How to File a Notice of Appeal and Pay the Filing Fee Online

STEP 1: Begin at the Court’s website for Electronic Case Filing:
https://ecf.dcd.uscourts.gov/cgi-bin/login.pl. Enter the ECF
login and password, entering the client code if the agency or
firm requires.

ECF/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 US. Code. All activities and
access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities . If you do not need
filing capakilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
onling at hitoofpacer psc.uscourts gov or call the PACER Service Center at (800)
BYE-6856 or (210) 201-6440.

An access fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
ta this service. All inguiries will be charged to your PACER account. If wou do not need
filing capabilities, enter your PACER login and passwiord. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Authentication
Login: IattyE

Pasgword: F

client code: I

Login | Clearl

STEP 2: Depending upon the type of case, click on “Civil” or “Criminal”
on the blue Main Menu Bar shown on the next page.



Criminal + Query Reports Utilities Logout

TU.5. District Court
District of Columbia

Official Court Electronic Document Filing System

This message is contamed in the file OperationNotice.htm.
You may use this file to alert users to current CM/ECT operational issues.

STEP 3:  Click on the hyperlink Appeal Documents, under the Category
Other Filings.

Civil Events

Initial Pleadings and Service Other Filings

cervice of Process ADE. Documents
Answers to Complamnts Dizscovery Documents
Cither Answers HMotices

Trial Documents
Motions and Related Filings  Appeal Documents
Mlotions Dther Documents
Eesponzes and Eeplies

NOTE: Do not use “Notices” under this category to File a Notice of
Appeal as the user cannot pay the filing fee and the filing will be
“Entered in Error.”



STEP 4:  Open the drop-down menu and select “Notice of Appeal,” Notice
of Cross Appeal,” or “ Notice of Interlocutory Appeal,” from the drop down
list. Click [Submit] to continue.

Appeal Documents

Motice of Appeal j

SUBMIT |  Clear |

STEP 5: Enter the case number and click [Submit] to continue.

Appeal Documents

Case Number

07-2 PR-12345, 1:.99-0w-12345, 1-99-0w-12345, 99ev]1d345, or 1990wl 2345

SUBMIT | Clear |




Verify the case number, and title by looking at the information

STEP 6:
and click [Submit] to continue.

Appeal Documents

107 -cw-00002-ESH JOWES v. BURGESS

Click [Browse] to view and retrieve the Notice of Appeal in

PDF Format.

STEP 7:

Appeal Documents
HeF-ev-0ne02-ESH MaRESH BEHRGESS

Select the pdf document (for example: CA19%cw501-21 pdf).

Filename
Browse. . |

Attachments to Document: * Mo  Yes

SUBMIT Clear




STEP 8: The “Choose File” or “File Upload Box™ will appear, which will
allow the user to locate the folder where the Notice of Appeal is saved.

Appeal Documents
2.0f-cv-12345-RHC Doe CASE CLOSED on 02/09/2006

hecsefle R L.

Laok i | 3 8 Con x| s BB
Select the pdf [ Noticeapesl
Filename
Attachments w
Mezt| Cle:

LB
by Mt

lec=s
Flesaliype: Al Fike (') = Laree

Flerame  [Nolicstppesl M Open




STEP 9:  After finding the appropriate document, right click on the file
and click on“Open with Acrobat” or “Open” to verify
the document is complete and error free. The document will
open in a separate window.

NOTE: This is the only opportunity to view the document before filing.
Skipping this review step may result in a significant docketing error.

Appeal Documents
2 06-cw-12345-RHC Doa CASE CLOSED on 0210912006
21
Lok jm; I@.ﬁBE Carp j = e B~
Select the pf
Filenaine
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Prink
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Cut
= Copy
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Fiescftpe:  [allFiles(") = Cancel /.




B
2 & 5 S @ Pscach T crecte POF - £ Comment & Markup = g Send for Review ~ (2 Secure - # Sign - 5= Form
\\"; T setect E; @%' Ll _L o © [157% |- @ O3 : wr |- @tep -
IN THE UNITED STATES DISTRICT COURT
[l FOR THE DISTRICT OF COLUMBIA

RHC DOE
V. Case No. 2:06-cv-12345

THE HON. GORDON R. ENGLAND, et al.,

— e S

NOTICE OF APPEAL
Notice is hereby given that all the plaintiffs in the above case hereby appeal to the United
States Court of Appeals for the District of Columbia from the Order of the District Court entered
in this action on February 28, 2006 denying plaintiffs’ motion for injunctive relief.

