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Attorney Training



Affidavits and Declarations E-filed by Attorneys

2.

3.

EECF Civil  » Criminal ~ + Query + Reports Utilities Logout

Civil Events

Imitial Pleadings and Service  Other Filings
wervice of Process Appeal Documents
Angwers to Complants Discovery Documents
Other Answers and Fesponses  IMNotices
Tral Documents
Motions and Related Filings ADE Documents
Motions Other Documents
Eesponses and Eeplies

Choose CIVIL on the blue Main Menu Bar. Under Other Filings click on Other Documents.

Other Documents

| Afficdait |
Mext _l Clear |
Choose the correct event, either Affidavit or Declaration from the drop-down menu. Click the [Next]

button.

Other Documents

Case Number

104-5351 0912345, 199 cv-12345, 1-99-cv-12345, 99cvw12345, or 1990w 2345

Mext | Clear |

Type in the case number and click the [Next] button.
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Affidavits and Declarations E-filed by Attorneys

Other Documents

20 -cw-00530-DE-TOM Chocolate v, Varilla
et | Clear |

Verify the case number, judge and case title. Click the [Next] button.

Other Documents
2.049-cw-00530-DE-DOMN Chocolate v. Vanilla

Zelect the pdf document (for example: CA5%cwd01-21. pdb).

Filename
Browse. I

|S:"-,CMECF"-,I::mev:f fileshaffidanit. pf
Attachments to Document: ™ Mo O Tes

[l et Clear

Desktop

My Dacuments

g

tp Computer

21X
Look ir: I_} cmect files j - & FB-

\_Jdema 7_t dictionary_tasks.pdf
\)wp_docs E govmemsup. pdf
T answer pof L indictment pdf
7'_-. Attachi response to request.pdf -f'_-. jurik, pdf
"f_a AtkachZ disclosure, pdf 7’_~ mermdes, pdf
',E Attach3 Response to Interrogatories .pdf E memopp.pdf
-E attachment.pdf 7'; memsup. pdf
7'_-. bill_costs, pdf .f'_-. arder.pdf
7’_~ complaint, pdf 7_t arder_of_detention.pdf

',E crgovmemsup. pdf t pla_mation.pdf

.'f_a crgovmot.pdf -'f_a pretrial_instructions. pdf

7'_-. dft_mationZ, pdf 7'_-. pretrial_order, pdf

7’_~ dft_mation, pdf 7’_~ response, pdf

-E dft_response. pdf t sealed_doc. pdf

.'f_a dictionary_tasksz.pdf = sumrnons, pdf

| |
File name: I j Open I
Fles of type: [l Files [Z Caricel |

g

Click on the [Browse] button to search for the motion in PDF format. Right click on the document and
choose Open to view document. When you have found the correct PDF, review the document and then

close the screen. Click twice on the file name and the system will automatically associate the PDF

document to the motion event. If there are no attachments, click the [Next] button.
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Affidavits and Declarations E-filed by Attorneys

Other Documents
2:04-cv-00520-DE-DOMN Chocolate v. Wanilla

Select the filer.

Select the Party:

Add/Create Mew FParty

I»

Chocolate, Charles [Flaintiff]
Chocalate, Charles [Consol Defendant]
F.oegler, Frank [Consol Flainti

Yanilla, Vera [Defendant

(4]

[+l et I Clear |

6. Select the filer. (Note: notice the Add/Create New Party. This function should NOT be used by
attorneys). Click the [Next] button.

Other Documents
2:04-0v-005320-DE-DON Chocolate v. Vanilla

Affiant| John Doe

M et | Clear |

7. Type in the affiant or declarant’s name and click the [Next] button.

Other Documents
204-cv-00530-DE-DOMN Chocolate v, Wanilla

Filed | to |
TDlocuments to
[ et | Clear |
8. If the affidavit or declaration refers to existing events ie: a motion, check the box, then click the [Next]
button.

NOTE: If the affidavit or declaration does not relate to an existing event, you would leave the box unchecked.
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Other Documents
204-cv-00530-DE-DON Chocolate v, Vanilla

welect the appropriate evert(s) to which yvour event relates:

[ 0819/2004 11 MOTION for Sumemary Judgment filed by Defendant Vera Vanlla Eesponses due
by 9272004 (ce, )

[ 012672005 21 EERATA to [16] Memorandum in Support of Motion fled by Plantff Charles
Chocolate. (Dewstup, Ralph)

et | Clear |
0. Select the appropriate event that relates to the affidavit or declaration, check the box and then click the
[Next] button.
Other Documents

2:04-cy-00530-DE-DON Chocolate v, Vanilla

Docket Text: Modify as Appropriate.

