UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF OHIO

MDL CASE OPENING BY ATTORNEYS

October 20, 2011



Effective December 12, 2006, attorneys can opem new MDL civil case and file a complaint
electronically in the Ortho Evra Products Liattity Litigation and the Welding Fume Products
Liability Litigation.

Key Points to Remember

You must complete the entire process.

You will open the new civil case and file your initial document/pleading.
The required filing fee must be paid with a credit card over the internet.
Do not attempt to open the same case twice.

Never hit the back button once you begin the process.

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

Summonses will be issued electronically.

Very Important. You must change your print setting in Adobe to document
and stamps in order for the court seal and sgnature to appear. Ifitis setto
document or document and markups, the stamp will not appear on the
printed copy.

The following instructions will walk you through the entire process.

1.

LOG INTO CM/ECF

. Log into CM/ECF with your CM /ECF login and password.

Authentication

Lagin: |

Pagswoard: I

client code: |

Lagin | M




Click on Civil.
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2. OPEN A NEW MDL CIVIL

Click on Open a MDL Case.

The Open a New MDL screen appears and displays initial case filing information.

Other comt name |

Other court nmnber
JPML number
Mlexd Clear

Criminal ~ Reports  ~ Utilities ~ Search Logout

Open a New MDL Case
Office 1 Case Type |

Date filed |12/28/2010

Select the appropriate MDL case from the Case Type drop down box.
Enter the JPML number

Do not select any of the other options on this screen unless you are
filing a Notice of Removal. In that case enter the county court’s name in

the Other court name field and the county case number in the Other court
number field.

Click the [Next] button.

The Civil Cover Sheet (JS-44) Information screen appears displaying information
typically found on the civil cover sheet (JS-44).



Open a New MDL Case
Jurisdiction [3 (Federal Question) =

Cause of action |El (Mo cause code entered) j
Nature of suit ISEE (Personal Inj. Prod. Liability) ;I

Origin [ 1 (Original Proceeding) =
Citizenship plaintiff | |
Citizenship defendamnt | LI
Jury demand | n (MNone) ~| Class action IE Demand (5000) l—
Arbittation code [ 7] County [alen =]
Fee status [pd (paid) =] Fee date [12282010  Date transfer [
INext Clear

Complete the JS-44 screen:
Product Liability Cases

. Jurisdiction. Select “4 (Diversity).”

. Cause of Action. Select “28:1332pl Diversity-Product Liability.”

. Nature of Suit. Select “365 (Personal Inj. Prod Liability) or 367
(Personal Injury: Health Care/Pharmaceutical Personal Injury
Product Liability)”

. Origin. Select the origin of the case.

. Citizenship Plaintiff. Select either “1 (Citizen of This State)” or “2
(Citizen of Another State).”

. Citizenship Defendant. Select either “4 (Incorporated/Place of
Business-This State)” or “5 (Incorporated/Place of Business-
Another State)”

. Jury Demand. Enter if applicable.

. Class Action. Leave blank.

. Demand. Enter the dollar amount if applicable.

. Arbitration Code. Leave blank.

. County. Enter “Cuyahoga.”

. Fee Status. Leave the default “paid.”

. Fee Date. Leave default date.

. Date Transfer. Leave blank.

Antitrust Litigation

. Jurisdiction. Select “3 (Federal Question).”

. Cause of Action. Select “15:1 Antitrust Litigation.”
. Nature of Suite. Select “410 (Anti-Trust).”

. Origin. Select the origin of the case.

. Citizenship Plaintiff/Defendant. Leave blank.

. Jury Demand. Enter if applicable.

. Class Action. Leave blank.

. Demand. Enter the dollar amount if applicable.
. Arbitration Code. Leave blank.

. County. Enter “Cuyahoga.”

. Fee Status. Leave the default “paid.”

. Fee Date. Leave default date.

. Date Transfer. Leave blank.

Click the [Next] button when the screen is complete.



Add/Create New Party (Standard Party Guidelines attached as Appendix A)

The next screen that appears is the party search screen. The screen will
allow you to enter all of the parties to the case. Enter the party names in
the exact order they are listed the complaint. First, you must do a search
to see if the party has already been entered into the CM/ECF party data
base.

