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Good morning, everybody! My name is Elsie-Mae King, | am your Generalist Supervisor in the division of St.
Thomas/St. John. Joining me today will be Ms. Kathryn Conlon, your Generalist Supervisor in the division

of St. Croix.

Thank you for joining us today. | am Kathryn Conlon and | will be monitoring your questions in the chat
pane. Don't be shy about contributing your interactions makes each session interesting!
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By the end of today’s training session each of you should be able to successfully file an answer and
counterclaim; as well as counter claim answers.

Additionally, after this session we are hoping that you also have a greater understanding of the critical
elements that differentiate “seal” and “ex parte” filing events. Finally, we are indeed optimistic that you will
leave today equipped to confidently use both filing events as well as continuing to minimize your docketing
errors. So, let's go!!
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What is CM/ECF?

CM/ECF is the acronym for
Case Management/Electronic
Case Files. CM/ECF is the
federal Judiciary's system that
allows case documents, such
as pleadings, motions, and
petitions, to be filed with the
court online.

Let's begin with the brief overview of CM/ECF.




The District Court of the Virgin Islands is a NextGen Court

The NextGen CM/ECF uses Central Sign-On (CSO)
platform, which allows e-filers to use one PACER login
and password to access all NextGen courts where

they have permission to file, as well as access to
PACER for all courts.

The District Court of the Virgin Islands is a NextGen CM/ECF Court. Let me explain this a little bit further. A
NextGen Court uses Central Sign-On (CSO) platform, which allows a filer to sue one PACER login and

password to access all NextGen Courts where they have permission to file as well as access to PACER for all
courts. Keep in mind that not all district courts are NextGen courts.



B ublic Access to Qourt Electronic Becords

< PACER and CM/ECF are different.
“ A filing user must have a PACER account in order to view filed
documents (except the one “free look”), print or to use the Query

and Report features of the ECF system.

% CM/ECF permits a user to file documents electronically.

Wil PACER

Let's briefly make the connection between PACER and CM/ECF. For an efiler to have access and file using
CM/ECEF, that filing user must have a PACER account. PACER is different from CM/ECF.

Let us use this analogy. Having a PACER account is like having your license to drive without a car but having
CM/ECF permission to electronically file in a court is having a Lamborghini that will you everywhere that you
are permitted to go.



E-Filing Permissions
Attorney

BEFORE an attorney can file or request authorization through
PACER to become an efiler in the District Court of the Virgin Islands, the
attorney must have an order of admissions pursuant to the applicable
provisions of LRCi 83.1 and have been administered the Oath of Office
to practice before the District Court of the Virgin Islands.

* Regular Admissions
* Pro Hac Vice Admissions

* C(JA Appointed Attorneys (Criminal Justice Act )

L. ° Assistant United States Attorneys

9/13/20

Ok, let's be a bit more specific. You may have a PACER account and permitted to practice before other
district courts. However, as an attorney, if you have not been admitted to practice before the District Court
of the Virgin Islands, in an attorney capacity consistent with LRCi 83.1, you will not have filing rights in

PACER.



E-Filing Permissions
Non-Attorney

BEFORE a non-attorney user who is a litigant in a matter pending
before the District Court of the Virgin Islands can become an efiler in this
Court, the non-attorney must complete the Motion for Permission to
Use Electronic Case Filing and Registration Form, pursuant to LRCi 5.4
which must be filed in the underlying case that is pending before the
Court and the Court must approve it before registering with PACER
efiling permission.

Non-attorney filers are identified as:

* Court Reporters

¢ Non-Prisoner Pro Se Filers,

* Trustees, Limited Filers,

9/13/2023 * Filing Agents and Creditors

Similarly, a person who is a non-attorney in a pending matter before this court may become an E-filer in this
Court only after filing a Motion for Permission to Use Electronic Case Filing, completing the registration form
and the Court granting the Motion.
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Once you have gained permission by the Court to become an efiler, whether as an attorney or as a non-
attorney filer, you must visit PACER’s website at www.PACER.uscourts.gov, click on the “manage your
account” and update your profile. Don't worry, the process is simple.



———=The Refres

Today's training sessions were created with your feedback in mind! This refresher session has been
streamlined to present a more focused and efficient experience.
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Privacy & Security

A few quick reminders. There are several options on how to navigate and login to CM/ECF. The first option
is to go directly through PACER using their Court CM/ECF lookup functionality.
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The other option is by visiting the District Court of the Virgin Island’s website, clicking on either menu
options “For Attorneys” or “Case Info” on the top menu bar.



District Court of the Virgin Islands

Honorable Robert A. Molloy, Chief Judge - Glenda L. Lake, Esq., Clerk

Court Info Judges' Info Jury Info For Attorneys Case Info Criminal Justice Act Programs & Services Pro Se Initiative

Welcome to the District Court of the Virgin Islands for the District of the Virgin Islands

District of the Virgin Islands - Document Filing System

This is a restricted government website for official court business only. All activities of CM/ECF subscribers or users of this system for any purpose. and all access attempts, may be recorded and

frmonitored by persons authorized by the federal judiciary for improper use, protection of system security, performance of maintenance and for appropriate management by the judiciary of its systems.
[By subscribing to CM/ECE, users expressly consent o system monitoring and to offic

| access to data reviewed and created by them on the system. If evidence of unlawful activity is discovered,
including unauthorized access attempts, it may be reported to lnw enforcement officials.
| SFebruary2022

iCourt Infor

Both will route you to the District CM/ECF interface.
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Filing An
Answer

The Refresher Session

9/13/2023

Let's get this session under way! Our quality control reviewers have seen a reduced margin of errors with
the filing of civil complaints. So, we are going to fast forward and begin our refresher session on the filing
of answers, counterclaim answers, cross-claims, and third-party answers.

13



What do our
local rules
require an
attorney to

file prior to
filing an

answer to a

complaint?

Let’s get the adrenalin flowing. | hope you haven't placed this call on mute already and just waiting on the
session to end to get the CLE credits!

Pop quiz! What do our local rules require an attorney to file prior to filing an answer to a complaint?

14
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Come on, type those answers right in the chat pane! Is it Option A: filing a copy of your current DCVI's bar
renewal receipt? Option B: a filing a Notice of Appearance? Or Option C: just the filing of the Answer?

| hope that even if they got up to get a cup of coffee they came back. Kathryn, Is there anything happening
in the chat?

15



IN THE DISTRICT COURT OF THE VIRGIN ISLANDS
DIVISION OF ST. THOMAS AND ST. JOHN

CASE NO.: 3:22-¢cv-00001

OptionB

NOTICE OF APPEARANCE

9/13/2023

If you selected Option B you are correct! LRCi Rule 5.2. requires the attorney for each party to promptly file
an appearance in each case. For the purpose of the upcoming example, a Notice of Appearance has
already been filed.



Notices
3:22-¢cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.
The following attorney/party associations do not exist for the above case(s).

Please check the box on the left of the screen for associations which should be created.

If the association should nor be created, keep box unchecked.

