard in eectronic filing technology. It provides the capahility for eectronic filing
over the Internet, reduced paper flow, enhanced case tracking, and World Wide Web
access to court records such as opinions, calendars, docket sheets, and pleadings. Recently, the
ACE project has expanded to include Auto-Noticing, Internet E-Mail alerts and Advisary Case
Openings in Bankruptcy Court. In the near future, case opening will be extended to District
Court and filing fees will be accepted via the Internet with approved accounts.

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 instructions to file documents el ectronically with the federal court.

If you would like further training for yoursalf 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’ s web site, you must have a computer which can connect to the
Internet via a network or modem. (Check with your Systems Administrator to seeif your
desktop computer is so equipped.) You will also need an Internet Service Provider account
through a company such as America On-Line (AOL), Prodigy, Technet, Flashnet, 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 Explorer. Thiswill alow you to
search for and view web sites on the Internet.

To access the U.S. District Court web site, typein:

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, U.S.
Probation and 10th Circuit Library. For the purposes of thistraining, we will be accessing the
U.S. District Court.

Click on the U.S. District Court Button.

% US Courts Home Page - Netscape

United States Courts

District of New Mexico

1JS District Court

US Pretrial Services IS Probation

US Bankruptcy Court

Tenth Circuit Library, Albuquerque Branch

This site has been visited 113407 times since August 1st, 1996,

Thiz document was last modified on April 26, 1999
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Thiswill bring you to the U.S. District Court home page and the starting point to access
information on eectronic filing, court forms, chambers information and links to other court web
sites around the country.

3 USDC Home Page - Netscape

Fie Edit Miew Go Communicatar Help

|| Back fonsd Feload  Home  Seach Metsape  Fiof  Seewity  Shep  Ciop

7 l#TBookmaks i Netsie: [rtp: Ao nmcout fed.us/dodoes/ | E7 what's Relsted
o United States District Court r
acenct | District of New Mexico ¥

.
Request Account / Setting the Standard for Tamarrow's Caurt Techna bEY’

Attorney Servicesl @
i News and Notices -

Public Services &\w,‘i Clerk's Corner
Court Forms ¢

Court Info

\
l’ Docket Sheets Elgctronic Filing Count Calendar Court Opinions Internet Bmail Alert
Chamber's Info J Local Bules ! ive Orders Prodfe Packet CIA Info Eecords
Employment
Couirt. Links f The Future is Here!

What you need to know about Electronic Filing in the U.S. District Court!

As attorneys become more farmiiar with technology, they have begun to express an mterest in electromc fikng. However, as easy as
it is to use, it is not something you can start on a whim. There are certain procedures that need to be followed before someone can
begin electronic filing  The following list will help guide you through the process and get you connected

Legal Links

-_—

i * Advanced Court Enginee ACE * Case Opeming and Fees

h * FAQs about Electronic Filing * Initiating an Electromc Case
( » Before you Begin, First things First * Motion Packet Bule

A * Access to the Svstem * Secunty

E * Traning * Court Contacts

"1

The U.S. District Court in Albuguerque is hotme to one of the most technologically
advanced courts in the nation. When designing our new federal building, we wanted to
create a courthouse for the 21st century that would demonstrate the successful miegration of
technology and justice. Click at the right to find out about cur Digial Ewidence Presentation

—

| System and much, much more Court Technology

r 3
| ) The District of New Mexico is committed to providing access to court information through the Internet W =
= == |Document: Done S P

| #i5tan | 3 Lodic Fioet cbtai teib.. |[BEUSDC Home Page - . | () Evploing -Wirnk | B corel wordPertect - T3 |
WHAT' SAVAILABLE ON THE U.S. DISTRICT COURT HOME PAGE

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

Home Page

Clerk'sCorner: Providesinformation and news from the Clerk of the Court, including
the clerk's biography and annual report.

News and Notices. Providesinformation on the latest news from the U.S. District Court,
aswell asany new Notices or Administrative Orders issued by the court's judges.
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Court Technology: Providesinformation on courtroom technology available to attorneys
such as Digital Evidence Presentation System and realtime court reporting.

ACE/XCI PAGE - Advanced Court Engineering

Request Account - Thislink provides instructions on requesting an account to access
electronic filing, docket sheets and other court information. More information on
obtaining an account is described in the next section.

User Profile- Thislink allows registered usersto change their passwords and email
addresses. You must have a User Name and password to access this feature.

ACE FAQg/Reference Manual - Because our court is an innovator in eectronic filing,
we have provided information for other courts regarding our Advanced Court Engineering
electronic filing project. The ACE FAQs and Reference Manual documents the history
and technical data regarding the project so that other courts may learn from our
experience.

ACE Handbook - Thisisahandbook about the ACE eectronic filing system designed for
attorneys. It providesinformation on setting up hardware and software to eectronically
file from alaw office computer. It aso providesinformation on rules and regulations
established for eectronic filing. The document requires Adobe Acrobat Reader, which
can be downloaded for free from the Adobe web site:
(http://www.adobe.com/prodindex/acrobat/readstep.html).

ACE Training Manual - An dectronic version of the court's attorney training manual
which includes step by step instructions on eectronic filing. Requires Adobe Acrobat
Reader.

Auto Noticing - Thislink allows attorneys and partiesin civil and criminal casesto
choose the method of receiving notices from the court. Requires Adobe Acrobat Reader.

Email Alert - Thislink allows registered usersto sign up to be notified via e-mail when
thereis eectronic activity in aparticular case. Thisisnot an official court notice, but
merely an alert provided to interested parties. Theaert isfor eectronicaly filed
documents only. You must have a User Name and password to access this feature.

CLE Training - Information on the court's CLE training on e ectronic filing and access to
court information on the Internet.

XCI - Information on the court's current research and devel opment project on
standardization of eectronic filing protocol using Extensible Markup Language (XML).
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Attorney and Public Services

Access to most of the information and services in this section requires a User Name and
password. At thistime, thereisno charge for accessing court information. However, at some
time in the future, the court will be required to charge afee. Userswill be notified before such
feesareimplemented. Thefollowing briefly describe each feature under Advanced Court
Engineering and notes if an account is required.

Electronic Filing - Thisisthe crux of the ACE project. Thislink allows registered
attorneys (or other authorized partiesin a case) to file documents e ectronically with the
court. Thisfeatureisonly available to attorneys admitted to practice before the federal
bar in New Mexico or those parties authorized by the court. You must have a User Name
and password with an attorney level account to use this feature.

Docket sheets - Thisisone of the most popular features of ACE. Thislink allows
registered usersto search court docket sheetsin civil and criminal cases. You must have a
User Name and password to access this feature.

Court Calendar - For attorneys and court personnd only. Thislink allows registered
usersto view the court’sreal time calendar for trials, hearings and other case matters.

Y ou must have a User Name and password with a court personnel or an attorney level
account to access this feature.

Court Opinions - A valuable resource for attorneys preparing for hearings and
conferences. Thisfeatureisalso availableto the general public. Thislink allows
registered usersto search District of New Mexico court opinions. Y ou must have a User
Name and password to access this feature.

Court Forms
Provides U.S. District Court Formsin avariety of formats. Requires Adobe Acrobat Reader
and/or OmniForm Filler.

Court Info
Lists addresses, phone numbers, and hoursfor al divisonal offices and other court information,
including jury, pro se and CJA information, local rules, administrative orders and federa holidays.

ChambersInfo

Provides access to information on jury instructions, trial preparations, etc., for the District of New
Mexico Judges. Some documents will require Adobe Acrobat Reader and/or OmniForm Filler.

