November 16, 2011

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

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

piig Startup Page

Figure 1 — File a Document

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.

piis Docketing SELECT THE FILING EVENT BELOW

E File a Document
E Case: : Enter case number as yy-nnnn or yy-nnnnn (e.g., 05-2475 or 05-68492)
—

_A@ 11/0912011

Enter a case
number

J {® SELECT THE FILING EVENT
{® SELECT A CATEGORY

Figure 2 — Enter Case Number
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3.

How to File a Motion
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The case number and the short caption of the case will appear in the left top corner of the

screen. (See Figure 3)

4 Docketing SELECT THE FILING EVENT BELOW

Docketing Reports Utilities Logout Help
Case number and
Case 10-10084 Donald Louis Colbert, Jr. v. USA I —";‘J short style will
e appear.
= . L% :
= File a Document
p—
?l; nter case number as yy-nnnn or yy-nnnnn {e.g., 05-2475 or 05-684-
Q Filed Date: 11/09/2011
Q Select O
' (® SELECT THE FILING
‘{d W SELECT A CATEGORY
T— et gt

Figure 3 — Case Number and Short Caption Appears

Single click the radio button to the left of Motion in the left pane. When the category is
selected, the available events for that category will display in the right pane. (See Figure 4)

pig Docketing Motion/Petition Filed
Docketing Reports Utilities Logout Help

= [=] 3]

Case 10-10084 Donald Louis Colbert, Jr. v. USA

CM/ECF Appellate

File a Document

Case: [10-10084 | Enter case number as yy-nnnn or yy-nnnnn (e.g., 05-2475 or 05-68492)

Filed Date: 11/10/2011

0 Select One
) 7 Day Extension Confirmation Letter Filed
() SELECT A CATEGORY ) Amend, Correct or Supplement Motion
2 Attorney i) Motion to Withdraw as Counsel
© Briefing ®
& Case Opening ) Reply to Response Filed
2 Jurisdiction

) Response Filed with Incorporated Motion

® Motion ) Response to Motion Filed
) Rehearing ) Response to Order Filed
) Miscellaneous () Status Report Filed

1 Transcript

Check boxes for each additional case in which this document should be filed.
Case Selection
10-10084 Donald Louis Colbert, Jr.v. USA (Target Case)

Total: 0 Selected: 0 All Clear All

Figure 4 — Select a Category
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5. Single click the radio button to the left of Motion/Petition Filed, and click the Continue
button at the bottom of the screen. (See Figure 5)

pils Docketing Motion/Petition Filed -[0] |

Docketing Reports Utilities Logout Help

Case 10-10084 Donald Louis Colbert, Jr. v. USA

File a Document

Case: [10-10084 | Enter case number as yy-nnnn or yy-nnnnn {e.g., 05-2475 or 05-68492)

Filed Date: 11/10/2011

Select One
(_» 7 Day Extension Confirmation Letter Filed
& SELEEETIEELT ) Amend, Correct or Supplement Motion
() Attorney Motion to Withdraw as Counsel
) Briefing | ® |
{3 Case Opening ' Reply to Response Filed
©) Jurisdiction ' Response Filed with Incorporated Motion
' Response to Motion Filed
() Rehearing ' Response to Order Filed
) Miscellaneous

r Status Report Filed

CM/ECF Appellate

) Transcript

Check boxes for each additional case in which this document should be filed.

Case Selection
10-10084 Donald Louis Colbert, Jr.v. USA (Target Case)

Total: 0 Selected: 0 WL Al Clear All

Figure 5 — Select a Docketing Event
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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)
MM%AMW

Check boxes for each additional case in which this document should be filed.

Case Selection
11-11010 USA v. Gerald Schuerer (Lead) (Target Case - Lead)
[ZJ 11-11011 USAv. Fay Schuerer (Multi-Appeal)

Figure 6 — Select an Additional Case.

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.

You are not authorized to file this event in this case.

Please select another event or contact the court.

Figure 7 — You are Not Linked To This Case.
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8. Reminder! (See Figure 8)
a. A Certificate of Interested Persons must be included in the document.
iii. Click the OK button to continue.

pig Docketing Motion/Petition Filed

Figure 8 — Reminder!

9. Party Filer (See Figure 9)
a. Please check the party filer(s) name(s).

Party Filer
Please check the box next to the party/parties that you represent

Please check the box next to
the party filer's name.

Figure 9 — Select Party Filer
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10. Link a document to this event. (See Figure 10)
a. Browse, Review and Upload your document. The Description may be edited.
iv. Include a Certificate of Service
v. 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.call.uscourts.gov/filing/index.php

Document: [Samples\10-10084 Motion.pdf| | Browse... iption: [Motion for extension of time to file brief

“The Description may
Please Browse, Review and be edited.
Upload your document.

Figure 10 — Attach a Document
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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).

