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Good morning, everybody! My name is Elsie-Mae King, I 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. I am Kathryn Conlon and I 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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Selecting Correct Filing Events 
Use of the CM/ECF Search Button 
Common Docketing Errors 

/CM/ECF Overview
Filing Answers and Counterclaims

Filing Counter Claim Answers
Sealed Functionality: Understanding the Critical Elements

Filing a Motion to File for a Proposed Sealed Document

Filing a Sealed Document
Filing a Sealed Document
Filing Ex Parte Documents

9/13/2023

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.

9/13/2023

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

9/13/2023

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.
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 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/ECFpermits a user to file documents electronically.

Public Access to Court Electronic Records

9/13/2023

Let’s briefly make the connection between PACER and CM/ECF. For an efiler to have access and file using
CM/ECF, 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.
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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.

E-Filing Permissions

• Regular Admissions

• Pro Hac Vice Admissions

• CJA Appointed Attorneys (Criminal Justice Act )

• Assistant United States Attorneys

Attorney

9/13/2023

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.
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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.

E-Filing Permissions
Non-Attorney

Non-attorney filers are identified as:

• Court Reporters

• Non-Prisoner Pro Se Filers,

• Trustees, Limited Filers,

• Filing Agents and Creditors9/13/2023

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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9/13/2023

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.

8



The Refresher Session  9/13/2023

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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9/13/2023

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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9/13/2023

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.
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9/13/2023

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.
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What do our 
local rules 
require an 
attorney to 
file prior to 

filing an 
answer to a 
complaint?

9/13/2023

Let’s get the adrenalin flowing. I 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? 
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Just the Answer
9/13/2023

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?

I hope that even if they got up to get a cup of coffee they came back. Kathryn, Is there anything happening
in the chat?
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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.
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9/13/2023

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.
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9/13/2023

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 us directly on to CM/ECF to begin the filing.
process.
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9/13/2023

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.”
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9/13/2023

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.
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9/13/2023

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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9/13/2023

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.
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9/13/2023

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/ECF, this is referred to as linking one document electronically to another
through the system. Once we are finished, please click next.
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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.
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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 5MB
and the maximum merge document size is 15MB. Please verify your file sizes before attempting to upload.
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9/13/2023

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.
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9/13/2023

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.
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9/13/2023

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.
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9/13/2023

Next, we come to the docket text screen with the language to be displayed on the docket. It is here that we 
take a careful look for accuracy and any need for edits.

29



9/13/2023

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.
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9/13/2023

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



9/13/2023

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.
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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!!!!

E-FILING

What 
should you 

do?

9/13/2023

33



LRCi. 5.4.(k) 
ELECTRONIC FILING 

9/13/2023
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We have completed 
the section on filing 
an Answer.

9/13/2023

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

The Refresher Session  

9/13/2023

We are now moving on to filing an answer to a counter claim, a cross-claim, or perhaps a third-party
complaint.
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9/13/2023

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.
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9/13/2023

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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9/13/2023

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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9/13/2023

Remember, once we click on the menu option, we are navigated straight to entering the case number where
we want to file the document.
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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 3rd party p complaint, crossclaim and as a counter defendant.
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9/13/2023

Here we are navigated to the “select the party screen” for the individuals that the attorney is filing the answer
to.
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9/13/2023

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

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

46



9/13/2023

Does the answer include a jury demand?
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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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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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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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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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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

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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9/13/2023

54

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. 



9/13/2023

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.
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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.
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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
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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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9/13/2023

We are back…
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CM/ECF SEALED 
FUNCTIONALITY

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.
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CM/ECF SEALED 
FUNCTIONALITY

• The seal functionality in the Electronic Case
Filing (“ECF”) system may be enabled at the
Court’s discretion at the CASE LEVEL,
document and DOCKET ENTRY levels.

• The authority for filing a document under
seal must be provided by an order of the
Court made pursuant to LCRi 5.4(f).

• Motions to file documents under seal
must be filed electronically unless
prohibited by law.

