ECF Training Lesson

	Reports - Cases
	Last Update: 8/8/07



 COMMENTS "" 
	[image: image1.png]The PACER login screen displays. Use the login and password assigned hy PACER to login.

« PACERaccounts are used to view documents and ECF Reports.
« ECFaccounts are used tofile documents in ECF.

fyou don't possess a PACER account, you can register for ane online at http:/ipacer.psc.uscourts.gov.

CM/ECF Filer or PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged
Instructions f

I you do not Enter the PACER login and password to proceed. The Client code you do not have a PACER
login, you may refis not applicable.

Instructions fig,; inis example enter 12345 as the Login.
Enter your CM/E

Then click in the Password box.

thing with the court

Authentication

Login

Password Enter 12345
client code:

= B

NOTICE: An access fee of $.08 per page, as approved by the Judicial Conference of the United States, wil
be assessed for access to this service. For more information about CMIECF, click here or contact the
PACER Senvice Center at (800) 676-6856.

CMVRCE s has tostecd suscasshully wsine ntarnat Fxnlarer 60 and Netsaana 7 2 s venvasantativa hroisars Othar hrosisars and i2

@ rtemet [Sa0% ~







	Slide 1

Text Captions: Enter 12345.  Enter the PACER login and password to proceed.   The Client code is not applicable.  For this example enter 12345 as the Login.  Then click in the Password box.

The PACER login screen displays.  Use the login and password assigned by PACER to login.     

PACER accounts are used to view documents and ECF Reports.

ECF accounts are used to file documents in ECF.  
If you don't possess a PACER account, you can register for one online at http://pacer.psc.uscourts.gov.
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Text Captions: Enter password 12345

Enter the PACER login and password to proceed.   The Client code is not applicable. For this example enter password in the password field.

Then click the Login button.  The PACER login screen displays.   Use the login and password assigned by PACER to login.    

PACER accounts are used to view documents and ECF Reports.

ECF accounts are used to file documents in ECF.  If you don't possess a PACER account, you can register for one online at http://pacer.psc.uscourts.gov.
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Text Captions: Select the Reports link

Click on the Reports menu option

PACER users can generate several types of Reports in ECF.  Reports can be run using various criteria.   A PACER charge will apply when running the Cases Report.  
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Text Captions: Select the Cases link

The Reports screen displays.   This screen provides a list of reports that may be run by PACER users.  The Cases report is used to view cases filed within the Western District of Washington.  

Click the Cases hyperlink to run a cases report.
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The Cases Report screen displays. This screen displays the Cases search options.

‘The Office Type selection may be Seattle or Tacoma. The field highlighted above Seattle is the defaultand includes both
Seattle and Tacoma.

Utiities:

ICases Report

‘Warning: you will be billed for the total number of pages (this report is not subject to the 30-
page limit on PACER charges).

< Chapter =
Click on Seatle i
= s =

Forthis example search the Seatle divisional offce. Click on

[Arkison,
v, | Seattletoselect it

Date Type [Filed date = From [7/23/2007 to  [772312007
¥ Open cases I™ Party information
I™ Closed cases

Sort by [Filed Date ] | [ =

Output Format & Formatted Display
© Data Only

Run Report Clll

fpore [T @weme Swo% v







	Slide 5

Text Captions: For this example search the Seattle divisional office.  Click on Seattle to select it.

The Cases Report screen displays.   This screen displays the Cases search options.    
The Office Type selection may be Seattle or Tacoma.   The field highlighted above Seattle is the default and includes both Seattle and Tacoma.

Click on Seattle
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The Cases Report screen displays. This screen displays the Cases search options.
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Text Captions: Select the bk item

The Cases Report screen displays.   This screen displays the Cases search options.  

The Case Type options include ap (adversary), bk (bankruptcy), and mp (miscellaneous proceeding). The blank highlighted area above ap denotes all within the option and is the ECF default.

For this example click bk to search for bankruptcy cases.
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Text Captions: Select the blank field.  Select the item.
The Cases Report screen displays.   This screen displays the Cases search options.

The Chapter options include the following 7, 9, 11, 12, 13, and 15.  The blank highlight above 7 denotes all within the option and is the ECF default.
For this example click in the blank area to select all search criteria.
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The Cases Report screen displays. This screen displays the Cases search options.
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Text Captions: Click in the Blank field.  The Cases Report screen displays.   This screen displays the Cases search options.  

The Trustee option includes all panel trustees within the district.  A trustee may be selected from the list clicking the trustee's name.  Multiple, but not all, trustees may be selected by clicking on the first trustee's name, pressing and holding the CTRL key and clicking on the other trustee(s).  The blank highlight above the first trustee's name denotes all within the option and is the ECF default.  

Click the blank field to include all Trustees in the search.
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The Cases Report screen displays. This screen displays the Cases search options.