In the Last/Business name field, type the first few letters of the last name
of the individual, or the business name of the party you wish to add. Click

the [Search] button.

After you click the search button, the
system will look for any matches to your
party name entry. If a match is found,

Open a Civil Case

Search for a party

LastBusiness name I!JD*
Search | Clearl

the results will display in a new window.

Scroll down the list of names to Search for a party
search for the party to your case. If |LestBusinessname [
you find a name that exactly matches |_Ssarch | Clear|

the party to your case, click on it and
then click the [Select name from list]
button. If you do not find a name that
matches the party to your case, click
the [Create new party] button.

[Party search resulis
John Doe Manufacturer andfor Handlerj

John Does 1-100

Johns, Robert William

Johnson, Howard

Johnson, John Joseph, Jr

Jones, Chatlie LI

Select name from list | Create new party

The [Next] screen that displays will allow you to enter party specific
information. Enter the Party name (if you selected Create new party),
Role and Party text. Enter the entire company name in the Last name
field. Choose the party role (i.e. Plaintiff, Defendant) from the pull-
down list. Party text is also an option field that can be used to enter
additional descriptive party information. For example, if a company name
is added, party text might be “An Ohio corporation.”

Do not add an alias or corporate parent to the party in MDL cases.
Do not add address information for the party.

Click the [Submit] button.



Party Information
Last name || First name |
Middle name | Genmeration | |
Title |
Role [*SELECTION REQUIRED™ (pty:] =] Prose [ne =]
Prisoner Id | Office |
Ulnit | Address 1 |
Address 2 | Address 3 |
City | Stawe [ = [
County | = Commuy [ ]
Phone | Fax |
E-mail |
Party text |
Start date [rzezone
alias | Corporate parent. |  Review:. ?ﬁ‘ﬂ;‘ﬁ;ﬂﬁ: :Eﬂ;;g;?t;uhmmmmn
Submit | Cancel | Clear |

A new party screen will display to allow you to do another party name
search in the system.

. Once all the parties to your case have been entered, click the [Create
Case] button.

Open a New MDL Case

Add New Party | Create Case
Collapse All Expand All

FILE THE INITIATING DOCUMENT/PLEADING
Highlight the name of the document you are filing from the drop down box.

. Click the [Next] button.

Complaintsiinitiating Documents

[ - |
M Clear |

The assigned case number appears in the Case Number box.



. Click the [Next] button.

Complaints/initiating Documents

Case Number

6201 012345, 19912345, 199512345, 891 1345, o 19912345
Maxt | Clear |

Highlight the party filing the complaint (If there is more than one party filer, you
would click the names while pressing down the Control key)

. Click the [Next] button.

Complaintsiinitiating Documents

15 :-06-cw-00201 Test v Test Cotmgar

Select the filer.
Select the Paxty:

Test, Party [Plaintiff] ; SddiCreate Mew Part
Test Company [Defendant]

Mext I Clear I

. Place a check mark to create an attorney/party association.

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.

. Click the [Next ] button.

Complaintsiinitiating Documents
5:06-cw-00201 Test v Test Company

The following attornew/party associations do not exist for this cage.
Flease check which associations should be created for this case:

v Party Test (pty:pla) represented by Attorney Lancy (aty) W Lead [ Notice

M Clear |

Highlight the party that this filing is against (If there is more than one defendant,
you would click the names while pressing down the Control key).

. Click the [Next] button.



Complaints/initiating Documents
S:06-cv-00207 Test w. Test Company

Please select the party that this filing is against

Select the Party:  OR Select a Group:

Test, Party [Plaintiff] i AddiCreate Mew Party
Test Company [Defendant] & Mo Group

&1l Defendants
7 A1 Plaintiffs
Al Pasties

et Clear I

You should convert the complaint into portable document format (PDF) before
logging into CM/ECF. To tell CM/ECF where the document is located on your
computer, you have to type in the exact file path and the document.

BEST PRACTICES. To avoid the chance of error, the best practice is to use the
browse button to select the file.

Click the [Browse] button to locate the PDF document on your computer.
Clicking the [Browse] button takes you to your local hard drive or network
server.