• Proposed sealed orders must be
submitted to the appropriate judicial
officer at the email addresses provided in
the efiling manual.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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CM/ECF SEALED 
FUNCTIONALITY

Civil: Case Level

Sealed at Case Level

•Not publicly viewable.
•Sealed restrictions may be 
enabled at case opening  or after 
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.

Service of Sealed 
Documents

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

• Service is required by 
counsel not the Court. 

Querying 

Sealed 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.

• 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.”9/13/2023

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.
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CM/ECF SEALED 
FUNCTIONALITY

Civil: Case Level

• A filing 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.

Filing Under Seal

• 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.

Querying a Sealed Civil Case

• If 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.”

Restricted Viewing

9/13/2023
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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.

Motion 

Systematic Permission

Documents  and 
Docket Entries

Alternate Method of 
Service  

Civil: Document  and 
Docket Entry Levels

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
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 
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.

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

9/13/2023
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CM/ECF SEALED 
FUNCTIONALITY

Criminal: Case Level

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.

Service of Sealed 
Documents

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

• Service is required by 
counsel not the Court. 

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.

• 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.”

9/13/2023
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CM/ECF SEALED 
FUNCTIONALITY

Criminal: Case Level

Initiating documents in a criminal case that is intended to be sealed
must be filed conventionally in paper format with an original
handwritten signature of the filing attorney.

Initiating Documents 

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 
generate, but will not transmit a NEF when documents are filed in a 
case that is sealed in its entirety.

Notice of Filings

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.
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CM/ECF SEALED 
FUNCTIONALITY

• A motion to file documents under seal must be electronically filed unless prohibited
by law. (LRCi 5.4(f)). A filing 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.

Motion for Leave to File Under Seal

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

Order Granting

• If 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.

Sealed Documents and  Docket  Entries

Criminal: Document and 
Docket Entry Levels

9/13/2023

69



Motion for leave
to file Sealed
Document/Motion

Order Granting 
Permission is required

Submission of Proposed Order 

The e-filer must email the
proposed order to the
appropriate judicial officer at the
email address set forth in the
User Manual.

Sealed Order

Notification of Electronic Filing

An NEF for the Sealed Order
will be transmitted to all
parties.

Docket Sheet
Only authorized users will
be allowed to view the
docket entry and the
document.

Systematic Permission
Required

Sealed Filings

Distribution of Sealed Order

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

9/13/2023
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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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Motion or Document Under Seal
Filing a Motion For Leave to File a

9/13/2023

Remember, you must be an attorney of record to file.
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9/13/2023

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.
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 The motion events are not sealed from the public.

 Do not attach the
PDF of the
document/motion
that is being
requested to be
sealed, because
this event is not
the sealed event.

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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9/13/2023

Verify case number and click NEXT.
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9/13/2023

Select the attorney representing the party from the drop-down list and Click NEXT.
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9/13/2023

Select the party and Click NEXT.
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9/13/2023

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.
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9/13/2023

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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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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This screen shot depicts how the docket entry will appear on docket. If an error is 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.
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Filing a Proposed Sealed Document9/13/2023

We’re now ready to file the Proposed Sealed Document. This is sealed event viewable only by court
personnel and users with sealed access in the case.
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Let’s go to our Main Menu, Under Civil Events >Other Filings>Other Documents
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Here we would select the menu option “sealed documents-proposed” from the drop-down list and click 
NEXT.
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We need to double check the case Number – you always want to make sure you are filing in the correct case.
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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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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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We are going to select the filer, which is Linda Justice and click NEXT.
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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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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.
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To view the docket sheet, click on hyperlink.
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Service of any sealed document filed
with the CM/ECF System must be
accomplished by an alternate method
on all parties in accordance with Local
Rules 5.4(i)(2).

