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Best Practices from the 
Clerk’s Office

Local Practices and Procedures, Filing in CM/ECF, and eVoucher

Best Practices and Procedures

•Local Rules and Judge Preferences

•Motions to Continue

•Reminders, Best Practices, and FAQs
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Local Rules You May Have Forgotten!
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Local Criminal Rule 44.1(b)

• Appearances of  Attorneys in Criminal Cases

• Requires counsel to indicate in the signature block whether counsel is appointed, 
retained, or appearing pro bono. 
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Local Criminal Rule 57.6 

• Courtroom Technology Training

• If  the party has a need to use any type of  courtroom technology for a hearing or trial, 
the party must: 

• Notify the case manager, 

• Request training from the court’s IT staff, AND

• File certification that training has been completed. 
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Judges’ Preferences
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Motions to Continue
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WHEN A 
CALENDAR IS 
PUBLISHED . . . 

• U.S. Marshal begins arranging 
transport of  prisoners

• U.S. Probation prioritizes work so 
PSR may be filed 7 days prior to 
hearing

• Clerk’s office schedules court 
reporters and interpreters

• Case managers pull files, prepare 
forms, and organize materials for 
hearing

• Judges start reviewing cases 
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DEADLINES FOR MOTIONS TO 
CONTINUE

•Chief  Judge Myers:  3 business days prior to the first day of  the term

•Judge Boyle: Notice of  hearing specifies a specific deadline for filing

•Judge Flanagan: 7 days prior to hearing

•Judge Dever: 5 business days prior to the session 

•Interpreters: the Court must give an interpreter 24 hours cancellation 
notice! 
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Motions to Continue

ASK FOR WHAT YOU WANT!

• Be specific (i.e., a specific day or term vs “later term” or “short 
continuance”)

• If  the motion is based on an issue that will take a long time to resolve, 
include the information in the motion and ask for the appropriate amount of  
time
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Motions to Extend Deadlines and to Continue

• Title the motion to include both!

• Be specific about the motions deadline (e.g., NOT “thirty day continuance 
and the pretrials motions deadline be extended accordingly”)

• Include the deadline in the motion and the proposed order

• When filing in CM/ECF, chose both motion types when filing your motion
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Reminders and Best Practices

• Courtroom Check-in

• Status Check on Motions

• Motions to Withdraw as Counsel filed in an ongoing case

• Scheduling Conflicts
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FAQ

• When a transcript is produced (not at attorney request) and the redaction 
notice is provided, how does the attorney review the transcript for possible 
redactions? 

• Available only for viewing at the public terminal

• May purchase a copy from the court reporter
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FAQ

• Why can’t I see a copy of  the court’s jury instructions on the docket sheet? 

• Judge preference!
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FAQ

• When filing a motion for leave to file an exhibit manually, should I wait for a 
ruling before filing the exhibit, or may I file the exhibit contemporaneously? 

• File contemporaneously!
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FAQ

• I’ve been appointed on appeal.  How may I get copies of  sealed material, 
presentence reports, etc, for appeal? 

• Contact prior counsel for sealed material

• For PSR and SOR email: ncepml_wilson_collaterals@ncep.uscourts.gov
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FAQ

Interpreters

• My client needs an interpreter for a hearing and one is not listed on the 
calendar. What should I do?

• Let the case manager know immediately!
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Attorney CM/ECF Best 
Practices 

An Eastern District of  North Carolina (EDNC) Guide
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Attorney CM/ECF Best Practices

• Welcome to the Eastern District of  North Carolina’s Case 
Management/Electronic Case Filing (CM/ECF) System.

• We will discuss helpful reminders as to filing in the CM/ECF system.

• CM/ECF is to be used in conjunction with the Eastern District of  North 
Carolina Local Rules and the Eastern District of  North Carolina CM/ECF 
Policy and Procedures Manual, both found under the CM/ECF tab on 
www.nced.uscourts.gov.
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Attorney CM/ECF Best Practices

• Prerequisites to E-Filing:

• Admitted to the Eastern District of  North Carolina Bar.

• Completed the CM/ECF Registration form in hard copy with wet-ink signature.

• Registered Via PACER for e-filing privileges in the Eastern District of  North Carolina.

• Completed CM/ECF training class in the EDNC or another district/bankruptcy court.
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Attorney CM/ECF Best Practices

• Resources and Self-Help
• Help Desk at 1-866-855-8894 or 919-645-1700  

• E-Mail the Help Desk at nced-ecf@nced.uscourts.gov

• Website at www.nced.uscourts.gov

• The CM/ECF Tab - Policy & Procedures Manual, Instructional Guides, FAQs, & CM/ECF Registration Information

• The Attorney Tab - Bar Admission Information, Local Rules 

• The Forms Link - Commonly Used Fillable Forms

• The Judges Link - Practice Preferences 

• The County List Link – EDNC Internal Divisional County Assignment List

• PACER at www.pacer.gov
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Attorney CM/ECF Best Practices

• CM/ECF and Portable Document Format (PDF) 
• All documents uploaded into CM/ECF must be converted to text-searchable, flattened 

PDFs.

• The BEST way to produce a PDF that works correctly with CM/ECF is to:

• Print > Print As > Choose the PDF writing program on your computer

• (Export to PDF, Print to PDF, and Save to PDF do not produce CM/ECF compatible 
documents.)

• Scanner produced PDFs require scanner settings of  300 dots per inch (DPI), Optical 
Character Recognition (OCR), and Black & White.  
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Attorney CM-ECF Best Practices

• CM/ECF and Portable Document Format (PDF) – File Sizes

• The maximum individual document size is 50 megabytes.