Employment

United States District Court
Attorney Training Manual Page 8 of 47



Provides information on employment opportunities with the Federal Government and Federal
Courts.

Court Links
Provides Internet links to other Federal Court web sites

Legal Links

Provides alink to findlaw.com, a clearinghouse of law related web sites. The federal court does
not guarantee the validity of these links and is not responsible for the content of the sites. These
links are provided as a courtesy to users only.
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REQUESTING AN ACCOUNT

As mentioned above, some of the information and services available on our web site can
only be accessed with User Name and Password. To obtain an ACE account, go to the U.S.
Digtrict Court home page and click on Request Account under Advanced Court Engineering.
Follow theinstructions. Please note that if you are requesting an attorney level account, we do
require an original signature on file. Please print out the form provided, sign and date it and mall
it to the court. A copy of the form has been included in Appendix A of this manual.

There are currently three types of accounts available. Account types determine the access
level an individual has on our web site.

Type Services available Requirements
Level 3 - Attorney Electronic filing, Court Admitted to practicein the
Master Calendar, Docket US District Court of New

Reports, Opinion Retrieval, Mexico in good standing.
E-Mail alert, Auto-Noticing

Level 4 - Court family Court Master Calendar, Federal Court and related
Docket Reports, Opinion agencies, including law firms.
Retrieval, E-Mail aert

Level 5- Public Docket Reports, Opinion None
Retrieval, E-Mail aert

At thistime, there are no fees being charged to access information on our web site. However,
feesarelikely to be imposed in the future. Userswill beinformed prior to this change occurring.
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ATTORNEY AND PUBLIC SERVICES

The following section provides instructions on accessing certain features available under
Attorney and Public Services. As mentioned above, many of these features require a User Name
and Password. (Pleaserefer to the previous section for instructions on obtaining an ACE
account.)

As an attorney, your User Name and Password act as your signature when eectronically
filing documents with the court. Therefore, it should be kept confidential and only given out to
employees who will be eectronically filing on your behalf (secretary, paralegal). Although we
have not had any instances of abusein thisarea, it isbest to play it safe.

When accessing a feature which requires an User Name and Password, you will be
prompted with the following screen:

Uzername and Pazsword Required Ed

Enter username for ACE at v, nmcourt.fed. us:

Idzer Mame: I

Faszwoard: I

QEk. I Cancel

Remember to typein both your User Name and Password in all lowercase |etters, without spaces
between names or letters. Then click on OK. Please note that once you enter your User Name
and Password, you will not be prompted again during the session. Therefore, it isimportant to
close your browser when you are through accessing court information, particularly when
eectronicaly filing. Thiswill prevent accidental and intentional misuse of eectronic Sgnatures.

Viewing Docket Sheets

Of all the features available on our web site, accessing Docket Sheets is the 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
electronicaly filed in a given case.

To access, click on Docket Sheets under Attorney or Public Services, or the Docket
Sheets link from the home page. Typein your User Name and Password and click OK.
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You will be presented with the following screen:

b # B2 -

Asindicated, you can search our database using several criteria. If you know the case number,
click on Display Docket Sheet. The following screen will appear:

Typein the case number asindicated and click on Display Docket Sheet.
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A docket sheet similar to the one below will appear:

£ Docket Report for: Doe v. Doe - Netscape

Fie Edt View Go Communicator Help

e o A G e £ 4 oa

Back ool Robad Home Sesch  Guids Pt Seouity  Sion

% ¢ Bookmaks £ Netsite [t s roncort e s /satchy dern e oy |
Docket Report for: Doe v. Doe
Case Number: 97cv80000 (ACE
File | 5on um Description Ref
Date
07/12/99 46 MEMORANDURM OPTNION by Senior Tudge Santiage E. Campos  [dfs
ordering plaintiff's to file findings (2
07/01/9% 45 NOTICE by Clerk of Court before Chief Magistrate William Deaton | Calendar (61
to set hearing date. (34K) WA ffidamt 6k
dfs
06/30/99 44 | WMINUTE ORDER transferring this case to the Honorable Steven dfs
Schiff 6%
06/30/59 43 MINUTE ORDEE. that a Clerk's Entry of Default against deft. Deeis  |dfs
hereby entered. (7k)
06/25/99 42 |ORDER by Magstrate Judge Joe H. Galvan denying defendants' dfs
motion to compel 7k
06/25/99 41 MOTION by plaintiff Tohn Doe to compel Mitch to add me to all Exzhibit & 21 i |
=l |Document: Done El w

#sta| BY ConlworcPete..| untiled-Paint_ |[EE Docket Repo. (= Lycia Fiper ceM...| 6 Message Mana. | [NPA&E, 3474

At the top of the docket sheet, you will notice that the Case Number is highlighted in blue. In the
above example, the Case Number hastheword “ ACE” next toit. Thisindicatesthat thisisan
electronic case. That meansthat at least one attorney in the case isfiling eectronically. (In

New Mexico, you are not obligated to file ectronically. Therefore, we alow “ mixed’ casesin
which only one attorney isfiling electronically. See Mixed Cases later in this manual)

If you click on the Case Number, it will take you to the “caption” page as shown below. The
caption page isasummary of case information, including the names, addresses and phone
numbers of each attorney appearing in the case. Many people print out the caption page and

pes
Fie.
1] e Seach Metscape Firt  Seculy  Shop Gl
i " Bookmaks A Netsite: [ tips: 2w nmoourtfed usdsearch/ donm/S7cvB0000/ caplbackward} nay. =] @17 what's Felated
| [REFER ||
Tnited States Distriet Court
District of New Mexico
Albuguerque
Civil Docket Report
Case Number: 97cv80000 (ACE)
Doe [Filed: 081011997
v.
Doe [Termed: e
F
I

County: Bernalill =

Dollar Demand: S0 [Nature of Suit: 890

|Jury Demand: Defendant |Jurisdiction: [Federal Question

Cause of Action: 28:1331 Fed.

|Assigned To: [District Judge H. Vearle Payne |
[Referred To: Mediator |
PARTY ATTORNEY
John Doe Marte Adams
plaintif,
John Q. Attormey
Sheila Rayhorn

| =l

Fo= [Document Done

i#Start | & Lydia Piper oo Mai Maib... || Docket Report for: _.. | (& Exploring -Winnt | B Corel\wardPertoct - [TAC..| [#funiited -Paint

' éN MIEE: 347
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stapleit to theinside of the casefile for reference and service purposes. When finished viewing
the caption page, click on the Case Number at the top of the page and you will get back to the
Docket Sheet.

Thefirst column on the docket sheet refersto the Official Filing Date; i.e., the date the court
received the document. The “EOD” date isthe Entry on Docket date. Thisisthe date that the
court clerk officially entered the date on the Court’sinternal case management system. The EOD
date is used for scheduling appeals. Documentsin the District of New Mexico are numbered
according to their order of filing, which isindicated under the “Num” column. This number can
be used when calling the Records office to obtain a copy. In the Description Column, note the

‘r‘,;' Docket Report for: Doe v. Doe - Metscape

File Edt Yiew Go Communicator Help

w » 4 o 2 £ 5 o3 a8
Back Forward Reload  Home  Search  Guide Frint  Secwity  Siop
g J' Bookmarks \&. Nelswle:|https:f’#www.nmcourl.fed.us:’sealch/dcnm.’aci ingqy j

Daocket Report for: Doe v. Doe

Case Number: 97c¥80000 (ACE)

EOD Num ‘ Description ‘ Ref

dfs

File
Date

0712199 46 |:MEMOR_ANDUM OPINION by Semer Judge Sanhago E. Campos
|ordering plamtiff's to file findings (2

45 |NOTICE by Cletk of Coutt before Chief Magstrate William Deaten  |Calendar (6
to set hearng date. (34%) Affidavit (6k)
44

dfs
dfs
43
42

|06f29f99 41 |MOTION by plaintiff John Doe to compel Mitch to add e to all |Exhibit AR
5] | Documernt: Done SlET S

i#fistart| Y CorelwordPere.. | [# wnited-Paint  |[F¥ Docket Repa... | #3Lydia Fiper coM.. | #d Message Mana. | [NP#E&)E, 347 PM

underlined entries (which appear in blue on the computer screen).  These indicate that the
document has been filed electronically and is available for viewing using the Adobe Acrobat
Reader. When viewed it can also be printed. The“dfs’ in the Ref column isalink to the Digital
File Stamp page. When attached to a copy of the filed document, it becomes a *conformed
copy.” The Ref column is aso where exhibits are listed that have been filed eectronically.