9/13/2023

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.
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Filing a Sealed Motion or
Document after 
Permission has been 
Granted by the Court9/13/2023
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Attorneys are allowed to file sealed entries only after leave has been granted.
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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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Don’t forget to verify case number before clicking NEXT.  
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Again, we are selecting the attorney representing the party from the drop-down list and Click NEXT.
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Again, we are selecting the party and Click NEXT.
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Here, 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.
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Warning screen to Attorneys: Advising not to attach the document to be sealed. Since this is not a Sealed
Event it will be viewable by the public.
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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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This screen shot depicts how the docket entry will appear on docket. If an error is noted here, simply click the
back button to return to the previous screen and edit the docket text box.
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This screen depicts the recipients who will be notified with the Notice of Electronic Filing. This is also your last
opportunity to correct information. By clicking NEXT, you will commit the transaction.
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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.
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It's that time again! If you haven't already done so, please enter your questions in the chat. Let's take a
moment to review...
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Filing Ex Parte
Motion/Document9/13/2023
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• Ex Parte documents
and docket text
will ONLY be available
to the filing party.

• When a document is filed under
sealed privileges, all active
attorneys in the public case will be
able to view the document(s).

Ex Parte

• All active attorneys
will receive NEF
but won't have
access to view.

Sealed

• The filing attorney is
responsible for serving their
pleading and all attachments to
opposing counsel through
alternative means outside of
CM/ECF.

9/13/2023
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EX PARTE MOTIONS 
AND ORDER

• The authority for filing a motion or document ex
parte must be provided by an order of the Court.
An attorney wishing to file an ex parte motion or
ex parte documents must use a specific filing
event in CM/ECF.

• Do not use the sealed motion or sealed
document events to file ex parte matters,
because it will be viewable to all case
participants.

• In this motion event, when filing an ex parte
motion, the filer must attach the PDF
document, which will be automatically sealed
by the system. Ex parte events will only
appear on Court docket sheets and on the
docket sheets of the parties who filed the ex
parte event.9/13/2023
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Systematic Permission 
Required

Motion for leave
to file Ex Parte

Order Granting 
Permission

Submission of Proposed Order 

The e-filer must email the
proposed order to the
appropriate judicial officer at the
email address set forth in the
User Manual.

Ex parte Order

Notification of Electronic Filing

An NEF for the ex parte Order
will be generated but not
transmitted. It is generated
for file stamp purposes ONLY.

Authorized Viewing
Only authorized users will
be allowed to view the
docket entry and the
document.

EX PARTE 
FILINGS

Distribution of Ex Parte Order

An ex parte order with permissions will
only be distributed to the attorney who
e-filed the motion. The distribution of
an ex parte Order must be in paper
form to the applicable party.

9/13/2023
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112

To file a criminal ex parte motion, you would first click on the criminal menu tree to the top of the screen as shown 
above and then click on the “Motions”  option.  



9/13/2023

You have to verify case number, click next and follow the prompts.
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This screen prompts you to select the filing attorney, in this case we have selected Jack Benstall.  So, we 
clicked in his name and click NEXT.
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This screen prompts you to select the party, in this case we have selected Carmen Victorious.  So, we are 
going to click NEXT.
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Select the appropriate event, then click NEXT. For purposes of this filing type, we are going to select “Ex Parte
Document”. 
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At this familiar screen we are going to upload the document that we are want to file exparte, verify the upload
before clicking next.
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Once clicking next, the system is going to prompt us to select the parties to the case who should have access 
to this document. 
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Important information: NOTE Message: Document access will be restricted to counsel for the filer and the
court, and that the docket event will appear on the public docket. In the civil event, this message will come
up under a slightly different screen, but the warning will appear.
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Verify docket text for accuracy. It is very important that you understand that while you can alter this
information here, the confidentiality of what is in the document may be outed. can edit as needed by clicking
the back button. If everything is okay, then click NEXT.
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Final text preview: Review the docket text before committing transaction.
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NEF
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If the Judge directs me
to file an ex parte
response to an Order?

