
Reminders from our Clerk’s Office
Please include both the lead case number AND the JPML number



Reminders from our Clerk’s Office

• Do not alter the “fee status” field 
• If including a jury demand and putting in an amount, the system 

automatically adds three zeros. So, if demand is $75,000, only 
need to put 75 because ECF automatically adds the three zeros. 



Reminders from our Clerk’s Office
Direct Filings should have origin code of 8



Reminders from our Clerk’s Office
• Only open in Division 3 for Pensacola
• Please enter party names in ALL CAPS
• Please do NOT include bottom punctuation in names 

• “JOHN B DOE” not “JOHN B. DOE”
• There is a “Generation” tab that includes options for adding “JR” or “SR”
• Hyphenated names are ok (“JOHN DOE-SMITH” is acceptable)
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