1o e 1 e L A ]

; "% 21 BC32 Release Naotes.pdf 1,263 KE  Adobe Acrobat Doc.. 7/30/2008 115
b) -E 20095 ymposiumdgenda. pdf 24 KB Adobe Acrobat Doc.. 8/11/2009 227
-i CA5 Trairing. pdf 3KB  Adobe Acrobat Doc..  7A3/2008 356
E mandate_102003. pdf 41 KB  Adobe Acrobat Doc.. 10/20/2008 2.2
e T Pages from Informix Guide. pdf 151 KB Adobe dcrobat Doc... 742352007 12
j z propozeR ecordR RS . pdf 224 KB Adobe Acrobat Doc... /442007 4:33 F
-ﬁ"_. recordB Rk S 21 3mtg. pdf 221 KB Adobe Acrobat Doc... 202652007 427
| SezzionSchd031 3. pdf 13KB  Adobe Acrobat Doc...  10/27/2003 S
'-_-:-_: T w1 Frnainritermshith ndf FR KR  &dnhe &ernhat Do 111 l:wl."':-'l'll-l':u 'ﬁj
File name: * pdf j Open |
Filez of type: |,-i'-.|| Files [%.7] j Cancel

Figure 11 — Attach a Document

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

13 10-10054 Moton.pd- Adobe Acrobat =15

File Edit View Document Comments Forms Tools Advanced Window Hel ®
Look: in: I@ Samples :

" 10-10084 AOC bon.pdf ﬁ Create - E@ Combine * ﬁ s ﬂ Sign - Faorms = :_? Caomment +
OBBED S

Case o08-cv-1757-FAM  Document 443  Entered on FLSD Docket 11720/2009 Page 1of 7 ‘I

Right Click the
document to Review it's
contents before
uploadingto ECF.

UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF FLORIDA

FORT LAUDEEDALE DIVISION
IN ADMIRALTY

Caze Mo 08-§1737.CIV-MOEENO'TORRES

DY RKE: THE PETITION OF THE MS
“MADELEINE" SCHIFFAHRTSGESELLSCHAFT
mbH & CO, KG, REEDEREI ALNWICE
HARMETORF & CO., Gubil & CO. K& and
BANGOR CASTLE SHIPFING COMPANY
LIMITED AS OWNER. MANAGING OWNER and
BAREBOAT CHARTERER EESPECTIVELY COF
10-1008 THE VESSEL MW “MADELFINE", FCR

ikl EXCNERATION FROM OR LIMITATION OF

e LIABILITY,

Flesoftype: [l Fies ¢ JR4 — [~ |

File: name:

Figure 12 — Attach a Document
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13. Document Description (See Figure 13)

a. Enter a description for your document. If the document is filed on behalf of the
only appellant or appellee, you need not specify the party name. However, if the
document is filed on behalf of one or more parties but there are other parties in the
case of the same type, you should indicate the party’s name.

b. A description is mandatory.

Y I Y e I Vi W W

PDF Document ?

Document: [A4CM ECF\Samples\Motion.pdfl | Browse.. | Description: [Motion for extension of time to file a brief|

Add Another |

Edit Description

%ZM/ECF ‘Sf

Figure 13 — Attach a Document

14.  Additional Documents (See Figure 14)

a. If you have additional documents to attach to this filing, click the Add Another
button and repeat steps 1 — 12.

b. If your document is so large that it needs to be broken into separate documents
because of the file size limitation, you would upload the extra parts of the
documents as attachments. The file size limitation for a single file is5 MB. Ifa
document exceeds 5 MB, it must be filed in separate volumes, each not to exceed
5 MB.

PDF Document

Document: [Samplesi10-10084 Mminn.pdﬂ Browse... Description: |Mntinn to Dismiss Appeal |
\{ Click Add Another if j

you have aftachments.

Figure 14 — Add Another Document
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15. Emergency & Time Sensitive Motions (See Figure 15)
a. Please change the drop down list if motion is an Emergency or Time Sensitive.

Using the drop down box,
select the style of the motion if
itis an Emergency or a
Time Sensitive Motion.

Figure 15 — Emergency and Time Sensitive Motions
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16. Motion(s) Filed (See Figure 16)
b. Select a Motion Category

Relief
Please select all reliefs that apply to the motien being filed

Figure 16 — Motion Category
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17.  Select a Motion from the Description list. (See Figure 17)
a. Click the Apply button.

Click the Apply
button.
Relief

“lease select all reliefs that apply to the motion being filed

Select a Motion from the
Description list.

Figure 17 — Motion Description
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18.

Selected Reliefs (Figure 18)
a. Note that the relief that was selected now appears in the Selected Reliefs box.
i. If you have incorporated more than one relief in this document, the user may

b.

repeat steps 12 — 13 for each relief.

event for each document.
i. One event = One document.