Hoppy Nest, Inc. (pty:def) represented by Jill Bent (aty) Lead ® Notice

[ Next |[ Clear |

Since we are speaking about filing a Notice of Appearance, be advised that when an attorney is filing their
Notice of Appearance, an important dialog box appears on the Attorney/Party Association screen. This is
an important screen, so let's take a minute and discuss it.

This screen has fields that will confirm the defendant/attorney association. It is automatically pre-populated
to create the association based on your filing. This is why it is very important to file a Notice of Appearance
in a case. The first box recognizes James Done as the party defendant that is being represented by Attorney
Tom Tall. Next is the “Lead Attorney” box. While it is permissible to have multiple attorneys per defendant,
you should only check this box if you are the lead attorney. Note, there should only be ONE Lead Attorney

per party.

Finally, the last box which reads “Notice” is an important box. This box alerts the system to send Notices of
Electronic Filings to the attorney, regardless of whether or not they are the lead counsel. If the box is not
checked, the attorney will not receive notices in the case even if the attorney is listed on the docket as a
counsel in the case.

17



Welcome to the District Court of the Virgin Islands for the District of the Virgin Islands

District of the Virgin Islands - Document Filing System

IThis is a restricted government website for official court business only. SUbsCribers or users of this system 1or any purpose, and all access attempts, may be recorded and
monitored by persons authorized by the federal judiciary far:mpmpex use, protection ulsw em security, perft of e and for by the judiciary of its systems.
[By subscribing to CM/ECF, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. If evi idence of unlawful activi ity is discovered.

including unauthorized access attempts, it may be reported to law enforcement officials.
NEXT GEN
";,

Now, we have fast forwarded the session with the filing of the answer, so that means that there is an existing
case already filed with the court. Systematically, that means that there is party participant information
already populated in CM/ECF that includes the plaintiff and defendants’ names. Clicking on the hyperlink
in the middle of the screen will take wus directly on to CM/ECF to begin the filing.
process.

1 5February2022

Jourt Information

9/13/2023




CM ECF C!VII W |Criminal » Query Reports+ Utilities~ Search Help What's New Log Out

Initial Pleadings and Service
Complaints, Other Initiating Documents

S I
GnswerstoComplaints )
Other Answers

At the top of the screen is the menu bar that you will be navigated to. We are going to click on the “civil”
menu link, where we are going to look at the menu under “Initial Pleadings and Service,” where we will
select "Answers to Complaints.”




IAnswers to Complaints
Civil Case Number
|3:22-cv-1 |

| Next || Clear |

EI;;A ECE

When we select that option, we will be navigated to the next screen, where the filing user will be prompted
to enter the number of the case that they would like to file their answer in. We are going to enter it and click
Next.



[Answers to Complaints
3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

Pick Attorney
Collapse All ExpandAll Select the attorney(s)
+/Hoppy Nest, Inc. dft T BeRE085E3)
+Joy Toothewhirl pla

Tom Tall(698234)

Next | | Clear || New Attorney

On the next page, the system displays the attorneys for the party participants in the case, so that the filer
may select the correct attorney to be identified in the system filing the complaint.
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Answers to Complaints
3:22-¢v-00001-RM Toothewhirl v. Hoppy Nest, Inc.

| Pick Filer
Collapse All Expand All

i+ Hoppy Nest, Inc. dit Select the Party:
+Joy Toothewhirl pla

Select the filer.

Hoppy Nest, Inc_ [dit] - |
Toothewhirl, Joy [pla]

Next | Clear I New Filer |

On the next page, the system displays the Filer Selection screen. On this screen you select the party who is
filing the document. The name(s) of the party you select will appear in the docket text.

NOTE: CM/ECF is intuitive and will recognize if you have multiple defendants by automatically providing
you with the functionality to either select all Defendants if there are multiple defendants that the filer may be
filing on behalf of. But keep in mind that if you select that option, the docket text will read, “answer filed for
all defendants” instead of the specific name of the individual defendant.

We have a single defendant, so that option does not appear. So, we will select Mr. Done as the party on
whose behalf we are filing an answer and click next.

22



Answers to Complaints
3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

Include Date # Docket Text

12/31/2022 1 COMPLAINT against Hoppy Nest. Inc. (Filing fee $400.00. Paid) filed by
Joy Toothewhirl. (Tall, Tom) (Entered: 07/26/2023)

[ Next | Clear

As the process progresses, we have arrived at the section where we must select which complaint the answer
pertains to in the event there was more than one in the pending case. When applicable, this screen lists all
complaints and claims, including counterclaims, crossclaims, and third-party complaints, for which an
answer can be filed in. In CM/ECEF, this is referred to as linking one document electronically to another
through the system. Once we are finished, please click next.

23



Answers to Complaints

3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc. ¢ v A 8 ThskC v

[Date document filed (mandatory) - 0 Name

1/26/2023 || Calendar i R )

re— e 3 30 Objects %] Complaint

Select the PDF document and any attachments. 8 Desk! *) Civil Cover Sheet
4 Doc (%) Attachment 6

Main Document

e & Downloads m
Choose File | MAIN DOCUMENT pdf 2] Attachment 5

(%) Attachment 4

& Pictures =
=1 % Attachment 3
Attachments Category Videos =
<. Local Disk (C) ¢ Attachment 2
1. Choose File | No file chosen . 5 Attachment 1
u Answer.Sample
9/13/2023

Now we have come to the upload screen. Kathryn, we have an awesome bunch of efilers with us today. So,
they already quickly recognized the upload screen and know that their filings must already be converted to
PDF prior to uploading in CMECF! But here is an important tip that we would like to share with you.



' document
J

Max. PDF File Size: 5.0 MB
Max. Merge Document Size: 15. MB

Filing user's responsibility to verify all uploads.

9/13/2023

We would just like to remind you of our filing document size limitations. The maximum PDF file size is 5SMB
and the maximum merge document size is 15MB. Please verify your file sizes before attempting to upload.

25



IAnswers to Complaints
3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

[ Does this filing include a counterclaim ? (If yes. click on the box)
) Does this filing include a cross-claim ? (If yes. click on the box)

) Does this filing include a third-party complaint? (If yes. click on the box)

| Next || Clear |

We have reached the screen that recognizes that an answer may contain a counterclaim, a cross-claim, or a
third-party complaint. If your answer contains any of the following, check all boxes that apply below and
click Next. If no boxes are checked, click Next. If a box has been checked, the system will then display a
screen for you to select whom this claim is against. If necessary, you may need to add a new party on a
particular screen. For example, you are filing a third-party complaint and the party’s name is not in the

system. Don’t worry, additional dialog boxes will appear that will allow you to add a new party. Let me
show you an example.

26



[Answers to Complaints

3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

[ Piccpany |

Rl Expan Select from the following list the party(s) against whom you are filing this Crossclaim.
+ Hoppy Nest, Inc. dft

1oy Toothewhir pla Select the Party: OR Select a Group:

Hoppy Nest, Inc. [dff] -
Toothewhirl, Joy [pla] ®No Group

) All Defendants
- All Plaintiffs

) All Parties

Next | | Clear || New Party

Here the filing user has a crossclaim in their answer. So, they clicked yes to having a cross claim and the

following dialog box appears. They would be able to add any other party information. But let's head back
to filing our answer to the complaint.



