Accessing and Viewing Final Presentence Reports filed in CM/ECF

Introduction

When a final Presentence Report (PSR) is filed for a particular defendant in
CM/ECF, all counsel of record will receive the Notice of Electronic Filing
(NEF) but the attorney(s) of record for that defendant will be able to access
the PSR through the link in the NEF if:
1.
2.
3.

The attorney is an active electronic filer in the EDNC
The attorney has electronically filed a Notice of Appearance for the
defendant
The attorney was granted access to the PSR when the US Probation
Office filed the PSR in CM/ECF

The easiest way for an attorney to view the PSR is through the document link
in the NEF. The first view of the PSR through the NEF is free. The free
look expires after fourteen (14) days. The attorney will be assessed PACER
fees for subsequent views of the PSR or after the free-look expires. If the
attorney accidentally deletes the NEF, or the document link in the NEF no
longer works, the attorney can still view the PSR by logging into CM/ECF
and then PACER to view the docket sheet.
Steps Before
Viewing the PSR

Before accessing the PSR through the NEF or from CM/ECF, take the
following steps:

Step

Action

1.

Clear your cache by opening your browser, clicking on “Tools” > “Delete
Browsing History” > Delete All.

2.

Be logged into CM/ECF using your CM/ECF login and password, not your
PACER login and password.
Note: If you log in using your PACER login and password, you will get a
message telling you that you do not have permission to view the document when
you try to open it.
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Steps For Viewing To View the PSR through the NEF with your one free look
the PSR-Free Look during the fourteen (14) day time period, take the following steps:
Through NEF
Step
1.

Action
In your email, click on the Notice of Electronic Filing.
Note: Only the primary email address for the attorney of record will be able to view
the PSR through the NEF

2.

Click once on the Document Number (9) NOT the Docket Number (i.e. 2:10-mj010099)
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Step

Action

3.

You will get the WARNING! sign. Click on “View Document.”

4..

The PSR will open.
**This is your free look.
**Save it to your desktop or print it.

.

**You will be charged for any further views of the document through
PACER
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Steps For Viewing To View the PSR through the NEF after the free look has expired or has
the PSR-No Free
been used, take the following steps:
Look Through NEF
Step
1.

Action
In your email, click on the Notice of Electronic Filing.
Note: Only the primary email address for the attorney of record will be able to view
the PSR through the NEF
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Step

Action

2.

Click once on the Document Number (9) NOT the Docket Number (i.e. 2:10-mj010099)

3.

Log in Using Your PACER login and password
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Step

Action
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Step

Action

4.

You will get the fee notification screen. To accept and view the PSR, click once
on“View Document.”

5.

The PSR will open.
**Save it to your desktop or print it.
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Steps For Viewing
The PSR Without
Using the NEF
Step

To View the PSR without going through the link in the NEF if the link no
longer works or the NEF is accidentally deleted, take the following
steps:
Action

1.

Log in to CM/ECF like you are going to file a document

2.

Click on Reports and then Docket Sheet
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Step
3.

Action
Log in Using Your PACER login and password
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Step
4.

Action
Enter the case number and click on ‘find this case’
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Step

Action

5.

Narrow your search if the case is a multi-defendant case and then click on
“Run Report.”

6.

Scroll to the hyperlink for the PSR. NOTE the fee notification.

Click on the hyperlink. In this case, Docket Entry 14. You will see the Fee
Notification advisory and the WARNING! Screen.
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Step

Action

7.

To access the PSR, click on “View Document.”

8.

The PSR will open.
**Save it to your desktop or print it.
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