Create a folder for your District Court case files. Use a naming scheme for each
of your cases that helps you identify the contents of the folder.

Locate your pdf document (initial pleading) and right click to open the
document. Make sure this is the document you want to file.

Close your document and click on Open (the file name will appear in the
file name box).

Click Yes for attachments.

Click the [Next] button.

Complaints/Initiating Documents
5.06-cv-00201 Testy. Test Company

Remember to upload the CIVIL COVER SHEET and any other requived documents as attachments to the complamt.

Select the pdf document (For example: C:1199cw301-21 pdf).
Filename

|| Browse..

Attachments to Document: & o O Tes

Click the [Browse] button.



. Click the Category drop down menu and highlight the correct document
you are attaching. (If nothing matches what you are filing, text in the
descriptive wording in the Description text box.)

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.

. Click the [Add to List] button

. Click the [Next] button

IComplaintsilnitiating Documents
5:06-cw00201 Test v. Test Company

Select one or more attachmens.
1) Enter the pdf document that contains sttachment (for example: Cappendix pf)
Filename

|H ‘Afty Case Open Documentsicivil cover  Browse..

) &t your option, select a document category, enter 8 description, and select a type.
Caiegory Description

|CMI Cawer Sheet jl
#dd the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

|7 Add 1o List

Remove fromm List
hlext

Please Note: If you have more than one attachment, the system will loop you
around to add another attachment to your filing.

If filing your complaint informa pauperis do not attach the motion/application to
proceed in forma pauperis to the complaint. You must file it as a separate
document using the appropriate motion event.

Filing Fee Screens

If filing informa pauperis or if exempt from the filing fee, answer Y to the following
question. (The screen will default to N)

Filers answering Y will bypass all payment screens.

Complaints/initiating Documents
5:0B-cy-00201 Test v, Test Compan

Do yauhare - or e questing - in forma pavp ers status for this case ot ate you otherw exemptfmmﬁnsfeeYWN
Next | Clear

Filers answering N will get the next screen. The screen is for use by the Clerk’s
Office in filing complaints which were submitted on paper and paid by check or



cash. Complaints can only be filed electronically if the fee is paid by credit card
while filing. The fee cannot be paid before filing electronically. Therefore, there
will be no receipt number to enter.

Click the [Next] button.

Complaints/initiating Documents
5:06-cv-00201 Test v. Test Company

Isttorneys filing electronically must pay by credit card, Do not enter in a receipt number. Accept filing fee amount hy pressing the next hution

Receipt #: | Fee: §350
Mext | Clear |

The following screen will appear. Filer cannot proceed without paying by credit
card.

. Fill in required information.

. Although the security code is not required, but would be used in the event
of a disputed transaction. Without it, the bank may not be able to process
the chargeback.

. Click [Continue with Plastic Card Payment] button.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1|2

Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Namg;lAttDrneyTest *

Payment Amount: §350.00

Billing Address: I222Test Street *
Billing Address 2:|
City:l
State / Province:l— j

Zip / Postal Code: |54321

Country: I United States j *

VISA @ FVEX | OB | ocryn)
Card Type: [Visa -] * SO 2 =y
Card Number: |41 mmnimnm * (Gam ruwirher valve showld fot comtain spzces or dashes)
Security Code: |444 0 vt bk of your Card, fnd the a5t 3 dighe) Help inding our secury code

Expiration Date:lﬂg M,

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

ik ~| *

| Canfinue with Flastic Card Payment Cancel |

Enter your email address if you wish to have confirmation sent to you upon
completion of this transaction.



. Check the box authorizing a charge to your card account.
. Click the [Submit Payment] button.

Very Important: Do not use the back button after entering credit card information.
You will not be able to complete the transaction without entering the credit card
information a second time, and a second charge will occur.

Payment will be processed and you will then receive the following screen. The
receipt number appearing in the docket text is generated by Pay.gov.

Enter any additional language in the text box, if appropriate.