Answers to Complaints
3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

[Does this Answer include a jury demand?

O Yes
® No
Next || Clear |

The system will then ask you if the answer includes a jury demand. Answer Yes or No whether the answer
states it has a jury demand. Click Next.

28
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[Answers to Complaints

3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

ANSWER to [1] Complaint by Hoppy Nest, Inc.

(Bent, Jill)

[ Next | | Clear |

ICM' EC"F|

Next, we come to the docket text screen with the language to be displayed on the docket. Itis here that we

take a careful look for accuracy and any need for edits.

29



lAnswers to Complaints
3:22-cv-00001-RM Toothewhirl v. Hoppy Nest, Inc.

Docket Text: Final Text
ANSWER to [1] Complaint by Hoppy Nest, Inc. (Bent, Jill)

Source Document Path (for confirmation only):
C:\fakepath MAIN DOCUMENT.pdf pages: 1

\ Next | Clear |

We are almost to the end of the filing transaction where CM/ECF will provide you with the opportunity of
having one final look at the docket text before you commit the filing transaction. Just another reminder that
the NEF that is automatically generated by the Court's electronic filing system constitutes service of the filed
documents on filing users with the exceptions as set forth in LCRi 5.4(i)(1)). Click Next to continue.

30



[Answers to Complaints
3:22-6v-00001-RM Toothewhirl v. Hoppy Nest, Inc.
Select/review recipients who are to be notified with NEF

i ]
There are none in this category

Attention!! Pressing the NEXT button on this screen commits this ion. You will have no furth ity to modify this ion if you continue.
Next | [ Clear

The system will display the Final Docket Text screen. Again, just like before CM/ECF will always prompt
you that you are approaching the final steps towards the end of a transaction. This is your last chance to
correct any errors in the transaction. If the transaction is NOT correct, click Back on your browser to return to
the screen where the error was made, fix the error, then proceed again through the transaction. If the
transaction and the text are correct, click Next.

31



Notice of Electronic Filing
IThe following transaction was entered on 1/26/2023 at 9:53 P.M. AST and filed on 1/26/2023.,

(Case Name: Toothewhirl v. Hoppy Nest. Inc.
Case Number: 3:22:cv-00001-RM

Filer: Hoppy Nest, Inc.

IDocument Number: 5

[Docket Text:

JANSWER to [1] Complaint

|(Bent, Jill)

3:22-cv-00001-RM Notice has been electronically mailed to:

Jill Bent

[Bent and Associates, LLC
11 Fenway Dr.
[Miami-Dade. FL 33012

Once we click next, we are finally completed the filing and the system will display the Notice of Electronic
Filing screen. When you arrive at the Notice of Electronic Filing screen, you are finished with the filing of your
document. NEF is your verification that the filing has been sent electronically to the court's database. It
certifies that this is now an official court document.



E-FILING

should you
do?

9/13/2023

It's 11:57 p.m. and the
deadline for filing a

pleading is 11:59 p.m.

and your office’s
network just went
down!!!!
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(j) Notice of Court Orders and Judgments. Immediately upon the entry of an order or judgment in an
action assigned to the Electronic Filing System, the Clerk shall transmit to Filing Users in the case, in
electronic form, a Notice of Electronic Filing. Electronic ismission of the Notice of Electronic
Filing constitutes the notice required by Federal Rule of Civil Procedure 77(d). The Clerk must give
notice in paper form to a person who has not consented to electronic service in accordance with the

Feder 71 Procedure.

(k) Technical Failures. A Filing User whose filing is made untimely as the result of a technical failu?
and who is unable to make a timely filing by traditional means must seck appropriate

(1) Public Access. RespOnsioiTy-forrecmes weret=TeTIITTCTS sct forth in Federal Rule of Civil

Y =~riew dacuments for

ELECTRONIC FILING
LRCi. 5.4.(k)
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We have completed
the section on filing
an Answer.

Do you have

any questions?

We have plenty of additional information to cover with you today. Right now, however, we would like to know
if you have any questions about filing an answer to a complaint. Please enter them in the chat now.

35



We are now moving
complaint.

Filing an Answer to
a Counterclaim,_
Cross-claim or Third-
Party Complaint

The Refresher Session W

9/13/2023

on to filing an answer to a counter claim, a cross-claim, or perhaps a third-party

36



District Court of the Virgin Islands
District of the Virgin Islands (St. Thomas Division)
CIVIL DOCKET FOR CASE #: 3:22-cv-00001-RAM-RM
Internal Use Only
Date Filed: 12/31/2022

Toothewhirl v. Hoppy Nest, Inc. IS e :
Avigedo Robet A Molky e
Referred to: Magistrate Judge Ruth M

Cause: 28:1332 Diversity-Contract D

represented by Tom Tall

Plaintiff Tall Partners Inc.
Joy Toothewhirl 123 Downtown
: Suite 321

St. Thomas, VI 00802

Email: TTom@TallPartners.com
LEAD ATTORNEY

ATTORNEY TO BE NOTICED

represented by Jill Bent
Bent and Associates. LLC
11 Fenway Dr. —
Defendant Miami-Dade. FL 33012

Email: jill @bentass.com T EE
Heeps Hetioc, LEAD ATTORNEY CM  ECE
9/13/2023 ATTORNEY TO BE NOTICED

Just to recap a minute. In the prior session, we just filed an answer to a complaint. Using the same case, as
our example we are assuming that the individual also filed a counterclaim, a crossclaim, and a third-party

complaint.

V.




’
7

’
ANSWER to | mmhmébmmmmumMm&em Inc.. CROSS
Jill) (Entered: 07/26/2023)
NOTICE of Appearance by Jill Bent on behalf of Defendant Hoppy Nest, Inc. (Bent. Jill) (Ente-
SUMMONS Returned Executed by Joy Toothewhirl. (Tall, Tom) (Entered: 07/26/2023)
Summons Issued as to Hoppy Nest. Inc. (EMK) (Entered: 07/26/2023)
COMPLAT™NT a~ainst Hoppy Nest. Inc. (Filing fee $400.00. Paid) filed b~

Then here on this screen, we can see the modified docket sheet that shows where the answers to both the
complaint, third party complaint and crossclaim. Additionally, we can see the answer to the third-party
complaint, cross claim and the filing of the counterclaim.
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CM ECF C!VII W |Criminal » Query Reports+ Utilities» Search Help What'sNew Log Out

IInitial Pleadings and Service
Complaints, Other Initiating Documents

Answers to Complaints
Other Answers

So, we are going to right back to the civil menu bar, because although we are filing a different type of answer,
we have to come back to where when we click on the “civil” menu link. That is under the “Initial Pleadings
and Service”, selecting the "Answers to Complaints” to allow the Third-Party Defendant, Cross Claimant and
Counter Defendant to file an answer to the added claim.
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3333333333

[Answers to Complaints
Civil Case Number
|3:22-cv-1 |

| Next || Clear |

Remember, once we click on the menu option, we are navigated straight to entering the case number where

we want to file the document.

