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Things to Know Before Starting:

e A Table of Contents with clerk’s certification paragraph must be
included with all e-filed records.

e Approved Browsers are Windows: Internet Explorer 8 or newer,
Firefox and APPLE Macintosh: Safari 5.1 or newer. Be sure you are
using one of these.

e Only PDF files may be e-filed.

e All sealed documents must be in a separate PDF with SEALED
description.

e Each PDF file can be no larger than 50 megabytes.

e An e-filed record may contain multiple PDFs attached to
accommodate file size limits or differentiation of documents such as
sealed documents, exhibits, etc.

e Thereis no limit to the number of attachments.

e A Supplemental Record (Addendum) can be e-filed following these
same procedures.

e To make changes, you may use the back button on your browser or
start over at any point PRIOR to committing the transaction to our
court.

e If you find there is an error in the submitted record, please contact
the court for assistance (540-857-5100).



Logging into E-Filing (CM/ECF)

Navigate to our public web page (http://www.vawd.uscourts.gov/) and click the “E-Filing (CM/ECF)”
link in upper left of page. You may want to add the E-Filing login page to your favorites.

Court's web site:
www .vawd.uscourts.gov
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http://www.vawd.uscourts.gov/

Input your PACER account Username and Password. Be sure to check the box to the right of the
login.
(See screen shot below)

%) Virginia Western District Court (test) Login

* Required Information
Username *
Password *

Client Code

Forgot password? | Forgot username? | Need an account?

NOTICE: Thisis a restricted government website for official PACER
use only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the U.S. Code. All activities and
access attempts are logged.

The following PACER User screen will appear, click Continue

PACER User Inactive

Although you have a PACER account, your current account is
inactive.

If you have any questions or for further details on how to
activate your search privileges contact the PACER Service
Center at (B00) 676-6856 between the hoursof 8 AM and 6
PM CT Monday through Friday or by email at
pacer@psc.uscourts.gov.

You may continue to log in and perform other activities (e.g.,
e-file, request filing privileges), but you will not have PACER
search privileges.

Continue Cancel




The following Redaction Agreement box will appear, box must be checked and click Continue.

Redaction Agreement

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY:

All filers must redact: Social Security or taxpaver-identification
numbers; dates of birth; names of minor children; financial
account numbers; and in criminal cases, home addresses in
compliance with Fed. R. App. P. 25(a)(5), Fed. R. Civ. P. 5.2, Fed.
R.Crim.P. 49.1, or Fed. R. Bankr. P. 9037. This requirement
applies to all documents, including attachments.

| understand that, if | file, | must comply with the redaction rules. |
have read this notice.

Cancel

E-Filing Your Court Records

The main menu screen will open, and you will select Civil off the blue menu bar.

E E C F Civil Criminal Query R Search
SO

Logout

U.S. District Court
‘Western District of Virginia
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm.
CMV/ECF Version 6.1.1 February 1, 2016

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule af Civil
Procedure i1. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement afficials.

Nelcome to the U.S. District Court for the Western District of Virginia Electronic Document Filing System. This page is for use by attorneys and firms
rarticipating in the electronic filing system. The most recent version of the Adobe PDF reader can be obtained by selecting the PDF Setfings option listed
selow.

PDF Settings



The Civil Events menu will display with the link for State Court Records. Click the link to begin the
process of e-filing your court records

Crimipal

Civil Events

Click to select State Court Records — UPLOAD and the selection will populate the Selected Event
field to the right. Click Next.

State Court Records for sc-99999 cases
| | Start typing to find an event

Avails Selected Event

g select an event)

State Court Records for sc-99999 cases

| |
Awvailable Events (click to select an event) Selected Event
State Court Records - UPLOAD State Court Records - UPLOAD 4<;

DE

Information regarding the Civil Case Number to use to file your records will display. You will need to
input this number on the next screen. Click Next. (If you are unsure of the case number to use,
please call our office at 540-857-5100 for assistance.) YY = two-digit year, i.e. 21 for 2021

EE c F Civil = Criminal - Quary Raports - Utilities - Search
State Court Records for sc-99999 cases

On the followmg screen mpat the case number below that begins with the same first digit as our case mumber (example /-##-cv-72557) found on the request for vour
records

Abingdon Division - 1:¥Y-5c-99999

Big Stone Gap Division - 2:YY-5c-99999
Charlottesville Division - 3:%¥Y-5c-99999
Danville Division - - 4:YY-5c-99999
Harrisonburg Division - 5:YY-5c-99999
Lynchburg Division - 6:YY-5C-99999
Roanoke Division - 7-Y Y-5Cc-99999

Neat | | Clear



Now input the designated case number and click Next.

EECF Civil ~ Criminal ~

State Court Records for sc-99999 cases

Civil Case Number
|7-¥¥-5c-99999

Next
If the case number is correct, then click Next again.

EECF Civil ~ Criminal ~

State Court Records for sc-99999 cases

7:YY-sc-99999State Court Records

I Clear

And click Next one more time.

EECF Civil ~ Criminal ~

State Court Records for sc-99999 cases

' Clear




e-Filing Your Court Records (cont’d)

Now you will begin attaching PDF records.

e Click Browse to find your PDF(s) for uploading.

e Please upload the PDF as the Main Document.

e Attach Sealed Documents as an Attachment with SEALED in the Description. (see Example
below)

e Additional PDF records can be uploaded as an Attachment using the Browse button.
Please add an appropriate Description for each attachment.

e There is no limit to the number of attachments that can be uploaded.

e When through, click Next to continue.