001/99

WINTTE ORTEE transferring this case to the Honorable Steven
Schiff 6%

LTTTE ORDEE. that a Clerk's Entry of Default against deft. Doe is
hereby entered. (7K

CORDEE by Magistrate Judge Joe H. Galvan denying defendants'
motion to compel (7K

‘06130"99

dfs

‘06129"99 dfs

0630199 ‘
|

The Name search allows you to ook for someone (business, individual, entity) whoisa
party in a case, aswell asfor attorneys. Please note that the ACE system is case sengitive. This
means that the first letter of the name or company must be capitalized and the remaining letters
must be lower case. If an entry in our database is listed 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 accepts wild card searches using the “*” character.
In the previous example, you could type in Business Com* and the system would return anything
matching that string of characters (such as Business Company, Inc., Business Company Services,
etc.).
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To search, click on Search by Case Name. The following screen will appear:

3L U.S. District Court Database Search by Name - Netscape

hittps: /A, nmcourt. fed.us/search/donm/searchiM ame. bform

Al Paries
Last Entry Displayed First =

Display Docket Sheet anly [

Typein your search criterial asindicated and select your display options. Initialy the results of
your search will appear asfollows:

Note the case number is underlined (and appears in blue on the computer screen). Locate the
case you want to view and click on the blue case number. Thiswill take you to the docket sheet
as described above. Again, any entriesin blue indicate thereis alink to another page or to a
document that can be viewed.
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For date range searches (both by case number and by name) you have the option of
sdlecting any one of these dates in the case:

Fled
Pending
Reopened
Terminated

Enl N

Aswith other searches, when thelist of casesis displayed, the case number appearsin blue
and islinked to the docket sheet. Click on the case number to view the docket sheet.

The case information that you see on the ACE system is the most up-to-date information
available for New Mexico Federal cases. When something is electronically filed, the attorney’s
proposed entry will appear on the docket sheet immediately. The document then prints out on a
printer in the court house and is docketed manually into our Integrated Case Management System
(ICMS). When the case manager dockets the entry into ICMS, it overwrites the attorney’s
docket entry. In addition, when something is filed manually, a case manager will enter the
information into ICMS, which then appears immediately on the ACE docket system.

It should be noted that the ACE system is more current than PACER. Dueto Y 2K
problems, PACER has not been updated for several months.
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Court Calendar

The master court calendar 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.
To access, click on Court Calendar under Attorney or Public Services. Again, you will be
prompted for your User Name and password. Please note that you must have an attorney or

court agency level account to view the calendar. The following screen will appear:

% Court Calendar - Netscape

i ]
Court Calendar

The current court calendar for the selected date range will he displayed.

Enter the starting date: : .

Enter number of days te display: @faximum 31 days)

Conart Home [District Cort Home |&ttomey Main Menu [Electronic Filing [Search |

Please mail acemasten@nmeourt fedus, with comments.

Enter the starting date for the calendared events you want to view. Then enter the number of
days from that date you want displayed. The following screen will appear:

¥ Netscape

e

Albuguerque Events

Frepared 07/14/1999 11:37:16 AM

TUnited States District Court, District of New NMexico

Court Calendar for

Wednesday, July 14, 19992 to Tuesday, July 20, 1999

Wednesday, July 14, 1999

RULE 16 INITTATL. COMNFERENCE

e || dmite Geom Location/Event Style

[Sree—

0230 AM | Swet 920v1046 RULE 16 SETTLELENT Allen v Rio Rancho
CONFERENCE
Hondo Courtroom (4th, SE)

0S.00 AM Deaton  |99cr0303 1 onde Caurreom (4 0S4 = Jemze B
Tl s

05.00 AN | Garria goevossy (Chambers o FERENGE cmmetirsmg w L @t T, T
[ e—

10:00 AN Deaton Fcw0457 RULE 16 INTTIAL CONFERENCE Hoskins v. Sampath

10:30 AM [Deaton e e e Ledbetter v. Dillard's Tncorp

s | Chambers

Events are displayed by divisional office, alphabetically, then by time and judge. Scroll down to
view the remaining calendar for the days that were selected.

United States District Court
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Accessing Court Opinions

Most of the District of New Mexico court opinions since 1991 are available through the
opinion retrieval system. It isleft to the Judge's discretion whether or not an opinion is saved in
the opinion database. Therefore thereis no guarantee that the system is complete. However,
most attorneys find that thisis an invaluable tool when preparing for settlement conferences and
thelike. Many of our Magistrate judges use this feature to research how a District judge has
ruled on a particular issue and will query an attorney if he has done the same.

To view opinions, select “Court Opinions’ quick link, or under Attorney or Public
Services. You will be prompted for your User Name and password. The following screen will

appear:

37 15¥S-weh 5.0 - Netscape

File Edt Yiew Go Communicater Help

J Bk fowerd Relsd  Home  Sesch Netscaps Pt Secuiy  Shop  cior

I lf " Bookmarks & Netsite:[https. /A nmcoun fed us/denm/index him.sich

PLEASE NOTIE
The District of New Mexico Opinions Datahase was created in January 1989. Most opinions filed
on/after that date have heen added when filed. However, since it is up to the author whether or not an
opinion is to he included in this datahase, there is no guarantee that a search will reveal all opinions
created in the District of New Mexico.
You must have a Java-aware browser in order to fully utilize the database gqueries. If your browser
does not "speak” Java, you will be unahle to use the " Select Database” or "' Search in database"”
drop-down menus. If you experience this problem, we suggest that you consider upgrading to a
Java-aware browser.

Command Based Query m

(Coust Home|[District Coust Home [Attomey Mein Menw [Electrosic Filing ‘Seaxch‘

Please mail acemasten@nmeoutt fed us, with comments

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

i

% Bockmaks f; Netsie hitps: uns.rmcovnt Fed us/ispscmd bim.sch

| Members |5 Webhail

Bialournal Smantlpdate. Mkiplace

.Command Based Query

~[Enter the ISYS command query:

[a=arn penated]

0K

=
ne i =
i@ Stant || DCN:wet Se.. | B CoelwordPerfect - [0:\C. N 11248
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Typein aquery (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. Theresultswill be displayed as follows:

e B . B B
ISYS Search Results

Your query : “death penalfy”found 382 hits in 90 documents.
Hits 1to 10 of 80

| 1/ ¥AZOUEZ\STCV 1418, 1 PDE [27-Oct-98 || 4 his|Criginal PDF
| 2| SVETW2CV0073 Lwpd  |04-Mar-87 | 6 hits|[Oripinal WYSTWYG
| 3| SVETOI1CV03 Lwpd  |01-Avug-96 | 4 hits|[Oripinal WYSTWYG
| 4[SMITH\96CV0434.1.PDF  |11-May-98] 2 hits|[Orizinal PDF
| 5|SMITHOICV1240.2PDF  [03-Tun-98 || 2 hits|[Orizinal PDF
| 6[SMITH96CV1208 1.PDF  |20-Mey-98] 2 hits[Orizinal PDF
| 7[SMITHOICY1176.2PDF  [20-Mey-98] 2 hits[Onigmal PDE
| 8[SMITHYSCYO100.LPDF  |12-Mey-98] 2 hits[Onigmal PDF
| 9 FLAMSEM\95CR0491.21 wod |13-Mar-97 [78 hits|[Origmal WY STW G

The cases are automatically sorted by judge. Click on the case to view the document.
you can print the document as well.
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Electronic Filing

As mentioned previoudy, the eectronic filing feature is the crux of the ACE system. It
allows registered attorneys to file pleadings and other documents e ectronically with the court
from the convenience of their office. This provides for reduced cost and labor spent producing
and filing a pleading manually with the court.