40



[Answers to Complaints
3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

Pick Attorney
Collapse All Expand All Select the attorney(s)
+ Hoppy Nest, Inc. crc m

EHoppyiNest Inc St Tom Tall(698284)
=+ Hoppy Nest, Inc. 3pp Bill Short(698288)

+ Hoppy Nest, Inc. cc

+Joy Toothewhirl pla

+ Joy Toothewhirl cd

'+ Wheels on the Bus, Inc. 3pd

+Wheels on the Bus, Inc. crd
Wheels on the Bus, Inc. dit

| Next | | Clear || New Attorney |

9/13/2023

In this case, we are selecting the attorney representing the party, which is Bill Short, who will be filing an
answer to the 3" party p complaint, crossclaim and as a counter defendant.



Here we are navigated to the “select the party screen” for the individuals that the attorney is filing the answer
to.

JAnswers to Complaints

| Pick Filer

Collapse All

' Hoppy Nest, In¢c. crc

i+ Hoppy Nest, Inc. dit

+Hoppy Nest, Inc. 3pp

= Hoppy Nest, Inc. cc

+Joy Toothewhirl pla

#Joy Toothewhirl cd

+Wheels on the Bus, Inc. 3pd

+/Wheels on the Bus, Inc. crd
Wheels on the Bus, Inc. dft

Expand All

3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

Select the filer.

Select the Party:

|Hoppy Nest, Inc. [dft]
LHoppy Nest, Inc. [3pp]
|Hoppy Nest, Inc. [cc]

| Toothewhirl, Joy [pla]

| Toothewhirl, Joy [cd]

Wheels on the Bus, Inc. [3pd]
Wheels on the Bus, Inc. [crd]

Wheels on the Bus, Inc. {dft] -

Next | [ Ciear |[ New Eilr

9/13/2023
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Remember Kathryn's discussion earlier about the importance of this dialog box when filing a Notice of

Appearance?

[Answers to Complaints
3:22-cv-00001-RAM-RM Toothewnhirl v. Hoppy Nest, Inc.
The following attorney/party associations do not exist for the above case(s).

If the association should not be created, keep box unchecked.

Wheels on the Bus. Inc. (pty:dft) represented by Bill Short (aty) & Lead & Notice

[ Next || Clear

[Please check the box on the left of the screen for associations which should be created.

9/13/2023
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3:22-¢cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

Include Date # Docket Text

01/26/2023 5 ANSWER to 1 Complamt. THIRD PARTY COMPLAINT against Wheels on
the Bus. Inc.. CROSSCLAIM against Wheels on the Bus. Inc..
COUNTERCLAIM against Plaintiff Joy Toothewhir] Joy Toothewhirl by
Hoppy Nest. Inc. (Bent. Jill) (Entered: 07/26/2023)

01/26/2023 5 ANSWER to 1 Complaint. THIRD PARTY COMPLAINT against Wheels on
the Bus. Inc.. CROSSCLAIM against Wheels on the Bus, Inc..
COUNTERCLAIM against Plaintiff Joy Toothewhir] Joy Toothewhirl by
Hoppy Nest. Inc. (Bent, Jill) (Entered: 07/26/2023)

[ Next || Clear

9/13/2023

This screen will prompt you to link the answer to the complaint, which is docket #5. Then click NEXT.
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3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

[Date document filed (mandatory)
3/26/2023 || Calendar |

Select the PDF document and any attachments.

Main Document

Choose File | MAIN DOCUMENT. pdf

Attachments Category Description

1 No file chasen v |
Next| Clear \

]CM ECFI-

Click on the Browse button to upload your PDF document and any other attachments you may have. Then
Click NEXT.




Answers to Complaints
3:22-cv-00001-RAM-RM Toothewnhirl v. Hoppy Nest, Inc

" Does this filing include a counterclaim ? (If yes. click on the box)
[ Does this filing include a cross-claim ? (If yes, click on the box)
" Does this filing include a third-party complaint? (If yes. click on the box)

|. Next || Clear |

S
icm ECFI

This next screen prompts you to select if you are filing a counter-claim, cross-claim or third-party complaint
with your answer. If you are not, click NEXT.




Answers to Complaints

3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

[Does this Answer include a jury demand?

O Yes
® No

9/13/2023

Does the answer include a jury demand?
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|Answers to Complaints
3:22-¢v-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.
ANSWER to [S5] Answer to Complaint, Third Party Complaint, Crossclaim,

Counterclaim ANSWER to [5] Answer to Complaint, Third Party Complaint,
Crossclaim, Counterclaim
by Wheels on the Bus, Inc..

(Short, Bill)

9/13/2023

This is the text box that displays how the text will appear on the docket. Pay close attention, because the text
here is exactly what will appear on the docket. In this example it appears that we have a bit of editing to be
made before we click NEXT.
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[Answers to Complaints
3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

ANSWER to [5] Complaint, Third Party Complaint, Crossclaim, and a Counterclaim,
filed by Wheels on the Bus, Inc.

(Short, Bill)

| Next || Clear |

9/13/2023

Now, that's better. After editing the text, we can clearly read that the text relates to the filing of the answer to
the complaint which has also been linked to the Complaint, the Third Party Complaint Crossclaim and a

Counterclaim. Finally, we can see that Wheels on the Bus, Inc. is the filing party and Bill Short is the filer on
their behalf.
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[Answers to Complaints

3:22-cv-00001-RAM-RM Toothewhirl v. Hoppy Nest, Inc.

Docket Text: Final Text

ANSWER to [5] C

int, Third Party C:

t, Cre im, and a C

claim, filed by Wheels on the Bus, Inc. (Short, Bill)
Source Document Path (for confirmation only):
C:\fakepath MAIN D

pages: 1

Next || Clear

9/13/2023

This screen displays the final view that will appear on the docket. If further editing is still necessary, then we
can always hit the back button on your browser. If the docket text is okay, go ahead and click NEXT.
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[Frswers o Complamts
0001 g,
District Court of the Virgin Islands
District of the Virgin Islands
INotice of Electranic Filing
The following transaction was entered on 7/26/2023 at 11:09 PMAST and filed on 3262023

[Case Name: Toothewhirl v, Hoppy Neat, Inc
Case Number:  3:2206000001-RAM-)
Filer: Wheels on the Bus. Inc.

Document Number:
[Docket Texi:
JANSWER to [5] Complaint, Third Party Complaint, Crossciaim, and a Gounterclaim, filed by Wheels on the Bus, Inc. (Short, Bill)

J1:22-¢v-00001 RANERM Notlce hias been electroulcally mailed to:
:22.¢v-00001- RAM-RM Notice will be delivered by other means fo:

fBill Shot

11 Fenny Dr.
[Miseni-Dade, FL 33012

Jrom Tall
JTall Partaens Toc.
123 Dovmionm

bice 321
J5t. Thomas, VI 00802

[The following document(s) are associnted with this transaction:
IDocument description:Main Docune:

Jorigias! Blcamess s

JEsectronic docameat Stamp:
ip_ID=1161
093e2.