Respectfully submitted,

STEP 10: Once the document is thoroughly reviewed, close the
document to return to the Choose File Box. The file name
will remain highlighted. In the example, the file
“appeal.pdf” is hightlighted. Click the [Open] Button or
Double Click on the file name to insert the file path into
ECF.




| 2/
() M Recent Dacuments j Qe 2 ﬁ
Name Date Mo... “ H3.L 186 041
| 4) Burgess  05122120061... ——
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— 532006 flexs... 05/22120061..
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‘ o.06-2330.pdf 051222006 1...

My Compiter

B Keller 05122/2006 1...
= Dappealpdf 051‘221'20061...«
¥
2
by Metwark. : v
yPlaEét;vSm File name: |appea|.pdf.|nk J [Open «

Filesof type: [l Files () - Cancel

Look ir:

[egktop

STEP 11: Click [Submit] to Continue.

Appeal Documents
1:07-cw-00002-ESH JOMNES v. BURGESS

Zelect the pdf document (for example: CA19%9cw201-21 pdf).

Filename

IN:'\ECFTF%AINING'\NDtic:e—Df—Appeal- Browse... I

Attachments to Document: = Mo & Yes

SUBMIT | Clear |




STEP 12: Select the filer of the Notice of Appeal by clicking on the
appropriate party name and click [Submit].

Appeal Documents
1:07-cw-00002-ESH JONES v. ELUIRGESS

Nelect the filer.
select the Party:

BURGESS, JOE [Defendant A ddiCreate New Party
JOMES, SkARTY [Flaintiff

SUBMIT | Clear |

NOTE: If more than one name should be selected, hold
down the control key on the keyboard and use
the mouse to highlight multiple names.




STEP 13: To reference the order being appealed, put a check mark in the box

to link the Notice of Appeal to the previously filed Judge’s Order.
Click [Submit].

Appeal Documents
1:07-cw-0000Z2-ESH JOMES v. BLUIRGESS

Select order being appealed.

[«] Should the document you are filing link to another document in this case?
Filed I to I

Do nts I to I

Check this box only. Other data
is optional.

SUBMIT | Clear |

NOTE: To narrow the docket search for the order, the user may
enter a date or document range, however, this is only an

option.

10



STEP 14: The system will display all orders filed in the case. Put a check
mark by the box of the appropriate order and click [Submit]
to continue.

|
Appeal Documents
1:.07-cv-00002-ESH JONES v. BURGESS

select the appropriate event(s) io which your event relates:

[« 04/28/2006 2 ORDER DISMISSING CASE AS FRIVOLOTUS. Signed by Judge Deborah A
Eobinson on 4/27/6. (jeb, )

SUBMIT | Clear | Check the

appropriate order

At this point, a filing fee is required* and the user must determine whether

it will be paid using a credit card online, or if the fee will be paid in the
traditional manner at the Court by check. The user MUST STOP here if
payment is to be done by check, cash or money order as Notices of Appeal
cannot be paid afterwards. If the user is filing by check, cash or money order,

this must be done in person at the courthouse by bringing the document in PDF
Format and the payment to the Clerk’s Office. There is no future opportunity
to pay the fee online after the notice of appeal has been filed.

*If the attorney is a CJA Attorney, Federal Defender, or Assistant U.S.
Attorney, a filing fee is not required.
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STEP 15: On the next screen, the user must indicate whether paying via
credit card. “Y” should be entered for YES in the space provided.
If the transaction is by check, cash or money order, the user
must abort the transaction and not continue further. CJA,
Attorneys, Federal Public Defenders and U.S. Attorneys
are to enter “N” for NO in the space provided as no fee is
required. Click [Submit] to continue.

3 =)
UECF Civil »  Crimnal + Query + Reports + Utilities + Logout o_

Appeal Documents
1.03-0v-03030-55 BOZO v LIVERWURST

The appeal filing fee of 435 may be paid online using a credit card. Please note that if a filing fee is required, failure
to pay the fee may result in dismissal of your appeal.

WARNING: After payment of the filing fee, you MUST continue with the docket transaction until its completion.
Failure to continue will result in your credit card heing charged, with no record of your entry on the case docket.