Y ou may initiate eectronic filing in any civil casein thedistrict court. At thistime, the
Didtrict of New Mexico is not accepting criminal cases for dectronic filing. There are two ways
toinitiate dectronicfiling in acivil case:

. At theinitial scheduling conference; or
. By manually filing a Mation to Initiate Electronic Filing, after acaseisaready in
progress.

After each instance, the judgesin the District of New Mexico will file an order allowing
eectronicfiling in acase. When this order isfiled, the caseis“activated” and is ready to accept
electronically filed pleadings. The order incorporates a waiver of the Motion Packet Rule
(described below) and all pleadings filed manually or eectronically must included an ACE
notation in the caption, next to the judgesinitials. Please contact the court if you have any
guestions regarding thisissue.

PDF Format

In order to dectronically file a document, it must be converted into a PDF format. PDF
stands for “Portable Document Format.” Thistype of format allows a person to create a
document in WordPerfect or Word and maintain the format and integrity of the document when
filing it eectronically. 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,
looks exactly like asif it had been printed from the original format. Thisis one of the reasons the
Adminigtrative Office of the Courts has sanctioned PDF as the current official submission format
for documents submitted el ectronically.

Y ou must have Adobe Acrobat Writer loaded on your computer to be able to convert to
PDF format. Unlike the Adobe Acrobat Reader (which isfree), you must purchase the Writer
package from Adobe. At present, members of the bar are able to receive a discount when
purchasing the product. Current prices range from $100 to $200 per package.

The following describes the steps necessary to create, convert and file a pleading
electronically with the court. Please note there are also filing instructions located on the various
ACE screens as you file your document.

United States District Court
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STEP ONE: CREATING THE PLEADING

You will create pleadings and exhibits for electronic 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 always do. Electronic filing does not change this part of your current process. Before
converting, save the WordPerfect/WWord document as you normally would. A PDF document,
once converted, 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 in itsoriginal format.

A NOTE ABOUT SIGNATURES: In the paper world, an attorney will sign a document prior
tofiling it with the court. In the eectronic world, no signature appears on the document that is
filed. (Remember, the attorney ID and Password act as a signature for Federal Rule 11 purposes.)
However, some people are uncomfortable with this practice. Although the court does not require
it, you may type the words “Electronically Filed” in the signature block to indicate that the
document was e ectronically filed and that is why no signature appears.

Y ou should aso include the Certificate of Service at the end of the pleading. Again, no signature
isrequired. However, you must type in the name of the person serving the pleading, aswell as
the date it was served.

With an exhibit, such as an Affidavit, the court requires that you keep the originally signed
document in your paper file and filethe “unsigned” version eectronically. If thereisever a
guestion about authenticity, you will be asked to produce the original document. Please make
sure that the original document was signed and dated on or before it was e ectronically filed. (For
information regarding oversized exhibits or exhibits not created by your office, please refer to the
section on Exhibits later in this manual.)

PLEASE NOTE: Every document that is to be filed 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.

STEP TWO: CONVERTING YOUR PLEADING TO A "PDF" FORMAT

As mentioned above, in order to save afilein
portable document format (PDF) format, Adobe
Acrobat Writer must be loaded on your computer.
Make sure that the document you created in step one
IS open on your computer. Select the print option for
your software package- thelocation of theprint option
will vary based upon the software you are using, but it
can typically be found under the "Fil€" menu or as an
icon in your toolbar.

EIR=R-3
- 0 ED | S 35 | ot e
A7 US| uone o] [P ey | r

2 L S s 4+ L 3 L a

i EOE
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Print to Acrobat PDFPwiiter [LPT1:])

Most software packages will list the name of the
printer that you typically print to in the following
dialog box that appears. You should click on the
arrow totheright 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’ dialog box
will appear. Y ou will need to namethefileand select
the drive and directory where you want the PDF file
to besaved. Remember, you aretaking a“snapshot”
of the WordPefect or Word document and it
becomes a separate file. Y ou may want to create 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
eectronic filing. Once the document has been filed,

Save PDF File As

972000, pdf

7ol 243 pdf
97 cvB000. pdf

97 cvB00a. pdf

accrual pdf [ ISSLES
ACE.FDF

ACE-AGEW.POF

ACEHWD.POF

CALROMTS.FOF

FOF files (FDF) - B & 4. MJSERSALYD]|

I5 P Bt fen D seurment e

it can be deleted out of thisdirectory. In addition, we suggest 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, correct the errors and re-convert the document into
PDF. Once you have made your sdlections, click on OK. Adobe Acrobat Reader will launch and
your document will appear. If everything looks correct, close Acrobat Reader.

Y ou havejust converted your pleading intoa"PDF" file. Your original fileistill intact, but
should be saved if you want to accessit again in WordPerfect/Word. Y ou can now close your word

processing package.

STEP THREE: ACCESSING THE COURT'S WEB SITE VIA THE INTERNET AND
LOGIN TO ELECTRONIC FILING SECTION OF THE WEB PAGE

Connect to the District of New Mexico web site as previously discussed in this manual. In

Netscape or Microsoft Explorer, typein:

http://www.nmcourt.fed.us
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Attorney Training Manual

Page 23 of 47



Click on the Digtrict Court button. The District of New Mexico Home Page follows. Click on
Electronic Filing under Attorney Services. Y ou will be prompted for your User Name and
password as shown previously. Once entered, click on OK. The following options will appear:

Attorney Main Menu

s Flectronic Filine (active cases)
Electronic Filing (terrnated cases)
Case Filing Indesx

Electronic Filing hadbox

* Home

In most situations, you will befiling to “ Active Cases’. However, once a judgement has been
rendered in acase, it is classified as “terminated” in our case management system. Thisisaso true
if acaseisreturned on appeal. You can till file cost bills, motions, etc. to these cases. For
training purposes, select the “Electronic Filing (Active Cases)” option.

STEP FOUR: SELECT YOUR CASE NUMBER
After clicking on Electronic Filing, the screen below will appear. Y ou will need to select the

case in which you want to file your pleading. Click on the down arrow next to “(None Selected)”
toseealist of your cases. The only cases that will appear are cases you are associated with which

Electronic Filing

Select the case (see instructions below)
[97c480000 - Doe v. Doe =]

Enter total munber of attachmentsfestubits for thiz docwment |1

Continue |

have been designated as eectronic cases. To select acasg, click on the namein thelist.

