UNITED STATES DISTRICT COURT
DISTRICT OF NORTH DAKOTA

CM/ECF Frequently Asked Questions

Can only the attorneys on the case file a document?

Yes. If another attorney in the firm wishes to file a document in the case in which they are not
an attorney of record, they must first file a Notice of Appearance or ask the court to add them to
the case.

Why are only attorneys allowed to register for ECF?

The CM/ECF login and password of the registered attorney, together with a *“/s/” signature,
constitute a valid signature for the purposes of Rule 11 of the Federal Rules of Civil Procedure.
Just as counsel was required to file a signed document, documents filed electronically must
contain counsel’s electronic signature. Attorneys do not need to register more than once. If you
change firms, your electronic signature remains valid; however, you must update your mailing
address and email information in ECF.

What training is available?

Hands-on training sessions are offered by court personnel in Bismarck (701-530-2300) and
Fargo (701-297-7000). Call the office that is closest to you to inquire about ECF training.

Why should I attend a training session?

There is no substitute for the actual hands-on training for e-filing in our District. We have had
students in our classes who have attended e-filing training in four separate federal courts, in four
separate sessions, and they indicated that each court has different procedures and policies.
Students have found they learn from each other in class, and there are always questions and
feedback which can only be obtained from a personal training session.

How do I sign up for email notification?
The completion of the Attorney Registration Form, which includes your email address,

automatically signs you up for email notification. You must keep your email address current in
CM/ECF.



Why should 1 sign up for PACER?

All electronic case filings are accessed through PACER. In order to review a case filing, docket
sheet, run a report, etc., you must be registered and logged into PACER. Visit www.pacer.gov to
register for a PACER account.

Who receives the automatic email notification? (Notice of Electronic Filing/ NEF)

The email notification goes to the email address of the registered attorney or attorneys of record
(whatever email address is designated) and it can also go to additional email address. Each email
address receives one “free look,” at the document via the document number hyperlink in the
NEF. The free look is available for 15 days. If you view your email notification after 15 days
has expired, you will be charged the standard PACER fees to view the document.

If I have a login and password from another federal court, will that work for the District of
North Dakota? How about the District’s Bankruptcy Court login and password?

No. There is no link between our system and any other District Court electronic case filing
system. You will need separate logins and passwords for each district court. You also need a
separate login and password for the Bankruptcy Court for the District of North Dakota.

Will there be a separate login and password for PACER and CM/ECF?

Yes. The systems require two separate logins and passwords. A law firm may have one
PACER login and password for the entire firm, and each individual attorney will have his or her
own CM/ECF login and password.

How are initiating document fees handled?

Civil cases are opened by the Clerk’s office. The court prefers filers email PDF versions of
documents (civil coversheet, complaint, notice of removal, third party complaint). See civil case
opening procedures on the court’s website. New cases will not be processed until the filing fee is
received. A Notice of Appeal (both civil and criminal) and Pro hac vice motion will also be filed
by the Clerk’s office.

What are the hours of operation for the ECF System?

ECF is available 24 hours a day, 7 days a week, with the exception of scheduled maintenance.

The clerk’s office help desk support is available from 8:00 am to 12 noon and 1:00 pm to 5:00

pm. Attorneys will be notified of any scheduled maintenance via the main page of the district’s
website and via email from the Clerk’s Office.

Do I have to identify the attachments | file?

Yes. All attachments filed should be identified with a short title of the document. For example,
Exhibit A, Letter from Dr. Grey dated 5/10/16; Exhibit B, Letter to Dr. Grey dated 5/1/07;



Exhibit C, Memo from Nurse Association, dated 2/1/12. This makes querying easier for the court
and case participants when reviewing the pleadings and attachments you file.

Is there is limit as to what size of a document I’'m able to file?

Yes. There is a 15 MB file limit for all filings. If any document is larger than 15 MB, it will
need to be split into smaller parts and filed accordingly.

How will sealed filings be handled?

Upon filing of an indictment, information or criminal complaint, the United States Attorney
assigned to the case will be given access to sealed data and permission to file under seal.
Defense counsel will be given access to sealed data and permission to file under seal upon filing
of an Order Appointing the Public Defender, Order Appointing CJA Counsel, or a Notice of
Appearance. Counsel of record in civil cases must request permission from the clerk’s office to
access and file under seal.

Does this mean that I can file any motion under seal?

No. The court’s Administrative Policy Governing Electronic Filing and Service govern how
sealed documents are filed. Parties must first file a “Motion for Leave to File Under Seal” and
obtain leave of court to file a sealed document or a sealed motion, unless the sealed document is
a responsive filing to a motion or document already filed under seal. See Section XII,
Administrative Policy Governing Electronic Filing and Service.

The Court, in a standing order, has granted leave of Court to file under seal for the following
documents:

1. Plea agreement supplements;

2. Motions pursuant to Rule 35 of the Federal Rules of Criminal Procedure and
accompanying memorandums in support and responsive filings;

3. Motions pursuant to Section 5K1.1 of the United States Sentencing Guidelines and
accompanying memorandums in support and responsive filings;

4. Search and seizure warrant applications; and 5. pen register or a trap and trace device
applications pursuant to either 18 U.S.C. § 3121 et seq. or 18 U.S.C. 8 2516 et seq. See
“Standing Order re: Sealed Documents”.

A Motion for Leave to File Under Seal should be accompanied by a memorandum in support
setting forth the legal basis for sealing the proposed document or motion. The proposed sealed
document or sealed motion must be attached to the Motion for Leave to File Under Seal. The
“Motion for Leave to File Under Seal” and all accompanying documents will not be available to
the public, unless the court orders otherwise.



What about ex parte motions?

Ex parte motions can be filed by counsel. Ex parte motions can only be viewed by court users
and the attorney(s) who represent the filer. Ex parte motions will not appear on the public docket
sheet.

Why can’t | view a sealed document in a case when I’m the attorney of record?

Call the Clerk’s office for assistance. It may be that your view permissions have not be set.
How do we know who is participating electronically on a case?

Click on the Utilities menu option on the Main Menu Bar and there is a miscellaneous option to
view mailing information. Attorneys can view this information to see who is receiving service
electronically and who is receiving service traditionally. You can view mailing information by
case, or run mailing labels.

I tried to file a document but it says “format not recognized.” What am | doing wrong?

All documents must be submitted in PDF with an extension of “pdf.” This is the only type of
document that can be filed in ECF.
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