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Elsie-Mae - Good morning, good morning, good morning! | am Elsie-Mae, Generalist
Supervisor for St. Thomas.

Lana - And | am Lana, Generalist Supervisor for St. Croix! On behalf of Attorney Lake, our
Clerk of Court, and the Clerk's Office for the District Court of the Virgin Islands, we are
pleased to welcome you to the Annual Attorney Training for CM/ECF! Before we get
started, we welcome and encourage YOUR PARTICIPATION! We have a very ENGAGING
training for you today. But it’s your participation that will truly make this training great. As
we move through it, feel free to put questions in the chat so we can address them.

Elsie-Mae - On that note, let's get started.



Refresher Pointers, Tips and Tricks

CM/ECF Overview

Eligibility, Registration, Passwords

Filing Notices of Appearance .

Choosing the Appropriate Filing Event PACEIR
Recognizing Common Docketing Errors .

System Errors and Technical Failures

Pay.gov: 24-hours a day, 7-days a week and much more

Elsie-Mae - For the beginning of our training, we will cover refresher pointers and tips and
tricks! This includes an overview of CM/ECF, PACER registration and passwords, Filing
Notices of Appearance, docketing, how to handle system errors, addressing common
docketing errors, and introduction to pay.gov.



Advanced Training

Fundamental Aspects of CM/ECF Sealed and Ex-Parte
Functionalities.

Multifactor Authentication and PACER

Fiing for Regular Admissions Using PACER and exTGen

CM/ECF.
PACEIR
-

Lana - Don't worry, | know that will be a lot of information, and yes, you will have time for a
small break! We will then cover more advanced material which includes information
related to Sealed filings, Ex Parte functions, and an introduction to Regular Attorney
Admissions through PACER Single Sign On.



Register and Manage CM/ECF account, including passwords

File Notices of Appearances correctly in CM/ECF

Recognize common docketing errors and how fo avoid them

Use pay.qgov for electronic payments anytime, anywhere

Lana — We have a few objectives for today. But the primary one is, for you to become an
expert at CM/ECF filing! This means you will be super comfortable with maintaining your
account in PACER, proper pleading and document filing process, common issues and how
to avoid them, navigating technical problems, AND utilizing pay.gov.



| VIRTUAL POLL

Pojl

Elsie-Mae - Let’s do a quick virtual poll

Elsie-Mae - How many of you are attending this training for the first time, and how many
are repeat participants? We're glad to have everyone here, whether it’s your first time or
you’re a returning user. We’re here to guide you through everything you need to know
about NextGen CM/ECF!
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THINGS

YOU SHOULD

KNOW ABOUT oy

Lana — Let's share some good facts to know about CM/ECF!!

Elsie-Mae — That sounds great! Before we dive deep into the content, let's provide five
QUICK things you should know about!



O Flash Facts

CM/ECF is the acronym for Case
Management/Electronic Case Files.

The system allows courts to maintain
electronic case files and offer

electronic filing online, making case
information immediately available.

Elsie-Mae - For our first note, WHAT IS CM/ECF?? CM/ECF is the acronym for case
management electronic case files. The system allows maintenance of electronic case files

and online filing.



—

What is the name of the upgraded
version of CM/ECF called?

a. Legacy CM/ECF
Electronic Filing System (EFS)

b.
c. NextGen CM/ECF
d. Court Connect Portal

NextGen CM/ECF

Lana — Question time for our audience! What is the name of the upgraded version of
CMECF??

Elsie-Mae — You all know this! You've seen it plenty of times.

Elsie-Mae - Great! That's right! It's NextGen CM/ECF.



O Flash Facls

The federal judiciary’s upgraded
unified system is called NextGen
CM/ECF.

It has combined both the Public
Access to Court Electronic
Records (PACER) service and the
Case Management/Electronic Case
Files (CM/ECF) system; allowing
users to access case information
and file documents online using
one account that is referred to as
Central Sign-On. s

Elsie-Mae — Flash fact 2!! NextGen CM/ECF combined PACER to CM/ECF. This allows users
to access case information and file documents online utilizing Central Sign-On!



O Flash Facls

The District Court of the Virgin
Islands is a NextGen Court. So,
once an attorney is admitted to
practice before this Court, and they

have requested access through
their single sign on in PACER, this
allows them to use one PACER log
on and password to access all the
NextGen courts where they have
permission to file.

Lana — Now time for fact 3! Since the Virgin Islands is a NextGen Court, an attorney that’s
admitted to practice before our court can request access through their single sign on in
PACER. The best part is, they only have to have one logon and password to access ALL
NextGen courts where they have permission to file.
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O Flash Facls

NextGen implements stronger
security measures, centralizes
account and payment
management, and provides a

more user integrated
experience  across federal
courts.

Lana — Flash fact 4! NextGen also implements stronger security measures and requires
individual PACER accounts. NextGen aims to provide better integration between district,
bankruptcy, and appellate courts for a more cohesive user experience.



O Flash Facls

The system offers new tools and
technologies for increased user
efficiency, such as improved
electronic filing capabilities and

centralized attorney admissions.

Elsie-Mae — And your final flash fact. NextGen also offers improved electronic filing
capabilities and centralized attorney admissions.

Lana — Centralized attorney admissions.... What is that?

Elsie-Mae — Oh don't you worry Lana, there's big news to come on that later!!
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Ability to file documents/pleadings
electronically with the court

Automatic email notices of case
activity for parties in a case

No delays or added expenses
associated with mail or courier
services

Instant access that allows easier case

SnaPShOt Of Keg tracking

F e atu re s a n d Less physical storage space and

document-processing times

Benefits

Secure and reliable

Immediately updated and available
court dockets 13

Elsie-Mae — There are some great benefits to CM/ECF. It's greatly reduced the necessity of
paper with electronic filing, allows automatic email notices for new filings, instant case
accessibility, and best thing yet, less physical storage space and document processing times
required!!

Lana — The first key point to getting access to all of these benefits?? You have to set up
your PACER account if you haven't already!



The Powerhouse

Mastering

e PACE R

Public Access To Court Electronic Records

Login

PACER

.
PACEIR

v

Lana — Now it's time to talk PACER and account maintenance.

Elsie-Mae — Good call, let's get these folks to become the master of PACER and their
account!
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PAC Em Public Access to Court Electronic Records

Register for an Accountyv  FindaCasev FileaCasev My Account & Billings  Pricing Helpv Q Searchw

The Public Access to Court Electronic Records (PACER) service provides electronic public access to federal court records. PACER provides the
public with instantaneous access to more than 1 billion documents filed at all federal courts.

P = T

Manage Your
Sign up for an Account Search for a

Account Signup foran Create a PACER account Manage Your Case Search for a Case

s . logi )
Register for a PACER Account orlog in to manage your Account B i
account to begin account and pay a bill.

searching for or filing Case Search Onk
federal court records i Manage My Account

Login

case nformation. [ SUNRSINRISIN

Search by National Index
online. Attorney Filers

A Non-attorney Filers Billing
l AC EW’{ Group Billing Forgot Username or Phone ARCEESZlO Court
Password? ecords

The PACER Service Center can assist you at (800) 676-6856 between the hours of 7 a.m. and 6 p.m. CT Monday through Friday or by email
at pacer@psc.uscourts.gov.

Court Opinions

Elsie-Mae — At the top of our slide here, you can see what the top of the PACER website
looks like. Once you are on the site, you have the options to sign up for a new account,
manage your account, and search for cases.

Lana — Hey, | also see that PACER has it's own service center. What would that be used
for?

Elsie-Mae — Great question. When there is an issue with PACER and you're having trouble
with your account, notify PACER as soon as possible! They are their own program so they
have their own assistance team! Utilize it!
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The Powerhouse

.

P ! C Em 28 Anofficial website of the United States government Here's ¥Ou know #Login to..
v‘ PAC EWR Public Access to Court Electrenic Records

Register for an Find a Filea

- My Account B P g Helpw Q
Account ¥ Case ¥  Case Billing Search ¥

USING THE PACER ACCOUNT |
MAINTENANCE TAB What can we helpﬂl

Billing

Areas include updating personal Forgot Usernar

information, attorney admission QIG ﬁ Groun Hillng Accsss o
steps, and e-filing registration.

> My Account & Billing

Search for a Filing Manage Your Move to
Case Electronically Account NextGen
CM/ECF

Learn options to find Find court specific Create a PACER
case information. information to help account or login to Is your court
you file a case manage your migrating to

electronically and account and pay a NextGen CM/ECF?

developer resources. bill Follow these steps to

prepare in advance.

Lana - The maintenance features are one aspect of managing your account in PACER. You
can perform several functions such as: updating your personal information, updating your
address or email information, and/or request e-filing privileges with a NextGen CM/ECF
court. If you are registered with a NextGen CM/ECF court, you will be able to view a list of
your registered courts as well as update your information in those courts.



The Powerhouse

Settings Payments Usage

I Ch ame pdate PACER Billing Email

USING THE PACER ACCOUNT Chienge Pesaword Set PACER Bllling Preferances
MAINTENANCE TAB Set Security Informatio

Settings Payments Usage

‘ Update Personal Information Attorney Admissions / E-File Registration

Update Address Information Non-Attorney E-File Registration

Email Moticing and Frequency Check E-File Status

E-File Registration/Maintenance History

Elsie-Mae - Once you've logged in, click on the Maintenance tab. Then, locate the
maintenance options. Did your name change? Did you relocate? Maybe get a new phone
number or email address? Well don't stress! All of this information can be updated
directly within PACER! When updated in PACER, this automatically applies the changes to
all your pending cases in CM/ECF.

Lana - That's wonderful! You can also request e-filing permissions. In addition, if you are
registered in a NextGen CM/ECF court, you can view a list of these courts and update
information in those courts.
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The Powerhouse

P ! C E? Update Personal Information
||| Update your personal information with the PACER Service Center. Any changes you make

here will be sent to the court(s) in which you are registered.

* Required Information

UPDATING PERSONAL prefix seiectprenc [
INFORMATION First Nams * PACER

Update your name, generation, prefix T;f,‘ﬁl =—

and suffix at any time. If you are Generation S—

registered in a NextGen CM/ECF court, Suffix sectsumx |

any changes made to your personal T
Submit Cancel
information will be sent to those

courts.

& Your personal information has been successiully changed

=

Lana - The first step you will need to take is to click Update Personal Information. Review
the information listed and make any changes as necessary. Then once your changes have
been made, click Submit to finalize your edits. A window will appear confirming that your

personal information has been changed!