If you are going to have attachmentsto your pleading (such asexhibits) enter anumber in the
“Total number of attachments/exhibits’ box. This should be the number of individual documents,
not the number of pagesin the attachment. All eectronically filed attachments must be submitted in
“PDF’ format. If you try to submit adocument in another format, you will recelve an error message
and your document will not befiled. Click the“continue’ button.
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STEP FIVE: DESCRIBE THE DOCUMENT YOU WANT TO FILE

Civil Filing Main Menu

Onceyou click on the continue button, amenu

gmilar tothe one at theright will appear. Select the

typeof pleading you arefiling. Pleadingsaregrouped

by thetype of pleading (for instance, thevarioustypes

of motionscan befound under the* Maotions’ option).
For training purposes, select Motions Packet.

+ Motions Packet

+ Attorney Information

+ Tnal

+ Discovery

+ Post-Trial

+ Agency Appeal

+ Answer (Mo Paries Added)

+ Amended Complaint (1o Parties Added)
« Amended Answer (Mo Parties Added)
+ Appeal of Maoistrate BEuling

+ Briefing Pursuant to Court Order

Please Note: The M otion Packet Ruleiswaived for
electronic filing purposes. Please see the section
on Waiver of the Motion Packet Rule.

Motion Packet Menu

The motion packet is broken down in to parts for
97¢v80000 [P] (ACE) - dectronicfiling. If an attorney if filing electronicaly, he
Assigned to: District Fudge H. Vear Would choose whatever part of the packet he is filing.
Whoever initiates the maotion is responsible for filing a
Notice of Completion. Thisletsthe judge know that the
packet is complete and available for hisruling.

+ Motions

+ Memorandum in Support

+ Besponse to Motion

+ Beply to Besponsze to Motion
+ Completion Motice for Motion Pacleet
+ Stpulation

+ Motice

+ Certificate

« Warver of Zervice

+ Joinder in Iotion

+ Addendum to MMotion

+ Supplemental Memorandom
+ Beturn of Service Executed

Motons Menu

97¢v80000 [P] (ACE) -
Assigned to: Distriet Judge H. Vear!

+ Unopposed Motion
+ Motion for Hearing
+ Motion for Leave to

For training

purposes, select Maotions. A screen similar tothe screen
to theright will appear (listing more sdections). When
initially designing ACE, our developers did a query of
themost commonly filed motions. Thislistisaresult of
that query. In most cases, the type of motion you are
filing will be listed here. However, if you do not seea
link for the motion you want to file, you should choose
Motion for Leave to and then describe what it is you
are filing. For training, we are going to choose
“Motion for Summary Judgment.”

United States District Court
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+ Motion for Order

+ Motion for Prequdoment Interest

+ Meotion for Post-Judement Interest
+ Wlotion for Protective Order

« Wlotion for Eeconsideration

+ Motion for Sanchions

+ Motion for Summary Judement

» Wobon in Limme

+ Wotion to Amend

+ Meotion to Compel
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STEP SIX: FILL OUT THE FORM

Each type of pleading will pull up a different dialog depending upon what you are filing.
Typically the dialog box will ook like the following:

MOTION by
|plaintiff John Doe = (see note 1)

for summary udgement

hased upon collateral estoppel. ;I (SEE note;)

[ -]
IQ:\.ACE\SAHPLE\msj—pla.pdf Browse... | (see note 3)
[Exhibit/ icrachment

| Browse... | (see note 43

File Document(s) | {zee note 30

For example, noticethat thefirst wordisMOTION, that isbecausewe chose“ motion” on aprevious
screen. Thedescription of “summary judgement” was al so chosen on a previous screen, aswerethe
number of exhibits.

First, you will need to select the party on whose behalf you are filing the motion (thisitem
must be highlighted to file the document). Thisoption allowsyou to select asingle party or multiple
partiesif you are representing more than one party in acase. If you are only representing asingle
party in the case, that party’s name will appear.

Next, you will need to type in a description of what you are filing. This description will
become the docket text in the court’s e ectronic record. When the pleading reaches the court, the
case manager will have the option of overwriting your docket text with amended docket text. Even
though the docket text has been amended, your document will always remain intact.

STEP SEVEN: ATTACH YOUR PLEADING

Now you need to remember where you saved that “PDF’ file you created earlier. Click the
“Browse” button to locate the file on your computer or on afloppy disk. Thefollowing screen will

appear:
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File Upload

ook in: I (3 Aoe
@ rsa.htm
ﬁ zi. hitrn
ﬁ webpage. htm
higtory1. htrm
Files of tppe:  |HTML Files j Cancel |
HTHL Files =
Teut [ ket
Executable [*.exe|
All Files [*.)
OFRL [* friol

WRRL World [%.wil]

Streaming Audio ketafiles [*.1am]

Al [*.au)
AIFF [ aif * aiff]

By default, Netscape looks for filesthat end in “.html”. Your fileendsin “.pdf”. You need
to change the setting to search for all files by clicking on the down arrow and selecting “ Acrobat

(*.pdf)” or “ All File(* *).”

Find the name of your file on your computer. Click on it to select it. The file name should now

appear in the “Browse” box.

File Upload
Loak ik I £ Sample
] Bmtddif T Mtc-deft T Rmsiprep
'@ Brtddeft '@ Mtd-drpy '@ Rrmtdpres
@ Brtddrpy @ Maoticepl
'@ form order
'@ I z)-dexa '@ Rmzdrsp
'@ mzj-pla '@ Rirnsjpbrf
File narne: I Open I
Files of wpe: e |
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Now you need to describe and sd ect theexhibit. Click inthebox that indicates” Exhibit/Attachment”
and overwritethe entry with adescription of thefile, such as* Affidavit of J. Doe.” Then, aswith the
main pleading, you must retrieve the exhibit PDF file. Click on browse and follow the steps listed

IAffidavit of J. Doe

|Q:\ ACE\ SAMPLEY M= i-dexa. pdf - Browse... | (see note 4)

above. Once you find your document, click on it so that the path isindicated in the box as shown
above.

Now it istime to submit the documents. Make sure that these are really the files that you want to
submit. Onceyou click on “File Document” thereisno turning back. (Seethe section on Incorrect
or “Bad” filings) If everything is OK, Click the“File Document” button.

STEP EIGHT: HOW DO YOU KNOW IF IT WORKED?

A confirmation like the one below will appear on your screen a few seconds after you click
the “ Submit” button.

Confirmation of Electronic Filing

Cfficial Date Filed: D&/05/2000

Casze Number: S cw30000

Case Title: Deoew Deoe

Document Mumber: 155

Description: MOTION by plantff Tohn Dioe for summary mdgement based upon collateral estoppel.
Document File Wame: QAACEVWSANPLE\ms)-pla pdf was successfully filed.

Esxhibitfattachment MNo: 1 of 1 QAACENS AWPLE N 51-dexa pdf was successfully fled.

Thisisyour verification that your document was received by the court. It lists the date the
document was filed, the case number, the description of the document that you provided and the
name of the file you attached. It will also list the number of attachments that were filed with the
document if therewereany. Thisistheonly timeyou will seethisscreen. You can print it and save
a copy with your case file if you wish. You can also view the docket sheet from this screen by
clicking on the case number highlighted in blue. To get out of this screen and return to the attorney
main menu, you will need to click the “Back” button in the Netscape menu bar.
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The Digtrict Court is allowing dectronic filing in “ mixed cases” This means that only one
attorney or party need befiling eectronically in acasefor it to be e ectronically activated. However,
it isstill theresponsibility of the attorney or party to servetheother partiesin the caseviathe
USPS. Rulesarecurrently being reviewed to allow service by e ectronic mailbox, fax or e-mail when
agreed to by both parties.

