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A. Introduction

When filing adocument that requires afiling fee (i.e. Motion to Appear Pro Hac Vice), the
online payment feature (Pay.gov) of the CM/ECF system is designed so that you are prompted to
pay the filing fee using a credit card as part of the docketing process. The following credit cards
are acceptable: Visa, Mastercard, American Express, Discover, and Diners Club.

Each completed online payment automatically inserts the amount of the filing fee paid and the
receipt number into the docket text of the docket entry. See Figure 1.

09/16/2009 16 | EXPARTE/CONSENT MOTION to Appear Pro Hac Vice (Filing fee § 5 receipt number
033L0000000000171161) by Home Depot. (Attachments: # 1 Certificate of Good Standing, # 2
Affidawit, # 3 Proposed Order)(attorney, ) (Entered: 09/16/200%)

Figurel

If you require assistance regarding an online filing fee payment, call the ECF Help Desk at
1-866-209-7767 or 504-589-7788 during business hours.

B. DocumentsRequiring a Fee

The following documents require online payment of afiling fee:

(Initiating Documents)

. Complaint

. Notice of Removal

. Petition for Writ of Habeas Corpus
. Petition for Writ of Mandamus

. Petition Pursuant to 28:2241

. Petition to Perpetuate Testimony

. Registration of Foreign Judgment

(Non-Initiating Documents)

. Motion to Appear Pro Hac Vice
. Notice of Appedl

. Notice of Cross Appeal

. Notice of Interlocutory Appeal

. Amended Notice of Appedl
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C. Instructionsfor Online Payment

Since our court requires that payment of the fee be made by credit card at the time of electronic
filing of such document, the default method of payment is Payment by Credit Card. However,
if electronic payment is not made at thistime, one of the applicable reasons must be selected.
After selecting the appropriate response, click Next. See Figure 2.

) Payment by Credit Card
Flectronic payiment not made at this time for the following reason

O Document filed on behalf of the TSA

O Document filed pursuant to a CIA or FPD appointment

(O In Forma Pauperis (status granted)

O In Forma Pauperis (status requested)

() Fee previously paid

O Prepayment of fee not required pursuant to 28 TSC 1916

O Credit Card not accepted or unavailable (Fee must be received within 2 business days)

[ M e ] [ Clear ]

Figure2

During the docketing of an event where afiling feeisrequired, (e.g., Motion to Appear Pro Hac
Vice), the filing fee amount is displayed. It isimportant to know that once you have clicked the
Next button, you CANNOT use your browser Back button. Thisis because the Pay.gov
application, which is outside of the ECF system, beginsto load. Have your credit card
information ready and click Next to proceed. See Figure 3.

Motions
2 08-cv-00100-GTP-DEK. Applebee's v, Quthack

Fee:§5 <

Cmece von have clicked on the Next button, von CANNOT use vom hrowser Back button

[ Mexd ] [ Clear ]

Figure3
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It will take afew seconds to load the payment process. See Figure 4.

Motions
Z08-cy-00100-GTE-DEK Applebee's v Duthack

Mow loading the payment processing screen. This process rmight takee a few seconds.
Figure4

The first of two screens through the Pay.gov application appears. All fields with ared asterisk
arerequired. The attorney name and address fields will automatically be populated with the
information on filein ECF. Y ou may need to change this information to match the billing
address for the credit card you are using. After verifying this information and entering all credit
card information, click Continue with Plastic Card Payment. See Figure 5.

Cnline Payment Return to your ariginating application
Step 1: Enter Payment Information 1
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk ™

Account Holder Name: |aftomey k
Payment Amount: $5.00
Billing Address: | 3005 Kingman Awe.
Billing Address 2:
City:
State / Province: — v
Zip / Postal Code: | 7000G
Country: United States =~ el
Card Type: v|* visa @ E J_-"_'?E msf_'-:
Card Number: i (Car mumber value should mot comtain spaoes ordashes)
Security Code: * Halp finding vour security code
Expiration Date: v|*y wv|*

Select the "Continue with FPlastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
Continue with Flastic Card Payment ] [ Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Figure5
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If you wish to receive an e-mail receipt, enter your e-mail address. To complete the transaction,
click the authorization to charge check box. When you click Submit Payment, your credit
card will be charged. Click Submit Payment to continue. See Figure 6.