• The maximum merge file size (main document plus one or more attachments) is 60 
megabytes.

• There is a way to file items which exceed these limitations.  “Notice–Other” 

• Filers are strongly encouraged to create all PDFs before starting the filing process.

• CM/ECF Does Not provide reminders/prompts to users as to file sizes as files are uploaded.

• CM/ECF will permit a filer to try to exceed the maximum file size UNTIL the final submission 
screen when the filer’s document(s) will fail to save within CM/ECF.
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Attorney CM-ECF Best Practices

• Again, any document using a fillable form MUST BE flattened – Print>Print 
as>Choose your PDF writing program.

• If  edits are made to a document after conversion to PDF, repeat the process of  
Print > Print as > select the PDF writing program on your computer to resave the 
document. 

• Documents must not contain personal identifiers such as social security numbers, 
full financial account numbers, or names of  juveniles.

• Documents must not contain hyperlinks or other imbedded items. 

• Documents must be in text searchable format – use the OCR setting.
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Attorney CM-ECF Best Practices

• Each attachment to a main document must be separately attached, categorized, 
&/or described.   

• The Optional Text Box in docket entries is ONLY used to more fully describe the 
document being filed, it is NOT used to attach/include a separate document.

• When filing a motion for leave to file a document, the motion is the main document 
and the subject document is an attachment to the motion, not a separate docket 
entry.

• NEVER remove the check mark from the “Notice” box. 
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Attorney CM-ECF Best Practices

• Ensure that the name of  the attorney who is logged into CM/ECF matches 
the attorney’s name on the signature line of  the document being filed. 

• File your notice of  appearance electronically even if  the clerk has already put 
you in a case. 
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Attorney CM-ECF Best Practices

• CM/ECF or PACER

• CM/ECF is for filing.

• PACER is for searching or viewing.

• Prior to the current version of  CM/ECF (NextGen), each appellate, district, and 
bankruptcy court, as well as PACER, issued entirely separate credentials. 

• With NextGen CM/ECF, one set of  access credentials is created via a user’s personal 
(not firm) PACER account. Each individual court will then locally manage any e-filing 
privileges extended by said court’s CM/ECF system.  
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Attorney CM-ECF Best Practices

• Accessing CM/ECF

• Users may access any court’s CM/ECF system via www.pacer.gov and then navigating 
to the desired court

• Users may also access the EDNC CM/ECF system from the CM/ECF tab on the 
court’s website at www.nced.uscourts.gov

• Once on the CM/ECF tab, click on “Login to CM/ECF.”
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Attorney CM-ECF Best Practices 

• Click on the “Eastern District of  North Carolina – Document Filing 
System” Link
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Attorney CM-ECF Best Practices

• Enter the attorney filer’s personal (Not Firm) PACER credentials.  Click 
“Login.”
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Attorney CM-ECF Best Practices

• Click “Continue.”
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Attorney CM-ECF Best Practices

• Accept the Redaction Acknowledgment by clicking once in the white box. 
Then click “Continue.”
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Attorney CM-ECF Best Practices

• The CM/ECF Navigation Bar is presented.
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Attorney CM-ECF Best Practices

• Clicking on “Log Out” will terminate the CM/ECF session.

• Logging out between sessions helps ensure that the right filer is logged in.

• Logging out between sessions ensures that the right staff  have account 
access.
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Attorney CM-ECF Best Practices

• Clicking on “Utilities” will present resource options.

• Example
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Attorney CM-ECF Best Practices

• Click on the “Maintain Your Account” option under “Utilities.”
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Attorney CM-ECF Best Practices

• The User is Presented with the Following Screen.
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Attorney CM-ECF Best Practices

• Points on Notices of  Appearance:
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training

• Points on Motion Filing:
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training

• Not This:
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Attorney CM-ECF Training
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Attorney CM-ECF Training

• CJA Toggle
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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Attorney CM-ECF Training
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EDNC eVoucher

• Electronic Funds Transfer!

• Reminders
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EDNC eVoucher

• Three steps for EFT: 

• Legislative Fix

• Login.gov

• Vendor Manager
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Vendor Manager
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Vendor Manager 
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Vendor Manager

58

57

58



10/29/2024

30

Vendor Manager

59

Reminders

• Request for Authorization for Funding
• Almost all requests for funding for expert/investigative services must be filed in 

eVoucher

• Exception: Retained attorney, but client is now indigent and needs funds for services

• Exception: Your AUTH in eVoucher was denied or approved in amount less than requested

• Must attach EDNC Ex Parte Request for Services Form

• If  the Auth is denied or approved in an amount less than requested, to preserve the 
issue for the record, file a motion to reconsider using the Ex Parte Motion for Expert, 
Investigative, or Other Services Event
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Reminders

• Administrative tasks are not compensable
• Accessing, downloading, opening, renaming, saving, printing, or forwarding electronic files vs. reviewing a 

document’s substantive content

• Entering class, meetings, due dates, or court appearances in a calendar

• Rote or routine communications regarding scheduling, including with the court

• Leaving non-substantive voicemail messages

• Filing documents in CM/ECF, unless it takes an unusual or extraordinary amount of  time

• Creating payment vouchers in eVoucher and entering billed time/expenses

• Emailing courtesy copies or proposed orders

• Copying, scanning, or printing

• Office filing and preparing documents for mailing. 
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Questions? 

• Lisa Lee, lisa_w_lee@nced.uscourts.gov, 252-830-2331

• Scott Cannon, scott_cannon@nced.uscourts.gov, 919-645-1722

• Alyssa Hockaday, alyssa_hockaday@nced.uscourts.gov, 919-645-1749
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