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Miscellaneous Information:  Query 

  
Introduction The Query function allows filing users to access case specific information.  

Filing users can query cases either directly from PACER or indirectly from 
ECF. 

  
Entering the 
Query Mode 
from ECF 

To use the Query function while in ECF, take the following steps: 

 
Step Action 

1 Click on Query from the blue menu bar, which will open the 
PACER login screen. 

2 Enter your PACER login and password. 

  
Screen Shot of 
Query Data 
Entry Screen 

The following screen shot depicts the Query data entry screen.   
 

 Continued on next page 
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Miscellaneous Information:  Query, Continued 

  
Searching for a 
Case 

To search for your case from the Query data entry screen, do the following: 

 
If you… Then… 

Know the case number of the case 
you wish to query 

 Enter the case number in the Case 
Number field and  

 Click on the Run Query button. 
Don’t know the case number you 
wish to query 

 Enter the party’s name in the party 
name fields as follows: 
 Company name in the Last 

Name field. 
 Individual’s last name in the 

Last Name field and first name 
in the First Name field, then 

 Click on the Run Query button. 

  
Search Results 
from the Query 
Data Entry 
Screen 

More than one case may result from a party search; therefore, you will need to 
click on the appropriate party name to access the case docket.  
 
Screen shot of party name search results for party Alan Jones: 
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Miscellaneous Information:  Reports 

  
Introduction The Reports function of ECF provides the filing user with the following 

report options: 
 
 Docket Sheet, 
 Civil Cases, 
 Criminal Cases, 
 Calendar Events, 
 Docket Activity, and 
 Written Opinions. 
 
Filing users can access the Reports function either directly from PACER or 
indirectly from ECF. 

  
Enter the 
Reports 
Feature from 
ECF 

To enter the Reports function while in ECF, take the following steps: 

 
Step Action 

1 Click on Reports from the blue menu bar, which will open the 
PACER login screen. 

2 Enter your PACER login and password. 

  
Screen shot of 
Reports 
Feature Screen 
 

The following screen shot depicts the Reports function screen. 
 

 

 Continued on next page 
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Miscellaneous Information:  Reports, Continued 

  
Docket Sheet 
Report 

The Docket Sheet report allows you to view a docket sheet.   
 
To view a docket sheet for a particular case, do the following: 
 
 Enter the case number in the Case number field. 
 Click on the Find This Case button. 
 Check the boxes to include the information next to the box. 
 Select either Oldest date first to sort the docket sheet by the oldest entry to 

the most recent or Most recent date first to sort the docket sheet by the 
most recent entry to the oldest entry. 

 Click on the Run Report button. 
 

 Continued on next page 
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Miscellaneous Information:  Reports, Continued 

  
Civil Cases 
Report 

The Civil Cases Report allows you to run a civil case report by any of the 
selection criteria on the Civil Cases Report screen, including the following: 
 
 Office (division), 
 Case type, 
 Nature of suit,  
 Cause,  
 Jurisdiction, and 
 Case flags. 
 
Note:  As usual, the system allows you to pick more than one item from the 
dropdown lists if you hold down the CTRL key while clicking on the items. 
  

 

 Continued on next page 
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Miscellaneous Information:  Reports, Continued 

  
Criminal Cases 
Report 

The Criminal Cases Report allows you to run a criminal case report by any of 
the selection criteria on the Criminal Cases Report screen, including the 
following: 
 
 Office (division),  
 Case types, 
 Case flags, 
 Citation, 
 Filing date, and 
 Status of defendants. 
 
Note:  As usual, the system allows you to pick more than one item from the 
dropdown lists if you hold down the CTRL key while clicking on the items. 
 

 

 Continued on next page 
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Miscellaneous Information:  Reports, Continued 

  
Docket Activity 
Report 
PUBLIC 
ACCESS 

The Docket Activity Report PUBLIC ACCESS allows you to run a report by 
any of the selection criteria on the Docket Activity Report PUBLIC ACCESS 
screen, including the following: 
 
 Case number, 
 Whether the cases are open or closed, 
 Office (division), 
 Case types, 
 Event category, and 
 Case flags. 
 
