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Eleventh Circuit U.S. Court of Appeals 
How to File a Brief 

 

1. Single click Docketing from the menu bar, and select File a Document from the drop-
down menu.  (See Figure 1) 

 

 

2. Place your cursor in the Case:  text box, and enter a case number.  This number should 
begin with a two digit year followed by dash and five numbers.  The case number 10-
10084 was used in this example.  (See Figure 2) 

a. Press the tab key on your keyboard. 
 

 

 

  

Figure 2 – Enter Case Number 

Figure 1 – File a Document 
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3. The case number and the short caption of the case will appear in the left top corner of the 
screen.  (See Figure 3) 
 

 

 
4. Single click the radio button to the left of Briefing in the left pane. When the category is 

selected, the available events for that category will display in the right pane. (See Figure 4) 
 

 

 
Figure 4 – Select a Category 

Figure 3 – Case Number and Short Caption Appears 
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5. Single click the radio button to the left of Appellant Brief, and click the Continue button 
at the bottom of the screen. (See Figure 5) 
 

 

 
6. If this case is linked with another case (e.g. consolidated, cross appeal, multi appeal or 

related) the additional case(s) will display in the Case Selection box at the bottom of the 
screen.  The case you are docketing in should be the lead appeal with the lowest case 
number.  This case number will not have a checkbox next to it because you are docketing 
in this case.  The trailer case(s) with higher case numbers will have a checkbox directly to 
the left of their case number if you are allowed to apply this event to the additional case. 
(See Figure 6) 
 

 

 
Figure 6 – Select an Additional Case. 

Figure 5 – Select a Docketing Event 
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7. Not Linked To Case  (See Figure 7) 
a. If you have not filed an appearance of counsel form in this case, a popup box will 

appear stating that you are not authorized to file a document in this case.  You 
must click the OK button to continue.  

i. If you need to file an Appearance of Counsel Form, please see the 
instruction sheet “How to File an Appearance of Counsel Form

ii. If you’ve received this error, but you are not required to file an appearance 
of counsel form, please see the instruction sheet “

”. 

How to Find a Case 
Handler

 
” to contact the docket clerk for this appeal.  

 

 
 

8. Reminder!  (See Figure 8) 
a. All briefs must also be filed in paper with this court. 
b. A Certificate of Interested Persons must be included in the document. 

i. Click the OK button to continue. 
 

 

 

  

Figure 8 – Reminder! 

Figure 7 – You are Not Linked To This Case. 
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9. Party Filer  (See Figure 9) 
a. Please check the party filer(s) name(s). 

 

 

 

  

Figure 9 – Select Party Filer 
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10. PDF Document  (See Figure 10) 
a. Browse, Review and Upload your document. The Description may be edited. 

i. Check your brief for compliance 
ii. Include a Certificate of Service 

iii. Include a Certificate of Interested Persons and Corporate Disclosure 
Statement (CIP).   

1. All attorneys are required to complete the web-based CIP.  They 
must either enter the stock (ticker) symbols of all publicly traded 
corporations on the paper CIP or declare that they have nothing to 
enter.   http://www.ca11.uscourts.gov/filing/index.php  

 

 

 
Figure 10 – Attach a Document 

http://www.ca11.uscourts.gov/filing/index.php�
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11. Upload Your Document  (See Figure 11) 
a. Either type the complete path to the file or click Browse to locate it. (Single click 

to select the file and click Open). 
 

 

 
 

12. Review the Contents of the Document.  (See Figure 12) 
 

 

 

  

Figure 12 – Attach a Document 

Figure 11 – Attach a Document 
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13. Service  (See Figure 13) 
a. Please enter the date that the brief was served. 

i. This information should be reflected in your attached Certificate of 
Service. 

b. Please check the box next to the party or attorney’s name that was served. 
i. Check the appropriate box on how the brief was served. (e.g. US Mail, 

Fax, Hand Delivered, 3rd Party, Email or Clerk) 
c. Click the Continue button. 

 

 

 
 

  

Figure 13 – Service 



November 16, 2011 
 

How to File a Brief USCA11  Page 9 

14. Review Docket Text. (See Figure 14) 
a. Read this docket text carefully.  Click the Continue button if you are satisfied 

with your docket text and would like to continue. 
b. Click the Back button if you want to start over again.   

 

 

 
 

  

Figure 14 – Review Docket Text 
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15. Final Event Review  (See Figure 15) 
a. The system gives you one more time to change your mind.  Once you click the 

Submit button, there is no further opportunity to change any of this information 
and the event will appear on the public docket sheet. 

i. All filers must redact: Social Security or taxpayer-identification numbers; 
dates of birth; names of minor children; financial account numbers; and, 
in criminal cases, home addresses. 

 

 

 

  

Figure 15 – Final Review of Docket Text 
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16. Event Docketed (See Figure 16) 
a. This event has been completed.   

i. Click the OK button. 
 

 

 

  

Figure 16 – Event Docketed 
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17. Notice of Docketing Activity   (See Figure 17) 
a. The NDA (Notice of Docketing Activity) will appear on your browser.  

 

 
 

 

 

Figure 17 – Notice of Docketing Activity (NDA) 