2620] 0
$43930d 1 Tab 70385
623417

9/13/2023

Here is the screen with your Notice of Electronic Filing. The NEF shows that the Answer to the Third-Party
Complaint was successfully filed!
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CM ECF cwi- criminaic  guery Beportsv Utilities v Search Help What's New Log Out
Civil Case Number
|3:22-cv-1
[ Next ][ Clear ]
9/13/2023

Let’s run a docket report to review the docket sheet. We would first check on the upper menu option
"Report”, then enter or verify the case number.
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9/13/2023

District Court of the Virgin Islands
District of the Virgin Islands (St. Thomas Division)
CIVIL DOCKET FOR CASE #: 3:22-¢v-00001-RAM-RM
Internal Use Only

Toothewhirl v. Hoppy Nest. Inc. Date Filed: 12/31/2022
Assigned to: Robert A. Molloy Jury Demand: None
Referred to: Magistrate Judge Ruth Miller Nature of Suit: 120 Contract: Marine
Cause: 28:1332 Diversity-Contract Default Junisdiction: Diversity
Plaintiff
Joy Toothewhirl represcated by Tom Tall
Tall Partners Inc.
123 Downtown

Suite 321

St. Thomas, VI 00802

Email: TTom/@TallPartners.com
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

V.

Defendant represented by Jill Bent

Hoppy Nest, Inc. Bent and Associates, LLC
11 Fenway Dr.
Miami-Dade. FL 33012
Email: jill@bentasse.com
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

We divided this screen in to 2 sections for purposes of the presentation. On the first screen we can see the
top portion of the screen with the case information, including the case number, judge assignment, partial
case caption and the partial list of the parties. Here we have the plaintiff Joy Toothewhirl versus the first
defendant Hoppy Nest, Inc. We also see the name of the counsel representing these parties. The docket
sheet is divided into 2 sections for the purposes of today's presentation.
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[Defendant
[Wheels on the Bus. Inc. represented by Bill Short
LEAD ATTORNEY
_ATTORNEY TO BE NOTICED
[ChirdParey Plaintiff
Fioppy Nest, Inec. represented by Jill Bent
(Sec above for address)
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
v
[ThirdParey Defendant
[Wheels on the Bus, Inc. represcuted by Bill Short
(See above for address)
LEAD ATTORN
ATTORNEY TO BE NOTICED
[Cross Claimant
[Hoppy Nest, Ine. represcnted by Jill Bent
(See above for address)
LEAD ATTORNEY
_ATTORNEY TO BE NOTICED
e
[Cross Defendant
[Wheels on the Bus, Inc. represcuted by Bill Short
(See abave for address)
LEAD ATTORNEY
_ATTORNEY TO BE NOTICED
[Counter Claimant
[Hoppy Nest. Inc. represented by Jill Bent
(Sec above for address)
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
v w o
[Counter Defendant CMITECE
7oy Toothewhirl vepresented by Tom Tall .
o/13/2 (Sec above for address)
9/13/2023

This is the lower portion of the docket screen. Here, we see the information for the second Defendant and Third-Party
Plaintiff Wheels on the Bus, Inc., We also can now see that the Cross Claimant, Hoppy Nest, Inc. information now
appears as Cross Claimant and that they have a placed a claim that now list Wheels on the Buss as a Cross Defendant.
Finally, we see that the Counter Claimant in this matter is Hoppy Nest, Inc. who has filed a claim wherein Joy Toothewhirl
is listed as a Counter Defendant. The attorneys for each party who has filed a Notice of Appearance is listed next to
each party.



Docket Text

ANSWERWo 3 Complaint. Third Party Complaint. Crossclaim. and a Counterclaim, filed by Wheel
| NOTICE of A\pmrance by Bill Short on behalf of ThirdParty Defendant Wheels on the Bus, Inc.,
| SUMMONS Re Executed by Hoppy Nest. Inc. Wheels on the Bus, Inc. served on 2/26/2023,
I Isaut{ as to Wheels on the Bus, Inc. (EMK) (Entered: 07/26/2023)

ANSWERM 1 Complaint. THIRD PARTY COMPLAINT against Wheels on the Bus, Inc.. CROSS
3ill) (Entered: 07/26/2023)

| NOTICE of Appearance by Jill Bent on behalf of Defendant Hoppy Nest. Inc. (Bent. Jill) (Ent
| SUMMONS Returned Executed by Joy Toothewhirl. (Tall, Tom) (Entered: 07/26/2023"
| Summons Issued as to Hoppy Nest. Inc. (EMK) (Entered: 07/26/2023)
; “~opy Nest. Inc. (Filing fee $400.00. Paid) fil-

This screen shows an excerpt taken from the docket sheet. This is modified docket sheet that shows where
the answers to both the complaint, third party complaint and crossclaim. Additionally, we can see the answer
to the third-party complaint, cross claim and the filing of the counterclaim.



uestion
=
(D

9/13/2023

It's questions time! Before we move on to our next section, please take a moment to enter your questions in
the chat.



9/13/2023

Before we begin our Advanced CM/ECF training session, please take a moment to refill your cup of tea. We
will be taking sixty seconds before we will reconvene for our session, so you have time to settle yourself.
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9/13/2023
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9/13/2023

We are now reconvening for our CM/ECF training session. Ms. King, I am now turning the floor over to you.
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We are back...
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9/13/2023

Session

e
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NEXT GEN
N AEADWVANCE

Session
SO

QeNVa:er SEALED
FUNCTIO)VNBURY

9/13/2023

In CM/ECF, an entire case, a criminal defendant, a docket entry, or a document can be sealed. A case can
also be sealed at the time of opening by court users. For example, when a sealed criminal case is opened, all
the defendants are sealed. Any filed document deemed sealed will remain sealed until the Court enters an

order to unseal the case.



CM/ECF SEALED
FUNCTIONALITY

LTS

| Session
NS v

[l =

9/13/2023

The seal functionality may be enabled at the court's discretion at the case level, document, and docket entry
levels. Motions to file documents under seal must be filed electronically unless prohibited by law. Pursuant
to LCRi 5.4(f) authority for filing a document under seal must be provided by an Order of the Court. Note
that proposed sealed orders must be submitted via the email addresses provided in the e-filing manual.
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oxcronary e
FUNCTIONALITY

= Querying
Service of Sealed }
’ Sealed at Case Level ’ Documents Sealed Cacec
‘ e The query

*Not publicly viewable.

*Sealed restrictions may be
enabled at i

a case is filed by Order of the
Court. Qui Tam (False Claims Act)
Complaint; Application for Pen
Register (Warrant).

*Only attorneys of record may
file in a sealed civil case and be
allowed to view documents, in
the case after conventionally
filing a Notice of Appearance.

e Pursuant to Fed. R.Civ.P. and
LRCi 5(1)(2), in the absence
of electronic filing the
service of any sealed
document by an alternate
method is required.

e Service is required by
counsel not the Court.

9/13/2023

functionality in
CM/ECF only returns
matches for a party
by name for those
cases the filing user is
authorized to view.
If a party is involved
in cases that are
sealed, and access
has not been
granted, the system
will display a
message “No Person
Found.”