Are you paymg the filing fee via credit card YIN?

| SUBMIT | |Clear

**Pleasenote-the appealfeeis currently$505.0(,
Pleasalisregarcanyreferenceso prior fee

NOTE: DO NOT CONTINUE if check, cash or money order is
the method of payment. This function is for Credit Card Usage
Only or Waived Fees.
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STEP 16: Verify if the fee is correct, then click [Submit].

z )
UECF Civil + Crimnal + CQuery + Reports + Utiities + Logout o

Appeal Documents
1:03-cv-03030-55 BOZ0 v LIVERWURST

Fee: $435

| SUBMIT | | Clear

STEP 17: After clicking submit, a short message will appear-“Now loading
the payment processing screen.” This process may take a few
seconds. Please wait until the next screen appears.
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STEP 18: When the online payment screen is displayed, complete all boxes
that have a red asterisk with information related to the filer’s name
and address. If the information is incorrect, please overwrite the
incorrect information with the correct information.

Online Payment Return to your originating application
Step 1: Enter Payment Information 112
Pay Via Plastic Card (PC) {ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk =
Account Holder Hame: IatlyB *«

Payment Amount: $455 00
Billing Address 2: |
City:
State / Province: | — j
Zip / Postal Cnde:l
Country: I United States =]
VISA e AMEX 0 ) DL".‘F!"“
Card Type:l H* — |
%

Card Numher:l
Expiration Date:l ﬂ * II ﬂ *

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.

of contain soFces or dashes)

Continue with Plastic Card Payment Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.
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STEP 19:

Make sure to enter the Credit Card Type, Number and Expiration
Date carefully. Once all the information is completed, click
[Continue with Plastic Card Payment]. This will take the user to
the “Authorization of Payment Screen.”

Online Payment Return to your oniginating application
Step 1: Enter Payment Information 1
Pay Via Plastic Card (PC) {ex: American Express, Diners Club, Discover, Mastercard, I154)

Required fields are indicated with a red asterisk 4

Account Holder Name: |aﬂyﬁ B

Payment Amount: 5455 00

Billing Address: |33 Penngylvania Ave *

Billing Address 2:|
City: I\T\/ashingtun

State / Province: | District of Columhia- DC -
Zip / Postal Cude:|200[|1
; *
Cuuntry:l United States M
: VisA ®» Ca m J") DI!\EIII‘:.:EN'.
CardT}.-pg;I\flsa j* @ _— |

Card Number: I4222222222222 A (Can! numher valve showld rob cortain spaces ordashes)
Expiration Date:l 05 j * | 2008 j 4

oelect the "Continue with Plastic Card Payment” button to cantinue to the next step in the Plastic Card Payment Process.

Continue with Plastic Card Payment | Cancel |

Note: Please avaid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incarrectly. Please use the links provided whenever possible.

15




Online Payment

Retum to your originating application

Step 2: Autherize Payment
Payment Summary  Edi this information

=T

Expiration Date: 4 / 2009
Billing Address: Avenue NV ARESENS

Billing Address 2:
City: YWashington
State / Province: DC
Zip / Postal Code: 20001
Country: USA
Email Confirmation Receipt
To have & confirmation sent to you upon completion o] this transaction, provide an email address and confirmation belaw.

Email Address: IJDe_Burgess@dcd.uscuuns.guv

Confirm Email Address: IJDe_Burgess@dcd.uscouns.gw

Authorization and Disclosure
Required fields are indicated with a red asterisk 4
| autharize & charge to my card account for the above amourt in accordance with my card issuer agreement. J¢/ :

Fress the "Submit Payment" Button only once. Pressing the button more than once could result in multiple tra
Submit Payment | Cancel |

dote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitt
ind pages being loaded incorrectly. Please use the links provided whenever possible,

Address Information Account Information Payment Information
Account Hulderan}rE Card Type: Visa Payment Amount: §455.00
Name: Card Numher, =227 Transaction Date 05042005 17.06
333 Third and Time: EOT

2

Make sure to
check this
box.

STEP 20: Review the information and click “Edit the Information”
if there are any mistakes.

STEP 21: Type in the e-mail address that confirmation of the transaction
should be sent to, and then retype the address as indicated.

STEP 22: Be sure to check the box authorizing the credit card charge. Once

completed, click [Submit Payment] to continue

16



NOTE: The e-mail confirmation 1s sent from the e-mail address
paygovadmin@mail.qa.twai.gov. Look for the payment
confirmation in your inbox after completing the transaction.

STEP 23: The payment may take a few seconds to process.

EECF Cil » Ciminal  « Query o Reports o Ltlities o _ogout

Your request is being processed. Please wait.

17


mailto:paygovadmin@mail.qa.twai.gov.

