
ECF – “Electronic Case Filing” 
New Case Filings

How to Electronically File a 
Complaint

United States District Court for the 
Eastern District of Kentucky presents:



• Effective September 1, 2006, all cases, 
proceedings, motions, memoranda of law, 
and other pleadings or documents filed 
with our Court must be filed using ECF 
unless otherwise specified in the ECF 
Administrative Policies and Procedures.



• Effective September 1, 2006, a Filing User 
is required to file a civil or miscellaneous 
initial pleading electronically.  Any fee 
required for filing a pleading or document 
(e.g., initiating documents, Notice of 
Appeal or Motion for pro hac vice admission 
in District Court is payable upon filing of 
the document.



• All electronically filed documents which 
require a fee will automatically direct a 
credit card user through the Department of 
Treasury’s Internet payment process.  

• After successfully logging into ECF, follow 
these steps to file a civil or miscellaneous 
initial pleading (e.g., complaint.)



Select Civil from the blue menu bar
at the top of the ECF screen.



The Civil Event window opens to display the events you may choose to
electronically file a pleading or document.



Click on Initial Case Filings and Pleadings
under the New Case Filings event group.



A window will open to display a warning message.  If 
you intend to proceed in forma pauperis, your main 
document is the Application and you should choose 
the event Application to proceed in forma pauperis.  

Click Next to proceed to the next screen.



See and share multiple 
calendars

A drop downA drop down menu will appear 
with the initial pleading types 
listed.  Select the correct event.

Click on the Next button.



Please note the message 
displayed at the top of the 
ECF screen.  

You are prompted on this screen to attach you initial 
pleading in PDF format as the main document.  



Navigate to the appropriate 
directory.  

If necessary, change the 
Files of Type to All Files (*.*)

Select the PDF document you wish 
to file and highlight the file name.



In order to verify that 
In order to verify that you have
selected the correct PDF document,
right mouse click on the highlighted
file name to open a quick menu and
left mouse click on Open with Acrobat.



Adobe Acrobat will launch and open the PDF 
document you selected.  View the document to 
verify that it is correct, complete and legible.  

Click on the X within the Acrobat
program to close the window.



You will return to the navigation screen.  Click the 
Open button and the navigation screen will close.



See and share multiple 
calendars

The PDF filename is inserted 
to be uploaded to ECF.

Click on Browse to navigate to the appropriate 
directory and filename. The summons, civil cover 
sheet and any other document shall be an 
attachment to the main document.



Highlight the filename.



Right mouse click and select
Open with Acrobat in the 
submenu to view the document.



View the document to verify it is 
correct, complete and legible.  

Close the window from within the Acrobat program.



Click the Open button.



See and share multiple 
calendars

Select a document 
category and/or enter a 
description to identify 
your attachment.

Repeat the sequence
for each additional
attachment until all documents 
are attached, including your 
summons, exhibits and 
Corporate Disclosures.  

Attachments



See and share multiple 
calendars

Type the name of the first 
plaintiff your civil action.

Type the name of the first defendant 
in your civil action.

Jury DivisionParty Names



See and share multiple 
calendars

Select the jury division for proper 
jurisdiction and case assignment 
pursuant to Joint Local Rule 3.2.

Jury Division



Review the message and make the proper selection on the next screen.



To present a summons to the clerk for signature and seal, a properly 
prepared summons must be an electronic attachment to the Complaint.

Select the appropriate instruction 
regarding the return of process issued 
by the Clerk’s office.



The amount your credit card will be charged is displayed.
A fee of $400 is required to file a new civil case.

Click the Next button.



The Filing User is automatically redirected to the
Department of Treasury Internet payment process
and required to enter a valid credit card number.



Required fields are indicated with a red asterisk (*).  The name on the credit 
card and the billing address for the credit card holder must be entered in the 
appropriate fields. 



Enter the credit card number.  This field should not contain any dashes or 
spaces. Enter the expiration date of the credit card and the security code.

Enter the requested 
information in the 
required fields.



Review the payment screen 
to ensure the correct 
information has been 
entered.

To authorize the charge, you 
must click in the box next to 
the red asterisk to place a 
check mark in the box.

DO NOT use your browser’s back button.



A warning message is displayed.  Aborting the transaction
after your credit card information has been authorized will
debit your credit card in the amount of the fee.  Filing Users
are advised to track ECF internet payments through the
Utilities function – Internet Payment History.

Click on the Next button.



Information entered on this screen will 
determine the text that will appear on the 
docket report.  Click on the drop down 
menu to choose a modifier from the list.

Click in the text box
to type a description
of the document that
will appear on the
docket report.



Click on the Next button.

The receipt number is noted in the docket text.



Using the Back button may produce a message 
“Warning: Page has Expired” and the transaction is effectively aborted.

A new screen appears with the complete text for the docket report.  At 
any time prior to this step, you can abort the ECF filing by clicking on any 
feature on the Blue ECF menu to abort the current transaction.  Aborting
the transaction after your credit card information has been authorized will 
debit your credit card in the amount of the fee. A Request for Fee Refund 
may be required to remove the charge from your credit card.

Click on Next to file your Complaint.



ECF returns the NEF (Notice of Electronic 
Filing) as your receipt and proof of filing 
the Complaint.  You should print or save 
the NEF.  This is your confirmation that 
ECF has registered your transaction and
the document will be processed as an
official court record.  It displays the 
date and time of your transaction.



The Clerk’s office receives your
initial pleading and it is assigned
a civil action number and judge, 
and opened in the CM/ECF system 
by the Clerk’s office.



• When the case is opened in CM/ECF, the 
Filing User will receive an NEF indicating 
the case number and judge assigned to the 
new case, along with other pertinent 
information.

• Upon receipt of the NEF, all new filings in 
the case shall be entered using the new 
civil action number.



• The Notice of Electronic Filing will be 
delivered to the e-mail addresses based on 
the information listed in the Filing User’s 
ECF account.

• The “From” field in the e-mail will be 
cm_ecf@kyed.uscourts.gov.  Please verify 
the ECF e-mail address will be accepted by 
your e-mail service provider.



ECF Help Desk 
1-888-485-6349 
or
859-514-2252
The End
www.kyed.uscourts.gov

United States District Court for the 
Eastern District of Kentucky
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