In order for a case to be sealed from the beginning, the initiating documents must be filed conventionally in
paper format with an accompanying motion to seal and a proposed order. For example, a Qui Tam (False
Claims Act) complaint is a civil case type filing that must be filed under seal conventionally in paper format.
An application for Pen Register Warrant is an initial document, considered a miscellaneous case type filing
and must be filed under seal conventionally and in paper format.



WD o [CMBCEeve
— FUNCTIONALITY
SR

Filing Under Seal

e Afiling user in a civil case sealed at the case level is not required to file a motion for
each individual filing because the case is sealed at the case level.

Querying a Sealed Civil Case

e The query functionality in CM/ECF only returns matches for a party by name for
those cases the filing ser has been authorized to view.

Restricted Viewing

e |f an attorney or pro se litigant who has not been authorized to view a specific
case, when the filing user attempts to search for the case number, the system
will display: “##-#### is not a valid case. Please enter a valid value.”

9/13/2023
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Motion

CM/ECF SEALED
FUNCTIONALITY

Motion to file documents under seal must be filed electronically
unless prohibited by law. For each instance that sealed access is
desired a separate motion is required.

Once an order is entered, the e-filer is also required to contact the Clerk’s
Office to arrange for the filer's CM/ECF permissions to be changed to

SEEMEREEEIMIESTNE enable the filing user is to file the sealed motion/document. This should be

done during normal operation hours, Monday through Friday 8 a.m.-5 p.m.

If the sealed documents are filed conventionally, a paper copy of the

[ Documents and order must be attached to the documents under seal and delivered to
Docket Entries the Clerk. If the Court seals a docket entry it is only viewable to the

‘ Alternate Method of
Service

authorized party.

Pursuant to Fed. R.Civ.P. and LRCi 5(1)(2), in the absence of electronic
filing the service of any sealed document by an alternate method is
required.
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Session

oD

Sealed at Case Level

*Not publicly viewable.

+Seal restrictions can only
enabled at case opening by
Court Order.

*Only attorneys of record
may file in a sealed criminal
case and be allowed to view
documents in the case after
conventionally filing a Notice
of Appearance.

CM/ECF SEALED
FUNCTIONALITY

9/13/2023

Service of Sealed
Documents

e Pursuant to Fed. R.Civ.P. and
LRCi 5(1)(2), in the absence
of electronic filing the
service of any sealed
document by an alternate
method is required.

e Service is required by
counsel not the Court.

Criminal: Case Level

Restricted Viewing of

Sealed Criminal Cases

¢ The query functionality in
CM/ECF only returns
matches for a party by
name for those cases the
filing user is authorized to
view.

e If a party is involved in
cases that are a sealed,
and access has not been
granted, the system will
display a message "No
Person Found.”
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CM/ECF SEALED T
RN g Criminal: Case Level

Initiating documents in a criminal case that is intended to be sealed
Initiating Documents  {Lal'&8 be filed conventionally in paper format with an original
handwritten signature of the filing attorney.

When a criminal case is opened under seal, permissions will be set
to allow the attorneys of record to file and view sealed documents in
the case as granted by the Court. Additional attorneys must file a
Notice of Appearance conventionally prior to being allowed to file
any documents in a sealed criminal case.

Permissions of
Attorneys

When a document or an Order is e-filed, the ECF system will
Notice of Filings  [SEASlCIES but will not transmit a NEF when documents are filed in a
case thatis sealed in its entirety.

9/13/2023

For example, a Criminal Complaint is an initial document, considered a magistrate case type filing, and must
be filed under seal conventionally in paper format. When a criminal case is opened under seal, permissions

will be set to allow the attorneys of record to fie and view sealed documents in the case as granted by the
Court.



Session

SOR

CM/ECF SEALED Criminal: Document and
FUNCTIONALITY Docket Entry Levels

I Motion for Leave to File Under Seal

e A motion to file documents under seal must be electronically filed unless prohibited
by law. (LRCi 5.4(f)). Afiling user in a criminal case sealed at the case level does not
have to file a Motion for leave to file Under Seal for each individual filing in a sealed
case, because the case is sealed at the case level.

Order Granting

* An Order granting permission to file a motion or a document under seal must be
filed electronically unless prohibited by law.

Sealed Documents and Docket Entries

e |f the sealed documents are filed conventionally, a paper copy of the order must be
attached to the documents under seal and delivered to the Clerk. If the Court seals
a docket entry it is only viewable to the authorized party.

9/13/2023
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Motion for leave
to file Sealed

Document/Motion MEXT GEN

Session

Distribution of Sealed Order

An order with permissions to
file under I will only be
distributed to electronically.

Systematic Permission
Required

9/13/2023

Notification of Electronic Filing

An NEF for the Sealed Order
i to all

Docket Sheet
Only auth
be allowed
docket entry and
documer

the

Submission of Proposed Order

e-filer

email

the
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9/13/2023

While we will be continuing our discussion about filing under seal momentarily, let's take a moment to
answer what questions you have thus far.
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Filing a Motion For Leave tQQRIGE] \ y
bcument Under Seal

Remember, you must be an attorney of record to file.
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Civil ~ Criminal ~ Query Reports * Utilities ~ Search Logout

Open a Case Other Filings
Opena Cnil Case ADR Documents
Discovery Documents
Initial Pleadings and Service Notices
Complaints, Other Iniialing Documents Trial Documerts
Service of Process Appeal Documents
Answers to Comphints Other Documents

Other Answers

Motions :W Fings

Motions
Supporting Documents, Response and Repiies

In this motion event, attorneys are warned not to attach the PDF document/motion that they are requesting
to be sealed, as this event is not a sealed event. If you have a deadline and would like to obtain a ruling on
your motion to seal a document before you prepare the filing in which you plan to use the document, you
should plan to file the motion well in advance of the deadline for the filing.



Motions
| | Start typing to find another event.
Available Events (click to select events) Selected Events (click to remove events)
Remand to Bankruptcy Court A ‘ Seal Document-(Mation for Leave to File Document Under Seal)
Remand to State Court s
Reopen Case % Do not attach the
eturn of Prope
o - PDF of the
S document/motion
 ima i s et osineas s saa : :
Sealed Motion that Is belng
Service by Publication req u ested to be
Set Aside
Set Aside Default Sealed, because
Set Aside Forfeiture . .
Set Aside Judgment this event is not
Set Aside Verdict . h led t
i@| the sealed event.
*» The motion events are not sealed from the public.

impd tan

9/13/2023

If a filer is seeking permission from the court to file a sealed motion, the filer must select the Motion event
Seal. The motion events are not sealed from the public. The PDF motion or document should be attached
(as the main document) and the proposed order (as the attachment). Remember, Do not attach the
pleading or document you are requesting to be sealed. For purposes of this presentation, we will be
filing a SEALED DOCUMENT.

