Instructions for Attorney Case Opening
E-filing Sealed Complaints

Common E-filing Steps

Attorneys submitting a complaint under seal will follow common elements of
opening a civil case in the Attorney Case Opening Guide Part lll, sections A-B and F.

Logging In

Selecting the correct office location

Entering case opening statistical information
Submit payment for filing

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

Docketing a Motion to Seal Case event (NOTE: Not required for Qui Tam / False
Claims Act cases)

Docketing a Sealed Complaint event

Adding parties to the case

Failure to follow the sealed case opening steps will result in

your case information being accessible to the public.
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Opening the Sealed Case

Opening the Sealed Case

Select the ECF event Civil — Attorney Case Opening — Attorney Sealed Case
Opening and follow the case prompts for entering information related to office
and civil case opening information.

You will receive confirmation that your case number has been opened. Click on
the link Docket Lead Event? to submit your under-seal case initiating documents,
add parties, and submit payment for your under-seal case.

Open a Civil Case
Case Number 25-2 has been opened.

Docket I.ead Event?
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Selecting Sealed E-filing Events, Submitting Case Initiating Documents
and Adding Parties to the Case

E-filing event selection
Select the e-filing events in the following order:

1. Motion 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 continue and confirm your case number and click Submit.

Amended Complaint Motion to Seal Case

Amended Notice of Removal File a Complaint in a New Under Seal Case
Amended Petition

Application for Stay of Execution
Application for Writ of Garnishment
Bankruptcy Appeal

Case Transferred In - District Transfer
Case Transferred In - Divisional Transfer

Complaint

Counterclaim

Crossclaim

File a Complaint in a New Under Seal Case

Interv’eﬁo‘r“CompIaint
Motion to Seal Case
Motion to Vacate/Set Aside/Correct Sentence (2255)
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Adding Parties

Adding the Plaintiff(s)

Click New Filer

Enter your first named plaintiff to add to the case. Click Search. If no party results
appear, click Create new party

Create new party
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Update party role to Plaintiff. Click Submit.
Click New Filer to repeat the steps to add additional Plaintiff(s) to the case.

Plaintiff (pla:pty)

Populate Prison Address Lines
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Select your plaintiff filer(s)and click SUBMIT to continue.
Select the filer...........

Select the Party:
Smith, Megan [pla] «

v

SUBMIT || Clear || New Filer

You, as the ECF user logged in during the case filing process, will be added as the
attorney for this case for the Plaintiff(s). Ensure that at least one attorney

checkbox is selected to ensure your appearance is added to the case. Click Submit
to continue.

Crimipal ~

omplaints and Other Initiating Documents
$:13-¢cv-04516 Creen v, Gate et al
he following attorney/party associations do not exist for the above case(s).

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

If the attorney is the Lead Attorney, also check the Lead box.

& Josephine R Green (pty:pla) represented by Uller Flynn (ary

SuBMIT Clear
X
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Adding the Defendant(s)

You will need to first add the defendant(s) to the case before selecting who the
filing is against.

Click New Party to search for Defendant(s).

Pacific Plaza Hotels, It ] ]

Enter in defendant information to Last / Business Name and First Name fields to
search for the defendant. Click Search to continue.
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Pacific Plaza Hotels, It ]

If no match occurs, select Create New Party.

Otherwise, review the search results to select the matching defendant. Click
Select Party to continue.
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Update the party role as Defendant. Click Add Party to continue.
Click New Party to repeat the steps to add additional Defendants(s) to the case.

Defendant (dft:pty)

4/29/2025

rty
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Once all defendants have been added, select the defendant(s) who the filing is
against. DO NOT select the radio buttons. Click Next to continue.

Smith, Megan [pla]
Pacific Plaza Hotels, Inc. [dft]

This screen displays twice. You will need to also select the defendant(s)
information on the second screen when prompted. DO NOT select the radio
buttons. Click Next to continue. Then click Submit twice to continue.

Smith, Megan [pla]
Smith, Megan [pla]

Pacific Plaza Hotels, Inc. [dft]

Attorney Case Opening — E-filing Sealed Complaints Effective 04-29-2025
United States District Court Revised 5-8-2025
Northern District of California Page 10 of 16



Please read this instruction prompt. You will only have one opportunity to submit
all documents to the case at case opening. Click Submit to continue.

Enter the true name of your party/parties you are filing on behalf of and add your
phone number and or email should the court need to contact you for additional
information. Click Submit to continue.
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Submitting 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 notice of removal

Attachments:

(1) Any exhibits to the complaint/notice of removal,

(2) Proposed Summons,

(3) For Patent, Trademark, or Copyright actions, attach the respective AO form
Report On Filing Of Action Regarding Patent Or Trademark or Report On Filing Of
Action Regarding Copyright,

(4) through (6) A Motion to Seal Case and supporting documents (declaration,
proposed order).

Note: Cases sealed by statute (False Claims, Qui Tam) no Motion to Seal is needed.
For attachments, you must also select the corresponding description under the
category pull down menu or use the description field to enter information.

REMINDERS TO E-FILERS: This will be the only opportunity you have to submit ALL
case initiating documents for filing a case with a sealed complaint.
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Upload your PDFs as outlined in the display message.

Choose File e
Choose File Summons | ]

MotontoSealCase | | Remove
I
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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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After completing your filing fee payment, you will return to ECF to submit your
documents. This is the final display screen before the case documents are
submitted. Click Submit to continue.

Docket Text: Final Text
MOTION to Seal Case, SEALED Complaint on behalf of Megan Smith. Filer can be contacted at
attorney@example.com.

NOTE TO FILER: This Notice of Electronic Filing is the *only* receipt you will get that this
filing was successful. Please print out this Notice of Electronic Filing. You will *“NOT* receive
a Notice of Electronic Filing through email of this filing, and you will *“NOT* be able to
download or view the documents you have filed using this event. Confirmation of this filing
will not be given over the phone by the ECF Help Desk. For any questions, contact the docket
clerk for your specific case directly through email or by phone. (Filing fee $ 405. ACANDC-
20612345). Filed by Megan Smith. (Attachments: # (1) Exhibits, # (2) Summons, # (3) Motion
to Seal Case, # (4) Declaration in Support of Motion to Seal Case, # (5) Proposed Order on
Motion to Seal Case)(ecg, COURT STAFF) (Filed on 4/29/2025)
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Receipt of Case Filing

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