Note:  As usual, the system allows you to pick more than one item from the 
dropdown lists if you hold down the CTRL key while clicking on the items. 
 

 

 Continued on next page 

____________________________________________________________________________________ 
EDVA Electronic Case Filing Policies and Procedures Manual | 11/01/2010

Page 116



Miscellaneous Information:  Reports, Continued 

  
Written 
Opinions 
Report 

The Written Opinions Report allows you to search for written opinions that 
were filed by the Court after April 16, 2005, which are available at no cost to 
ECF and PACER users.   
 
Note:  To access this report, you will not be prompted to enter your PACER 
login and password. 
 
You can run a Written Opinions report by any of the selection criteria on the 
Written Opinions Report screen, including the following: 
 
 Case number, 
 Office (division), 
 Nature of suit, 
 Case type,  
 Cause,  
 Case flags, and 
 Filing date. 
 
Note:  As usual, the system allows you to pick more than one item from the 
dropdown lists if you hold down the CTRL key while clicking on the items. 
 

 Continued on next page 
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Miscellaneous Information:  Reports, Continued 

  
Calendar 
Events Report 

The Calendar Events report allows you to search for hearings that are 
scheduled.  The selection criteria for a search are as follows: 
 
 Case Number, 
 Judge, 
 Office, 
 Nature of Suit, 
 Type of Hearing,  
 Date range, and 
 Include docket text, closed cases and display terminated parties. 
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Miscellaneous Information:  Utilities 

  
Introduction The Utilities function provides the means for filing users to maintain their 

account in ECF and to view all of their ECF transactions and some PACER- 
related account information.   
 
The screen shot below shows all the main categories available to filing users. 
 

 

Continued on next page 
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Miscellaneous Information:  Utilities, Continued 

  
Changing Your 
Password 

Change your password by taking the following steps: 

 
Step Action 

1 Click Utilities on the upper right side of the main blue menu bar. 
2 Click on Maintain Your Password. 
3  Enter your new password in the password box by using your 

mouse to highlight the asterisks in the white box, typing the new 
password, and then typing the new password.   

 Click the Submit button. 
4 Click Logout on the upper right side of the main blue menu bar.  

You may now log back in using your new password.   
 

 Note:  It is very important that you record your new password and keep it in 
a safe place.  The clerk’s office does not maintain a record of your password.  
If you forget your password, you must click on the Forgotten Password link 
on the CM/ECF section of our Internet site, and the CM/ECF system will 
issue you a new password, which you can then change by going into Utilities 
as described above. 

 Continued on next page 

____________________________________________________________________________________ 
EDVA Electronic Case Filing Policies and Procedures Manual | 11/01/2010

Page 120



Miscellaneous Information:  Utilities, Continued 

  
Changing Your 
E-mail Address 

You can update e-mail information by clicking the Maintain Your Email on 
the Utilities screen.   
 
Note:  It is very important that you keep this e-mail information current, since 
ECF will e-mail the NEFs based upon the information entered in this screen. 
 
To change your e-mail address, take the following steps: 

 
Step Action 

1 Click Utilities on the blue menu bar. 
2 Click Maintain Your Email link. 
3 Click on your e-mail address on the left of the screen. 

 

 
Note:  Configuration options and a white box with your e-mail 
address will appear on the right side of the screen.   

4 Remove your old e-mail address and add your new e-mail address 
in the white box on the right of the screen containing your old e-
mail address in any of the following manners: 
 Highlighting your old address and then typing in your new 

address, 
 Highlighting your old address, deleting the old address, and then 

typing in your new address, or 
 Deleting your old address and then typing in your new address. 

5 Click the Submit all changes button on the left of the screen. 
 
Note: You may need to click additional Submit buttons to apply 
this change to all of your cases. 

 
 Note:  See additional information under Tips under General Information on 
the CM/ECF section of the EDVA Internet site. 