STEP 24: Once the request has been processed, the credit card has been
charged. The process cannot be aborted at this step. The
transaction must be continued until its completion.

-
Ciil +  Criminal +  Query +  Reports +  Utliles +  Logout o_

Appeal Documents
1:03-c1-03030-55 INRE BOZ0

YOUR CREDIT CARD HAS BEEN CHARGED. You must continue with the docket transaction until its completion. If you go BACK, you will
be required to re-enter your credit card information and he charged twice for the same transaction,

NOTE:  If the back button is pressed, the user will be required
to re-enter the credit card information and be charged

TWICE for the same transaction.

18



STEP 25: When filing a Notice of Appeal, there is no opportunity to modify
the docket text. Click [Submit] to view the final docket text.

Appeal Documents
1:07-cyw-00002-ESH JOMES v. BURGESS

CEUBMIT ] Cleer |

STEP 26: Review the final docket text before committing the transaction.
Click [Submit] to file the Notice of Appeal.

Appeal Documents
1:07-0v-00002-E5H JONES v. BURGESS

Docket Text: Final Text
NOTICE OF APPEAL as to [2] Order Dismissing Case as Frivolous by SMARTY JONES. Filing fee $ 455, receipt number 9235, (atty8, )

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to modify this transaction if you continue.

19



STEP 27: Review the Notice of Electronic Filing (NEF) and, if preferred,
print for records. A copy of the NEF is sent by email to those
who receive notice electronically. The user must send copies by
mail to those individuals who do not receive notice electronically.

Appeal Documents
1:07-cy-00002-ESH JONES v. BURGESS

U.S. District Court
District of Columbia

Jotice of Electronic Filing

The following transaction was recetved from atty6, entered on 5472006 at 5:13 P and filed on 5/4/2006

Case Name: JONES w. BURGESS
Case Number: 1.07-cw-2
Filer: SMARTY JONES

Document Number: 3

Docket Text:
JOTICE OF APPEAL as to [2] Order Dismissing Case as Frivolous by SMARTY JOMES. Filing fee § 455, receipt number 9176, (atty$, )

The following document(s) are associated with this transaction:

Document description: Iv{ain Document

Original filename: Motice-of- Appeal-Civil pdf

Electronic document Stamp:

STAMP deecfStamp_ID=973800458 [Date=5/4/2006] [FileMumber=3389-0] [27

348dedc0dc2 15989014494 caaB25283de 859049986 481729 ceB5adbe7ded 1473040
M20f7e5840a2fb2175805£23501 418 ab04£1 246084 14ec71748010]]

1:07-cv-2 Notice will be electronically mailed to:
itty20  joe_burgess@dcd.uscourts. gov,
attyh

1:07-cv-2 Notice will be delivered hy other means to:

20



STEP 28: The emailed payment confirmation will include acknowledgement
that the transaction was successfully completed.

| . paygovadmin@mail.qa twai.gov Ta [|“Joe_Burgess@ded.uscourts.goy” <Joe_Burgess@ded.uscourts.gove
e 052202006 04:10 Ph -
| bec

Subject |Pay.Gov Payment Caonfirmation

THIS IS AN AUTOMATED MESSAGE. FPLEASE DO NOT REPLY.
Four transaction has been successfully completced.
Payment Swummary

Application Nawe: DCD CM ECF TEST
Pay.gov Tracking ID: 3FOS0U4E
Pavmwent Agency Tracking ID: 9456

Cardholder Name: attyé

Cardholder Address: 33 Pennsvylvania Avenus, NUW
Cardholder City: Washington

Cardholder Jtate: DC

Cardholder Country: USA

Cardholder Zip Code: 20001

Card Type: VWissa

Payment Amwount: 3$455.00

Current Date and Time: May 22, 2006 4:10:49 PM

IMPORTANT NOTICE! Before disputing charges on the credit card with the credit
card company regarding the filing fee being charged twice, the user must review the
Internet Payment History Information as shown on the next screen. See page 26 of

these instructions for procedures for return of payment. If the charges are still
disputed, call our Finance Office first. Finance Office Hours-- 9:00 a.m. to 4:00 p.m.
Mon-Fri; Phone (202) 354-3100.
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How to View a Credit Card Transaction Report in CM/ECF

STEP 1: Click “Utilities” on Main Menu Bar and select Internet Payment

History.
Criminal . Query . Reports . Utilities
Utilities
Your Account Miscellaneous
Maintain Tour Account Internet Payment History
View Your Transaction Log  Legal Research ..
Change Client Code Ifailings...
Change Tour PACER Login
Eewew Billing History Venfy a Document
Show PACER. Account
Edit Data

STEP 2: Enter a date range in the text boxes.