Crimipai

State Court Records for sc-99999 cases

A Description 1s required in the Description field below for all attachments
Put any SEALED records as separate attachments and enter SEALED in the description (example: Volume 2, Sealed)
NOTE: The maximum file size per attachment 1550) mb

Select the pdf document and any attachments.

Main Document

Attachments Category Description
1. Browse v
| Next Clear
Example:

Criminal - Query Reports - Utilities ~ Search

state Court Records for sc-99999 cases

A Description is required m the Description field below for all attachments
ut any SEALED records as separate attachments and enter SEALETD i the description (example; Volmne 2, Sealed)
NOTE: The mavimes file sive per attachment is Gmb

select the pdf document and any attachments.

Main Docament
Users\ShannonS VAWD Documents'\D.  Browse @

Antachments Category Description
) TYPE DESCRIPTION HERE:
|, C:\MUsers\ShannonS VAWD\Documents\M  Browse | W' | |Manuscnpt | Remime
t CWsers\Shannons VAWD\DocumantsiS  Browse . | -S?alqd Documents || Remove
I C:Wsers\ShannonS VAWD\Documents\E.  Browse | [Esxhibits Femioe
(8 Browse w | |

@ Clear .



Please provide your Court Name and Case Number as well as our case number found on the request
for your court records.

: C 1 1 - 1 1 - - ili (]
UE F Ciwvil Criminal Query Reports Utili

State Court Records for s¢-99999 cases

Your Court Name;-

#XK County Circuit Court |

Your Case Number: |CL19-256 |

District Court Case Number, as reflected on the request for vour records: | o ok ok

— ***Qur case number can be found on the request for your records.
Next )| Clear | (Examples: 7:18cv322, 7:18-cv-00322, 7:18cv00322)

Indicate whether this is a supplemental record.

Criminal

State Court Records for s¢-99999 cases
[s this a supplement to a previously provided record?

“No Select No or Yes

r el
L' Clear

Criminal

State Court Records for sc-99999 cases
Does this record contain any SEALED records?

~:No Select No or Yes

LI Clear

10



Click Next to certify the e-filed record.

Civil ~ Criminal ~ Query Reports ~

State Court Records for sc-99999 cases

You are certifying the contents of the record filed herein and listed in the table of contents
constitute the true and complete record, except where omission is noted in the table of contents.

-

ext”| | Clear

This screen provides a free text field if needed for additional information regarding the record.
Click Next to advance to next screen.

EECF Civil ~ Criminal - Query Reports ~ Utilities - Search

State Court Records for sc-99999 cases

Docket Text: Modify as Appropriate.
State Court Records as to 7:18cv322, received from XXX County Circuit Court case no. CL19-256

| | , (Contains SEALED records) . (Attachments: # (1) Sealed Documents, # (2) Exhibits) (Test
Circuit Court, )

A

11



Last Chance to Edit!

This is your last opportunity to make changes before committing the transaction. To start
over, begin the process from the beginning by selecting Civil on the blue menu bar. Click
Next to submit records to U. S. District Court.

EECF Civil ~ Criminal - Query Reports ~ Utilities ~ Search

State Court Records for s¢-99999 cases

Docket Text: Final Text

State Court Records as to 7:18cv322, received from XXX County Circuit Court case no. CL19-256,
(Contains SEALED records). (Attachments: # (1) Sealed Documents, # (2) Exhibits)(Test Circuit Court, )

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

Source Document Path (for confirmation only):
C-\Users\ShannonS VAWD'\Documents Manuscript pdf — pages: 1
C-\Users\ShannonS VAWD'Documents'\Part 2 pdf pages: 1
C-\Users\ShannonS VAWD'\Documents'\Exhibits pdf pages: 1
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The Notice of Electronic Filing (NEF) is your on-screen confirmation that your records have been
submitted to the U.S. District Court.

UECF Civil -~ Criminal - Query Reports ~ Utilities ~ Search
State Court Records for sc-99999 cases

TU.S. District Court
Western District of Virginia
Notice of Electronic Filing

The following transaction was entered by Test Circuit Court, on 3/13/2019 at 4:37 PM EDT and filed on 3/13/2019

Case Name: State Court Records
Case Number: 7:19-5c-99999
Filer:

Document Number: 10

Docket Text:
State Court Records as to 7:18cv322, received from XXX County Circuit Court case no. CL19-256, (Contains SEALED records).
(Attachments: # (1) Sealed Documents, # (2) Exhibits)(Test Circuit Court, )

7:19-5c-99999 Notice has been electronically mailed to:
7:19-5¢-99999 Notice has been delivered by other means to:
The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp [D=1052918722 [Date=3/13/2019] [FileNumber=56089-0]
[54df0dc3584e52a560ddc28c873b789006be5098761db0aT8cb030b80197daab14e8d
fad23adae31cc572913c433c76164dfetb5fald1 86b93c96d426000dde1]]

Document description: Sealed Documents

Original filename:n/a

Electronic document Stamp:

[STAMP dcecfStamp [D=1052918722 [Date=3/13/2019] [FileNumber=36089-1]
[1b614d2fd4939c9305ada2f80cabbd02d84709693ddace535e21a515fd42b4dcd85des
lee708f92aal 084a%e47ef78dc2a%c40adc8bdefdf56abs 2 Tef82b1d49]]

Document description: Exhibits

Original filename:n'a

Electronic document Stamp:

[STAMP dcecfStamp_ID=1052918722 [Date=3/13/2019] [FileNumber=56089-2]
[Tbb76cfe1d03cbidfl8b228 T4ccbe2591b5a53c964a2 lecbeedc299434 1f1c21fb542
b8dff84a43a9f80eedde2f5fed47e8687T8c4c4512aa3577742d59c8d92]]
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