November 16, 2011

If you have multiple documents for multiple reliefs, the user will need to docket this

Additional Information
Please change if Emergency or Time Sensitive
MOTION b

Relief
Please select all reliefs that apply to the motion being filed

.
[t ] |

I:;- T -
dension to File Appellant

Figure 18 — Selected Reliefs (Motions)
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19.  Additional Reliefs (See Figure 19)
a. As seen here, an additional relief was incorporated into this document.
i. When through, click the Continue button.

Multiple motions can be selected
if more than one relief is
contained in ONE document.

Multiple motions filed in
MULTIPLE documents must be
docketed separately.

Relief
Please select all re that apply to the motion being filed

i A
Briefing v | | ~]

Selected Reliefs

Figure 19 — Multiple Reliefs (Motions)
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20.  Opposition (See Figure 20)
a. Is this motion Opposed, Unopposed or Unknown?
i. Select the appropriate option from the drop down menu.

Is this motion opposed,
unopposed or unknown?

Figure 20 — Opposition Status
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21.  Service (See Figure 21)
a. Enter the date that this document was served.
i. This information should be reflected in the attached Certificate of Service.
b. Check the box next to the attorney’s or party’s name that was served with this

document.
i. Check the appropriate box on how this document was served. (e.g. U.S. Mail,

Fax, Hand Delivered, 3" Party, Email or Clerk)

Enter the date when the
motion was served. This
same information will be

— reflected in your attached
Enter date motion was served on the z Certificate of Service.

; 7
Service 7

Service Date:|11/15/2011
Service
_Originate/Party Type [US mail _Fax
Appellant (] (]
Appellant
Appellant
% \Appellee
|Schultz, Anne R., aty

g

DDDDDE
:
:

El|E| OO

LI T O T &
=l =l T T T
oooo/;m

Mote that | did not serve
myself and my partner, but |
did serve my client by US
Mail, and | served the
appellee attorneys by email.

Figure 21 — Certificate of Service
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22.  Additional Information (See Figure 22)
a. If this motion is an extension of time, there will be an additional field to enter the date
to which you want this extension to be.
i. Itis not necessary to complete the “time” field.
b. Click the Continue button.

[f this is an extension, please
enter the extension date
requested.

aty mot fi-fext aplt brf

ease enter date requested.

Figure 22 — Additional Information
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23. Docket Text Preview. (See Figure 23)
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.

After reading thistextcarefully | [ Click the Back button if you

Click the Continue button if are not satisfied with this text
you are satisfied with thistext. | | and you want to start over.

Figure 23 — Docket Text Preview
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24, Final Event Review (See Figure 24)

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.

Event Review E

MOTION for extension of time to file appellant's brief to 11/23/2011, to file
excess pages filed by Appellant Donald Louis Colbert, Jr.. Motion is Opposed

Figure 24 — Final Review of Docket Text
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25. Event Docketed (See Figure 25)
a. This event has been completed.
i. Click the OK button.

Figure 25 — Event Docketed
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26. Notice of Docketing Activity (See Figure 26)
a. The Notice of Docketing Activity (NDA) will appear on your browser.

"} 10-10084 Donald Louis Colbert, Jr. v. USA "Motion/Petition Filed Extension to File Appellant Brief® - d - |EI|§|

File Edit Vew History Bookmarks Tools Help

[_] https: ffecf.call.usc.. erviet=k2aframe.jsp l :: 10-10084 Donald Louis Colbert, Jr. w. US... X | + ~

|»

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attornevs of
record and parties in a case (including pro se litigants) to receive one free electronic copy of all documents filed
electronically, if receipt is required by law or directed by the filer. PACER access fees apply to all other users. To
avoid later charges, download a copy of each d

United States Click the case number hyperlink to go
to the docket sheetfor this case.

Notice of Docket Activity

The following transaction was filed on 11/16/20
Case Name: Donald Louis C = v USA
Case Number: 10-10084

Document({s): Document(s

—
Click the Document(s) hyperlink to review
the document that was linked to this event.

—

Docket Text:
MOTION for extension of time to file appellant's brief to 11/23/2011, to file excess pages filed by Appellant Donald Louis
Colbert, Jr.. Motion is Opposed [6427053-1] (Joe Attorney)

The following docwment(s) are associated with this transaction: \

Document Description: MotionPetition Filed —
Original Filename: 10-10084 Motion pdf The Docket Text for this event.
Electronic Document Stamp:

[STAMP acecfStamp_[D=11600356652 [Date=11/16/2011] [FileNumber=6427053-0]
[5981249602e46a%a648b9095dda3chb2(f3a390199be32f413cf36023bdfaa%db2 1£=8f1a780dd2933bfacce6f32 53221917422

—

Notice will be electronically mailed to:

Anne Schultz

) A list of the parties who will recieve this NDA
anne_schuliz@doj.gov

by email will be listed here.

Notice will not be electronically mailed to:

B%]_aésdok%i Colber, Jr. A list of the parties who will recieve this NDA

Rome, Georgia 30023 other than email will be listed here.

Figure 26 — Notice of Docketing Activity (NDA)
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