This screen displays the available events list for selection. Select “Seal Document-(Motion for Leave to File
Document Under Seal) event and click NEXT.
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CM! ECF Civil»  Criminal -

Query

Motions
Civil Case Number

|1:21-04

Next| | Clear |

9/13/2023

Verify case number and click NEXT.
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CM ECF Civil- Criminal- Query Reports -

utilities +
Motions

Search
[1:21-cv-00004 Justice v. Victorious

| Pick Attorney |

Collapse All

Expand &4ll Select the attorney(s)
nda Justice pla
rmen Victorious dft =
= Carmen Victorious 3pp Jill Bent(698283)
| Bill Short(698288)

-Bob Winning 2pd

v
|_ Clear || New Attorney

9/13/2023

Select the attorney representing the party from the drop-down list and Click NEXT.
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CM ECF Civil~ Criminal- Query Reports- Utilities -

Search

Motions
1:21-cv-00004 Justice v. Victorious

|M Select the filer.
Collapse All Expand All
#Linda Justice pla Select the Party:

#Carmen Victorious dft
wCarmen Victorious 3pp
= Bob Winning 3pd

armen [dft]
Victorious, Carmen [3pp]
Winning, Bob [3pd]

|-C\ear || New Filer |
R

9/13/2023

Select the party and Click NEXT.
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|CM ECF Civil» Criminal~ Query Reperts~ Utilities~ Search Help What's New

Motions
1:21-cv-00004 Justice v. Victorious

[Date document filed (mandatory)
8/3/2021 | calendar |
|Select the PDF d and any

[Main Document
élrniwfeir‘ MOTION FOR LEAVE TO FILE UNDER SEAL [2].pdf

Attachments Category

1.| Browse... | PROPOSED ORDER TO [1].pdf | Text of Proposed Order ~ ||

12 | Browse... | No file selected. [ v |

Next| | Clear |

9/13/2023

o]

This screen prompts you to upload the Motion as the main document, and the Text of Proposed Order as an

attachment under “Category”, and any other documents as attachments. Remember all documents should
be in PDF format.



CM ECF Civl Criminal Query Reporlsy Utiiies, Search Help WhatsNew Loy Out (Lisa Davis MeGreqor)

Iotions
1200000 Jusiee v Vicorous

HTTORNEYS PLEASE NOTE:
D)0 NOTatch e doement o b sl s oo Thisis ot a el vt

Plesecomplete theeleioncfling of s oto,then i et resaction e the document o be sl usin he evnt*Seled Document-Proposed*ocated under Ot Filngs Ot Documents

|t

Here we have the warning screen that alerts the filing attorney not to attach the document to be
sealed. Remember, this is not a sealed event and it will be viewable by the public.
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CM ECF Civil. Criminal. Query Reports, Utilities~ Search Help What's New

Motions
1:21-cv-00004 Justice v. Victorious

MOTICN for leave to File Document Under Seal
by Plaintiff Linda Justice.

(Attachments: # (1) Text of Proposed Order)

5|

|@|

9/13/2023

This is the docket text box where you can edit the text as needed. If there are no changes, continue by

clicking NEXT.
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Docket Text: Final Text
MOTION for leave fo File Document Under Seal by Plaintiff Linda Justice. (Atachments; # (1) Text of Proposed Order) (MCM)

Source Document Path (for confirmation only):
C:\fakepathMOTION FOR LEAVE TO FILE UNDER SEAL [2] pdf  pages: |
C:\fakepathPROPOSED ORDER TO [1] pdf  pages: 1

u_\
p

HEADWVANCE

This screen shot depicts how the docket entry will appear on docket. If an erroris noted here, simply click the
back button to return to the previous screen and edit the docket text box.
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You have successfully filed your motion. To run the docket sheet report, simply click the hyperlink in the upper

left-hand corner.

Frotions

121 cv 00004 Justica v Victorious,
L]

INotice of Elactronic Filing
[The fotlowing transaction was catored on £/3/2021 at 9:15 AM AST and filed on £/3/2021
Case Name: Tustics v- Victorious

c umbers 1

ent Numbe

Dorctet Tune
IO TION for leave to File Document Under Seal by Plaintiff Linda Justice.

T e e

21wy 00004 Nutice hurs ba
l1:21 e+ 00004 Notice will be delivered by other means to:

IDill Shore

ill Dent

[Tom Taut

IThe following fated withs dhis ¢

loctronic document Stamp:
STAMP deecfStamp_ID=1181334639 [Date=8/3/2021] [TileNumber=842812-0]

772433471

F,m._. Shiden e

ocument Stamp:
deecFStamp_TD=1181334639 [Date=8/3/2021] [TileNumber=842812-1]
2 14c 11 %0

£
O ane 1 74

# (1) Text

District Court of the Virgin Islands
District of the Virgin Islands

Order) (MCM)
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We're now ready to file the Proposed Sealed Document.
personnel and users with sealed access in the case.

This is sealed event viewable only by court
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CMIIECF

criminal ~

Query Reports. Utilities~ Search Help What's New

ICivil Events

Open a Case

Civil Case (Sealed)

Civil Case - Assigned (Sealed)
Civil Case - Unassigned (Sealed)
C

Case (Sealed) - OpendAssign

Imitial Pleadings and Service
=l ints, Other i

Other Filings (cont.) Case Assignment
Notices Assignment Editor
Trial D Initial i, R )
Appeal D Initial Assignment (Direct),
Other D« R 1 Recusal ( V)
Reassignment/Recusal (Direct)
Court Events

Orders on Motions

Other Orders/Tudgments
Minute Entries
Chambers Minute Orders
Utility Events

Other Events

Other Answers

Motions and Related Filings
Motions
D. R

and Replies

Other Filings
ADR Documents
Discovery Documents

Void an Assignment
Interdistrict Case Transfers ..

9/13/2023

Let’s go to our Main Menu, Under Civil Events >Other Filings>Other Documents
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CM ECF Civil. Criminal. Query Reports. Utilities~ Search

Help What's New

Log Out

Other Documents
|

Events (click to select an event)

Selected Event

Redacted Document

Redaction Index

Redaction Request-Transcript

Report of Rule 26(f) Planning Meeting
Response to Order to Show Cause
Satisfaction of Judgment

Sealed Document

[ —
Seftlement Agreement

Status Report

Stipulation

Stipulation of Dismissal

Suggestion of Bankruptcy

Suggestion of Death

Supplement

Next| | Clear |

| Sealed Documents-Froposed

9/13/2023

Here we would select the menu option “sealed documents-proposed” from the drop-down list and click

NEXT.
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CMTTECEF civi. criminai.  query

Other Documents

Civil Case Number or Numbers

. & = -
|1.4J. laard £ll .

| Clear

9/13/2023

We need to double check the case Number - you always want to make sure you are filing in the correct case.