STEP NINE: THE DIGITAL FILE STAMP

Asprevioudy mentioned, each of theentrieson the docket sheet havea“DFS’ hypertext link.
DFS stands for Digital File Stamp. When you Click on the DFS a screen like the one below will
appear. Thisisthedectronic filing equivalent of the file ssamp you currently receive at the Clerk's
Officelntake counter. Thisfilestamp containsthe case number, type of document and the document
description. To obtain a Conformed Copy of your filed document, smply print out this page and
attach it to a copy of the document. In the eectronic world, you can obtain a Conformed Copy at
any time.

3 Digital File Stamp - Netscape

e Seach Netscape Prit  Secuily  Shep  Slop
rmeourt fed. 97e480000/333.dfs =] @7 what's Rielsted

FILED

UMITED STATES DISTRICT COURT
ALBULUERGUE, NEW MEXICO

June 05,200017:10
CLERK

US District Court
District of New Mexico
Digital File Stamp

Case! 97 cvB0000

Title: Doe v. Doe

Document Type:  Motion for Summary Judgment

Document Mumber: (155
Description: MOTION by plaintiff John Doe for summary judgement based upon collateral estoppel.

Court Signature: 21fadalc lc6ac 37 b 33 10 06 36 308 2a 27 15 ac 67 78 92 50 47 06 Be of 17 55 3d ¢F 83 do 57 4 40 £2 1a 58 ef of 5b b6 0 8d
Ob cd 36 16 30 cb 5f 5 be df d2 3a ab 79 f6 48 8a Be 4f

This document constitutes an official fle stamp of the Court and, if attached to the document identified abowve, serves as an endersed copy of the

pleading. Tt may be used in e of the Court's mechanical file stamp for the named document only, and misuse will be treated the same a3 misuse of the
| Court's official mechanical file stamp. The Court's digital signature is a verifiable mathematical computation uniue to the fled document and the Court's ]
3 == |Document: Done =l %R P (3

R Start| @y Lydia Piper cbtai . | LS. Distict Cout .. () Evploring -winnt | [ united - Paint [ Digital Fite Stam... Y CoelwardPareet .| [ N2 E 5 528PH

The DFS also contains a section at the bottom (the Court Signature) that appears to make no sense.
When your document is filed eectronically, our system runs a mathematical algorithm which
incorporates variable such as the date the document was filed and the number of letters in the
document among other things. The result of the calculation are the numbers and letters you see at
the bottom of the digital file stamp. This series of charactersis unique to your document and that
particular moment of filing. It cannot be recreated. The court uses this file stamp as a means of
authenticating your document if questions about authenticity arisein the future.
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Y ou have successfully eectronically filed a document with the court. At anytime you can
access your document via the Internet for printing or viewing. Again, please note that you cannot
convert a PDF document back into a WordPerfect or Word format.
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Ace Mailbox

When you sign up for eectronic filing, you are assigned an ACE mailbox. Each time a
document is eectronically filed in a case you are associated with, a copy is deposited in your
electronic mailbox for viewing. This includes documents filed by attorneys and by the court. To
check your mailbox, select ElectronicFilingMailbox” fromtheattorney main menu. Thefollowing

screen will appear:

Electronic Mailbox

All case events beginting wits the
date spectied will be displaved.

From; 05 - |30 | -|z000

& Dnsplay unmarked fiings only
T Insplay marked ard unmarked flings

Jisplay Electronic Filings |

By default, the system will provide you with alisting of all pleadingsfiled in any of your electronic
casesduring thelast seven days. Y ou havethe option of entering another daterange. A check in the
“Display umarked filings only” will display unread mail only. A check mark in the “Display marked
and unmarked filings’” box will pull up both read and unread mail. Now click the“Display Electronic
Flings’ button.

Electronic Filing Mailbox

The processing of your request may take several minutes to complete.
7 documents have been found. Formatting your data please wait.
Click on the case number to display the complete entry, dfs and any exhibits or attachments

Case File Doc Docket
Number Date 921D Num Description Wik

S7cyB0000 [06/06/2000 ,7,5|MOT[ON by plaintift John Doe [for summary udgement based upon collateral estoppel | (4k) | # No O Yes
’m’m’_’ﬁ|MOHON by defendant Jane Doe [for summary judgement basedupencellateralestoppel| (4 | # o O Yes
’m’m’_’FhﬂOHON by defendant Jane Doe [for summary judgement based upon collateral estoppel | (dk) | & No ¢ Yes
S7cyE0000 [06/06/2000 lilﬁ|MOT[ON by plaintift JTohn Dioe [for summary mdgement based upon collateral estoppel | (68 | & No C Yes
ST cvB0000 [06/05/2000 ,7,§|MOTION by plaintiff Tobm Doe [for summary judgement based upon collateral estoppel | (31 | # Mo C Yes
[s7cv80000 [06/05/2000 [ [153 [UMCPPOSED MOTION by plaintiff Jobn Doe [Lets see i this works | %) [ Mo C ¥es
’m’ml_lﬁh\ioﬂolﬁ by defendant Jane Doe [for summary judgement based on collateral estoppel | (4% | & No ¢ Yes
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Y our mailbox will list all of the documentsfitting your specifications. To mark amessage as
read, cick in the “ Mark” box located at the end of the line. Items arrive in your mailbox at the
moment of filing so it is aways current information.

To view a document 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. To go to the case docket sheet, click on the case number.
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Internet E-Mail Alert

Y ou canrecelvean Internet e-mail “aert” whenever somethingisfiled eectronically toacase
that interests you. In order to use this feature, 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

Thee-mail aert will notethe case number and will let you know that there has been e ectronic
activity in the case. It will not tell you what type of document wasfiled. You can view the full text
of the document from the docket sheet. You may also obtain the document in person at the
courthouse or request a faxed copy from the court’s copy center.

If you are an attorney participating in the court’s eectronic filing program, you will
automatically receive a copy of the docket in your ACE mailbox as soon as something is filed
electronically. Some attorneys have reported that they forget to check their ACE mailbox and
requested another means of natification when documentsarefiled. Thelnternet email aert system
servesthispurpose. Thissystem isnot considered to be notice from the court. It isstrictly aservice
provided by the court as a courtesy to users.

Someindividualsmay havean interest in acase even though they arenot an official party tothat case.
This system provides an easy means for people to track activity in these cases without having to
constantly check the docket(s). Thelnternet email alert does not provide information on the type of
document filed, but it does aert the individual that there has been activity so that he/she may then
check the case docket for specific information.

To add a case, click on the E-Mail Alert link under Attorney or Public Services. The
following screen will appear:

L U.S. District Court Internet Email Alert Menu - Netscape

Fie Edi Wiew Go Comruricator Help

= > A & o £ G A
Back o Reload  Home  Search  Guide Print  Security  Clop

Internet Email Alert Menu e

Internet Email Alert Disclaimer:

The Internet Email Alert is a service provided by ACE as a courtesy to users
The alert sends a message to the wsers' internet email address that an electronic
filing has been made in a case. The United States District Court and ACE arc not
responsible for the operation or reliability of your intemet service provider or the
internet itself

THIS ALERT IS NOT NOTICE OF FILINGS. USE OF THIS SERVICE DOES NOT
CHANGE THE OBLIGATION OF ATTORNEYS OR PARTIES ASSOCIATED WITH A
CASE TO CHECK THEIR ELECTRONIC MAILBOX, FAX MACHINE, OR
T.5. POSTAL SERVICE MAIL BOX EACH DAY REGARDLESS OF WHETHER
AN ALERT IS RECEIVED.

