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 Attorney Users  
 

1.1 New Docketing Fee Option 
Appellate courts were provided a new feature in release 3.0 to collect fee information from 
attorneys. Some courts, therefore, may have configured new attorney filing events that allows 
an attorney to make an online payment for a Court of Appeals fee. After selection of the 
event, such as “Pay Copy Fee”, the Fee interface displays to the attorney.  

 

 

 

If the user attempts to select the Continue button prior to making a payment, the following 
error message displays: 
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Once the user selects the “Pay Now” button, the following Online Payment Screen displays:  
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Note: if a court does not accept ACH payments then only option 2 displays. 

If the attorney enters their payment information for the ACH payment option and their 
account information is authorized, the following final confirmation screen displays: 
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If the attorney enters their payment information for the credit card payment option and their 
credit card information is authorized, the following final confirmation screen displays: 

 

 

For both payment options, the attorney has the option to enter an email address to receive a 
final confirmation receipt of the payment. Once the agreement check box is selected, and the 
attorney selects the “Submit Payment” button, the following confirmation page displays: 
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The user must then return to the docketing interface to complete the fee payment transaction 
and confirm the final docket text. 

1.2 Bar Admission Utility 
The new ‘Bar Admission’ utility may be available in certain circuits for attorneys to submit a 
bar application request, to upload supporting documents, and to make a credit card payment 
for their bar admission fee. An attorney must first request an ECF Filer account through 
PACER Service Center prior to accessing the new utility. Once the user is verified by the 
court and receives the email confirmation of their new ECF account, the user can login to the 
court and select the menu, Bar Admission, from the Utilities menu. The attorney can then 
upload any required supporting PDF documents and select the ‘Pay Now’ button to proceed 
and make a credit card payment for the court’s admission fee. 

  

 

 

Once selected, the payment screens (as described for the fee transaction in the section above) 
will display to the attorney prompting for input of their payment information. Upon a 
successful payment authorization, the user receives a confirmation message that the payment 
was made. The attorney can then finalize the application by clicking the ‘Submit Application’ 
button to complete and send the final application to the court. 

 



Public Access Changes – Attorney Users 
 

Attorney Release Notes  Appellate Release 3.0 (March 2010) Page 7 

1.3 Bar Renewal Utility 
The new ‘Bar Renewal’ utility may be available in certain circuits for attorneys to submit a 
bar renewal payment and to upload supporting documents. An attorney must have an ECF 
Filer account in order to access the new utility. Once the user is logged into CM/ECF, he/she 
can select the menu, Bar Renewal, from the Utilities menu. The attorney can then upload any 
required supporting PDF documents and select the ‘Pay Now’ button to proceed and make a 
payment for the court’s bar renewal fee. 

 

 

1.4 Pay Other Fees Utility 
The new ‘Pay Other Fees’ utility may be available in certain circuits for attorneys to submit a 
court fee and supporting documents to the court for any court-configurable fee type when a 
case number is not available or the fee payment is not appropriate to include on the docket 
sheet. Some courts may use the new utility to allow attorneys to file and make online 
payments for new original proceedings. The attorney can submit their case opening materials 
and make the filing fee payment through the new utility. Attorneys will need to follow 
directions from each Appellate court on the required procedures for paying court fees online.  
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1.5 Payment History Report 
The new ‘Payment History Report’ may be available for attorney filers to view all the fee 
payments that they have made. The report displays all payments submitted to the court by the 
attorney, date fee was paid, fee description, receipt number, and amount. Attorneys can use 
this report to view all the past payment history for court fees in a particular circuit. 

 

 

1.6 Email Notification Subject Line Change 
An update was made in release 3.0, for courts to optionally include additional text in the 
subject line of e-mail notifications. Previously, the subject line in any e-mail notification 
consisted of the case number, case short title, and only the transaction name, e.g. “07-1234 
United States v. John Smith “Motion Filed”. Some Appellate courts may now have 
configured their transaction to include additional relief text in the subject line, so that the e-
mail subject line will include further descriptive information about the filing, such as “07-
1234 United States v. John Smith “Motion Filed to extend time to file appendix”. 
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1.7 District 4.1 Enhancement for Create Appendix with Document Links 
The District 4.1 release that is scheduled to be posted to the courts this winter 2009 has new 
features for creating an appendix with document links. With the previous ‘Create Appendix’ 
functionality, attorneys could select a sub-set of the docket entries for a district case and the 
software created a PDF version of the docket sheet with the selected PDF documents 
appended. This process can create PDF files with very large file sizes.  

