UNITED STATES DISTRICT COUK'}

DISTRICT OF CONNECTICUT
TIPS FOR SUCCESSFUL CM/ECF EFILING
8/8/07
* Sign up for Attorney training classes! See www.ctd.uscourts.gov/cmecf for instructions on how to
sign up today.
* You can not e-file on a case using your PACER login and password. To efile on a case, you must

have (1) a PACER login and password and (2) an ECF login and password (you need both). To
obtain an ECF login/password a ct bar number is needed and the registration form (available on
our website) must be completed and faxed to 203-773-2424. After the completed form is received,
an email will be sent to you with your ECF login/password.

*  If a case is not an efiled case and you wish to efile, all counsel must agree and file a Stipulation
requesting that the case be designated as electronically filed. Once the Judge approves the
Stipulation, an Electronic Filing Order will be entered and all subsequent filings can be efiled.

* Do not efile on 2 case that has not been designated as an efiled case. If there is no EFILE flag, DO
NOT EFILE ON THE CASE! :
* Do not attempt to re-docket something that you think may have been done incorrectly. Call the

Clerk’s Office for assistance before attempting to make any corrections!

* When efiling 2a Memorandum in Support/Opposition/Reply/Affidavit/Exhibit relating to a Motion,
you must Jink the memo/reply/affidavit/exhibit to the underlying motion.

* Make sure the PDF document does not exceed 5000 KB, is readable, the correct one to be filed and
is right-side up if scanned.

Affidavits
Affidavits may be efiled with the signature page scanned or with a /s/ on the signature line. If the affidavit is

related to a motion, it must be linked to the motion.

Amended Complaints . :
If a new party is being added, please select the “Add/Create New Party” on the appropriate filers screen. New

plaintiff(s) should be added on the filers screen with the heading “Select the Filer,” new defendant(s) should be
added on the filers screen with the heading, "Please select the party that this filing is against.” Enter the name of
the business or last name of the individual and click “search” to see if the name of the party is already in our
system. If not, continue to create the new party following the Attorney CMECF Indexing instructions and the
CMECF Approved Abbreviations both located on the forms page of the CMECF website. Make sure that you
select the role of the party. Do not put any information in the other fields except for “Party Text” when necessary.
The “Party Text” field is used as a descriptive text as explained in the Attorney CMECF Indexing instructions.

Update the Jury Demand when prompted.
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