
CM/ECF SEALED
FUNCTIONALITY
CM/ECF ADVANCE TRAINING FOR ATTORNEYS AND STAFF

JUNE 5, 2018 (ST. CROIX DIVISION) AND JUNE 7, 2018 (ST.  THOMAS DIVISION)



CM/ECF SEALED FUNCTIONALITY

• OBJECTIVE

• Getting seal access and permission from the court

• File sealed pleadings and documents in the CM/ECF system

• File ExParte pleadings and documents

• File an Answer with Counter Claim, Cross Claim and Third Party Complaint



CM/ECF SEALED FUNCTIONALITY

• In CM/ECF courts can seal cases, a criminal defendant, docket entry and/or a document.

• Cases can be sealed during case opening by court users. 

• Docket entries and documents can be sealed via docketing.

• Attorneys are allowed to file sealed entries only after leave has been granted by the  Court.

• Exception:  Proposed Sealed Documents and Exparte filings.

• Contact clerk’s office if you are unable to file your document in CM/ECF.

• Service of any sealed documents filed with the court’s ECF system must be accomplished by 
an alternate method on all parties in accordance with Local Rule 5.4(i)(2).



CM/ECF SEALED FUNCTIONALITY

• Access to view sealed cases, docket entries and documents is set by the Court on a per case per 
defendant basis.

• To view the sealed data authorized parties must log into the CM/ECF system using their court’s login and 
password. 

• After clicking on the hyperlink for the document you will be prompted to enter your PACER login and 
password.

• Sealed data cannot be viewed through the PACER system.

• If a case/defendant is sealed, users who do not have permission cannot see or docket to it.

• If only some items for the case/defendant are sealed, users without special permission can see everything 
except the sealed items, and can docket to the case.



CM/ECF SEALED FUNCTIONALITY-HOW SEALED 
DATA IS PRESENTED
• If a user is authorized to see sealed data:

• “SEALED” is incorporated into the case number that is displayed for a sealed case/defendant.

• Sealed docket entries and schedules are labeled “SEALED”.

• If the user clicks a link for a sealed document, a warning is displayed.

• If a user successfully accesses a sealed document, an entry is made in the log table and reported in 
the System Transaction log.



CM/ECF SEALED FUNCTIONALITY-HOW SEALED 
DATA IS PRESENTED

• Not authorized to see sealed data:

• If the user specifies a case number of a sealed case for query, docketing, etc.-the user gets this 
message:  “This case is sealed.”

• If the user clicks on a link for a sealed document the user gets this message: “This document is 
not available.”

• If the user searches for a party by name, the query programs returns matches only for cases 
the user is authorized to see.







FILING A MOTION FOR LEAVE TO FILE A 
MOTION OR DOCUMENT UNDER SEAL



FILING A MOTION FOR LEAVE TO FILE A MOTION 
OR DOCUMENT UNDER SEAL

• Select the Motion event:  Seal or Seal Document-(Motion for Leave to File Document Under 
Seal)

• These motions events are not sealed from public.

• Attach the PDF motion and  your Proposed Order.  Do not attach the PDF of the pleading or 
document you are requesting to be sealed.

• The proposed seal document can be submitted separately by selecting the event “Seal Document-
Proposed”.*

• *Note:  You do not need prior approval from the Court to file a proposed seal document.  Contact the 
Clerk’s office to obtain special access to file this document.







FILING PROPOSED SEAL DOCUMENT

• To file proposed seal document

• Select the Sealed Document-Proposed event located under Civil or Criminal Events>Other 
Filings>Other Documents

• This Event is a seal event viewable only by court users with seal access in the case.









FILING A SEALED MOTION AFTER 
PERMISSION HAS BEEN GRANTED BY 
THE COURT



FILING A SEALED MOTION AFTER PERMISSION HAS 
BEEN GRANTED BY THE COURT







FILING A SEALED DOCUMENT AFTER PERMISSION 
HAS BEEN GRANTED BY THE COURT





EX PARTE FILINGS



FILING EX PARTE MOTION











DOCKET REPORT WITH SEALED ENTRIES





FILING AN ANSWER THAT INCLUDES 
A COUNTERCLAIM, CROSS-CLAIM 
OR THIRD PARTY COMPLAINT





















FILING AN ANSWER TO A 
COUNTERCLAIM, CROSSCLAIM AND 
THIRD PARTY COMPLAINT














