How to file a restricted document in CM/ECF

Introduction

Documents filed in CM/ECF are public by default. However, to protect
the confidentiality of some of these documents, CM/ECF provides the
following restricted viewing levels:

Restricted Viewing Level | Who can view the filed document

Parties Only the attorneys in the case and
Court users

Selected Parties Only the attorneys for those parties
selected and Court users

Ex-Parte Filing attorney and Court users

Before you begin

You must comply with the following requirements to file a restricted
document:

1. Standing Order No. 9 (January 30, 2013):

http://www.prd.uscourts.gov/sites/default/files/documents/108/FINAL%20Stan
ding%200rder%20N0.%6209%20%2803-mc-149%20dkt%2013%20-
%2001%2030%202013%29.pdf

2. Have a CM/ECF User ID and password.
3. Document must be in Adobe PDF format.

Procedure

Follow these steps to file a restricted document:

Step Screen
- & CMVECF LIVE - U.S. District Court for the District of Puerto Rico-United States District Court - Windows Internet Explorer ‘."' m!‘H
1. Type the CM/ECF URL in your web L e =
browser:
https://ecf.prd.uscourts.gov a d;
2. PI’eSS Entel’ District of Puerto Ricoc—“[;gcument Filin’gSy/steu’/
3. Click District of Puerto Rico — "'"“’;“““C:f“m“‘;“ e
Document Filing System. To Vi O Wb o s
6April2013
Done @ Intemet | Protected Mode: Off A v ®i0% -
How to file a restricted document in CM/ECF Revised on June 25, 2013

United States District Court for the District of Puerto Rico Page 1 of 10


http://www.prd.uscourts.gov/sites/default/files/documents/108/FINAL%20Standing%20Order%20No.%209%20%2803-mc-149%20dkt%2013%20-%2001%2030%202013%29.pdf
http://www.prd.uscourts.gov/sites/default/files/documents/108/FINAL%20Standing%20Order%20No.%209%20%2803-mc-149%20dkt%2013%20-%2001%2030%202013%29.pdf
http://www.prd.uscourts.gov/sites/default/files/documents/108/FINAL%20Standing%20Order%20No.%209%20%2803-mc-149%20dkt%2013%20-%2001%2030%202013%29.pdf
https://ecf.prd.uscourts.gov/

Step Screen

"8 CMVECH LIVE - U5, Disarict Court for the Diamiet of Puerta Fues. login - mmmm‘_l——ﬂﬁw

4. Type your CM/ECF User ID. PO e )

=
i Faverites | o [E] Groupon - Geoupon =_USD(FRRmumIT Staff .. ] Swggested Sites ~ @) Gek mare Add-uns =
5. Click password textbox. i enicilining S T NP A

aomeys nf recard in the case nndIhP system does not recognize ¥ Whl aﬁ such Kthe login prnmptappears
again, after you have entered your CMECF login and password it means that the “free look” ink has

6. Type your CM/ECF password. I e \‘culmlrnnm-mnmr:::f\( I-Rlnqln'znnr:efwmnmﬂwmnnnrlmm
7. Read the Notice of Redaction

If you dio not need filing capabilities, enter your PACER login and password ¥ you do not have a PACER
Resp0n8|b| | Ity. IMPORTAMT NOTICE OF REDACTION

login, you may register onine at hitp:DACEL HSC USCOUTS Qov.
RESPONSIBILITY: All flers must redact Socal Secunty o
. . taxpayer-identification numbers; dates of birth; names of
8 C | i Ck on th er ed aCtI onru | es ) Legin fam minar children; financial account nUMEers; and, in criminal
. ) cases, home addresses, in compliance with Fed B Giv P
Password: |sssessan 5.2 of Fed B_Crim_P_49 1. This requirement apphes 1o al

compliance checkbox. &2 A T |

|11 understand that, if 1 filke, | must comply with the redaction
9. Click Login.

rutes. | have read s nobice.

You must read the Notice of
Redaction Responsiblity

and click on the redaction rules -

compliance checkbox to continue. 5

& CMVECF LIVE - U:S. District Court for the District of Puerto Rico-login - Windows Internet Explorer siEi™=

10.Click the case type: Q) & e

e Civil
e Criminal

United States District Court
District of Puerto Rico
Official Court Electronic Document Filing System

To Visit Qur Web Page.cuics sese.