CM ECF Civil. Criminal~ Query Reports. Utilities~ Search Help

Other Documents
1:21-cv-00004 Justice v. Victorious

[Date document filed (mandatory)

8/3/2021 || Calendar |

|Select the PDF d. t and any attach t:

IMain Document
Browse... , SEAL DOCUMENT PROPOSED [2].pdf

Attachments Category Description

1. | Browse...ri No file selected. ~ || |

[ Mext | Clear |

9/13/2023

Click on Browse button under Main Document to upload the Sealed Document Proposed. If additional
documents are to be made a part of the filing, click on the browse button under Attachments and upload
your PDF documents. If no additional attachments are required, click NEXT.
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CM ECF Civile Criminal. Query Reports, Ufiities, Search Help WihatsNew Log Out Lisa Davis MeGregor)

(Other Documents
1:21-cy-00004 Jusfice v. Victorious

|IMPORTANT! This event is ONLY to be used for submitting proposed sealed materials for review by the court in conjunction with a Motion o Seal.
[This entry does not consfitute a fling and does not appear on the public docket,
1 your Motion to Seal is granted, you will need fo resubmit -eFile- these materials using the docket event -Sealed Motion, ifitis 2 mofion, or -Sealed Document-,

14 Notice of Electronic Filing is not sent with this entry. These documents can only be viewed by court staff. Parties must be served by paper

ol
}

9/13/2023

TAKE NOTE: This entry does not constitute a filing and does not appear on the public docket. When the
Motion the is granted, the filer must e-file the document under the Sealed Document Event. Remember,
sealed filings must be served on all parties by an alternate method, consistent with Local Rules of Procedure.
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CM ECF Civil~ Criminal~ Query Reports~ Utilities

Search

Other Documents
1:21-cv-00004 Justice v. Victorious

Jlesciens i) Select the filer.

Collapse All Expand All

= -

B Linda Justice pla Select the Party-

#Carmen Victorious dft
#Carmen Victorious 3pp
=Bob Winning 3pd

[pla]
Victorious, Carmen [dft]
Victorious, Carmen [3pp]
winning, Bob [3pd]

|Elear | Mew Filer |

9/13/2023

We are going to select the filer, which is Linda Justice and click NEXT.
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CM ECF Civil. Criminal- Query Reports~ Utilities~ Search Help

Other Documents
1:21-¢v-00004 Justice v. Victorious

PROPOSED Sealed Documents.

(e

9/13/2023

This illustration looks very familiar, because it is. It is the docket text box that displays how the text will appear

on the docket.
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CM ECF Civil Criminal » Query Reports, Utiities, Search Help What'sNew Log Out (Lisa Davis McGregor)

Other Documents
1:21-cv-00004 Justice v. Victorious

Docket Text: Final Text
PROPOSED Sealed Documents. (MCM)

Atention!! Pressing the NEXT button on this screen commits this trausaction. You will have no further opportunity to modify this transaction if you continue.

Source Document Path (for confirmation only):
C\fakepathSEAL DOCUMENT PROPOSED [2].pdf  pages: 1

9/13/2023

This is the final screen before committing the transaction. If edits need to be made to the Docket Text Box,
simply click the back button and make edits. If you are satisfied with the final text, click NEXT.



CMIi 1 ECF cwn- comnai- query Reports- uuimes- Searsn Heip

IOther Documents

121-c 0004 Justice tol oui

INotice of Electronic Filing

[The following transaction was entered on 8/3/2021 at 10:15 AM AST and filed on 8/3/2021
(Case Name: Justice v. Victorious

|Case Number:
[Filer:
[Mocument Number: 11

IDocket Text:
PROPOSED Sealed Documents. (MCM)

[1:21_cv-00004 No clectranic public notice will he sent hecanse the case/entry

[The s) are with this

D ipti in D
IOriginal filename:n/a
= =

S TAMP dcecfStamp ID—1181334639 [Date—8/3/2021] [FileNumber—842815-0]
3920967 73640d£d365a974c8F1 1 df7cf3d83cfaaS0979379ab6de74d269edecal9ed
12475f2be76991e2554dc46cdab115el53a2ae0e1643£784F5403a55d40]]

HEADWVANCE

9/13/2023

To view the docket sheet, click on hyperlink.



CMIECF

Service of any sealed document filed 1‘
with the CM/ECF System must be

accomplished by an alternate method :D \

on all parties in accordance with Local Oﬂ"‘ /

Rules 5.4(i)(2). 1:‘0(3.3{.’
—— ;

Don't forget, when filing sealed motions or documents in a criminal case, service must be accomplished by
an alternate method consistent with Local Rules of Procedure.



Filing a Sealed Motior SO -
DocumeniNziisam

Permission veER bée\r; /

evNe N ahe Court
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IN THE DISTRICT COURT OF THE VIRGIN ISL.

9/13/2023

Attorneys are allowed to file sealed entries only after leave has been granted.
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( M E( F Civil~ Criminal~ Query Reports~ Utilities~ Search Help What's New
Civil Events

Other Filings (cont.) Case Assignment
Notices
Trial Documents
‘Appeal Documents

Other Documents ignment/Re )
Civil Case - Open&Assign R 1 /Recusal (Direct)
Civil Case (Sealed Court Events

ivil Case - Assigned (Sealed Orders on Motions Noid an A

Civil Case - Unassigned (Scaled) Other Orders/JTudements  Interdistrict Case Transfers...
Civil Case (Sealed) - Open& Ascign Minute Entries
Chambers Minute Orders
Initial Pleadings and Service Utility Events
Ea its, Other Initiati D Other Events

Service of Process

Answers to Complaints
Other Answers

Motions and Related Filings
Motions,
Supportine D« R and Replie:

Other Filings
ADR Documents
Discovery Documents

9/13/202.

o

So, you will first go to the Civil Events Menu Screen, and under the Motions and Related Filings, click on
Motions.
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Eotions

Civil Case Number

| 1:21-04) |

9/13/2023

Don't forget to verify case number before clicking NEXT.
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CM ECF Civil= Criminal- Query Reports- Utilities~ Search

Motions
1:21-cv-00004 Justice v. Victorious

| Pick Attorney |

Collapse All

+Linda Justice pla

= Carmen Victorious dft

Expand All  Select the attorney(s)

Tom Tall(698284) ia

Carmen Victorious 3pp JI|‘|‘EEhﬂt[EQBZBE]
='Bob Winning 2pd Bill Short(598288)

v
[ Clear || New Attorney |

9/13/2023

Again, we are selecting the attorney representing the party from the drop-down list and Click NEXT.
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ICM ECF Civil- Criminal- Query Reports. Utilities -

Search

Motions
1:21-cv-00004 Justice v. Victorious

| Pick Filer |

Collapse All Expand All
nda Justice pla

= Carmen Victorious dft

[ Carmen Victorious 3pp
=Bob Winning 3pd

Select the filer.

Select the Party:

rmen [dft]
Victorious, Carmen [3pp]
Winning, Bob [3pd]

|7CIear | | Mews Filer |
L, S B TA

9/13/2023

Again, we are selecting the party and Click NEXT.
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|CM ECF Civil» Criminal+ Query Reports» Utilities+ Search Help What's New

Motions
1:21-¢v-00004 Justice v. Victorious

[Date document filed (mandatory)
8/3/2021 || calendar |

[Select the PDF document and any attachments.

[Main Document
Browse... | MOTION FOR LEAVE TO FILE UNDER SEAL [2].pdf

Attachments Category Description
1.| Browse... | PROFOSED ORDER TO [1].pdf | Text of Froposed Order v || | Remove |
12| Browse... | o file selected. [ vl 1
Hext | | Clear |
9/13/2023

o]

Here, this screen prompts you to upload the Motion

should be in PDF f