Online Payment Return to your originating application
Step 2: Authorize Payment 2
Payment Summary  Edit this information
Address Information Account Information Payment Information
Account Holder attomey Card Type: Visa Payment Amount: $5.00
Name: Card Number: 1111 Transaction Date 09/22/2009 16:55
3005 Kingrnan and Time: EDT

Billing Address: Ave.
Billing Address 2:
City:
State / Province:
Zip / Postal Code: 70005
Country: USA

Email Confirmation Receipt
Ta have a confirmation sent to you upon completion of this transaction, provide an ermail address and confirmation below.

Email Address:

Confirm Email Address:

Separate multiole email addresser with 2
SO

CcC:

Authorization and Disclosure
. . . . . &
Required fields are indicated with a red asterisk
. . ? 2 #
| authorize a charge to my card account for the above amount in accordance with rmy card issuer agreement. [

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.
Submit Payment ][ Cancel ]

Note: Please avoid navigating the site using your browser's Back Buttan - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Figure 6

Processing of the electronic payment will take afew seconds. See Figure 7.

Your requestis being processed. Please wait.

Figure7
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D. Completing the Filing of the Document

After completion of the electronic fee payment process by the Pay.gov application, you will be
returned back to the ECF system to complete the filing of the document. To certify that service
of process of thisfiling will be made in accordance with the Federal Rules and the Local Rules of
this court, click Next. The below sample screen appears when docketing a non-initiating
document. There would be a similar screen when docketing initiating documents. See Figure 8.

Motions
208-cv-00100-GTP-DEK Applebee's v. Quthack

By filing electromeally, T certifiy that service was accomplished through the Motice of Electrome Filing for parties and counszel
who are Filing Users and that service was accomplished on any party of connsel who is not a Filing User in accordance with the
Federal Rules and the Local Rules of this Court.

Figure8

The next screen displays the docket text. Modify as appropriate. Then click Next. See Figure 9.

Motions
208-cv-00100-CTP-DEK. Applebesg's v, Outhack

Docket Text: Modify as Appropriate.
EXPARTE/CONSENT + | MOTION to Appear Pro Hac Vice

{(Filing fee $ 5 receipt number 053L0000000000171273) by
Home Depot. (Attachments: # (1) Certificate of Good Standing, # (2) Affidavit, = (3)
Proposed Order) (attoimey, )

[ Mend l [ Clear ]

Figure9

The next screen isthe final confirmation screen before committing the transaction and filing the
document. The docket text for the document is displayed. Y ou may want to note the fee
payment receipt number for future reference. When you click Next, the document will be
uploaded and notice will be sent. Click Next to complete thisfiling. See Figure 10.
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Motions
Z:08-cwv-D0100-GTRP-DEK Applebee's v. Qutbhack

Docket Text: Final Text

EXPARTEICONSENT MOTION to Appear Pro Hac Vice Thomas Jackson (Filing
fee $ 5 receipt number 053L0000000000171273) by Home Depot.

(Attachments: # (1) Certificate of Good Standing, # (2) Affidavit, # (3) Proposed
Order){attorney, )

Artenton!! Pressing the WEXT button on this screen commanits thas transaction. You will have
no further opportunity to modify this transaction if ¥you continue.

Saurce Dacument Parh {for canfirmation anly):
Motion phv.pdf  pages: 1

Certificate pdf  pages: 1

Affidawit pdf  pages: 1

Proposed Order pdf  pages: 1

[ et ] [ Clear ]

Figure 10

Thisisanotice of electronic filing or NEF, which serves as your confirmation that ECF has
registered your transaction and the pleading is now an official document. Y ou may want to save
or print a copy of this screen for your records. See Figure 11.