 

A new set of radio button options labeled ‘Include documents in Appendix’ and ‘Include 
document hyperlinks in Appendix’ has been added to bottom of the Docket Report when it is 
run with the ‘Create Appendix’ option selected. These new options allow users to indicate if 
the PDF documents they selected for inclusion in the appendix docket sheet should be 
appended to the docket sheet or if hyperlinks to those documents should be included instead.   

 

New Radio Buttons for Creating an Appendix 
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If the ‘Include documents in Appendix’ option is selected when the appendix is generated, the 
application produces a PDF version of the docket sheet with the selected documents 
appended.  

 

If the ‘Include document hyperlinks in Appendix’ option is selected when the appendix is 
generated, the application produces a PDF version of the docket sheet that does not include 
the documents from the case record. Instead, this PDF includes document hyperlinks which 
direct the user clicking on them back to the District court’s CM/ECF application to view the 
document(s). 

 

Appendix PDF with Document Hyperlinks 
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1.8 FAQ for Solving Problems with PDF Documents 
 

 
ERRORS WHEN UPLOADING A PDF TO CM/ECF 

Q: I get an error message that reads "ERROR: this document has security measures in 
effect." 

A: CM/ECF cannot accept documents which include Adobe Security features, such as 
password protection. Remove these features from the document by opening it in Adobe 
Acrobat and going to Advanced -> Security -> Remove Security. 

 

 

Q: I get a message about documents needing to be PDF/A.  

A: The court in which you are filing requires documents to be in PDF/A format [not all courts 
currently have this requirement]. You need to change a few settings in the program you are 
using to create it (e.g., Microsoft Word, Adobe Acrobat). The Clerk’s Office should be able 
to provide you with instructions for “Creating PDF/A Documents”. 

 

Q: I get an error message that reads "PDF file is damaged - attempting to reconstruct 
xref table...The PDF document cannot be accepted." 

A: This can occur if the PDF you are submitting was previously opened within the Internet 
browser and saved.  To fix it, open it in Adobe Acrobat and save it again before submitting 
it to CM/ECF. 
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ERRORS WHEN CREATING A PDF 

Q: I get errors when I try to scan a document to PDF. 

A: This may occur if you are scanning the document via Adobe Acrobat with optical character 
recognition (OCR).  Disable this feature in Adobe Acrobat by going to File -> Create PDF 
-> From Scanner  -> Configure Presets; deselect the Make Searchable (Run OCR) check-
box: 

 

 

ERRORS WHEN VIEWING/PRINTING A PDF 

Q: When I try to display a PDF, I get a message that reads "Error reading, linearized 
hint data." 

A: Open Adobe Acrobat or Reader and go to Edit -> Preferences -> Internet; deselect the 
Allow Fast Web View check-box: 

 

 

Q: When I print a PDF, it is blank. 

A: This could be a faulty or missing PostScript driver. These drivers are available from your 
printer manufacturer’s website. 
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Q: When I print a PDF, it appears as a mirror image. 

A: On the Print window in Adobe Acrobat, click the Advanced button and select the Print As 
Image check-box: 

.  

 This option can slow down a large print job, so it should only be used when needed. 

 

 

OTHER ACTIONS WHICH MAY ELIMINATE ERRORS 

 

1. Get the latest updates for the programs you are using (Adobe Acrobat, Adobe Reader, 
Corel WordPerfect, Firefox, Internet Explorer, Microsoft Word, etc.). 

2. Recreate or re-save the PDF. Sometimes errors result from a "glitch" during PDF creation, 
so recreating the PDF may fix them. 

3. If you have Adobe Acrobat Professional, use its PDF Optimizer feature (on the Advanced 
menu). Be sure to select all the Discard and Clean Up options: 
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1.9 Public Filer Registration Changes 
Additional questions are now available during the ECF registration process. The questions are 
used by court staff to help process your new ECF account. 

The new “Are you a member of the bar in this court” radio button is a required field and only 
displays if the user selects ‘attorney’ during the registration process. The default is for the 
“Yes” radio button to be selected, so if you are not a current member of the court’s bar, you 
should select the “No” radio button. 

The “Most Recent Case Number” and “Enter any name you have previously used in the 
court” are optional fields and will display if you selected to register as an attorney, pro se filer 
or court reporter on the main registration screen. These questions do not display at all if the 
registrant selects other (not a public filer) on the registration screen. 
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