=1 [Document: Done T

#Stan | [F% U, Distiict Court I.. | ¥ Corel WaordPerfest - (314 | &R untitled - Paint NPE 254 Ph
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Y ou mugt first enter an e-mail address before you can add yoursdlf toacase. Click on the* Add or
edit your internet email address.” Thiswill take you to the User Profile screen. Typein your Internet
e-mail address asindicated.

User Profile

|Intemet E-Ilail &ddress || lpiperfnmoourt . fed. us

Password Information

|Current Password ||

|New Faszsword ||

|REt3FpE Mew Password ||

Submit Information | Reset Infarmation

Y ou can also change your current ACE password at this screen if you so desire. If you are not
changing your password, leave these boxes blank. After entering your e-mail address, click on the
Submit Information button.

Thiswill bring you back to the e-mail alert screen. Click on the “ Add yourself to a case to receive
an internet email alert” link. The following screen will appear.

THIS ALERT IS NOT NOTICE OF FILINGS. USE OF THIS SERVICE DOES NOT
CHANGE THE OBLIGATION OF ATTORNEYS OR PARTIES ASSOCIATED WITH A
CASE TO CHECK THEIR ELECTRONIC MAITBOX, FAX MACHINE, OR
U.5. POSTAL SERVICE MAIL BOX EACH DAY REGARDLESS OF WHETHER
AN ALERT IS RECEIVED.

To start receiving internet email alerts for a case,

Enter Case Number

——

(Ex: 95cv123 or 95m 123)

SetA\enl Clear Alert Form |

Typein the case number for the case you want to receive alerts about. Click on Set Alert. Y ou will
begin receiving e-mail alerts regarding the case you requested. Y ou can sign up for as many cases
as you wish. To stop recelving aerts, click on “Remove yourself from a case you previousy
selected.” A screen similar to the one above will appear. Enter the case number you wish to stop
and click Remove Alert.
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Court Forms

In 1998, the court recelved a Federal Grant to convert all of its court formsto an el ectronic format.
Asaresult, court formsare available in an eectronic format to attorneys and their staff. Theforms
are available in two formats. Thefirst is PDF, which can be printed for use in atype writer. The
second format isFML, which can befilled out on-lineand then printed for manual filing or converted
into PDFfor eectronicfiling. Both of theseformats need special pluginsthat can be downloaded for
free from the publishers. There are links on the home page and forms page to both publishers.

To access forms used by court staff, go to the District of New Mexico's main web Site and
click on “Court Forms.” The following page will appear:

o S,
7 w&4% United States District Court
'-%%_ - District of New Mexico

%
* oF Tawt

Court Forms

All forms are available in Acrobat PDF, OmniForm FVIL, and when possible, WordPefect 5.1 and DOS/HTML text formaits. Free reader/filler
dovnloads and instructions on configuring your hrowser are available from Adobe (PDF) and CAFERE (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 comveried to PDF for electronic filing. Please note,
however, the Omniform format does not allow you to save the completed form in FMVL 1o 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 NEED TO BE FILED.

’Descripﬁnn E?rfuat ’FML Format ‘Oﬂmr Format
[WWW Access Request Form [ [ HTLL (26K
|Application for Admission to Federal Bar (SF - 001) PDF (18 |[FML (348 [

|Applicaton for Admission to 10th Cir. Court of Appeals (SF-011) PDF (1% |[FML (108 [

[Cause of Action Codes PDF (3078 || [

[Civil Cover Sheet (JS 44 Rev. 12/06) POF (20 |[FML (778 [

[Civil Rights Complaint (42 U.5S.C. Sec. 1983) PDF (16 |[FML (338 [

[Civil Summons PDF (16 |[FML (238 [

[CJA Letter - Appointment of Counsel POF 128 || [

[cJA SF-002 - Application for Membership PDF (1619 |FML 2219 [

[CJA 23 (Rev. 5/98) Financial Affidavit PDF (15 [FML 341 [

Note there are columns to the right of the form name listing the different formats available. If you
just want to print out a copy of the form, either format will do. However if you want to be ableto
fill the form out online, 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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Note the 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 asthe 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 thereareany formsthat you will be using that do not appear on the court'sweb sites, please
notify the IS divison systems analyst so it can be scanned and converted for use on the Internet.
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RELATED COURT INFORMATION

CASE OPENING AND FEE COLLECTION

At thistime, the District Court does not allow cases to be opened el ectronically.
Therefore, al initial complaints must be filed manually at the Federal Court and fees paid at the
intake counter. Once a case has been opened, the complaint is then scanned and filed
electronically by a court employee so that it is available on-line.

We anticipate having case opening available towards the end of 1999. At that time, the
Digtrict Court will establish a credit card account policy for attorneys similar to that which is
being used by the Bankruptcy Court. The court will make an announcement when this featureis
avallable.

CERTIFICATE OF SERVICE

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

CIVIL AND CRIMINAL CASES

At thistime, the District Court is only accepting civil cases dectronically. We hopeto
have criminal casefiling availablein the near future.

CONFORMED COPIES

To obtain a conformed copy of any eectronically filed document, go to the docket sheet
in that case, locate the document you are interested in, then click on the “DFS’ under the REF
column for that document. Print out the DFS and attach it to a copy of the pleading. See copy
requirements below.

COPY REQUIREMENTS

The court copy requirements are waived for all electronically filed documents. If you are
unable to file a document electronically for some reason and fileit at the counter or via the drop
box, you must file the pleading with the required number of copies.
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DROP BOX RULE

Documents filed using the dectronic filing system are considered filed the moment you
click on the submit button and the document is recognized by our system. The file date on the
docket sheet reflects the actual date of filing. Thedigital file ssamp reflects the actual date and
time of filing. For purposes of deadlines, the drop box rule applies to dectronically filed
documents, even though the document is not backdated. For example, if you file a document on
Saturday, December 1 at 11:00 p.m., the system will show that the file date and time were
12/1/98 at 11:00 p.m. If a question comes up regarding deadlines, your document will be
consdered 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: attorneys are responsible for
knowing when a document was actually due when calendaring or tracking dates.

EXHIBITS

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

Q. How do| filean exhibit electronically.

A. Aswith any document filed dectronically 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 its own
PDF file.

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 asa PDF. Make sure your scanner software supports PDF.

Q. What if | don’'t have a scanner? What if the exhibit is oversized 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 eectronically file an “Exhibit List” with the origina
pleading listing the documents that were manually filed. The Exhibit List would be filed as an
“Exhibit/Attachment” and must be converted into a PDF document.

In addition, you must file the exhibits on the date the original document isdue. If you livein a
remote are, you can mail the exhibits on the same date. We will go by the postage date.
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Q. Can | file some exhibits manually and some exhibits electronically?

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

Q. How do | electronically file documents which require signatures, such as Affidavits?

A. If an exhibit requires a signature, you can do several things:

1 File the document manually; OR

2. Prepare and print the document; have it signed and notarized as usual, then scan
the original in asa PDF and fileit eectronically. Be sure to keep the original in
your file; OR

3. Prepare and print the document; have it signed and notarized as usual, then keep
the original in thefile. Convert the unsigned document into PDF and eectronically
fileit with the court. If thereisany question, you will be asked to produce the
original document. Make sure you have the original sgned and dated on or before
the date you dectronically file the unsigned copy.

Q. How do | handle“ Duplicate Exhibits’, i.e., those exhibits that have been filed before
but arereferred to in another document.

A. If you refer to previoudly filed exhibitsin your pleading, you should file an Exhibit List
detailing when those exhibits were filed and how (electronically or manually). Y ou do not need to
re-file them.