This facility is for Official Couwrt Business only. Activity to and from this site is logged. Document filings on this system

ttps://ect prd.ciect den/egi-bin Displayl & @ Internet | Protected Mode: Off fa v ®100% -
{& CMVECF LIVE - UsS. District Court for the District of Puerto Rico-Civil Events - Windows Internet Explorer siE" s
11 C“Ck the document Category & () v [ mps/ect pracirel den/egi-biny Dispiayhsenu pi?Ci » @ [ 4] x [ [[E] Google P~

civil ~ Criminal ~ Reports ~

Utilities ~ Search

Logout

Other Filings Social Security Events
ADR Documents Social Secwity Documents
Notices Social Security Complaint
Trial Documents Social Security Answer
Appeal Documents  Social Security Motion for Extension
Other Documents

Click the
document category

https://ectprd.circl den/cgi-bin/ Dispatch @ Intemet | Protected Mode: Off v ®iox -
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Step

Screen

12.Type the case number.
13.Click Find This Case.

NOTE: If more than one case is
listed, check the appropriate
case number.

14.Click Next.

#& CM/ECF LIVE - US. District Court for the District of Puerto Rico - Windows Interet Explorer
o v @ 92] [ Gosge

@) 7 [ o/t prt it e gt

Search

Civil ~ Criminal ~ Query Reports ~ Utilities ~

Logout

Civil Case Number
07-1070

Click
Find This Case

@ Intemet | Protected Mode: Off '

15. Verify the case title.
16.Click Next.

#& CM/ECF LIVE - US. District Court for the District of Puerto Rico - Windows Intemet Explorer
- B [ X [|S oo

(L) 7 [ o/t ort iyt g ez

Civil ~ crimipal ~ Query Reports - Utilities - Search

Logout

CASE CLOSED on 12/10/2007

Clear |

lick the Next button

@ Intemet | Protected Mode: Off

17.Scroll down the Available Events
list.

18. Click on the event that you would like
to use.
NOTE: You can select one or more

events by clicking on them.

19.Click Next.

ict of Puerto Rico - Windows Internet Explorer

- 8] X || Geei

& CMVECF LIVE - US. District Court for the Dis

B0 v [ o/t srt eyt Dugwcn e

z il - criminal ~ Query

Reports - utilities - Search

FRC

Start typing to find an event

ts (click to select events) =
You can select one or more

document types.

@ Interet | Protected Made: Off G- Rion -

How to file a restricted document in CM/ECF

United States District Court for the District of Puerto Rico

Revised on June 25, 2013
Page 3 of 10



Step Screen

& CMYECF LIVE - USS. District Caurt for the District of Puerto Rico - Windows Intenet Explarer (=) C )

20.Click on a filer name. L n e —— .

H % = o -
UEC F Civil Criminal Query Reports Utilities Search

21.Hold the Ctrl key (Command key in
Mac) to select multiple filer names. s —

Select the filer

% Autoridad para el Financiamiento de la Vivie Selecta

H EGovemment Development Bank df Selectthe Party:  OR Group:
22.Click Next. e e
#Loma Rivera pla [Autoridad para el Financiamiento de la Vivenda [dft] oup
wAlfredo Salazar Conde on e Al

[Efendants

Al
Al

Parties

!T»EIF\W

Click the Next button

Done @ Interet | Protected Mode: Off v Rk -

8 CMYECF LIVE - US. District Court for the District of Puerto Rico - Windows Intemnet Explorer (=] C )

NOTE: In order to file a restricted o e Em——— | O
document’ you must Comply With SECF Civil ~ Crimipal ~ Query Reports ~ Utilities - Search 5
Standing Order No. 9: e —

23.Click Next. Al

In order to file a restricted document,
FRC you must comply with
Standing Order #9

IN ORDER TO FILE A RESTRICTED DOCUMENT, YOU MUST COMPLY WITH STANDING ORDER #9.

Done i @ Intemet | Protected Mode: Off v ®lox - |
. . . # CMECF LIVE - US. District Court for the District of Puerto Rico - Windows Internet Explorer =
24.Select the level of restriction: v n reE———— i O =

SECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Logout

e Parties
See section Case Participants
for details. oy

° S e I ec t e d P ar t | es IVIEWING ACCESS FOR THIS DOCUMENT(Who will view the document?)

