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WELCOME 

Slide notes: Welcome to the Fourth Circuit Court of Appeals Attorney ECF Training. 
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NAVIGATION  

Slide notes: Please review the navigation instructions before proceeding.  Note that you can 

click on any web link in this presentation without stopping the presentation.   Press the Start 

button when you are ready to proceed. 
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OBJECTIVES 

Slide notes: Please take a moment to review the objectives for this lesson.  Click the Continue 

button when you are ready to begin. 
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ELECTRONIC FILING 

Slide notes: The Fourth Circuit was the second Appellate Court in the country to implement 

electronic filing for attorneys.  The Court's Administrative Order 08-01 requires all attorneys 

to file documents electronically as of June 1, 2008.  ECF filers are required to complete the 

Electronic Case Filing Application before their ECF account will be activated.  At the end of 

this lesson you will be directed to the Fourth Circuit's Electronic Case Filing Application and 

the Appellate ECF registration web site.  Users must answer at least eight out of ten 

Application questions correctly.  Your account will be activated upon receipt of a passing 

score and ECF registration. 
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WHAT'S FILED 

Slide notes: Administrative Order 08-01 directs the electronic filing of documents by 

attorneys with a few exceptions. Items that must be filed in paper form are, appendices in 

formally briefed cases, CJA & Assigned Counsel vouchers and case originating documents, 

for example, Petitions for Review, Writs of Mandamus and Rule 5 Petitions.   Formal briefs 

are filed electronically and you must serve the Court with paper copies, as prescribed by Local 

Rule 31(d).  All other documents must be filed electronically. 
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SERVICE 

Slide notes: Here's some important reminders regarding service of documents filed 

electronically: 

1.  A certificate of service is required for all documents filed with the Court.  

2.  Documents filed via ECF will automatically be served on all ECF registered users 

associated with the case, except sealed documents, which must be served in paper form to all 

parties. 

3.  For any pro se party or counsel who is not an ECF registered user, counsel is responsible 

for serving documents conventionally. 

4.  Utilize the Attorney Service Preference Report in CM/ECF to determine how case 

participants need to be served.  Please see the CM/ECF User Manual, which is available on 

the Fourth Circuit web site, for instructions on how to run the Attorney Service Preference 

Report. 
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NDAs 

Slide notes: A Notice of Docket Activity is your proof of filing.   The date and time listed on 

the NDA determines the timeliness of the filing.  The NDA contains pertinent information 

about the filing, including case title and number, a link to the document filed, the docket text 

and service information.   Please review the important NDA reminders.  Press continue when 

you are ready to proceed. 
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SIGNATURES 

Slide notes: The ECF login and password constitute an attorney's signature on all documents 

filed electronically, and they should be safeguarded from unauthorized use.  If you learn of 

any breach of security, please contact the Court immediately.  Attorneys may delegate the use 

of their ECF account login information to authorized agents, but counsel is ultimately 

responsible for filings made using their account.  
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SEALED ITEMS 

Slide notes: It is critical that all documents containing sealed material be filed properly.  

Sealed documents are filed using one of two entries, either Sealed Brief Filed or Sealed 

Document or Motion Filed.  These entries restrict electronic access to Court users only; no 

one outside of the Court will be able to view the documents via ECF or PACER.  Sealed 

documents must be served conventionally on all parties associated with the case.  Please 

contact the Court if you have any questions regarding filing a sealed document or brief. 
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RESTRICTED ACCESS 

Slide notes: There are two case types which have restricted public access, immigration and 

social security cases.  Court orders and opinions are available electronically to the public via 

Pacer.  All other documents are restricted to electronic access by registered ECF users 

associated with the case.  You must be logged into Fourth Circuit CM/ECF before attempting 

to view immigration or social security documents via PACER or the Notice of Docket 

Activity link.  
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PERSONAL IDENTIFIERS 

Slide notes: With the exception of sealed documents and documents filed by the parties in 

immigration and social security cases, documents filed with the Court are available via 

PACER on the Court's Internet site. Therefore, personal or sensitive information should not be 

included in documents filed with the Court.  Counsel is responsible for ensuring that social 

security numbers, names of minor children, dates of birth, financial account numbers and 

home addresses in criminal cases are not included or are redacted in documents filed with the 

