SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Section 23. ECF Computer System Information

23.1 What Internet browser should I use to file electronically on the ECF system?

Each new version of ECF is tested with specific Internet browsers before release. Check the ECF log-in page
for a list of approved Internet browsers.

23.2  What is a PDF file and how do I create one?

All documents filed on the ECF system must be PDF computer files (portable document format). A PDF file is
created by scanning a printed document using PDF writer software such as Adobe Acrobat (go to Adobe.com
for details). PDF files cannot be altered, providing security to the filer and the Court.

23.3  CanI file electronically at the courthouse?

Yes, you may scan and electronically file documents using the document scanners and computers available at
the ECF Help Desk in the Clerk’s Office. Bring your paper documents and your SDNY ECF log-in and
password.

23.4 Is there a limit to the size of a document that can be filed on ECF?

Yes. No single PDF computer file may be larger than 2.5 megabytes (2.5 mb). No single filing event including
attachments (eg. Affidavit in Support with exhibits attached) may be larger than 15 megabytes. If the filing is
too large, the ECF system will not allow it to be filed, and you will not see a Notice of Electronic Filing (filing
receipt) screen. To determine the size of an Adobe Acrobat PDF Ffle click on File, Document Properties,

Summary.

’

23.5 What if my document exceeds the file size limit?

Scan your documents at low resolution. Within the Adobe Acrobat program, on the “Scan Manager” screen,
adjust the settings for black and white and 200 dpi (dots per inch). This creates a good quality picture and
allows you to fit more pages into a single PDF file. If that doesn’t work, separate an oversized file into 2 or
more parts. Simply label each file 1a, 1b, 1c, etc. Only relevant excerpts of exhibits should be electronically
filed (see below). Finally, if you still experience problems call the ECF Help Desk at (212)805-0800.

(See Section 24 - ECF Help Desk and Training).

23.6 Do1Ineed the Court’s permission to file on paper in an ECF case?

Yes. If your document is too large to file electronically after following the directions above, you may seek
permission from the Judge to file on paper. Call the ECF Help Desk first for guidance at (212)805-0800.

(See section 5 - Attachments and Exhibits).

29

TOY-TQ002-06-3D-00005117



