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Federal Rules of Civil Procedure – Rule 15 
 

(a) AMENDMENTS BEFORE TRIAL. 

(1) Amending as a Matter of Course. A party may amend its pleading once as a matter of 
course within: 

(A) 21 days after serving it, or 

(B) if the pleading is one to which a responsive pleading is required, 21 days after 
service of a responsive pleading or 21 days after service of a motion under Rule 12(b), 
(e), or (f), whichever is earlier. 

(2) Other Amendments. In all other cases, a party may amend its pleading only with the 
opposing party's written consent or the court's leave. The court should freely give leave 
when justice so requires. 

(3) Time to Respond. Unless the court orders otherwise, any required response to an 
amended pleading must be made within the time remaining to respond to the original 
pleading or within 14 days after service of the amended pleading, whichever is later. 

 

Filing an Amended Complaint 
 

Log into CM/ECF and click on the Complaints and Other Initial Documents category. Then, 
choose Amended Complaint, then Next. See figure below.  
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Note: There is no fee to file an Amended Complaint. 

Enter the case number and click Next. 

 

 

 

On the next screen choose the filer of the amended complaint: the plaintiff(s). See figure 
below. 
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In this guide we will choose the existing defendant and we will add a new defendant. See 
sample of an amended complaint caption below. 
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Note: For complete instructions on how to properly add a party please refer to the 
Searching for a Party section of the Guide for Opening a Civil Case and Filing a Civil 
Complaint in CM/ECF, found on the CM/ECF home page: https://ecf.paed.uscourts.gov/cgi-
bin/ShowIndex.pl 

The next screen will prompt the filer to choose the party that the amended complaint is 
being filed against. First, you will add the new defendant by choosing New Party. 

 

CM/ECF will then take you to the Search for a Party screen. Parties must be searched for 
and added in ALL CAPITAL LETTERS. Enter the party name exactly as it appears in the 
caption of the amended complaint, including punctuation.  
 

 

If the search results display a party with same name double-click on the party. Do NOT pick 
that party if it is listed with address information. Instead, select Create New Party. If you 
find an exact match for the party you entered, and the party does not have address 
information, choose Select Party.  

https://ecf.paed.uscourts.gov/cgi-bin/ShowIndex.pl
https://ecf.paed.uscourts.gov/cgi-bin/ShowIndex.pl
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After choosing Create New Party or Select Party you will be taken to the Party 
Information screen. Choose Defendant as the Party Role. Do not add address information 
or make any other changes on this screen. Click Add Party after choosing the Party Role.  
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Important: On the next screen the filer must choose every defendant that the amended 
complaint is being filed against. CM/ECF will automatically select the new defendant. On a 
PC hold the Control key while selecting the other defendant(s). On a Mac hold down the 
Mac key. See figure below.  

 

On the next screen the filer will upload the Amended Complaint. The Civil Cover Sheet and 
Designation Form forms are not required with an amended complaint and should not be 
included in the .pdf. 
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Click Next after answering the jury demand prompt. 

 

It is not necessary to add additional wording on the docket text screen. 

 

Below is the last you will see before filing the amended complaint. Clicking Next will 
submit the amended complaint. 

 

ECF opens the Notice of Electronic Filing screen. The notice displays the case 
caption, case number, docket text and document number. The notice also displays the 
names of the persons who will be notified electronically and who will not be notified 
electronically. 
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After the Amended Complaint is filed 

The Clerk’s Office will review the pleading for accuracy and correct any errors. If necessary, 
and in accordance with the Federal Rules of Civil Procedure, summons will be issued. If 
you encounter any issues during filing, please e-mail PAED_clerksoffice@paed.uscourts.gov  
for assistance.  

mailto:ecf_clerksoffice@paed.uscourts.gov
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