
Chambers Online Automation Training 
http://uscourts.icslearninggroup.com/ 

 
A training package available to all judiciary employees, consisting of 40 audio/video training modules 
integrated into eight process lessons; also available in five software application areas. Each module includes a 
demonstration and a guided simulation. The training resides in a Learning Management System.  It provides 
essential automation training for judges and chambers staff, but is available to all judiciary employees. 
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Topic List 

 

 Application Length 
Course 1 - How to Use these Training Resources   5 min 

1.1 How to use this Training   2 min. 
1.2 Overview of Course Series   3 min. 

Course 2 - Introduction to CM/ECF - Learn the basic features and functions   26 min 
2.1 Log-In to CM/ECF CM/ECF (v3.2) 7 min. 
2.2 View Docket Sheet and Case Files  CM/ECF (v3.2) 8 min. 
2.3 Reporting Options  CM/ECF (v3.2) 6 min. 
2.4 Understand Notices of Electronic Filing CM/ECF (v3.2) 5 min. 

Course 3 – Reviewing a Motion   18 min 
3.1 Pending Motions Reports  CM/ECF (v3.2) 8 min. 
3.2 Searching a PDF for Text  Acrobat 8 Standard 4 min. 
3.3 Using Two Windows in CM/ECF  CM/ECF (v3.2) 4 min. 
3.4 Copying from CM/ECF to Notes  CM/ECF, Notes 2 min. 

Course 4 – E-Research  27 min 
4.1 E-Research in Westlaw  Westlaw 8 min. 
4.2 Copying from Westlaw to WordPerfect  Westlaw 3 min. 
4.3 E-Research in Lexis  Lexis 5 min. 
4.4 Copying from Lexis to WordPerfect  Lexis 4 min. 
4.5 Advanced Search Engine Techniques  Internet resources 6 min. 

Course 5- Preparing the Opinion  45 min 
5.1 Copying Text out of Print PDF  Acrobat 8 Standard 3 min. 
5.2 Copying Image out of PDF  Acrobat 8 Standard 4 min. 
5.3 Recognize Text in Image PDF Using OCR  Acrobat 8 Standard 7 min. 
5.4 Opening Text PDF in WordPerfect X3  WordPerfect X3 5 min. 
5.5 Using WP QuickWords  WordPerfect X3 3 min. 
5.6 Creating Research Hyperlinks in Opinions  Lexis Westlaw 7 min. 
5.7 Creating WP Templates  WordPerfect X3 10 min. 
5.8 Using WP Reveal Codes  WordPerfect X3 6 min. 

Course 6 - Docketing the Opinion  24 min 
6.1 Convert a WP Order to a PDF  WordPerfect X3 5 min. 
6.2 Docket an Order CM/ECF (v3.2) 8 min. 
6.3 Prepare a Docket Text Order  CM/ECF (v3.2) 6 min. 
6.5 Docket Text Enhancements  CM/ECF(v3.2) 5 min. 

Course 7 - Sharing Information Electronically - Make the most of Lotus Notes  30 min 
7.1 Copying from CM/ECF into Notes  CM/ECF, Notes 3 min. 
7.2 Document Review and Compare  WordPerfect X3 7 min. 
7.3 Sending Acrobat Document from File Menu or Send Icon  Notes 6.54 6 min. 
7.4 Send, Receive, and Edit WP Document as Enclosure using File Menu  Notes 6.54 5 min. 
7.5 Search in Notes  Notes 6.54 4 min. 
7.6 Open two Notes Windows Notes 6.54 2 min. 
7.7 Windows Interaction between Calendar and Mail  Notes 6.54 3 min. 

Course 8 - Working with Adobe Acrobat Standard   30 min 
8.1 Annotating PDFs  Acrobat 8 Standard 3 min. 
8.2 Annotating Image PDFs  Acrobat 8 Standard 4 min. 
8.3 Saving to Rich Text Format (RTF)  Acrobat 8 Standard 3 min. 
8.4 Manipulating Pages in PDF Documents  Acrobat 8 Standard 6 min. 
8.5 Touch-up Text  Acrobat 8 Standard 3 min. 
8.6 Customizing the Acrobat Toolbars Acrobat 8 Standard 5 min. 
8.7 Creating Acrobat Bookmarks Acrobat 8 Standard 6 min. 

 
These training lessons are found at http://uscourts.icslearninggroup.com 
Please send suggestions, corrections or questions to lawtrain@ned.uscourts.gov.  

 
These materials are created and maintained by a grant from the Edwin L. Nelson Local Initiatives Program. 
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