. Click the [Next] button

Complaints/initiating Documents
5:06-cw00201 Test v, Test Cornpany

Docket Text: Modify as Appropriate,

Complaint with jury demand | against Test Conpany  Filing fee 350 receipt mumher 38293.) Filedhy Party
Test, (Attachments: & (1) Civil Cover Shee) (Lancy, Attorriey)

CM/ECF presents the final version of the docket text to you.

. Click the [Next] button if everything is correct.

Complaintsfinitiating Documents
8.06-cD0201 Test v. Test Company

Docket Text: Final Text

Complaint with jury demand against Test Company ( Filing fee 330 receipt number 38293.). Filed by Party Test.
(Attachments: # (1) Civil Cover Sheet)(Lancy, Attorney)

Atiextion!! Pressing the NEXT hutton on this screen cotmits this transaetion, Tou will have no furdher opportunity to modify this transaction if
youcontinue,

CM/ECEF issues the receipt confirming that the entry has been received.



Complaints/initiating Documents
S:06-cy-00201 Tast v Test Cornpany

1.5, District Court
Northern District of Ohdo (Train)
Motice of Electronic Filing
The following transaction was received from Lancy, Attoney entered on 6/20/2006 at .08 AMEDT and filed on 6/20/2006
Case Name: Test v. Test Company
Case Nunther: 506 cv-201
Filer: Patty Test

Document Number: |

Docket Text:
Complaint with jury demand against Test Company ( Filing fee 350 receipt raber 35203, Filed by Patty Test. (Attachments: # (1) Civil Covet Sheef)Lancy, Attotney)

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

Document description:Ilain Document

Original filename:n/a

Electronic document Stamp:

[T AMP OHNDStamp_[D=873560366 [Date=6/20/2006] [FileNumber=20373-0] [3
NdcT0cfD51£50 dbdeel e258 e 28202 T3 ide36 023804 ] abisaal 0868340041 07308
Dadaded280e5e 5ad5chl3Ta04717e] 3208234280641 22825700 c8]]

Document description:Civil Cover Sheet

Original filename:n.'a

Electronic document Stamp:

[FTAMP OHNDBtamp_[D=875560366 [Date=6/20/2006] [FileNumber=20373-1] [2
hddesl el TdeeckTed? edd2aT diebfdel0T356 05451 30655 c e 0e elbifeltfic 1 4002
15 ah200 87 cef] 44381 2896460 52702068 e TH ad3346 00 08 dB4d5 d6 T eh])

5:06-cv-201 Notice will he electronically mailed to:

If applicable, file additional documents with the appropriate events. (i.e.,
Motion/Application to proceed in forma pauperis, Motion for temporary restraining order)

Please note: If an emergency filing is included with your new case filed after
normal business hours, please refer to Local Rule 77.1 on how to proceed.

Clerk’s Office staff will receive electronic notification of the filing and will assign a Judge
and a Magistrate Judge. An electronic notice will be issued to the attorney notifying
them of the judge assigned to your case.

Clerk’s Office staff will issue the summons and return them to the attorney
electronically.

Please Note: If service by the clerk has been requested, counsel will need to
follow the steps outlined in Local Rule 4.2



APPENDIX A
STANDARD PARTY GUIDELINES

Omit the word “The”.

Examples:
The Enrich Company, Inc.

Last Name: Enrich Company, Inc.

The City of Toledo
Last Name: City of Toledo

Social Security Cases. Always enter party name as Commissioner of Social
Security.

Examples:
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

John Does. If complaint includes numerous John Does add as one party name.
Never add the numbers, letters or roman numerals to the party name, always
add as party text.

Examples:

John Doe I-X

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



Estates

Example: 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

Create Alias:

Last Name Field: Sentinel

First Name Field: James

Middle Name Field: P.

Alias Code: dec

Individuals with Titles

Example:

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

Unknown Names

Example:

Unknown Spouse of Kenneth M. Keller, If any

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

Create Alias:

Last Name Field: Keller

First Name Field: Kenneth

Middle Name Field: M.

Alias Code: -



7. Union Names

Example:
Building Laborers Local 310 Pension Fund

Last Name Field: Local 310 Building Laborers Pension Fund

PLEASE NOTE: If unsure on how to enter a party name, please contact the clerk’s
office for guidance.