Court. 
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HYPERLINKS 

Slide notes: Counsel may include hyperlinks in documents filed electronically.  Hyperlinks do 

not replace standard citations.  If you need assistance with creating hyperlinks, please review 

the learning modules available on our web site. 
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START UP PAGE 

Slide notes: Now that we've reviewed the Fourth Circuit ECF policies, let's look at how to 

complete an ECF filing.  This is a demonstration of the ECF application, so you don't need to 

click or type to advance the presentation.  This is the ECF Start-up page.  To begin filing, 

Docketing is selected from the menu bar. 
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APPPEARANCE OF COUNSEL 

Slide notes: Next, File a Document is selected. 
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Slide 15 

Slide notes: On the first page in docketing, we'll type in the case number we want to docket to, 

then select the Event Group.  Once an Event Group is selected, the Events for that category 

will appear in the right-hand box.  In this example, the event group Forms, Notices and Filing 

Fees has been selected, and we will be docketing the event Appearance of Counsel Filed 

(Local Rule 46(c)).  After selecting the event, clicking the Continue button moves us to the 

next screen. 
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Slide 16 

Slide notes: In every ECF entry, you'll have to indicate which party or parties you are filing on 

behalf of.  This filing is made by the appellants, so first the check box for ABC Corporation is 

selected. 
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Slide 17 

Slide notes: Next, the check box for XYZ, Incorporated is selected.  
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Slide 18 

Slide notes: Now both appellants have been selected.  This entry requests additional 

information, the name of the attorney filing the appearance of counsel form.  Most CM/ECF 

entries include requests for additional information; when you are filing, please read each 

request and respond appropriately.  In this case we'll type the attorney's name, John Doe, in 

the available text box. 
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Slide 19 

Slide notes: Next, we'll click the Browse button to locate the PDF file we want to attach to 

this entry. Each document uploaded to CM/ECF must be 2.5 megabytes or smaller.  An error 

message will appear if you fail to upload a document or the document is over the size 

limitation. 
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Slide 20 

Slide notes: The Select PDF Document dialog box will appear.   In this example our 

document is saved to the Desktop, but you can browse to any available folder to access 

documents for filing. 
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Slide 21 

Slide notes: To attach a document to an entry, click the document title, in this case 

AppearanceofCounsel.pdf. 
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Slide 22 

Slide notes: Then we'll click the Open button to upload the selected document to CM/ECF. 
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Slide 23 

Slide notes: If you have more than one document to attach to an entry, click the Add Another 

button. 
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Slide 24 

Slide notes: After clicking Add Another, you will have the opportunity to upload a second 

document.  You can upload as many individual files as you want as long as the total file size 

does not exceed 25 megabytes.  Once all the necessary files are attached to the entry, clicking 

the Continue button will move us to the next screen. 
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Slide 25 

Slide notes: Next, the Docket Text dialog box appears.  This is our opportunity to read the text 

to confirm that we've selected the correct parties and answered all additional information 

requests appropriately.  If any information is incorrect or missing, we would click the Back 

button to make changes.  Our information is correct, so we'll click Continue to proceed. 
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Slide 26 

Slide notes: The system gives us one last chance to review the docket text.  Again, if anything 

was incorrect, we'd click the Back button.  To finalize the entry, we'll click Submit. 
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Slide 27 

Slide notes: Once the entry has been successfully docketed, the Event Docketed dialog box 

will appear on the screen.  We'll click OK to complete the entry. 
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Slide 28 

Slide notes: If you have pop-up blockers turned off in your Internet browser, the Notice of 

Docket Activity will launch on your screen.  At the same time, the Notice of Docket Activity 

will be emailed to the Court and all ECF Users associated with the case, including counsel 

filing the document.   
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SEALED MOTION 

Slide notes: After closing the Notice of Docket Activity for our last filing, CM/ECF brings us 

back to the File a Document screen with our case already selected.  Next, we are going to file 

a Motion for Extension of Time that includes sealed material.  Remember, any document 

containing sealed material must be filed using the appropriate sealed entry, either Sealed 

Document or Motion Filed or Sealed Brief Filed. 

 

 

 