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

A. Most word processing programs have a highlighting tool which allows 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 electronic document is the moment it reaches the ACE server and you
receive your screen confirmation. At this point, your eectronic document is still printed in the
courthouse and manually docketed into our court ICMS or BANCAP database. The “Entered On
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Docket” date (EOD) isthe date when the clerk dockets the information into one of these
databases. At some point in the future, we plan on automatically docketing pleadings. At that
point, the entered on docket date will be the same date as the filed date.

HARDWARE/SOFTWARE NEEDED TO START ELECTRONIC FILING
Before you can dectronically file documents with the court, you will need the following:

Software

4. Netscape or Internet Explorer browser software

5. Adobe Acrobat PDF writer (available at a discount from Adobe for members of the
bar. Please call 888-502-5275 for more information.)

6. A Windows-based or Macintosh word processor or forms creation program to create
pleadings

Hardware

7. Macintosh computer running system 7.0 or later or

8. PC running Microsoft Windows 3.1, Windows 95 or Windows NT -- the PC must be
at least a 486, 66 MHZ machine

9. Atleast 16 MB of RAM

10. A modem running at least 28.8 kbs or a direct Internet connection

11. Image scanner (nice to have, not required)

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

INCORRECT OR “BAD” FILINGS

There will be times when the wrong document is accidently filed or a document isfiled in
thewrong case. In theseinstances, at thistime, the court requires the attorney to file a “Notice of
Withdrawal of Incorrectly Filed Document.” The Notice will be linked to the incorrectly filed
document which will terminate any Court action triggered by the incorrectly filed document. The
docket entry for the incorrectly filed document will remain on the Court’s docket, but the
notation”Filed in Error, Filer Notified” will be added. Incorrectly filed documents remain in the
record unless removal isordered by the court. The court is currently reviewing thisissue.

It isthe Filer’ sresponsibility to ensure that the correct document isfiled in the
correct case. The correct document may befiled at any time during the above-described
procedure.
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INITIATING ELECTRONIC FILING IN A CASE

As mentioned earlier, you may initiate eectronic filing in any civil casein the district
court. At thistime, the District of New Mexico is not accepting criminal cases for eectronic
filing. There aretwo waysto initiate eectronic filing in acivil case:

1. Attheinitia scheduling conference; or
2. By manually filing a Mation to Initiate Electronic Filing, after acaseisalready in

progress.

After each instance, the judgesin the District of New Mexico will file an order allowing
eectronicfiling in acase. When this order isfiled, the caseis“activated” and is ready to accept
electronically filed pleadings. The order incorporates a waiver of the Motion Packet Rule
(described below) and all pleadings filed manually or eectronically must included an ACE
notation in the caption. Please contact the court if you have any questions regarding thisissue.

LARGE OR OVERSIZED DOCUMENTS

At thistime, the court is adhering 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 a motion, response or reply, including excerpts from a
deposition, must not exceed fifty (50) pages unless all parties agree
otherwise. If agreement cannot be reached, then the party seeking to
exceed the page limit must file a motion 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.

The court is currently reviewing new language to be inserted into the Local Rules
regarding eectronic filing.

MIXED CASES

The Didtrict Court is allowing dectronic filing in “ mixed cases” This meansthat only one
attorney or party need befiling electronically in a case for it to be eectronically activated.
However, it is still the responsibility of the attorney or party to serve the other partiesin the
caseviathe USPS. Rulesare currently being reviewed to allow service by e ectronic mailbox,
fax or email when agreed to by both parties.
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MOTION PACKET RULE

In both of the above described situations, the judges in the District of New Mexico have
agreed to a standard order to waive packet submission requirements imposed by Local Rule
7.3(a). Thisorder isfiled electronically after a party indicatesin person at theinitial scheduling
conference that he would like to file e ectronically, or after a party manually filesa Motion to
Initiate Electronic Filing. The order contains the following language:

(1) The Court hereby rdieves al partiesin this action of the requirement imposed by
Local Rule 7.3(a) that motions and their corresponding memoranda and exhibits be
collected and submitted as a package for filing with the clerk’s Office.

(2) On al documents henceforth filed by any of the parties, the case number above shall be
followed by the designation “ ACE” (e.g., Civ. 97-9000 JC/WWD-ACE).

(3) In addition to serving on all parties, the parties shal file directly with the Court any
motions, briefsin support, responsive briefs, reply briefs and exhibits relating to them
whether filed electronically on the ACE server or in paper form.

(4) Partiesretain the option under D.N.M. LR-Civ. 7.3(a)(3) of agreeing to unopposed
extensions of time unless the extension would interfere with established case
management deadlines. Timing for filing responses and replies must conform with
D.N.M. LR-Civ. 7.6 unless the parties agree otherwise.

(5) Upon completion of the briefing process, the movant shall file with the Court and
serve on al partiesa“Notice of Completion” specifically identifying the pertinent
motion ready for a decision and any briefs or other documents which have been filed
relating to that motion.

As stated in the language of the Order Waiving Packet Submission Requirement to
Facilitate Electronic Filing, once a case becomes “eectronic’, documentsfiled in that case,
whether eectronic or manual, must contain the word "ACE" immediately following the judge’'s
initialsin the case number. Thisindicatesto the clerk’s office that the packet submission waiver is
in effect. In addition, whomever initiates the motion must file a“Notice of Completion” when al

documents have been filed with the court. This motion can befiled eectronically or manually.

NOTICING BY THE COURT

Chambers staff are currently ableto file court generated documents (notices, orders,
opinions, etc.)electronically through the ACE system using procedures similar to the steps you
learned today. After someone in chambers files a document eectronically, it is submitted to the
ACE automated noticing system. Notices filed before 4:30 are sent out the same day. Notices
submitted after 4:30 are filed immediately but are not sent until the next businessday. The system
faxes notices to parties who have opted to receive their notice via fax, then prints out notices and
labels for parties who will receive notice by mail. Parties also have the option of receiving notice
electronically. These notices are sent instantly when the document is electronically filed.
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SEALED CASES

At thistime the court does not accept sealed documents or sealed cases e ectronically.

SERVICE

Asnoted above, it isit isthe responsbility of the attorney or party to serve the other partiesin the
case viathe USPS or hand delivery. Rules are currently being reviewed to alow service by
electronic mailbox, fax or e-mail when agreed to by both parties.

SYSTEM AVAILABILITY

The dectronic filing system was designed to be available seven daysaweek. The systemis
unavailable for several hours beginning at 11:00 p.m. so that we can run backups and
maintenance. Our systems staff make ever effort to insure that the electronic filing system is
availableto users at al other times of the day. Despite these efforts, there may be occasi ons 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 electronically file a pleading due to the system being down, please take the
follow steps:

1. Cal 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, leave a
message that you are faxing a copy of the document and exhibits. (If your phone lines
are down and you are unable to contact Marte or fax your documents, Y OU MUST
BRING THEM TO THE CLERK’S OFFICE FOR FILING.)

2. Fax your completed 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 you fax machine does not confirm the fax
was sent, please call the clerk’s office to verify the document was received.

3. Assoon as you are able to make a connection to the server, submit the same document
electronicaly, then call the clerk’s office and let them know that the faxed document is
now available on the system. The clerk’s office will back date your e ectronic
document to reflect the date and time on the fax transmission.

Please note: You always have the option of filing the document manually over the counter
or viathedrop box. Such documentswill be scanned into the electronic file.
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APPENDIX A

ACCOUNT REQUEST FORM
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APPENDIX B

SAMPLE ORDER FACILITATING ELECTRONIC FHILING IN A
CASE
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APPENDIX C

AUTHORIZATION TO SEND ORDERS
AND JUDGMENTSBY FACSIMILE TRANSMISSION
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