 Continued on next page 
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Miscellaneous Information:  Utilities, Continued 

  
View Your 
Transaction 
Log 

When you click on the menu item, View Your Transaction Log, from the main 
Utilities screen, you can enter a date range to view all of your ECF 
transactions in the date range specified.  
 

 
 
Below is a screen shot of the results from running the Transaction Log report: 
 

 

  
PACER 
Options 

The Utilities function also allows you to access and maintain the following 
PACER-related account information: 
 
 Change Client Code, 
 Change Your PACER Login, 
 Review Billing History, 
 Show PACER Account, and 
 Remove Default PACER Account. 

 Continued on next page 
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Miscellaneous Information:  Utilities, Continued 

  
Miscellaneous 
Functions 

The Utilities function provides the following three miscellaneous activities: 
 
 Legal Research, which links you to the following external resources: 
 Law Dictionary, 
 Lexis via the Internet, 
 Medical Dictionary, and 
 Westlaw via the Internet. 
 
Note:  You must have your own account to access the information within 
Lexis and Westlaw. 
 

 Mailing Information for a Case which allows you to check the recipient list 
for a particular case. 
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Miscellaneous Information:  Logout 

  
Logout After you have completed all of your transactions for a particular session in 

ECF, you should exit the system clicking on the Logout function in the blue 
menu bar.  Take the following steps to Logout: 

 
Step Action 

1 Click on the Logout function on the blue menu bar, which returns 
you to the ECF login screen. 

2 Click on the X in the upper right-hand corner of the program. 
 
Note:  Do not click on the X until have you have clicked on 
Logout. 
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Miscellaneous Information:  Public Access 

  
Overview This section outlines all the ways the public can access information, either 

remotely or at a courthouse. 

  
PACER Access A person may receive information from the ECF system by obtaining a 

PACER login and password.  A person who has PACER access may retrieve 
docket sheets and documents (unless otherwise sealed or restricted) in 
criminal and civil cases. 

  
Paper 
Document 
Access 

Any document that was submitted on paper, was not made available 
electronically, and is not sealed can be viewed at the courthouse.  In such 
instances, only the docket sheet may be available electronically. 

  
Clerk’s Office 
Access 

All electronic docket sheets and documents (unless they are sealed) are 
available for free public viewing from dedicated courthouse computer 
terminals during regular clerk’s office hours. 

  
Copies of Filed 
Documents 

Paper copies and certified copies of electronically filed documents may be 
obtained at the clerk’s office.  The fee for copying and certifying is in 
accordance with 28 USC 1914. 
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Miscellaneous Information:  Questions/Help 

  
Getting 
Assistance with 
Questions and 
Concerns 

Our goal is to make your EDVA electronic filing experience as easy and 
smooth as possible.  We are available to assist you with your questions. 
 
The following are types of help provided: 
 Quick information on specific filing questions. 
 Error correction when filing users realize that they have made a mistake 

after they have committed a transaction. 
 Walk-through for first-time filers. 
 
Below is a summary of the various ways you can contact clerk’s office staff 
for assistance: 

 
Help Source Contact Information 

Alexandria Help 
Desk 

 703-299-2101 – Civil 
 703-299-2102 – Criminal 

Norfolk/ 
Newport News 
Help Desk 

 757-222-7201 – Civil 
 757-222-7202 – Criminal 

Richmond Help 
Desk 

 804-916-2220 – Civil 
 804-916-2230 – Criminal 

Frequently Asked 
Questions (FAQ) 
List 

May be accessed by going to the: 
 EDVA Internet page, 
 CM/ECF main page, 
 FAQ page. 

Clerk’s Office 
Staff Responsible 
for FAQ List and 
Revising Manual 

vaed_ecf_questions@vaed.uscourts.gov 
 
Note:  Questions and comments about the FAQ list, 
the E-Filing Policies and Procedures manual, or 
other ECF policies and materials will be taken under 
advisement.  They may be answered through the 
EDVA CM/ECF FAQ Internet page or through 
revisions to the manual, but the individuals posing 
questions to this e-mail box may not receive 
individualized responses. 
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