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Party Filer Screen

An enhancement has been made to the Party Filer screen. A participant tree is
displayed on the left hand side of the screen, so filers can readily see all the case
participants (see Figure 1). Clicking on the “Expand All”’will display the attorneys

for each of the parties listed.
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Figure 1

On the right hand side of the screen, all parties are listed for the case. The filer will
continue, to select the party that pertains to them and click the “Next” button to
continue. The “New Filer” button is not activated. Anattorney can notelectronically
add a new party to an existing case. This is done by Clerk’s Office staff only.
Pleadings that add a new party must be filed in a traditional manner.
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Adding Documents and Attachments

The process of adding a main document and attachments during docketing has been
streamlined to one screen (see Figure 2). The filer will continue to add the Main
document by clicking on the “Browse” button and selecting the PDF file they wish

to link to their filing.
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After adding the main document, the filer can then attach additional documents.
When the filer clicks the “Browse” button in the Attachment section (see Figure 3)
to add the first attachment, a new row will appear so the filer can then add a second
attachment.
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If only one attachments should be added, the filer should leave the fields in the second
row blank and click “Next”. If additional attachments should be added, the filer
should click “Browse” for each attachment and then add the document.
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Figure 4

If an attachment should be removed, the user should click “Remove” button (see
Figure 4) . If an attachment file is incorrect and needs to be replaced, the filer should
click “Browse” again for the attachment and load a different document. If the filer
would like to start over, clicking the “Clear” button will delete all pdf links that have

been previously added.

United States District Court - Western District of Texas 3