9/13/2023
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Filing Ex Parte
Response to an Order 9/13/2023
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And we are headed right back over to the criminal menu, because we are filing in a criminal matter. Then
click under the Motions and Related Filings where we will find the Supporting Documents, Responses and
Replies.
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Here will select the option that reads, “Ex Parte” reply.
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We verify the case number.
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We will click on next to proceed.
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On this screen, we will select the party and click next.
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We are going to upload the document and click next.
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On this screen, we are selecting what we are filing the ex parte document as a reply to. Remember, we are
replying o the Court’s Order.
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On this screen it is important that you pay attention. It asks to select the parties who should have access to
the docket entry and document.
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On the next screen there are alert messages.
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As we finalize the transaction, we come to the docket text screen. The information that is prepopulated. With
generic language.
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Finally, we come to the final review screen for accuracy before clicking nex.
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Once we click next, we have committed the transaction of filing your ex parte reply to the Court’s
Order. Remember, an NEF will be sent to both parties, but only the filing attorney will be able to view.
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We are nearing the end of our time together, so please enter any lingering questions into the chat.
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• Failing to update name and address information 
on PACER account 

• Failing to File a Civil Cover Sheet 

• Attaching the Incorrect PDF Document

• Failing to Submit Draft Orders 

• Consolidating multiple captions in pleadings. 

COMMON DOCKETING ERRORS
• Missing Signatures on documents that are filed conventionally.

• Failing to Redact Personal Identifiers

• Using the Wrong Docket Event When Filing

9/13/2023

First, our team put together common docketing errors that are made by filing users. Here we provided you
with the top 10 but I am pretty sure that everyone can take away something from today’s training session that
will help to reduce this list!
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We would like to thank everyone for taking the time to join us today. Before we adjourn, we have a few final
treats for you! First, additional resources are going to be provided, beyond what has been covered in today's
session. This PPT is also going to be shared so you will all be able to make use of this material as a
resource. Let's briefly review the additional tricks and resources provided.
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The CM/ECF 
Search Button

i
l
i
n
g

Your Ever!

9/13/2023

The CM/ECF Search feature can also be a life-saver, if not, your "best filing find" ever!
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Civil
Filing Events

Searching
for 

9/13/2023

The search button can be found in the top righthand corner of the CM/ECF page.
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Searching
for 

Criminal 
Filing Events

9/13/2023

Here you can see the options pulled for the key term "plea."
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One of the common errors was choosing the wrong event. Event Instructions and Lists can cure these blues
and can found on our website.
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Civil Filing Events
9/13/2023

The Attorney events list, should be a staple on every filing user’s desktop whether virtually or physically.
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Criminal Filing Events

9/13/2023

These slides contain all options for civil and criminal cases.
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Another tool is the "control find" feature which will pull all options using your key word. Easy! No longer
need to look through every drop-down menu there is.
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Court details can also be found by clicking on the CM/ECF icon.
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Attorneys are allowed to file
sealed entries only after the
motion has been granted.

CM/ECF SEALED 
FUNCTIONALITY

Once an order granting
permission is entered, the e-
filer must contact the Clerk’s
Office to arrange for the filer’s
CM/ECF permissions to be
changed to enable the filing
user to file the sealed
document.

This must be done immediately
before the filing of the sealed
document during the Clerk’s
Office hours of operation (8:00
a.m. to 5:00 p.m.).9/13/2023

A few last reminders regarding the sealed functionality.
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How would you rate today’s session?

9/13/2023

Thank you again for joining us today. We would appreciate it if you would take a moment to rate today's
session. It will only take a few minutes to complete, and your responses will be invaluable towards improving
our trainings in the future. Have a wonderful day!
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Glenda L. Lake, Esq.
Clerk of  Court

CLERK’S OFFICE
Contact Information

Marilyn Arroyo
Chief  Deputy Clerk II

ST. THOMAS/ST. JOHN DIVISION
Elsie-Mae Hodge-King
Generalist Supervisor

(340) 774-0640

ST. CROIX DIVISION
Kathryn Conlon

Generalist Supervisor 
(340) 713-1130

www.vid.uscourts.gov9/13/2023
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