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Case Management/Electronic Case Files

Access and Password Change Procedures
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1. Visit the court’s internet web site at www.wvnd.uscourts.gov and
access the District CM/ECF Project page by following the link indicated
below.

http://www.wvnd.uscourts.gov
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2. Access the live database following the link indicated. 
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3. Follow the link to the Document Filing System
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4. Enter you Login: and Password:.  Client code can be left blank for this
purpose.  In the future, when viewing documents or docket sheets
where billing charges accrue, you can enter a client code in order to
track charges for each client.

5. Press the Login button
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6.   Select the Utilities option on the Menu bar.



May 17, 2005 7 of 15

7. Select the Maintain Your Account link under the Your Account header.



May 17, 2005 8 of 15

8. Review the data pertaining to you and make changes here as needed. 
This is critical since this is where the attorney data is stored that is
presented on the docket sheets.  To change your password, select the
More user information button.
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9. Highlight the ********** in the Password box and type in your new
password.  There is an eight character limit for passwords.  Please do
not change your Login.  The court established the user ID
convention to manage the attorney database.  Once you’ve entered
your new password, press the Return to Account screen button.
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10. Select the Email information button to verify your e-mail data and
options.  It is imperative to keep your e-mail address current since
that data is used by the system to send out notices of electronic filing
for court orders and service of process when attorneys file
electronically.
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11. Ensure your Primary e-mail address is correct.  If not, change it as
necessary.  This is where you will update your e-mail address any time
there is a change.  You can also add additional e-mail addresses in the
second box.  Notice of Electronic Filing (NEF) will be sent to each e-
mail address in this box in addition to your primary if both boxes are
Xed below the Send the notices specified below.  The Send
notices in each case in which I am involved box must be Xed in
order to receive NEFs in your cases.  Remember however, the first
person receiving the NEF to open the document uses the “free look”. 
Everyone else will have to pay the $0.08 per page fee.  It would be
good to establish a protocol in your office to make sure the “free look”
is saved for future reference.  You may choose to manage notification
in the manner that works best for your office.  Please see the tutorial
training materials on the court’s web site for additional information on
other options on this screen.  Once data is updated, press the Return
to Account screen button
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12. Now that you have entered the required data, you MUST PRESS THE
SUBMIT BUTTON TO UPDATE THE SYSTEM.  This is an important
step.  If you fail to press the Submit button, the entries you entered
will be voided and the system will not update.



May 17, 2005 13 of 15

13. You may view the following screen.  This is just verifying the attorney
is not associated with any cases in CM/ECF. 
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14. If you are associated with cases, the following screen will appear
verifying the cases.  It is best to leave ***Update All** selected. 
Doing otherwise risks not having all your case records updated with
the proper information.  Press the Submit button on this screen to
complete the update process.  (The next two screen shots were taken
from our test database and therefore have a green background.  The
live database will function the same but have the previous blue
background.)
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15. The screen below will appear once the update is complete. 
CONGRATULATIONS!!! You have now successfully completed your
first adventure in the wonderful world of E-filing.  You can now log out
of the system by pressing the Logout option on the menu bar.
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