Motions
208-cv-00100-GTP-DEK Applebee's v. Cuthack

. S. Dastrict Comrt

Eastern District of Lowmsiana

Notice of Electronic Filing

The following transaction was entered by attorney, on 922/2009 at 4:12 P2 CDT and filed on Sf22/2009

Case Name: Applebee's v. Outback
Case Number: 2:08-cw-100
Filer: Home Depot

Document Number: 38

Docket Text:
EXPARTEICONSENT MOTION to Appear Pro Hac Vice Thomas Jackson (Filing fee $ 5 receipt

number 053L0000000000171273) by Home Depot. (Attachments: # (1) Certificate of Good Standing,
# (2) Affidavit, # (3) Proposed Order){attorney, }

Figurell
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E. Reports

Two reports are available that allow you to verify your filing fee payments.

. View Your Transaction Log
. Internet Payment History

View Your Transaction L og

Thisreport allows you to view all of your transactions (fee and non-fee entries) based on a date
range. From the CMECF Menu bar select Utilities. The Utilities menu is displayed. Click View
Your Transaction Log. See Figure 12.

Utilities
Court Information
Mascellameons
Yowmr Account Lesal BEesearch ...
Maintain ¥ our E-mail hlahngs. ..
Meantain ¥ our LoginPasswd
Change ¥ our Address Internet Pavment History
Meantain Your Account Werfy a Document

View ¥ our Transaction Log ‘-—
Change Chent Code

Change Your PACER Lomn
Fewnew Billing History

chow PACEE. Account

Eemowe Default PACEE. Account

Figure 12

Enter adate range in the fields provided then click Run Report. See Figure 13.

View Transaction Log

Enter the Drate Selection Criteria for the Transaction Log Eeport
Start Date: End Date: |9/23/2003
Run Report l [ Clear l

Figure 13
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Transactions made between the dates you entered are displayed. If afiling feewas paidin
association with an entry, areceipt number appearsin the docket text. See Figure 14.

Transaction Log

Report Period: 09/23/2009 - 09/23/2009

Id Date Case Number Text
EXPARTE/CONSENT MOTION to Appear Pro Hae Vice <I=George
e Pacer=T= (Filing fee § 5 receipt number 053L0000000000171316) by
171316 | 097232009 094118 12-09-cv-10232 Home Depot. (Attachments: # (1) Certificate of Good Standing, # (2)
Affidavit, # (3) Proposed Order)(attorney, )

Total Numnber of Transactions: 1

Figure 14

To exit the report, click one of the available options on the CMECF Menu Bar.

| nternet Payment History

This report allows you to review completed online payments based on adate range. From the
CMECF Menu bar select Utilities. The Utilities menu is displayed. Click I nternet Payment
History. See Figure 15.

Ttihties
iZourt Information
Liscellaneous
Yomr Account Leogal Eesearch ..
Mamtain ¥ our E-mal Mlalings
Maintamn ¥ our Logimn/Passwd /
Change Your Address Internet Payment History
Mlamtan ¥our Account WVertfy a Document

View Your Transaction Log
Change Clhent Code

Change Your PACEE Login
Fewew Biling History

chow PACEE. Account

Eemove Default PACEE. Account

Figure 15
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Enter adate range in the fields provided then click Run Report. See Figure 16.

Internet Payment History

From |8/23/2004 to (952372009

[ Fun Report H Clear ]

Figure 16

You are able to verify the date paid, description of the document filed, payment method, receipt
number, and amount. See Figure 17.

1. 8. Dastriet Comrt
Eastern Distiict of Lowsiana

Internet Payment History for attormey

9/23/2009 to 9/23/2009
| Date Paud ‘ Description ‘ Payinent Method ‘ Recenpt = ‘ Amount
2008-09-23 084048 | Motion to Appear Pro Hac Vice(2:08-cv-10232- CreditCard 053L0000000000171316 | § 5.00

SED-DEE) [motion apprphy] { 5.00)

Figure 17

To exit the report, click one of the available options on the CMECF Menu Bar.

Page -9-