Internet Payment History

From |4,-"5,-"2I:IEIE to IE,-"E,-"EEIEIE

Fun Report I Clear |

22




STEP 3: The date, description of the document and case number, along with
the other information is listed. If the transaction is reported here,
the transaction will be posted to the credit card account.

1.8, District Court
District of Columbia
Internet Payment History for atty6
452006 to 5/5/2006
Date Paid Description Payment Method Receipt # Amount
2006-04-25 10:37:46 Notice of Appeal - Interlocutory(106-cr-00101-TR) [appeal-cr tapp] | credit card 8383 §455.00
(455.00)

23




Anticipated Questions about Notice of Appeals

What events should be used when filing a Notice of Appeal to Pay the
Fee online?

In criminal cases, click on Appeal Documents and choose between
Notice of Appeal-Final Judgment or Notice of Appeal-Interlocutory.
In civil cases, click on Appeal Documents and choose among;:
Notice of Appeal, Notice of Cross Appeal, Notice of Interlocutory
Appeal.

Can CJA Attorneys, Federal Public Defenders and U.S. Attorneys file
a Notice of Appeal?

YES. The system is capable of this function and will not charge these
individuals. When asked if paying by credit card, such individuals
should enter “N” for No.

Can I file the Notice of Appeal electronically and bring the check to the
Clerk’s Office the following day?

NO. If paying by check, cash or money order, the Clerk’s Office requires
the Notice of Appeal filing to be in paper format . The user must include
the appropriate number of copies of the Notice of Appeal, along with a
disk or CD with the documents in PDF Format and the check, cash or
money order brought to the Court.

NOTE: The User must never file a Notice of Appeal electronically if paying by
check, cash or money order.
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How much are the filing fees?

Notice of Appeal $455.00 (civil)

Notice of Cross Appeal $455.00 (civil)

Notice of Interlocutory Appeal $455.00 (civil & criminal)
Notice of Appeal-Final Judgment $455.00 (criminal)

What recourse do I have if I paid the fee twice?

If a user discovers that the fee has been paid twice, the transaction cannot
be voided. The user will need to submit documentation to the Court’s
Finance Office showing the fee had been paid twice. The Finance

Office will need copies of both receipts and a memorandum indicating
the duplicate payment, and reference to where and whom the duplicate
payment should be returned. Refunds may take up to four (4) weeks and
will be mailed to counsel as soon as the business of the Court will allow.
Users are asked to allow this time frame to pass before calling the Clerk’s
Office Finance Office. Before disputing any charges to a credit card to a
credit card company, be advised for all intents and purposes that a
disputed credit card claim, if reversed, is the same as a bounced check.

What happens if there is some sort of technical failure?

If there is a technical failure with the payment module the filing session
will be aborted. Please contact the Clerk’s Office Help Desk.

Pay.gov occasionally has planned maintenance and upgrade outages.
Usually this takes place on Sundays between 2:00 a.m. and 6:00 a.m.
EST. To be advised of such outages, please check our website or
register for our court’s listserv messaging.
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What should a user do, if a he or she makes a mistake with the filing, but
has already reached the end of the entry and submitted the credit card
payment?

Do not complete the e-filing of the Notice of Appeal. The user

should call the criminal or civil helpline, [Criminal (202) 354-3060;
Civil (202) 354-3190] depending upon which type of case the appeal was
filed. This may require the user to refile the Notice of Appeal. Do Not
SKkip., under any circumstances, the payment step when the Notice of
Appeal is refiled. Failure to refile the filing fee will result in the Notice
of Appeal being processed without any filing fee. After the e-filing of the
correct Notice of Appeal has been completed, the user should
immediately call the appropriate civil or criminal Help Desk to report the
double payment. It is better to pay a duplicate filing fee and to seek a
refund from our Finance Office than to e-file an erroneous appeal.

What happens if the credit card is declined?

Pay.gov will inform the user that the credit card is declined and
the CM/ECF filing of the notice of appeal will be aborted. The
filing then must be done with a valid credit card or payment
must be brought to the Court with accompanying documents.

Can CJA Attorneys file in forma pauperis appeals electronically?

No. They should bring the Notice of Appeal with accompanying
documents on a disk or CD-Rom to the Court.
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