


[bookmark: _GoBack]Naming Exhibits in CM/ECF and Referencing Previously Filed Documents (Citelink)
CM/ECF uses a program called Citelink to create hyperlinks to attachments for court users when they are properly described during the upload process.  Also, better attachment descriptions are very helpful to chambers.  Previously filed documents are also hyperlinks when they are referenced in the document in a specific format.  The following instructions will assist you with the process.

Describing Attachments to Documents
	Step
	Action

	1
	Review the document you are preparing to file and note how the exhibits/attachments are referenced.  For example, Exhibit A or Ex. A. 

	2
	File the document as usual, selecting the appropriate event.  On the document upload screen, select the PDF “Main Document”.  On the “Attachments” portion, select from the Category only if it matches the reference in the document.  If the document uses Ex. rather than Exhibit, type it in the description box (rather than selecting Exhibit from the Category box).
[image: ]

	3
	Add additional information to briefly describe the exhibit/attachment to help chambers identify the attachments. 



	


Describing Previously Filed Documents
The following formats are acceptable for referencing previously filed documents in the text of the document you are filing.  Replace the X with the document number you are referencing.  Spaces and periods are important.
Doc. X
ECF X
ECF No. X
(ECF X)
(Doc. X)
(ECF No. X)
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