AFFIDAVIT of Jolm Doe re [11] MOTION for Swunary Judgment | filed by Vera Vamilla
{Dewsnup, Ralph}

M et Clear

10.  This Docket Text may be modified. There may be drop-down lists or prompt boxes for additional

details. Verify the accuracy of the information for the entire text. If you find you need to make any
corrections, click the [Back] button on your browser until you reach the screen that contains the error
and make the correction. If everything is correct, click the [Next] button.

Other Documents

2:04-cv-00530-DE-DOMN Chocolate v, Yanilla

Docket Text: Modify as Appropriate.
AFFIDAVIT of John Doe |

filed by Charles Chocolate. (Dewsnup, Ralph)

MMext Clear

NOTE: if you did not choose an event that relates to the affidavit or declaration, this is the next screen you
would see instead of the screen shown in instruction no. 8.
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Other Documents
204-cv-00530-DBE-DON Chocolate v. Vanilla

Docket Text: Final Text
AFFIDAVIT of John Doe re [11] MOTION for Summary Judgment filed by Vera Vanilla. (Dewsnup, Ralph)

Attention!! Pressing the NEXT button on this screen comnits this transaction. You wall have no further opportunity to
modify this transaction if you continue

=R | Clear |

11.  This is the final screen before you commit the entry to the case docket. If you need to make any
corrections, click the [Back] button on your browser until you reach the screen that contains the error
and make the correction. If everything is correct, click the [Next] button to submit the document.
NOTE: once you click the [Next] button on this screen, there is no going back. The event has been
submitted to the case docket so make sure all the information is correct.
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Affidavits and Declarations E-filed by Attorneys

Hotice of Electronic Filing

The following transaction was recetved from Dewsnup, Ealph entered on 17212005 at 11:54 A0 WET and filed on 1721/2005
Case Name: Chocolate v. Vanilla

Case Number: 2:04-cw-530

Filer: Wera Wanilla

Document Number: 15

Docket Text:
AFFIDAVIT of Tohn Doe re [11] KMMOTION for Summary Judgment filed by Vera Vanilla. (Dewsnup, Ealph)

The following document(s) are associated with this transaction:

Document descrption: Ivan Document

Ongimal filename:n'a

Electronic document Stamp:

[STAWP deecfStamp ID=1060034573 [Date=1/21/2005] [FileMumber=56110-0]
[4400d37756dd87eB32701 22680528 def34 660 9a6bi3d602a08a005e Sbef Tl af2 144 9
lactlatUbdceYcad 812374800 cetalt 87 cdaabidcald 1bbotb 2 ebf]]

2:04-cv-530 Notice will be electromcally mailed to:

Ealph L. Dewstup  ruthkawashirma@utd usceourts. gow

12.

satnuel 5. Tork  cheryl espinoza@utd uscourts gov,

2:04-ev-530 Notice will be delivered by other means ta:

This is the NEF (Notice of Electronic Filing). This shows information re: the document and most
importantly, information re: service. You will notice there are two categories of service: 1) Notice will
be electronically mailed to: and 2) Notice will be delivered by other means to:. If an attorney has a
email address, they will appear in category 1. Please note however - an attorney can have an email
address but not be an efiler. If this is the case, this notice does not constitute service and you must serve
parties either in person or via first class mail. For category 2, you must serve the party either in person
or via first class mail. Also, note the Case Number and the Document Number.
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13.

Mailing Information for a Case 2:04-cv-00530-DB-DON

Electronic Mail Notice List

The following are these whe are currently on the lst to receree e-nual notices For this caze.

+ Ralph L. Dewsnup (E-Filer)
nuth_kawashema@utd uscourts gov

+ Samuel 8. York (E-Filer)
cheryl_espinczal@utd uscourts. gov
Mannal Notice List

The fellowing ss the hst of attormeys whe are not on the hst b recerve e-madl notices for this case (whe therefore requere manual
noticmg). You may swish to use your mouse to select and copy this bst inbo your word processing program m order to create

notices or labels for these recipients.

* (Ho manual recipiencs)

To determine if an attorney is an e-filer click on Utilities on the Blue Main Menu Bar. Click on
Mailings which is under the Miscellaneous heading. Click on Mailing Info for a Case. After

submitting the case number you will get a screen like the image above. The attorneys who are e-filers

will have (E-Filer) next to their name.
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