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Common E-filing Steps 

AƩorneys submiƫng a complaint under seal will follow common elements of 
opening a civil case in the AƩorney Case Opening Guide Part III, secƟons A-B and F.  

 Logging In  
 SelecƟng the correct office locaƟon    
 Entering case opening staƟsƟcal informaƟon 
 Submit payment for filing  

 

E-filing Differences for Sealed Cases 
The major differences to filing an under-seal case are the following:  

 DockeƟng a MoƟon to Seal Case event (NOTE: Not required for Qui Tam / False 

Claims Act cases)  
 DockeƟng a Sealed Complaint event  
 Adding parƟes to the case 

Requests for sealing a parƟal complaint or to seal an enƟre case will follow the 
sealed dockeƟng process. Once the case is assigned a Judge, the sealing request 
will be further reviewed by the Court.   

Failure to follow the sealed case opening steps will result in 
your case informaƟon being accessible to the public.  
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Opening the Sealed Case  

Opening the Sealed Case 
Select the ECF event Civil – AƩorney Case Opening – AƩorney Sealed Case 
Opening and follow the case prompts for entering informaƟon related to office 
and civil case opening informaƟon.  
 

You will receive confirmaƟon that your case number has been opened. Click on 
the link Docket Lead Event? to submit your under-seal case iniƟaƟng documents, 
add parƟes, and submit payment for your under-seal case.  
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SelecƟng Sealed E-filing Events, Submiƫng Case IniƟaƟng Documents 
and Adding ParƟes to the Case 

E-filing event selecƟon 
Requests for sealing a parƟal complaint or to seal an enƟre case will follow the 
sealed dockeƟng process. Once the case is assigned a Judge, the sealing request 
will be further reviewed by the Court.   

Select the e-filing events in the following order:  

1. MoƟon to Seal Case (NOTE: Not required for Qui Tam / False Claims Act cases) 
2. File a Complaint in a New Under Seal Case  

Click Submit to conƟnue and confirm your case number and click Submit.  
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Adding ParƟes  

Adding the PlainƟff(s) 
Click New Filer 

 

Enter your first named plainƟff to add to the case. Click Search. If no party results 
appear, click Create new party 
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Update party role to PlainƟff. Click Submit.  
Click New Filer to repeat the steps to add addiƟonal PlainƟff(s) to the case.  
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Select your plainƟff filer(s)and click SUBMIT to conƟnue.  

 
 
You, as the ECF user logged in during the case filing process, will be added as the 
aƩorney for this case for the PlainƟff(s). Ensure that at least one aƩorney 
checkbox is selected to ensure your appearance is added to the case. Click Submit 
to conƟnue. 
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Adding the Defendant(s) 
 
You will need to first add the defendant(s) to the case before selecƟng who the 
filing is against.  
 

 
Click New Party to search for Defendant(s).  
 

 
 
Enter in defendant informaƟon to Last / Business Name and First Name fields to 
search for the defendant. Click Search to conƟnue.  
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If no match occurs, select Create New Party.  
Otherwise, review the search results to select the matching defendant. Click 
Select Party to conƟnue. 
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Update the party role as Defendant. Click Add Party to conƟnue.  
Click New Party to repeat the steps to add addiƟonal Defendants(s) to the case. 
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Once all defendants have been added, select the defendant(s) who the filing is 
against. DO NOT select the radio buƩons. Click Next to conƟnue.   
 

 
 
This screen displays twice. You will need to also select the defendant(s) 
informaƟon on the second screen when prompted. DO NOT select the radio 
buƩons. Click Next to conƟnue. Then click Submit twice to conƟnue. 
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Please read this instrucƟon prompt. You will only have one opportunity to submit 
all documents to the case at case opening. Click Submit to conƟnue.  

ATTENTION: Please follow the subsequent e-filing screens carefully and respond 
as applicable to your case. Failure to properly submit your case documents may 
result in the assignment delays or cause your case documents to become 
accessible to the public. Once you complete your final submission in ECF, please 
save a copy for your records as it will be the only receipt you will receive that 
this filing was successful. 

 

Enter the true name of your party/parƟes you are filing on behalf of and add your 
phone number and or email should the court need to contact you for addiƟonal 
informaƟon. Click Submit to conƟnue.  
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Submiƫng your documents  

Review this prompt before you upload any documents. 

TO COMPLETE THIS E-FILING: Upload the following documents as they pertain to 
your case. 

Main Document: 

(1) Upload the complaint or the noƟce of removal 

AƩachments: 
(1) Any exhibits to the complaint/noƟce of removal, 
(2) Proposed Summons, 
(3) For Patent, Trademark, or Copyright acƟons, aƩach the respecƟve AO form 
Report On Filing Of AcƟon Regarding Patent Or Trademark or Report On Filing Of 
AcƟon Regarding Copyright, 
(4) through (6) A MoƟon to Seal Case and supporƟng documents (declaraƟon, 
proposed order).  
Note: Cases sealed by statute (False Claims, Qui Tam) no MoƟon to Seal is needed. 

For aƩachments, you must also select the corresponding descripƟon under the 
category pull down menu or use the descripƟon field to enter informaƟon. 

REMINDERS TO E-FILERS: This will be the only opportunity you have to submit ALL 
case iniƟaƟng documents for filing a case with a sealed complaint. 
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Upload your PDFs as outlined in the display message.  
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Submit Payment 
 
Once you have uploaded all your documents, click Submit to follow the pay.gov 
prompts to submit payment for your case.  
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AŌer compleƟng your filing fee payment, you will return to ECF to submit your 
documents. This is the final display screen before the case documents are 
submiƩed. Click Submit to conƟnue. 
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Receipt of Case Filing  

Save this NoƟce of Electronic Filing for your records. Your case has been 
submiƩed! This is the only receipt you will receive to confirm your documents 
have been submiƩed to the court.  

 