Update Address Information
A In the first section below, you may update your address information on file at the
PACER Service Center for billing purposes. Then you may apply those updates to open,
closed, of all cases in one or more courts in which you are registered.
PACEIR S—
_ Ir PACER Test Firm

Address 123 Uncle Sam Way

UPDATING ADDRESS
INFORMATION

Update the name of law firm
or office, your personal or gt pistictot Coumor g
work address information and ounty osTricT oF coLffl
phone numbers. ZpiPostal Code FTT

Country * United States of America n

Washingtan

Primary Phone * 202-555-1234
Alternate Phone
Text Phone

Fax Number

Reason for
update

Check here if this address update applies to the entire firm.

Elsie-Mae - Updating your address is very similar to updating your personal
information. Click Update Address Information. Review the information listed and make
any changes as necessary. Then fill in the required fields, as well as any others, if necessary.

Lana — Interesting note here, when updating your address for a NextGen court, the court
may require information to be added for Reason for update and a selection for Apply
update to dropdown. The court has the final determination re: which case(s) the address
update will be applied to.



The Powerhouse

.
PACEIR

l - Apply update to Salect

UPDATING ADDRESS Select
INFORMATION

All Cases

Closed Cases

Apply those updates to your
PACER billing and to any Apply Updates to SeldqellEEl
NextGen CM/ECF courts in PACER Billing Mene

which you are registered.

Elsie-Mae — Next, under Apply Updates to Selected Courts, check the box(es) for PACER
and/or any courts listed that you wish to update. Next to each option, the current address
on file is displayed. Once complete, click Submit to apply your changes. NOTE: Updates
applied to the court(s) are sent to and processed by the court. These updates may not be
immediate.



i,
PACEIR

v

Using the Features
to Unlock the
Benefits

Lana — PACER has some great key features and benefits if properly utilized. Remember, you

Ability to file documents/pleadings
electronically with the court

Automatic email notices of case
activity for parties in a case

No delays or added expenses
associated with mail or courier
services

Instant access that allows easier case
tracking

Less physical storage space and
document-processing times

Secure and reliable

Immediately updated and available
court dockets 21

have secure and reliable immediate access to court dockets. You can file documents and
pleadings electronically. You can receive electronic notices of filing. AND, there's less
physical storage space required since you're filing electronically.

21



Elsie-Mae — Well now that we know all about the key benefits, let's talk eligibility.
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PACEIR

' ‘. help yhou accompﬁ.l?
ELIGIBILITY — v =

Eiling Mapage Your

Register for an Account

PACER REGISTRATION e e il ———
Anyone may register at pacer.gov
and select a PACER account
type.

Registered users are eligible to
follow a Court’s CM/ECF systems.

Not Sure? Related Information

CM/ECF Registration for e-filing is
separate from and in addition to
PACER registration. PACER ONLY
allows you to view docket reports
and documents.

Lana - The PACER website allows users to register for PACER, follow links to courts’ CM/ECF
systems, and review frequently asked questions (FAQs). To choose which type of PACER
account you need, select the Register for an Account Overview option under Register for an
Account and make the applicable selection.



When is an attorney eligible to file their e—file registration request for

CM/ECF access through PACER?
A a. After observing a court proceeding.

- b.Once their client contacts them to
represent them in a pending matter
before the Court.

c. When they have taken the oath of
admission.

—

Elsie-Mae — QUESTION TIME LANA! Let's check in with our super knowledgeable

audience. When is an attorney eligible to file their efiling registration request for CM/ECF
access through PACER? Is it A, after observing a court proceeding, is it B, once their client
contacts them to represent them in a pending matter before the court, or is it C, when they
have taken the oath of admission?

Lana — Put your answers in the chat!!

Lana - Looks like our audience is on it today. That's correct! Itis C, once they have taken
the oath of admission.
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PACER

I
. Manage My Account

e Account Number 7001101
( E I" Username tr1101
Account Balance $0.00

Case Search Status Active = = =
v Account Type Upgraded PACER Account Apply for attorney admissions or
registerto e-fileata
g = ; participating court
ngs nents 5 \
e e <nis (attorneys only).

From the Court Type list. select U.S. District Courts. From the Court list, select the
Virgin Isiands District Court Chick Next

INWHAT COURT DO YOU WANT TO PRACTICE?

Conrt T

Lana - After an attorney has taken the oath of admission, they have to register to efile from
PACER. Use the circled hyperlink to complete efile registration. From there, select the
court you want to practice in.



Click on the E-file Registration Only link.

WHAT WOULD YOU LIKE TO APPLY/REGISTER FOR?
Pitorney Admissions and E-File

-r; 3% Vice

Multi-District Litigation

Faderal Attormey

B surs bo comglete al Felds. Peass and thanvou

Click Submit. The court will review your admission request and provide you with further
an email of acceptance or further processing guidance as necessary.

Lana - Once you've selected the hyperlink, just select "Efile registration Only" and finalize
your submission! Yes, it's really that simple. There are various admission types

possible. These include regular admission, pro hac vice admission, CJA appointed counsel
(Criminal Justice Act), and Assistant United States Attorneys.
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LOCAL RULES OF CIVIL PROCEDURE

(b) Eligibility, Registration, Passwords.
(1) Anyone registering to use the Court’s Electronic Filing System shall register to do so using the

form prescribed by the Clerk of Court. Once the registration form is completed and verified by the
Clerk’s Office, the Filing User must obtain a PACER account. Once the PACER account has been

E I I established, the Filing User must request permission to electronically file at the District Court of
the Virgin Islands via their respective PACER account. The Clerk’s Office will then approve the
Filing User to file with the Court using the filer’s Central Sign-on account.
* Registered filers may file documents 24 hours a

ELIGIBILITY, REGISTRATION, day, 7 days a week.

AND PASSWORDS
* Immediate access to full case information for

attorneys, parties, and the general public.

« Court CM/ECF Lookup to access the CM/ECF
login page for the court in which you wish to
file.

.

Elsie-Mae — An important thing to remember is that efiling eligibility, registration and
passwords are governed by the Local Rules of Civil Procedure. Rule 5.4(b)(1) directs users
to obtain a PACER account and to request permission to electronically file in the District
Court of the Virgin Islands.
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LOCAL RULES OF CIVIL PROCEDURE

5.4(a)(1) SCOPE OF ELECTRONIC FILING

(a) Scope of Electronic Filing.

(1) Except as provided by these Rules or by order of the Court, all cases are assigned to the Electronic
Filing System. Unless otherwise provided by these Rules or by order of the Court, all pleadings
and other documents required to be filed with the Court by a Filing User in connection with a case
assigned to the Electronic Filing System must be electronically filed. All such materials shall be

E F I L I N G filed in accordance with these Rules and the District Court of the Virgin Islands Electronic Case
Files User Manual located on the Court’s website: http://vid.uscourts.gov.

* All pleadings and other documents must be

SCOPE OF ELECTRONIC FILING electronically filed, unless otherwise provided
by the Rules or Order of the Court.

 All members of the DCVI bar must be a
registered CMECF Filing User

« All documents shall be filed in accordance with
the Rules of the Court and the Electronic Case
Files User Manual on the Court’s website. 4

Lana — And there’s more! Rule 5.4(a)(1) dictates that all pleadings and other documents
must be electronically filed unless otherwise ordered by the court. It also specifies that
filings will be filed in accordance with the rules of the court and the CM/ECF users manual.



. A user must have a PACER account to view filed
PACEJR documents, print or to use the Query and Report

v features Of the ECF Sgstem.

» " ol ‘a ‘oo
Friendly

Remide

Lana — A few things to remember as we continue on with the training... PACER accounts
allow you to view and print filings. It also allows you to query the system and find
information when needed.

Elsie-Mae — Not only that, you must remember to request CM/ECF permissions through
single sign-on prior to filing documents in any case pending before our court.
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Elsie-Mae - Whew, that was quite a bit of information! Let's start filing!

Lana — Can someone file into a case immediately once they've been granted access to
efiling?

Elsie-Mae — I'm glad you asked!
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FILING A
NOTICE OF
APPEARANCE ,

Ry JIOVO Z

* There is no limited appearance. R

» If counsel does not file a Notice of
Appearance CM/ECF will not
provide notifications of filings.

If there are multiple attorneys in a
case, each attorney must file a
separate Notice of Appearance.

District Court Rules Civ. Proc., Rule 5.2,
APPEARANCES:; WITHDRAWAL AS COUNSEL

(a) Appearances. The attorney for each party in any cause shall promptly file an appearance, giving the
address where all notices and papers may be served upon the attorney. Only members of the Bar of
this Court may appear as counsel in civil cases. Only individuals who are parties in civil cases may

represent themselves. Other than in the case of an individual proceeding pro se, non-attorneys are
not permitted to represent a party before this Court.

A Notice of Appearance filing
is required.

Restricted to members of the
Bar of this Court.

Further details outlined in the
Local Civil Rules.

~ -

|

Elsie-Mae — You were just admitted to the bar of this court. Now, in order for you to file
and be listed as representation, you now need to file a Notice of Appearance! This is
compliant with the Local Civil Rules of the Virgin Islands.
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(b) Withdrawal. No attorney may withdraw an appearance except (1) with leave of Court after notice to
the attorney's client, or (2) as part of a formal substitution of new counsel for the withdrawing attorney.

All motions for withdrawal as counsel shall include a veritied statement as to contact with or attempts

to contact the client concerning such withdrawal and proof of service upon, or an indication of efforts

WITH DR AW AL to serve, the client with the moving papers.
OF COUNSEL _

.  Withdrawal of Counsel is not automatic.

®&y,, 7+ LRCi 5.2(b)(1) or LRCi 5.2(b)(2) may be

"4’0

&, .

* The Court may schedule a y applicable
hearing prior to counsel being

granted withdrawal.

* A draft Order is required with a
Motion to Withdraw.

Lana — And some quick notes on withdrawal! A withdrawal is not automatic and the court
may schedule a hearing prior to granting a withdrawal. And just like any time you file a
motion, always remember that the proposed order is required.

Lana — Enough about withdrawals for now. We will get into that in more detail later. Let's
look at filing the Notice of Appearance!
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CM ECFCriminal- Query Reports+ Utilities» Search Help What's New LogOu

Other Filings (cont.)
Notices

Trial Documents
Appeal Documents
Other Documents

Elsie-Mae — Absolutely. While viewing the menus for our court, you will select the Civil or
Criminal Menu from the top selection bar in CM/ECF. Select "Notices" under Other Filings.
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CM ECFCrimigalv Query Reports+ Utilities» Search Help What's New LogOu

Other _Filings (cont.)
N ()tl (INotices

. Available Events (click to select an event) Selected Event
I 1' 1 a l Certificate of Counsel Notice of Appearance
EX PARTE Notice of Filing

Notice

‘% ) J e Notice Event
i 1 1 Notice of Acceptance with Offer of Judgment
s | | et
Notice of Appearance
O l Notice of Application for Writ
t ] e Notice of Change of Address
=1 notice of Filing Official Transcript
Motice of Filing Report and Recommendation from Bankruptey Cc
Notice of Hearing
Notice of Hearing on Motion
Notice of Interrogatories
Notice of Lis Pendens
Notice of Removal

Next || Clear

Lana — The next screen will show you a full pick list! From the pick list, you will select
Notice of Appearance then select "Next".
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Notices

Civil Case Number or Numbers

Main Document
I Choose File No file chosen

Next | Cle

Attachments
Select the filer.
1. Choose File No file chose

Select the Party: OR Select a Group:

Next | Clear

In Who we Trust LLC [dft]
National Human Being Inc. [pla] @® No Group
O All Defendants
O Al Plaintiffs

O All Parties

Next | Clear | New Filer

Lana - On the next screen, you will enter the case number you want to file your Notice of
Appearance into.

Elsie-Mae - Once you've done that and selected "Next", you will upload your PDF document
for filing.

Elsie-Mae - The next screen you'll see is the Select Filer screen. You will select or click and
drag your mouse to choose the respective filing parties.



Notices
3:24-cv-00063-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 association which
should be created.

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

|ZlHoppy Nest, Inc. (pty:def) represented by Jill Bent (aty) OLead DONotice

Next = Clear

Lead

Elsie-Mae - While filing your Notice of Appearance, you will see this very important
screen. Make sure to take your time and follow the directions closely!

Lana - This screen allows CM/ECF to make the attorney/party association in CM/ECF for
you! In this example, by checking the box on the left, you are telling CM/ECF to connect
you to the defendant as the representing attorney. This is why it's so important to file that
Notice of Appearance when you are the representing attorney for a party in the case. AND,
you see those boxes on the right? Those are also important! They may not always need to
be checked. In a case, there should normally only be one lead attorney for a party. If you
are the lead attorney, check that box!

Lana - If you aren't leave it blank. If you wish to receive NEF's for filings into the case, make
sure you check that NOTICE box!

Lana - This tells the system you should get an NEF on all filings in the case. As long as this
box is checked, you will get the NEF's whether you are the lead attorney or not!
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Notices
3:24-cv-00063-RAM-RM Toothewhirl v Hoppy Nest, Inc

NOTICE of Appearance by Jill Bent on behalf of Defendant Hoppy Nest, Inc.
(Bent, Jill)

Docket Text: Final Te: %
NOTICE of Appea| NOtices
Next = Clear 3:24-cv-00063-RAM-RM Toothewhirl v Hoppy Nest, Inc
Select/review recipients who are to be notified with NEF
Attorneys (+/+)

Next | Clear Pro Se Parties (+/-)
Parties Not Associated with Case (+/-)
Ad Moc (+/-)
Attention!!! Pressing the NEXT button on this screen commits this transaction.

You will have no further opportunity to modify this transaction if you continue.

Next | Clear

Elsie-Mae - Whenever you docket a pleading such as the Notice of Appearance, you will
always have the opportunity to edit the docket text. Make sure to read through the entry
to verify all the information is accurate. Once you've done that, select "Next". You get
another opportunity to make sure the entry looks correct.

Lana — Now that we've reviewed what our final docket text will look like, we can proceed
forward with our filing by selecting Next.

Lana - If all looks good Elsie-Mae, let's proceed forward with finishing the Notice of
Appearance filing.

Elsie-Mae — Ok but beware, once you see this final screen and select "Next" from this
window, you won't be able to undo the transaction! Do we need to hit the back button and
fix anything? No? Ok, let's go finish out this filing.



District Court of the Virgin Islands

District Court of the Virgin Islands

Notice of Electronic Filing

The following transaction was entered on 8/2/2024 at11:30 a.m. AST and filed on 8/272024
Case Name: Toothewhirl v Hoppy Nest, Inc

Case Number: 3:24-¢v-00063-RAM-RM

Filer: Hoppy Nest, Inc

Document Number: § (Notice of Appedrs

Docket Text:
NOTICE of Appearance by Jill Bent on behalf of Defendant Hoppy Nest, Inc. (Bent, Jill)

3:24-cv-00063-RAM-RM Notice has been electronically mailed to:
Tom Tail
123 Downtown
Suite No. 321
St. Thomas, VI 00802

Elsie-Mae - Good work! We have officially filed our Notice of Appearance! We will now be
listed as an appearing attorney for the defendant.

Lana - If we want to verify our filing is appearing on the docket, we can always select the
hyperlink to review the case.
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Lana - Any questions yet??
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Withdrawal as Counsel

Lana - Now Elsie-Mae, | realize we just filed that Notice of Appearance... However, | don't
think that party needs my representation services anymore. Would | be able to just
withdraw as counsel?

Elsie-Mae - Great question! No, you can't, there's a bit more to it than that.

Lana - Oh, ok, so what do | do?

Elsie-Mae - Well, let's discuss!

40



TO WITHDRAW AS COUNSEL:

COURT RELIEF IS REQUIRED AFTER NOTICE
TO THE ATTORNEY'S CLIENT

OR

AS PART OF A FORMAL SUBSTITUTION OF
NEW COUNSEL

District Court Rules Civ. Proc., Rule 5.2.
APPEARANCES; WITHDRAWAL AS COUNSEL

(a) Appearances. The atiomcy (b) Withdrawal. No attorney may withdraw an appearance except (1) with leave of Court after notice to
address where all notices ar the attorney's client, or (2) as part of a formal substitution of new counsel for the withdrawing attorney
this Court may appear as cc
represent themselves. Oth

eocrmitted to represent a

All motions for withdrawal as counsel shall include a verified statement as to contact with or attempts

to contact the client concerning such withdrawal and proof of service upon, or an indication of efforts

to serve, the client with the moving papers.

Elsie-Mae - The Local Civil Rules identify that withdrawing counsel has one of two

options. The first is, the attorney may withdraw with leave of the court after notice to their
client OR as part of a formal substitution of counsel. Notice the second paragraph on your
screen. The rules even outline that motions need to include a verified statement regarding

the contact or attempts of contact with the client.

Lana - Got it. Ok, so when | am ready to file amotion to withdraw, what should | do?
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Criminal+ Query Reports» Uilities» Search Help What'sNew LogOut

Motions and Related Filings
Motions
Supporting

Start typing to find another event
Available Events (click to select events) Selected Events (click to remove events)
Withdraw as Attorney

Substitute Attomey
Substitute Party

Take Deposition

Taxation of Costs

Temporary Restraining Order
Unseal Case

Unseal Document

Vacate

Withdraw

Withdraw Reference
Withdraw as Attomey

Next || Clear

Elsie-Mae — First, you'll want to select either the Civil or Criminal option from the top
menu. There you will see a "Motions" option under the Motions and Related Filings
List. Select "Motions".

Elsie-Mae - From the list, you will select the "Withdraw as Attorney" option, then select
"Next". From there, you will continue on with docketing just like you did with the Notice of
Appearance!
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Motions
3:24-cv-00063-RAM-RM Toothewhirl v Hoppy Nest, Inc

Select/review recipients who are to be notified with NEF

District Court of the Virgin Islands

District Court of the Virgin Islands

Notice of Electronic Filing

The following transaction was entered on 8/2/2024 at11:30 a.m. AST and filed on 8/2/2024
Case Name: Toothewhirl v Hoppy Nest, Inc

Case Number: 3:24-¢v-00063-RAM-RM

Filer: Hoppy Nest, Inc.

Document Number: ¢ (\fotion to Withdraw as Attorney)

Docket Text:
MOTION to Withdraw as Attorney by Defendant Hoppy Nest, Inc. (Bent, Jill)

3:24-cv-00063-RAM-RM Notice has been electronically mailed to:
Tom Tail
123 Downtown
Suite No. 321
St. Thomas, VI 00802

Lana — | remember this page from filing the Notice of Appearance as well. This is our point
of NO RETURN!

Lana — | remember this screen too! This page verifies the filing was successful! The motion
to withdraw is on the docket and pending court review.
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Lana — Ok, question time for our wonderful audience! Your client retained you as their new
attorney for their case. They have other counsel on the case already. What is the first
thing YOU must do?
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Lana — Don't stress too much, we have options ahead!
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File a substitution of counsel on the docket.

FILE MY NOTICE OF APPEARANCE!

Elsie-Mae - Do you think it's 1, 2, or 3? Put your answers in the chat and let's see how you
do!

Lana - Wow, look how smart our guests are!! The correct answer is absolutely TWO! The
notice of appearance must be filed so you are added to the case as your client's
representation.
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Lana — Ok, so we’ve filed our Notice of Appearance and walked through motioning to
withdrawal. Now it’s time to file some pleadings into the client's case.
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THERE ARE MANY EVENTS TO
CHOOSE FROM IN CM/ECF

Question 1!

What event should be used for a
motion for entry of default?

Civil Events — Motions and Related Filings — Motions

Default Judgment
Entry of Default
Set Aside Default

Elsie-Mae - | think this is a great time to poll our expert audience again. You will be using
the chat this time so input your guesses! There are so many events to choose from in
CM/ECF that... An attorney may not even know where to start... So, let's see if you can help
provide some guidance on what the best options are!

Elsie-Mae - Question 1: What event should be used for a motion for entry of default?
Lana — Go ahead, put your guesses in the chat!
Lana - Looks like they got it right! The best option is under Motions and titled "Entry of

Default"! When you file under this event, make sure you file all the additional required
documents as attachments! If you don't, your motion may get denied.
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THERE ARE MANY EVENTS TO
CHOOSE FROMIN CM/ECF

Question 2!

A status report is due
tomorrow. What event should be
use?

Civil Events — Other Filings — Other Documents

Status Report

Lana - Question 2: A status report was ordered to be filed. The deadline is
tomorrow. What event should be used?

Elsie-Mae — Don't by shy. Take a stab at it if you aren't sure.

Lana — Look at that, they did it again! Use the status report event under other filings, other
documents!
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THERE ARE MANY EVENTS TO
CHOOSE FROM IN CM/ECF

Question 3!

A memorandum in support of opposition

is ready to file. What event should be
used?

Zivil Events — Motions and Related Filings — Supporting Documents, Response and Replies

Memorandum in Support
Memorandum in Support of Opposition

Elsie-Mae - Since they are doing so well, lets ramp up the difficulty on the next question.

Elsie-Mae - Question 3, an attorney is needing to file a memorandum in support. Is there a
good event for that?

Lana — | know this one is a bit more difficult so we will give you a moment to consider and
thank it over...

Lana - Well what do you know?! There is an event for exactly that! | must say Elsie-Mae,
there's been some really interesting screen shots used for answering these questions.. |
would be curious to know how these answers could get narrowed down so well like that.
Seems like that is a really helpful tool.

Elsie-Mae - | am so glad you asked!
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The CM/ECF Search Button!

( M E( F Civil~ Criminal~ Query Reports~ Utilities - @ Help What's New

Search Menus and Evenis

ivil Events — Motions and Related Filings — Supporting Documents, Response and Replies

Memorandum in Support
M dum in Support of Opposition

Elsie-Mae - Meet your new BFF! As in... BEST FILING FIND! Just click on search and the
handy search bar will appear. Type in a key word to see filter what event options are
available to use! You'll find docketing events you didn't even know existed! You want to
know a secret??

Lana — Of course, what’s that?

Elsie-Mae - That's how | found Memorandum in Support of Opposition!
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The CM/ECF Search Button!

CMITECF cvi- comos= aury fepos - vuites-Coomen i whatsew Log0u

o~

Search Menus and Events

Search results for "plea’
1 mernu irem aved 26 everes fourd
plea

Civil Events — Motions and Related Filings — Motions

ot Depoain (28 USC Sectiog [335
Jer Dicburzen ht

Civil Events — Other Filings — Other Documents
Luternleader

Criminal Events — Charging Instruments and Pleas — Plea-Related Documents

Criminal Events — Motions and Related Filings — Motions

Withdeaw Plag of Guilty

Elsie-Mae - The search function even lets you search for one word and will filter ALL docket
events with that word in it! Just look at all those results you find when you search for Plea.
You can find anything from interpleader to withdraw plea of guilty!

Lana - That is definitely a great resource but what if the user just wants to read up on all
the event options that are available so they can learn more?

Elsie-Mae - There's resources for that too!
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OTHER RESOURCES

District Court of the Virgin Islands CEE

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

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

District CM/ECF Home» For Attomey

—-—
—-—
Bankruptcy CM/ECF Event Instructions and Lists O - =
CMVECF NextGen \ v -
= Attorney Civil Events List
Filing Guidance s Altorney Criminal Events List

Jury Evidence Recording System
(JERS)

Electronic Availability of

Elsie-Mae - Just look at our website! When you look at the "For Attorneys" section, there is
a menu option on the left-hand side that's specifically for EVENT INSTRUCTIONS AND

LISTS! If you open that you will find two attachments which provide a full listing of both
Civil and Criminal events!

Lana - Ok, so there are a lot of resources available to help with the filing process! That'’s
great. | guess the next question is, what happens when mistakes are made during the
efiling process?

Elsie-Mae - Great question, let's discuss that next!
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Notice of Corrected Docket Entries

08/05/2025 @ |NOTICE OF CORRECTED DOCKET ENTR

The Notice will include details regarding any
deficiency with your filing and whether you
need to refile your document.

An NEF will be generated at the time the
Notice of Corrected Docket Entry is issued.

If you have questions about the Notice,
— contact the Clerk's Office.
MITEC
\/

Elsie-Mae - When a filing is deficient for one reason or another, the Clerk's Office will issue
a Notice of Corrected Docket Entry like the one you see in this slide. This entry will also
include information to help you understand what the issue was with your filing and if you
need to file again to correct the problem. When a Notice of Corrected Docket Entry is
issued, you will receive an NEF just like any other filing, so you will be notified of the
problem.

Lana — | know nobody in our audience EVER gets these, they’re too savvy for that. But let's
talk about some common docketing errors just in case. This will ensure they never have to
see one of these dreaded Notices!
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Missing signatures of local Failing to update name and
counsel on documents filed address information in

by pro hac vice counsel. PACER.

Consolidating multiple C Attaching the incorrect PDF
captions in pleadings. omimon document to your filing.

Docketing

event when filing. EIIOIS orders to motion filings.

Using the wrong docket Not including proposed

Failing to redact personal Failing to file a Civil Cover
T identifiers. Sheet.

\/

Lana - These are the most common deficiencies seen in the Clerk's Office and they should
be paid special attention.

Lana - When pro hac vice counsel file documents, the local counsel signature is also
required on the document filings! Ensure you sign filings as well as the PHV counsel. You
will also want to make sure you update your PACER account anytime you have a change of
name. The filing users name should always match the signature on the document. The
caption on your filing should match the one in CM/ECF. Don't consolidate the captions if
they aren't consolidated on the docket. When filing your documents, make sure you grab
the correct PDF document to upload. Utilize the search function when needed so you can
utilize the correct filing event. If the wrong event is selected, a Notice of Corrected Docket
entry will be issued. Whenever you are filing a motion, always attach the proposed

order. This is required by Local Civil Rule. Also required by Local Civil Rule, it is the filing
parties responsibility to redact document filings of personal identifiers. Ensure this
happens before you docket a pleading on the public record. Lastly, when filing a new case,
always file your Civil Cover Sheet. This is a required document at case initiation.
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Elsie-Mae - Uh oh, looks like we have an issue!
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11:57 O ®40100%
% Hi Brit:
«««@«««« Just seeing your
message. | checked
and yep, it’s our
server. It's down
again, but the good

working great!

| will be in early
take a look at it..
CODE 521 ;

Elsie-Mae — Remember that status report that Lana showed us how to file a few slides
back? Well, that was due today! It’s 11:57 p.m. and your office’s server is down! Thisis a
serious problem...
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What would you do?

Type your answers
in the chat!

Lana - Let's check in with our audience. What do you all think? What would you
do?? Type your answers in the chat!

Elsie-Mae-Lana, whoa... Look at those answers. We definitely have participation rocking!

Lana - The audience is doing great! Happy to see everyone is still awake.
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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
clectronic form, a Notice of Electronic Filing. Electronic transmission 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

Federal Rules of Ciuil=Rrereedure:

Technical Failures. A Filing User whose filing is made untimely as the result of a technical failur®
and who is unable to make a timely filing by traditional means must seck appropriate relief from the

“ourt.

?ublic Access. Respomsibiittrforsedastng ‘ ° rirersT 1 1n Federal Rule of Civ
Procedure 5.2(a) rests solely with counsel and the parties. The Clerk will not review documents for

LRCi.DA4.(k

Electronic Filing

Elsie-Mae - Check out our Local Rules! It provides the road map that covers technical
failures. If a user experiences technical failures, they must seek appropriate relief from the
court to address it!
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Technical Reminders!

A Maximum PDF file size: 5 MB

* Maximum merge document size: 15 MB

It is the filer's responsibility to verify all
uploads!

61

Lana — A few other reminders for all of our wonderful efilers in this room. The maximum
PDF file size is 5 MegaBytes and the maximum merge document size is

15 MegaBytes. Make sure to verify your file size before attempting to upload your
document. If the file is too big, you can try printing to PDF to see if it will reduce the file
size. You could also print the document and scan using a scanner as well if the print to PDF
doesn't reduce the size enough.

Elsie-Mae — And remember, it is the filers responsibility to verify ALL uploads. It is your
responsibility to check the pleading before you file it. That goes for file size, personal
identifiers, accuracy, AND verifying you uploaded the correct PDF.
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Lana — Hey Elsie-Mae, guess what's new! We recently upgraded our methods of
payment. Users can make payment for a variety of things right through PAY.GOV. No more
need to send in a check or physically come into the Clerk's Office.

Elsie-Mae — Oh yeah, that’s right! So folks, up next, we are going to check out the what,
when, where, and whys of pay.gov!
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ACCESSING PAY.GOV

You can access the site to pay our o R through our public website at
court directly through www.pay.gov www.vid.uscourts.gov.

(RECOMMENDED!)

[

N RSS and Email Updates News & Announcements

Court Locations
pomas/St john

Notice of Closure of the District Court of the
Local Rules & General Ord I
istrict Court of the Virgin lslands Local Rules & General Orders
Disrct Court o the Virgin stand k The District Court of the Virgin Islands Division
Ron de Lugo Federal Building a .
8 i of St Thom

Opinions Notice of Third Circuit sitting n the Virgin
NITED STATES VIRGIN ISLANDS

B Bankruptey Unclaimed Funds

Notica of Brawn Bag Luncheon
of the Virgin Islands ‘The District Court of the Virgin Istands cordially

ristian Federal Building and U,

Lana - There are two methods to getting to pay.gov. You can access card payment options
for the Virgin Islands District Court directly through pay.gov. But you can also get there
directly from our website! It's conveniently located on the front homepage. Going through
our site is recommended as it will take you directly to the payment portal for our court.
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Online Payments
Pay.gov has a minimum payment amount of $5.01. If you need to make a payment for under this amount, please visit us
at one of our courthouse locations for assistance or please mail in your payment request with a check or money order.

Online Payments for Miscellaneous Fees and Criminal Debt -
The District Court of the Virgin Islands now offers new options for making payments. You may make online payments for various Pay Miscellaneous Fees
miscellaneous fees such as attorney admissions, Certificates of Good Standing, record search, sanctions, etc. and criminal debt

such as special assessments, fines, and criminal restitution Pay Criminal Debt
What is pay.gov? =
Pay.gov is the United States Treasury’s online payment portal. The benefits include eliminating the need of printing paper forms Pa Bankru D t Mlsc‘ Fees

and paying for postage, and not having to worry about delays in the mail. Payments can be submitted online 24-hours a day, 7

days aweek. You can make one-time payments or establish recysg

Feo Schaduin Pay.gov

To view the current fee schedule, you may click here.
BrowsePayments  SeeAllForms  Help  Aboutus v

What Payment Methods Are Accepted Through Pay.gov?

« Credit Card (only for nen-criminal debt payments). Paym District Court of the Virgin Islands Misc. Fees

American Express credit cards.
« Debit Gard: Payments can be made using Visa, MasterC} @ 2 3 4 5
= Checking or Savings Account: One-time or recurring pay| Before You Begin  Complete Agency Form  Enter Payment Info Review & Submit Confirmation
savings (ACH) accounts.
» PayPal: Payments can be made from PayPal accounts

= Amazon Pay (only for non-criminal debt payments): Payments can be made from Amazon Pay accounts

Note: Criminal debt payments cannot be made with a credit card. Credit card payments from bankruptcy debtors cannot

be accepted. Continue to the Form

Lana - Once you have selected the icon for Online Payments, you'll see lots of valuable
information regarding PAY.GOV, what types of payments can be made on the site, the
minimum payment amount, and payment methods which are accepted. To proceed
forward with your payment, select the payment you want to make whether it's
miscellaneous fees, criminal debt, or even miscellaneous bankruptcy fees! Criminal debt is
pretty self explanatory, so let's explore what's available in miscellaneous fees!

Elsie-Mae — Sounds good. Once you select Miscellaneous Fees, you will be redirected to
the pay.gov website. To move forward with your payment, just select Continue to the
Form.
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4 &
Qe

District Court of the Virgin Islands
Miscellaneous Fees Payment Form

This form may be used for requests from records of payments to the

* Required Field

ion (person ing the form)

First Name * Middle Initial

Please select at least one of the following:

([ attorney Admission Fee General ** - Rate: $244.00
[ attorney Admission Fee Renewal ** - Rate: $45.00
[ cormicrofitm/Microfiche ** - Rate: $7.00

([ certof Document/Transcript of JGMT ** - Rate: $12.00

([ certificate of Good Standing/Duplicate Cert of Admisson ** - Rate: $21.04

([ civit complaint/Notice of Removal ** - Rate: $405.00
([ copyFee- Paper ** - Rate: $0.50 (per page per side)
[ vocument Exemplification ** - Rate: $24.00

([ Electronic Pacer Fee ** - Rate: §0.60

([ tectronic Printing Fee ** - Rate: $0.10

([ Etectronic Rec Rtrvt ** - Rate: $11.00

[ 1ssuance of an Apositille ** - Rate: 550.00
[ Miscellaneous Fees (NOC) (TBD)

(0 wotice of Appeal/Docketing Fee ** - Rate: $605.00

[ nsF or Chargeback Fee * - Rate: §53.00

[ Reproduction of Audio Record ** - Rate: $34.00
(O sanctions/Contempt of court Fines (TBD)

[ writ of Habeas Corpus ** - Rate: $5.00

D Accounts Receivable

[ Record Retrieval, First Box $70.00 each additional $43.00
(O powerof Attorney ** - Rate: $52.00
[ Fifteenth Annual District Conference ** - Rate: $300.00

Amount for this Payment *

$0.00

For actions that require filing of a document with the court, please select one addrg

sent:

O senditems to "Requestor" mailing address
O senditems to "Payor” mailing address
QO Pickup at Clerk's office

Continue View PDF

([ Recordin Electronic Format ** - Rate: $33.00

[ Record Search ** - Rate: §34.00

Elsie-Mae - Once you hit the form page, begin filling in all of the information in the required
fields. This page is also where you select what you want to pay for. As you can see, there
are several transactions which can be processed right there online with your card. We've
added things like admission fees, copies, records search, NSF payment, sanctions, audio
reproduction, and much, much more. You can even select more than one if desired.

Lana — One thing to keep in mind, if you are asking for a records search, make sure you
provide as much information to us as possible regarding your request in the free text
section of this form! It’s required for us to conduct the research. This includes things like
case number if you have it. But if you don't, share party names, year filed or range of year
filed, case type, and whatever other information you may have.

Elsie-Mae - Once you've selected the fees you want to pay for, select the desired radio
button for how to receive your records. When this is done, select continue to move
forward with processing!
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District Court of the Virgin Islands Misc. Fees District Court of the Virgin Islands Misc. Fees

District Court of the Virgin Island ®

o o G ®
3 \Z
Before You Begin  Complete Agency Form  Enter Payment Info

Before You Begin C

District Court of the Virgin Islg
Add Please provide the payment information below. Required fields are marked with as
1 .
This formis configured to allo ( ) ( ) Before You Begin Complete Agency H Payment Amount

;
euceed 2 5ize of 1GKB. Before You Begin ~ Complete Ager | $33.00

‘: Payment Information Please provide the payment information below. { *Payment Date (mm/d
| 08/21/2025
Payment Amount $33.00

* Payment Amount

* I want to pay with my ‘ $33.00
* Account Holder Name

Cancel O Bank account (ACH) |

* Cardholder Name
O PayPal account

* Select Account Type

O Venmo account ‘

Select

O Debit or credit card

Previous ” Return to Form ]Can;m

* Routing Number

I

Lana - If you need to send an attachment with your payment, the next screen allows you to
upload a PDF file to be sent along with your payment. When might you need to use this,
you might ask. Well, if you'd like to pay your renewal fee online, you need to send us your
renewal application. Right here is where you'll attach it to your payment!

Elsie-Mae — That’s great! From there, all you have to do is hit next to move forward with
your payment once the attachments have been addressed. Continue following the
prompts until you finish and submit your payment!
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In A Nutshell

A secure easy-
to-use government payment
platform Reclaim your
time! No lines, no waiting, fast and
convenient.
« Pay DCVI attorney renewal fees

Online,
nation wide for all federal
agencies.

7-days a * Registration fee for DCVI

week; 24-hours; a day; and 365 Conference
days of the year.

* And so much more!

Elsie-Mae- In a nutshell, we know time is important and we want to make sure you know
by using pay.gov you can save lots of time by paying online!

Lana-Elsie-Mae look at you doing a tag line for pay.gov.



Lana — Speaking of time, we’ve covered a substantial amount of information, so | think it’s
time we give our audience a short break. How long do you think we should take Elsie-
Mae?

Elsie-Mae — How about we reconvene in 5 minutes?

Lana - Alright, that sounds good! See you all in FIVE!
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Elsie-Mae - Welcome back from break! Sharpen your pencils or grab a new pen because
we are jumping into the advanced session!
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Sealed Functionality
* Sealing levels

* How to request fo file under seal

*  Obfaining Access

Ex Parte Filings
* Differences in Ex Parte a Sealed

* How fo file

Lana — Yes, it is that time! For today’s advanced session, we will be covering Sealed and Ex
Parte Functionality within CM/ECF. Our topics for sealed functionality include the various
levels of sealing that can occur within the system, how you can request court relief to file a
document under seal, and how to obtain access to sealed documents or cases. We will
also share information regarding how to file Ex Parte matters and what you REALLY need to

know!
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SEALED FUNCTIONALITY - OVERVIEW

LCR' 5.4(f) addresses requirements (N Sealed Documents. Documents ordered to be placed under scal must be filed clectronically, unless

prohibited by law, as authorized by the Court. A motion to file documents under seal must be filed

and authority to file a document electronically unless prohibited by law. The order of the Court authorizing the filing of documents

under seal must be filed electronically unless prohibited by law. If the scaled documents are filed
under seal conventionally, a paper copy of the order must be attached to the documents under seal and delivered
1o the Clerk

Sealed functionality may be enabled
at the following levels:

All motions to file under seal must be filed electronically.

A generic proposed order granting the motion must be

Document . . .
included with the motion.

Case
The proposed sealed document will be efiled after filing

An order granting filing under seal is h
the motion.

required to file a sealed document.
Clerk’s Office staff provide the access to €file the

proposed sealed document.

Lana — The governance to file a document under seal is outlined in the Virgin Islands Local
Civil Rules! If you forget after this presentation, just go to LCRi 5.4(f) and it will tell you all
you need to know.

Elsie-Mae - Sealed functionality may be enabled by court order at the document level or
case level. Of note, an order granting filing under seal is required prior to filing, otherwise
it will appear on the public docket. Just like other pleadings, motions to file under seal are
filed electronically and include a generic proposed order granting as an attachment to the
motion. After filing the motion, you will contact the clerk’s office to gain access to the
proposed sealed document event in CM/ECF. Don’t worry, we will go over that in detail
later.



Lana - First, let’s talk sealed cases in CM/ECF. When cases are sealed, they are not publicly
viewable. When a criminal case is sealed, it is sealed as to all defendants in multi-defendant
cases. It will remain that way until a court order unseals it. This can be done at the
defendant level. What does that mean? If there are two defendants in a case and it was
opened under seal, the court can order one defendants case unsealed at its discretion.

Elsie-Mae - Civil cases can also be sealed upon order of the court! Once an attorney
receives leave from the court to access a sealed case, they can then file documents into a
sealed case and access it. The ability to view sealed documents must be set by the court
on a per case and per defendant basis.
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If you know a case
exists and try to find
it, how do you know

you don’t have

access?

DO YOU HAVE
ACCESSTOA
SEALED CASE?

Query a case number, results show:.

“## - ### Is not a valid case. Please enter a
valid value”

Query a party name, results show:

“No person found”

If you have been granted access to a
sealed case and receive one of the
messages above, contact the Clerk’s )
Office.

Elsie-Mae — Our wonderful audience may be wondering, how do you know if you have
access to a sealed case? The answer is this, if you know a case exists and try to find it, you

won’t be able to access it.

Lana Maehara - When you query a case, you will find one of these search results:

Upon attempting to query a specific case number, the system will display the following

message:

##-#tt is not a valid case. Please enter a valid value.

The query program only returns matches for a party by name for those cases the user has

been authorized to view. Thus, if a party is involved in cases that are sealed, and access has

not been granted, the system will display the message:

“No person found”.

If you are granted access to a sealed case and cannot see it or locate it, contact the Clerk’s

Office.
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SEALED DOCUMENTS

Documents can be sealed within a public case.

A motion will need to be filed asking for court relief.

If the court grants the relief, the document may then
be filed under seal.

Of note:

An order granting is required for EACH instance of filing under seal.

Elsie-Mae — That about covers it for sealed cases. Time to start looking at sealed

documents. As previously discussed, court relief is required to file a document under seal.

This is accomplished by way of a motion to file under seal. For each instance of a sealed
document filing, a motion and order granting is required. If you got relief and filed a
document under seal yesterday and now need to file another one that you forgot to
include, you will have to file another motion and obtain another order. This process can
seem complicated so let’s break it down with a flowchart for all of you first.
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' File your generic
motion along with a proposed

order -
"Motion for Leave to File
Document Under Seal"

Contact the Clerk's Office to
allow access to Sealed

Documents - Proposed event

File your proposed sealed
document using the Sealed
Documents - Proposed event

Lana — You will file your GENERIC motion for leave to file under seal. Make sure to include
the generic proposed order along with the motion. Both of these documents will be
accessible on the public docket so don't include ANY of the information which you want
under seal!

Lana - Once that is complete, you will contact the clerk's office to allow access to the
Proposed Sealed Document event. It's important to remember, we are only open Monday
through Friday, 8-5! Outside of those hours, you won't be able to access this event.

Follow the prompts to file your proposed sealed document. When filing the proposed
sealed document, you will see this alert in CM/ECF that provides valuable information
regarding your filing!
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CM/ECF - PROPOSED SEALED DOCUMENT
ALERT

IMPORTANT! This event is ONLY to be used for submitting proposed sealed materials for review by the court in conjunction with a Motion to Seal.
his entry does not constitute a filing and does not appear on the public docket.
If your Motion to Seal is granted, you will need to resubmit -eFile- these materials using the docket event -Sealed Motion, if it is a motion, or -Sealed Document-,

A 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.

Elsie-Mae — Well look at that, lots of good information here. If you look closely, this shares
that this event selection doesn't constitute as a filing and won't appear on the public
docket. It also shares next steps if your order is granted AND information about

service. Pretty awesome!
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File your generic
motion along with a proposed Contact the Clerk's Office to
order - enable access to file the

"Motion for Leave to File document under seal
Document Under Seal"

Contact the Clerk's Office to
allow access to Sealed
Documents - Proposed event

File the sealed document -
"Sealed Document"

File your proposed sealed Inform the Clerk's Office
document using the Sealed once your filing is complete
Documents - Proposed event to disable access

Relief to file under seal is Execute service of sealed
granted filing via alternate method

Lana — Now that the GENERIC motion has been filed and the proposed sealed
document let’s assume the court grants the relief to file under seal. First thing to do is call
the Clerk’s Office so you can be granted access to the sealed events.

Elsie- Mae - Don't forget about the hours we are available though! 8-5, Monday through
Friday!

Lana — That's right! Then, complete the filing process of your sealed document. Once that
is done, inform the Clerk’s Office so your account can be reset. Lastly, you will need to
execute service of the sealed documents by way of an alternative method.
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rDOCKETING THE MOTION FOR LEAVE TO FILE
A MOTION OR DOCUMENT UNDER SEAL

UE CF Civil Criminal Query Reports Utilities Search Logout

Civil Events

Opena Case Other Filings
Opena Civil Case ADR Documents
Discovery Documents
Initial Pleadings and Service Notices
Complaints, Other Iniating Documents ‘Trial Documents
Se 00ess Appeal Documents
Amswers to Comphints
Other Answers

Motions aw Filings

Motions
Supporting Documents, Response and Replies

Elsie-Mae — Let’s get filing! We start with the generic motion, right?
Lana — You bet!

Elsie-Mae — Ok, so from the CM/ECF menus, go to the Civil or Criminal section, whichever is
applicable. From there, select "Motions".



]Stm typing to find another event
Available Events (click to select events) Selected Events (click to remove events)

Remand to Bankruptcy Court -~ Seal Document-(Motion for Leave to File Document Under Seal) ~
Remand to State Court v

Reopen Case
Return of Property
Sanctions

Seal

Seal Case

Seal Document-(Motion for Leave to File Document Under Seal)

Sealed Motion

Service by Publication
Set Aside

Set Aside Default

Set Aside Forfeiture
Set Aside Judgment
Set Aside Verdict

\ Nen& Clear

Elsie-Mae — Then you'll select "Seal Document" or "Sealed Motion" from the pick
list. Make sure you select the option that matches the pleading type you are seeking relief
from the court to file under seal.

Elsie-Mae - Once you've done that, continue on docketing!
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CM ECF Civil. Criminal. Query Reports. Utilities~ Search Help What]

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

[Date document filed (mandatory)
8/3/2021 Calendar

Select the PDF d t and any attach ts.
(Main Document
Browse... MOTION FOR LEAVE TO FILE UNDER SEAL [2].pdf
Attachments Category
1. Browse... | PROPOSED ORDER TO [1].pdf Text of Proposed Order v

. | Browse... | No file selected.

Nexteé Clear

> DO NOT ATTACH THE PLEADING YOU
ARE REQUESTING TO FILE UNDER SEAL!

Lana - Now as you docket, this is a VERY important part of the process. This is where you
upload the PDF of your generic motion for leave to file under seal and your generic
proposed order. But you do NOT attach the pleading you are requesting to be sealed. This
motion and proposed order is accessible on the public docket!

Lana - If you attach a motion with too many specifics OR the document you are proposing
to file under seal, it will be available to the public to access it. Double and triple check your
PDF’s in your filing are correct!
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CM ECF Civil+ Criminal+ Query Reports. Utilities+ Search Help What's New

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

(Attachments:

0|

Next | | Clear

Elsie-Mae — This is where you get that chance to verify the docket text for your
filing. Remember, can’t stress this enough! You want to leave the language generic here
because this will be visible on the public docket!
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District Court of the Viegis Idands
District of the Viegin Idands

e beadt Taxs:
OTION for leave to File Document Under Seal by Plaintiff Linda Justice. (Attachments: # (1) Text of Proposed Order) (MCM)

2law

Elsie-Mae - And we are done with filing the motion to file under seal! Once you see this
screen, you can select the hyperlink at the top to review the case and verify your filing is
reflected on the docket.

Lana — Now remember, the court still doesn’t know what it is you want to file under seal.
So let’s discuss the next part of filing your proposed sealed document.
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SUBMITTING THE

PROPOSED
SEALED
DOCUMENT

Lana — The next piece to this is submitting your proposed sealed document so the court
knows what it is you want to file under seal. To accomplish this, you will submit it through
CM/ECF.

Lana - First things first, you will need to contact the Clerk's Office during regular business
hours so we can enable your access to utilize the appropriate event. Remember, we are

open Monday through Friday, 8-5! Once your access has been enabled, the staff will let

you know to proceed forward with your submission.
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( M E( F Civil+ Criminal~ Query Reports. Utilities - Search Help What's New

ivil Events

Open a Case Other Filings (cont.) Case Assignment
Civil Casc Notices Assignment Editor
Civil Case - Assigned Trnal Documents nitial A (¢
Civil Case - Unassigned A -al Documents nitial A (D:
Open a Civil Case Other Documents %1 R
Civil Case - Open&Assign {'_’D /Recusa
Civil Case (Sealed) Court Events
Civil Case - Assigned (Sealed) Orders on Motions Void an Assignment
Civil Case - Unassigned (Sealed) Other Orders/Judgments L trict Case T
Civil Case (Scaled) - Open&Assign Minute Entrics

Chambers Minute Orders

Initial Pleadings and Service Utility Events
Complamnts, Other Initiating Documents Other Events
Service of Process
Answers to Complaints
Other Answers

Motions and Related Filings
Motions
s D.

Other Filings
ADR Documents
Discovery Documents

Elsie-Mae — Once you’ve been informed to proceed, navigate to the respective Civil or
Criminal Menu options. The Proposed Sealed Document and Motion event live in the
"Other Documents" underneath "Other Filings".



CM ECF Civil~ Criminal~ Query Reports. Utilities. Search What's New Log Out
Other Documents

wvailable Events (click to select an event) Selected Event
Redacted Document ’ Sealed Documents-Proposed
Redaction Index

Redaction Request-Transcript

Report of Rule 26(f) Planning Meeting

Response to Order to Show Cause

Satisfaction of Judgment

Sealed Document

Settlement Agreement

Status Report

Stipulation

Stipulation of Dismissal

Suggestion of Bankruptcy

Suggestion of Death

Supplement

’nex& Clear

Elsie-Mae - From the pick list shown, you will select "Sealed Documents — Proposed" as
your filing event. Select "Next" to proceed.



CM ECF Civilv Criminal+ Query

Other Documents

CivilCaseNuCM ECF Civil~ Criminal- Query Reports. Utilities~ Search Help

4Other Documents
1:21-cv-00004 Justice v. Victorious

CM ECF Civile Criminal» Query Reports. Utilities» Search Help What'sNew Log Out
[Date d filed (;

8/3/2021 calendar | |Other Documents
1:24-0v-00004 Justice v. Victorious

elect the PDF d

Main Document - /NPORTANT! This evetis ONLY tobe used for subiting proposed seld mateialsforrevie by the couticonjunctionwith  Motinto S,

Browse... | SEAL DOCUME!

[This entry does ot constifute  filing and does not appear on the public docket.
Attachments

{1 your Motion to Seal i granted, you will eed to resubmit -¢File- these materials using the docket event -Sealed Motion,ifit s 2 motion, or -Sealed Document-,

1. Browse... | No file sele

[Next] [ clear A Notice of Electronic Filing is not sent with this entry. These documents can only be viewed by cour staff. Parties must be served by paper.

Clear

Lana — Elsie-Mae, I'm pretty sure all these folks are expert filers already since we’ve gone
over it a couple times now! There are just a few pieces of information on this submission
that we should highlight!

Lana - This proposed sealed document is submitted just like other documents you

efile! You will add the case number and attach the document like you've done before. But
notice, CM/ECF gives you an IMPORTANT REMINDER! As you submit your proposed sealed
document, you can see the blue text sharing as a reminder that this event is only
submitting materials for review by the court and the entry does not constitute a filing or
appear on the public docket!

Elsie-Mae — The reminder is great! It reminds you that if your motion is granted, you will
need to eFile these materials using the Sealed Motion or Sealed Document event.

Lana — We've also talked about service too. If you read all the way to the end, it shares
another reminder that an NEF is not sent with this entry and documents will only be
viewable by court staff. Pretty neat if you ask me! Now we can just continue on docketing
as we’ve done before.
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il Criminal+ Query Reports. Utilities+ Search Help

1:21-cv-00004 Justice v. Victorious

PROPCSED Sealed Documents.

Lana - The docket text screen shares the generic verbiage for your proposed sealed
document submission. You shouldn't have to make edits here as it is set to appear as
"Proposed Sealed Documents" for you. Select "Next" to proceed.
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E( F Civil = Criminal -~ Query Reports . Utilities - Search Help

Other Documents
1:21-cv-00004 Justice v. Victorious,
<7

otice of Electronic Filing
e following transaction was entered on 8/3/2021 at 10:15 AM AST and filed on 8/3/2021
Justice v. Victorious
Linda Justice
Document Number: 11
IDocket Text:
PROPOSED Sealed Documents. (MCM)

[1:21-cv-00004 No electromnic public notice will be sent because the case/entry is sealed.

e following document(s) are d with this

o iption:Main DD

STAMP dcecfStamp_ ID=1181334639 [Date=8/3/2021] [FileNumber=842815-0]
390967 73640dfd365a974cEBf1 fl1df7ef3d83cfan50979379ab6de74d269edeca89e9

Elsie-Mae - And just like that, the submission of the proposed sealed document is
complete!
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QUIZ TIME!

We just completed the filing of the motion for

relief and submitted the proposed sealed
document.

What happens next???

Elsie-Mae - We just finished filing our motion and proposed sealed document or
motion. What happens now???

Lana — Don’t be shy ladies and gentlemen, put your guesses in the chat!
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AWAIT ORDER OF
THE COURT!

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States
policy permits attorneys of record and parties in a case (including pro se litigants)

When the order on motion is filed by the to receive one free electronic copy of all documents filed electronically, if receipt
is required by law or directed by the filer. PACER access fees apply to all other

court, you will receive an NEF for the users. To avoid later charges, download a copy of each document during this first
fiIing' viewing. However, if the referenced document is a transcript, the free copy and
30 page limit do not apply.

Utilize the link in the email to access and
save a copy of the order for your
records.

District Court of the Virgin Islands
District of the Virgin Islands

Notice of Electronic Filin:
If the court grants your order, proceed .

with docketing the sealed pleading.

/\ Remember: contact the Clerk's Office to enable access to th\gealed events!

Lana - You are correct! You have to wait for the order on your motion!

Elsie-Mae - You will get an NEF that an order on your motion has been filed. Once you
receive it, use the link to access your free look and save a copy of the order for your
records. If the court has granted your motion, then it's time to proceed with filing your
sealed pleading. Remember, you will need to contact the Clerk's Office to enable access to
the sealed event filing option in CM/ECF!
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FILING THE SEALED DOCUMENT

CM | ECF ecwvn- cominai- query Reports- utimes- search Help wnars New

Other Filings (cont.) Case Assignment
Notices Assignment Edito,
Trial D. In; it
Appeal Documents
Other Document:

Court Events
ed (Sealed) Orders on Motions Void an Assignment
igned (Sealed) Other O Judgments  Interdistrict Case Transfers
ed) - Open&Assign

ute Orders
Initial Pleadings and Service U y
C. Documents Other Events

Service of Process

Other Filings
ADR Document
Discovery Documents

Elsie-Mae - Once you have been given access to the sealed filing events, you will select the
appropriate menu option from the Civil or Criminal menu. To file a motion under seal,
select the "Motions" option under "Motions and Related Filings" list.



FILING THE SEALED DOCUMENT

Civil~ Criminal- Query Reports-~ Utilities~ Search Help Whats New

utilities - Search  Help  What's New

CM ECF Civil- Criminal~ Query Reports-

Civil Events

Other Filings (cont.)
se ot

Case - Assigned Trial Documents

Case Assignment

Case - Unassigned

a Civ

Case

Case

Case

Case - Unassigned (Sealed)

Case (Scaled) - Open&Assign

Other Documents

Court Events
Orders on Motions
Other Orders/Judgments
inute Entries
‘hambers Minute Order:

Open a Case
Civil Case

1 Case - Assigned
- U gned

Other Filings (cont.)

Notices

Assignment Editor
Initial A

Trial Do

Appeal Documents

(Direct)
R Recusal (R

d

Other D

Court Events

ReassignmentRecusal (Direct)

Utality Events

Other Events gment
Interdistrict Case Transfers

Civil Case (S )]
Civil Case - Assigned (Scaled)
Civil Case - U (Sealed) Other Orders/Judgments
Civil Case (Sealed) - Open&Assign Minute Entries
Utiliry Events

Other Events

Initial Pleadings and Service
C. Other [ Documents

Service of Process

Answers to Complaints

Other Answers

Initial Pleadings and Service
Complaints, Other Initi D

Motions and Related Filings

McnonsL
and Replics

e
Other Filings Other Answers
ADR Documents .
Motions and Related Filings

covery Documents 3
Motions
Supporting Documents, Response and Replies

Other Filings
ADR Documents
Disco Documents

Elsie-Mae - To file a sealed document, select "Other Documents" under the "Other Filings"

list.



ivil+ Criminal~ Query Reports~ Utilities- Search Help What's New Log Out (L]

‘ Start typing to find another event.
ilable Events (click to select events) Sel d Eve ick to remove events)

Redact Transcript a| |Sealed Motion <l
Refund of Fees Paid Electronically

Release of Bond Obligation o . .
CM ECF Civil. Criminal. Query Reports. Utilties. Search Help WhatsNew Log Out (L

Other Documents

Remand to Agency

Remand to Bankruptcy Court H |
Remand to State Court Available Events (click to select an event) Selected Event

Reopen Case Notice of Sequestration - USM |Sealed Document
Return of Property Objections to Answer to Writ &

Sanctions Praecipe
Seal Pretrial Memorandum
Seal Case Prisoner Trust Fund Account Statement
Seal Document-(Motion for Leave to File DocumerProposed Pretrial Order
Purchasers Report
Receivers Financial Report
Redacted Document
Redaction Index
Redaction Request-Transcript
Report of Rule 26(f) Planning Meeting
Response to Order to Show Cause
Satisfaction of Judgment

Lana — Both of those menu options will bring you to the pick list option. For filing a sealed
motion, you will select "Sealed Motion" from the Motions Pick list. To file a sealed
document, you will select the "Sealed Document" event from the "Other Documents"
menu. Once you have made the appropriate event selection, you will select "Next" and
continue on with your docketing.
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~ Criminal« Query Reports. Utilities. Search Help What's New

SEALED MOTION
by Plaintiff Linda Justice.

(L)

Next || Clear

Lana — You’ll have the option to edit the docket text before finalizing your filing. You'll
verify the docket text in this editable screen. Remember to keep the text generic since this
text is publicly available! Once all looks accurate, select "Next" to proceed with docketing

your sealed filing.
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otice of Electronic Filing

he following transaction was entered on 8/19/2025 at 10:42 AM AST and filed on 8/5°2021

121-cv-00004-WAL-GWC
Document Number: |5
ket Text:
BEALED MOTION by Plaintiff Linda Justice. (LMM)

:21-ev-00004-WAL-GWC Notice has been electronically mailed to:

:21-cv-00004-WAL-GWC Notice will be delivered by other means to:

NOTIFY THE CLERK'S OFFICE ONCE YOUR FILING IS COMPLETE!

Lana — And just like that we have filed our sealed document! The last thing to do is ensure
the Clerk's Office is aware and can make all necessary updates.

Elsie-Mae — Not so bad right everyone??
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NEF
N O T | F | C AT | O N S (i) Service of Documents by Electronic Means.

(1) The *“Notice of Electronic Filing™ that is automatically generated by the Court’s Electronic Filing
System, except as provided below, constitutes service of the filed document on Filing Users.
Parties who are not Filing Users must be served with a copy of any pleading or other document
filed electronically, together with the Notice of Electronic Filing, by an alternate method in
accordance with the Federal Rules of Civil Procedure and these Rules.

Remember, parties will get the NEF
In the absence of electronic filing, service of any sealed document by an alternate method, in

but will not be able to access the accordance with the Federal Rules of Civil Procedure and these Rules, is required. \

document! A non-Filing User must include a certificate of service with all documents that are served' that
identifics the date and manner of service upon cach party.

(4) Incivil actions that include a non-Filing User, all Filing Users must include a certificate of service
) . with all documents that are served that identifies the date and manner of service upon the non-
Service by an alternate method is Filing User. The certificate of service need not include parties served through the Court’s

. . . electronic-filing system.
required — Fed. R. Civ. P and LRCi

5(1)(2).

Elsie-Mae — An NEF is generated when you file the sealed document. HOWEVER, they WILL
NOT have access to view the document in CM/ECF if they haven’t been granted access.
Counsel is required to accomplish service on all parties in paper form as service is not
accomplished by NEF for sealed documents as outlined in the Federal Rules of Civil
Procedure and the Local Civil Rules, section 5 (I)(2).

Lana - | love how our rules address these situations! Such a wonderful point of
reference to turn to.
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Quiz time!

You've been granted access to a
sealed case and need to file a
pleading.

FILING Do you need to file a motion to file

D O CU M E NTS the document under seal before
IN ASEALED filing?

CASE o

This would only be needed if the
document should remain

under seal if the case was
unsealed!

Lana — Question for the audience! Let's put what we've learned so far to the test! This
guestion looks at filing documents into a sealed case. You have been granted access to a
sealed case and need to file a document or motion into it. Do you need to file a motion to
file the document under seal before filing? Go ahead, let us know what you think in the
chat!!

Lana - No! Because the case is under seal, the public will not be able to access it as long as
the case remains under seal. There is another thing to think about though. If the
document should REMAIN under seal if the case were to be unsealed, then a motion to file
under seal would be necessary in order to seal the pleading at the document level.
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Elsie-Mae - Let's turn the floor to our audience. Does anyone have any burning
guestions!?

Lana — Don’t be shy, you have our full attention!
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FILING YOUR EX-PARTE PLEADINGS

Lana - Ladies and gentlemen, it's time to talk about filing your ex parte pleadings!
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ARE SEALED AND

EX PARTE FILINGS THE SAME
THING?

Elsie-Mae - Some of you may be wondering, are sealed and ex parte filings the same thing?

Lana — Touche, valid point. Let’s talk about that in more detail.
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Ex Parfe

Sealed
No motion or court relief is
* Relief from the court is required prior to filing. required.

* Only the court has access to view the - Only the court and applicable
document unless otherwise ordered by the party have access to view the

court. document.

* The public can see the docket text in CM/ECF. - The docket text is not publicly

+ Other counsel will get an NEF but cannot available.
access the document in CM/ECF. The filing Other counsel will not get an

attorney is required to serve opposing NEF and cannot access, the
counsel through alternate means. document.

Lana — The answer is no! They are similar because there are user restrictions to viewing
sealed and ex parte filings, but there are some critical differences as well.

Lana - Let's break this down. While relief from the court is required to file a pleading under
seal, no relief is required for ex parte! You have access to the event in CM/ECF and can
proceed with filing without any additional contact with the Clerk's Office. In sealed filings,
only the court has access to view the pleading unless otherwise ordered by the court. But
in ex parte filings, the applicable filing party will also have access to the filing.

Elsie-Mae - Another critical difference is the public docket. The public can see the docket
text of the sealed filing on the CM/ECF docket but they CANNOT see the docket text of the
ex parte filing. The last big difference is in the service process. For sealed filings, counsel
will get the NEF but be unable to access the document. For ex parte filings, counsel will not
get an NEF and they won't have access to the document.
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File the Ex Parte document The attorney saves a copy for
or motion their records

An Ex Parte Order is filed if U2 Erprpifesisl i perisy
accesses the order in

applicable CM/ECF

The applicable filing party
receives the NEF

Lana — Because court relief isn’t required to file an ex parte filing, the flow looks quite a bit
different than the flow of sealed filings. From CM/ECF, you would select the ex parte
document or ex parte motion event. The court will review the filing and file an ex parte
order if that is necessary. The applicable filing party will receive the NEF of the ex parte
order and can access the order in CM/ECF. The party can ultimately use their free look to
get their copy of the ex parte order! Don't forget to save a copy for your records!
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EX PARTE
EVENT OPTIONS

Available in both Criminal and Civil.

riminal Events — Motions and Related Filings — Motions

There are three Ex Parte events to
choose from in both case types: i Tk o i P e iy s BBy D e o s s

L-EX Parte - Response

1= Ex Paste Motion

riminal Events — Other Filings — Notices

Ex Parte Motion

For filing a single motion and draft order.

EX PARTE Notge of Filing

Ex Parte Response

For filing a response.

Ex Parte Notice of Filing

For filing a document that does not seek
relief or provide a legal response.

Elsie-Mae - There are three ex parte events to choose from in both the Civil and Criminal
menus. These include:

Ex Parte Motion which is used when filing a single motion and draft Order;

Ex Parte Response which is used when filing responses;

And Ex Parte Notice of Filing which is used to file a document that does not seek relief or
provide legal response.
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CM ECF Civil v C]‘Imlﬂal - Query Reports+ Utilities» Search Help What's New Log Out

Motions and Related Filings

Motions
Supporting Documents,Responses and Replies

Elsie-Mae - To begin the filing process, select the Civil or Criminal Menu in CM/ECF and
select Motions or Supporting Documents, Responses and Replies. If this is the initial filing,
the motion event should be used. For court ordered Ex Parte Responses, you would select

the Supporting Documents, Responses and Replies option.
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Motions
3:19-cr-02023-RAM-RM USA v. Victorious
Start typing to find another event.

vailable Events (click to select events) Selected Events (click to remove events)
1-Ex Parte Document 1-Ex Parte Document
Alter Judgment
Amend/Correct
Appeal In Forma Pauperis
Appear
Appear Pro Hac Vice
Application for Prisoners to Proceed IFP (2255)
Appoint Counsel
Appoint Expert
Bifurcate
Bill of Particulars
Bond
Brady Materials
Certificate of Appealability
Change Venue

Next || Clear

Lana — Once in the pick list, you will select the applicable ex parte filing event. When
you’ve identified the correct event, select "Next" and continue on with your docketing!
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Docket entry and document (s) access will be restricted to counsel for the filing party and the court. This docket entry will not appear on the public docket.
M\ Clear

Lana — CM/ECF provides another helpful reminder about the docket entry and document
access as you move through the docketing process. There’s a note reminding you the
docket entry will not appear on the public docket!
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RAM-RM USA v Viclorous
District Court of the Virgin Islands
District of the Virgia Iilands

otice of Electronic Filing

The following transaction was emtered on 724 20 11:42 PMAST and filed om 7252019
Case Name. USAv. Vi

Dft No. 1 - Carmen Vicsonous

:19-cr- 02021 RAM-RM-1 Notice has been electronically mailed to:
9 RAM-RM-1 Notice will be delivered by other means

ack Beanstall

Elsie-Mae - And we are all done! Your Ex Parte filing is complete!
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REMEMBER!

You must utilize the correct Ex Parte event!

If the is used, the pleading
on the docket!

NEF's are not generated for Ex Parte filings.

If docketed properly, only the Court and the
filing party will have access to the pleading
on the docket.

Elsie-Mae - There are a few vital things to remember about ex parte filings. You must
ensure you utilize the correct event in CM/ECF! If you don't, the pleading may be publicly
available.

Lana - Also remember, NEF's are not generated for Ex Parte filings. As long as these are
docketed properly, ONLY the court and the filing party will have access to the pleading on
the docket.
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Lana - Any questions on sealed and ex parte filings??
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PACEIR

Elsie-Mae — So, there are some updates are happening and we want to make sure that you
don’t leave our session today without knowing about them.
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PASSWORD

Trying to
(%% %% %) s

login?

Access Granted

PACEIR

Y

On May 11, the Administrative Office of the U.S. Courts (AO) began implementing
multifactor authentication (MFA) to enhance system security for CM/ECF and PACER. MFA
provides an added layer of security to accounts by helping protect against cyberattacks that
steal passwords, significantly reducing the risk of unauthorized access.
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. k p—
1 ‘ sacurity technokogy th requse
l!;l lﬂu \‘»lnn llH

User Login

Email or phonc or usomame

+ Added layer of security

* Protects against cyber attacks

3 * Reduces risk of unauthorized

.. access.

MPFA provides an added layer of security to accounts by helping protect against
cyberattacks that steal passwords, significantly reducing the risk of unauthorized access.
Once implemented, all CM/ECF and PACER users will be able to enroll in MFA. Users with
filing and all other types of CM/ECF-level access will be required to enroll in MFA, while

users with PACER-only access will have the option to enroll.
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What are my options?

The AO does not endorse specific apps, however, some options include DUO Mobile,
FreeOTP, Google Authenticator, Microsoft Authenticator, and Authy. Users can download

any authentication application (app) that supports a time-based one-time password (TOTP).

Before enrolling in MFA, the AO recommends that users research available authentication

apps to decide which one will work best for them and then download their preferred app.

Additionally, users who are unable to download an authentication app will be able to save

one-time use backup codes. Once users have used all their backup codes, they will need to
request a new batch.
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IMPLEMENTATION DETAILS

enroliment beginhi
2025

By the end of 2025, mandatory
MFA log-in for CM/ECF-level
access users.

If using third-party software for
filing, ensure MFA is supported
by that software. 115

Users with CM/ECF-level access who do not voluntarily enroll will be randomly selected to
do so beginning in August. By the end of 2025, everyone with CM/ECF-level access will be
required to use MFA when logging in.

NOTE: If using third-party software for filing, users should ensure MFA is supported by that
software before enrolling to avoid any disruption in their business processes.

115



PACEIR

Need some additional help or some more information?
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Resources

« Updated documentation:
« PACER Authentication AP| User Guide
« PACER User Manual

PACER QA environment: To ensure scripts work, users can test them in the QA environment at https://ga-
pacer.uscourts.gov/. You must have a PACER account to use QA. To register for a PACER test account, visit https://ga-
pacerpsc.uscourts.gov/pscof/registration.jsf. There is no charge for QA searches, so you may skip the credit card
portion of the registration. Your QA account will be activated overnight.

Learning aids:

adding an authentication application (app), as well as how to delete an authentication app.

Multifactor Authentication (MFA) - Backup Codes: describes the MFA enrollment process by getting backup
codes, as well as how to delete backup codes.

Multifactor Authentication (MFA) - L ogging In: describes the login process after enrolling in MFA, and what to
do if you do not have access to your MFA method(s).

If you have any questions, please contact the PACER Service Center at pacer@psc.uscouris.gov or (800) 676-6856. The
PACER Service Center hours of operation are Monday through Friday 8 am.to 6 pm.CT.
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Elsie-Mae — The District Court of Virgin Islands is also conducting some reviews of its own.
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DISTRICT COURT OF THE VIRGIN ISLANDS

REGULAR ATTORNEY ADMISSION APPLICATION

HUL dpp1y W0 you, WIlE LULe Ul IvVA APPULALULS UEL are oL icuimpiee
maybe denied.

Applicant’s Full Legal Name:

BN Paper submission

Telephone Number:  y

Fax Number:

BACKGROUND QUESTIONNAIRE

Please answer these questions yes or no. If you answer yes to any of these questions you must
submit a statement under the penalties of perjury which includes the relevant facts, court,
charge, date, whether the occurrence was disclosed to the highest court of the state(s) in which
you are admitted, disposition, whether the occurrence was an isolated incident, and any other

We are currently reviewing the paper process relative to regular attorney bar admissions.
Our review has included feedback from you
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.
PACEIR

Provides a combined admissions and

ATTORNEY ADMISSION e-file registration module.

AND EFILE Integrates payment with pay.gov.

REGISTRATION USING

» Applicant driven process.
PACER

Monitor progress and submission of
documents.

The next generation (NextGen) of CM/ECF provides a new attorney admissions and e-file
registration module, which allows attorneys to request admission to practice or file in a

NextGen court. As part of our audience today, you get to know this exciting information as
the Court is currently transitioning to this system.
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PROGRESS

Please understand that we are still a work in progress. The review is still ongoing, and
changes are being worked on.
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Y THINGS YOU
PACEIR
f ‘\*/" | SHOULD KNOW

ATTORNEY ADMISSION ooy, o oo

AND EFILE * If your PACER account was created prior to

August 2014, you must first upgrade your

REGISTRATION USING account. To upgrade your PACER account visit

www.pacer.gov. Click My Account and Billing,

PACER then Manage My Account Login.

» First time users will be prompted to register for
a PACER account and then select to apply for
attorney admissions or electronic filing
registration. 122

This is now your call to action and making sure that you are prepared. Whether you are an
applicant, a sponsoring attorney or support staff to both.
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g N
PACEIR

v

ATTORNEY ADMISSION

AND EFILE
REGISTRATION USING
PACER

- We will announce an

implementation date.

* Virtual training session will

be scheduled.

* Everyone is invited to attend.
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QUESTIONS
.

PACEIR

Lana-Now that is exciting information Elsie-Mae. Questions, anybody?
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Elsie-Mae- It’s wonderful participants such as yourself that make trainings like this a HUGE
success. We couldn’t do this without you! You will be receiving a survey shortly to provide
us with feedback on how we did. We hope you will take the time to complete it.
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Glenda L. Lake, Esq.
Clerk of Court

Elsie—Mae Hodge—King Lana Machara
340-775-8005 340-712-7115

ElsieMae_HodgeKing@vid.uscourts.gov  Lana_Machara@vid.

Elsie-Mae — Again, on behalf of the Clerk’s Office and our Clerk of Court Attorney Lake, we
just want to say a big thank you to everyone who attended today and participated!

Lana, remember, all feedback is good feedback! Thank you all! Have a great day and great
weekend!
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