‘The Date Type option allows for a search by Filed date, Entered date, Case Number, Case Type, Office or Trustee. The ECF
defaultis Filed date.
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Text Captions: Click the Date Type drop-down arrow.

The Cases Report screen displays.   This screen displays the Cases search options. 

The Date Type option allows for a search by Filed date, Entered date, Case Number, Case Type, Office or Trustee.   The ECF default is Filed date.
Click the Date Type drop-down arrow to make a selection.
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Text Captions: Select the Filed date item

The Cases Report screen displays.   This screen displays the Cases search options.  

The Date Type option allows for  a search by Filed date, Entered date, Case Number, Case Type, Office or Trustee.   ECF defaults to Filed date.

Click of Filed date to select it.
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The Cases Report screen displays. This screen displays the Cases search options.

The From ! To option allows for the inclusion of a date range for the search.
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Text Captions: Enter 7/21/2007

The Cases Report screen displays.   This screen displays the Cases search options.  

The From / To option allows for the inclusion of a date range for the search.

For this example enter 7/21/2007 as the From date.

The To date will not change.  Click in it to continue.
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The Cases Report screen displays. This screen displays the Cases search options.

‘The Open Cases ! Closed Cases options allows fora search of Open andfor Closed cases. The Open cases checkbox s pre-
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Text Captions: Select the check box

The Cases Report screen displays.   This screen displays the Cases search options.  The Open Cases / Closed Cases options allows for a search of Open and/or Closed cases.  The Open cases checkbox is pre-selected.  Click on Closed cases when a search of closed cases should be conducted. When open or closed cases should not be included uncheck the checkbox

Click in the Closed cases checkbox to include closed cases in the search.  
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The Cases Report screen displays. This screen displays the Cases search options.
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Text Captions: Select the check box

Select the check box

The Cases Report screen displays.  This screen displays the Cases search options.   

The Party information options allows for the inclusion of the party's address and redacted social security number, when applicable.

Click in the Party information checkbox.  
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The Cases Report screen displays. This screen displays the Cases search options.

The Sort by option allows the search to be conducted using three different criteria by level of importance, with the option to the
far left being firstin importance. The default selection is Filed Date.
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Text Captions: Click the Sort by drop-down arrow.

The Cases Report screen displays.   This screen displays the Cases search options.  

The Sort by option allows the search to be conducted using three different criteria by level of importance, with the option to the far left being first in importance.  The default selection is Filed Date.

Click the Sort by drop-down arrow to view selections.
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The Cases Report screen displays. This screen displays the Cases search options.

The Sort by option allows the search to be conducted using three different criteria by level of importance, with the option to the
far left being firstin importance. The default selection is Filed Date.
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Text Captions: Select the Filed Date item

The Cases Report screen displays.   This screen displays the Cases search options.  

The Sort by option allows the search to be conducted using three different criteria by level of importance, with the option to the far left being first in importance.  The default selection is Filed Date.

Click on Filed Date to select it.
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The Cases Report screen displays. This screen displays the Cases search options.

The Output Format option allows for a selection by Formatted Display o Data Only. Fomatted Display is the ECF defaultand
is primarily used. Data Only produces a text document similiar to one generated by bankruptey petition software.
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Text Captions: Select the Formatted Display radio button

The Cases Report screen displays.   This screen displays the Cases search options.  

The Output Format option allows for a selection by Formatted Display or Data Only.   Formatted Display is the ECF default and is primarily used.  Data Only produces a text document similar to one generated by bankruptcy petition software.  

Although pre-selected, click on the Output Format radio button to continue. 



	[image: image17.png]- Western Washington LIVE Database V3.1.5 - Windows Internet Explorer

The Cases Report screen displays. This screen provides options from which eriteria is selected for running the report
Whena selection is notmade ECF searches all criteria within that option.
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Text Captions: Click the Run Report button

The Cases Report screen displays.   This screen provides options from which criteria is selected for running the report.   When a selection is not made ECF searches all criteria within that option.    

Click the Run Report button after all search criteria have been selected.
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The Cases Report results sereen displays. This screen displays cases filed with the court hased on the search criteria. A
Transaction Receipt displays in the hottom of the report. That receipt includes the PACER charges for the report
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Text Captions: The Cases Report results screen displays.   This screen displays cases filed with the court based on the search criteria.  A Transaction Receipt displays in the bottom of the report.  That receipt includes the PACER charges for the report.  
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Text Captions: The Cases Report results screen displays.   This screen displays cases filed with the court based on the search criteria.  A Transaction Receipt displays in the bottom of the report.  That receipt includes the PACER charges for the report.
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Text Captions: The Cases Report results screen displays.   This screen displays cases filed with the court based on the search criteria.  A Transaction Receipt displays in the bottom of the report.  That receipt includes the PACER charges for the report.
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