
UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF OHIO

MDL CASE OPENING BY ATTORNEYS

October 20, 2011



Key Points to Remember

must entire

and

not

• Never

You must attach the civil cover sheet and if applicable, the summonses as
separate attachments to your Complaint, Notice of Removal, etc.

Very Important. document
and stamps
document document and markups

1. LOG INTO CM/ECF



Civil

2. OPEN A NEW MDL CIVIL

Open a MDL Case

Do not select any of the other options on this screen





Add/Create New Party

Last/Business name field

Choose the party role (i.e. Plaintiff, Defendant) from the pull-
down list.

Do not

Do not add address information for the party.



3. FILE THE INITIATING DOCUMENT/PLEADING



Please note: System will default for Notice but you must place a
check mark in the box for “Lead” if you are lead counsel for the
plaintiff(s).  Do not remove the check mark in the Notice box.



BEST PRACTICES



Category

Description

You must add any exhibits as attachments to the complaint and the
civil cover sheet, summons(es), and USM 285 form, if applicable.  It
is not necessary to make the summonses separate attachments.

Please Note

not

Filing Fee Screens









1. Omit the word “The”.

The Enrich Company, Inc
Last Name: Enrich Company, Inc.

The City of Toledo
Last Name: City of Toledo

2. Social Security Cases. 

Department of Health and Human Services
Jo Ann B. Barnhart, Commissioner of Social Security
Social Security Commissioner
Secretary of Health and Human Services

Last Name Field: Commissioner of Social Security

3. John Does. 

Last Name Field: Doe
First Name Field: John
Party Text:  I-X

John Doe Police Officers 1-10
Last Name Field: Doe
First Name Field: John
Party Text: Police Officers 1-10



4. Estates

The Estate of James P. Sentinel by Joseph Smith
Last Name Field: Smith
First Name Field: Joseph
Party Text Field:  Executor of the Estate of

Last Name Field: Sentinel
First Name Field: James
Middle Name Field:  P.
Alias Code: dec

5. Individuals with Titles

James S. Haviland, Warden of Allen Correctional Institution
Last Name Field: Haviland 
First Name Field: James
Middle Name Field: S.
Party Text Field: Warden of Allen Correctional Institution

6. Unknown Names

Last Name Field: Unknown Spouse of Kenneth M. Keller
Party Text Field: If any

Last Name Field: Keller
First Name Field: Kenneth
Middle Name Field: M.
Alias Code: -



7. Union Names

Building Laborers Local 310 Pension Fund
Last Name Field:

PLEASE NOTE:


