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FILING INSTRUCTIONS CIVIL MOTION TO SEAL 

 

From the Civil Events menu, select Motions to Seal. 

 

 

From the available events, select the motion to seal.  Once it is in the selected 
events text box click next to continue. 
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Enter the case number, then click Next to continue. 

 

 

Click on the filer from the party pick list. 

 

 

 

 

 

 

 

 

 

 



3 
 

Attach your motion to seal as the main document and the document that you 
are requesting to be sealed as the attachment.  Enter the title of the proposed 
seal document in the description textbox.  Click next to continue. 

 

The docket entry will be open to the public but the document will be 
restricted to those parties that you choose to receive the Notice of Electronic 
Filing.  While depressing your control key, select the party you represent and 
the other parties that should receive the notice and the documents. 
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Enter the title of the document that you are requesting to be sealed in the 
available text box.  Click next to continue. 

 

 

You are at the final preview page.  Review the entry and click next to continue. 
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Your NEF appears.  The document has been filed.   Notice for this entry has 
been sent to those parties that you chose earlier during the docketing process. 

 

 

If the motion to seal is granted, the Clerk’s Office will officially note the 
acceptance of the document(s) subject to the motion to seal by using a 
CM/ECF event that best describes the document.  If the motion is denied, the 
Clerk’s Office will further restrict electronic access to the tendered document 
to ensure that it is not part of the official record. 

 