[For a PUBLIC document (pursuant to FRCrP 49 and FRCivP 5), CLICK Next

See section Selected Parties for Pabic ievinz s  DefautSetine)

d etai |S (If RESTRICTED viewing is required, SELECT the appropriate level of restriction

Public - Everyone
All Parties - Aftorneys in case and Court

Selected Parties - Attorneys for selected parties and Court
Ex-parte - Filing attorney and Court

@ Public

Done i @ Internet | Protected Made: Off v ®10% -
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Case Participants

Follow these instructions to file a document to be viewed by case

participants and court personnel:

Step

Screen

1. Select Parties.
2. Click Next.

48 CMVECF LIVE - US. District Court for the District of Puerto Rico - Windows Intemet Explorer SlErs
& () v |48 ttps./ect prd circtdentcgivbin 5+ @ | 4] x [ [ Google P
EECF civil ~ Criminal ~ Query Reports ~ utilities ~ searcn g

Logout

[VIEWING ACCESS FOR THIS DOCUMENT(Whe will view the document?)

For a PUBLIC document (pursuant to FRCrP 49 and FRCivP 5), CLICK Next
{(Public Viewing is a Default Setting)

[If RESTRICTED viewing is required, SELECT the appropriate level of restriction

Public - Everyone
All Parties - Attorneys in case and Court

Selected Parties - Attorneys for selected parties and Court
Ex-parte - Filing attorney and Court

Select the
document viewing restriction:
The Parties option

Qe restricts the document to
Ex-parte

case participants only.
Hext| [Clear|
Done @ Internet | Protected Made: Off

G BN -

3. Click Browse... to choose the PDF
document that you want to upload.

& CWVECF LIVE - US. Dis

t Court for the District of Puerto Rico - Windows Intemet Explorer

o) B gl

circl.den/cgi-bin/D

aoatch o538 = 3 |49 | x |12 Gogle

&) v T s et

SECF civil ~ Criminal ~ Query Reports ~
Logout

Motions

307-cv-01070-

FRC

Select the pdf document and any attachments.

o

utilities ~ Search

Main Document —
Attachments Click Browse... Description
to upload the
1. PDF document -
that you want to file
Next| [Clear |
Done @ Intemet | Protected Made: O it
— =l
4 S I h PDF d & | @ Choose File to Upload —— ——
. e eCt t e OCUI I Ient- @uv <« Common (0:) » ECF-TRAINING » Training for AUSA + [ #3 |l search Training for AUS -
] T .
5. Click Open to upload. " e

v EME:;,V:.UR:I::::: Notes W

onstitution .
34 Countlnterpreter.chart 1 A
Gt o e E Informative Motion. pdf
allj : T Memarandum of Law:pdf
= CRANSTR -
12| e =l T Motion Submitting pdf

B[ magion.pdf

Al CRMINUTES - -

CRTRMTEC golact the PDF document =

i /17/2002 8:50
an thatyou wantto file: T R
Sel David

& yEsponse in Opposition to Motion pdf
DfsiPrivate
M B upplemental Plea Agreement palf
New Civil Cases - Log Attys Not E-
4 )i ECF-TRAINING
FILINGS FOR TRAINING

b INITIATING DOCUMENTS
Training for AUSA

[

ol Edgar

elmo -4

File name:

Click Open

M

v -]
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Step Screen

& CMYECF LIVE - USS. District Caurt for the District of Puerto Rico - Windows Intenet Explarer (=) C )

6. Upload any attachments, if T ———i | O
applicable. :

7. Click Next. 0700

= Civil ~ Criminal ~ Query Reports ~ Utilities - Search

Logout

FRC =

Select the pdf g6cument and any attachments.

[Main Do, ent

0:\ECF. for AUSA\mot [Browse.. )

..\-P/cnmem Category Description
1. [ Browse.. | -
a2

Click the Next button

Done @ Interet | Protected Mode: Off ‘v Ruwox -
8 Cl k N t 8 CMYECF LIVE - US. District Court for the District of Puerto Rico - Windows Intemnet Explorer (=] C i)
. IC ex . & () = |48 nttps./ect pra circtdencgiebin/Dispatch pirsssse = @ |49 |  [[[= Google P~

] < - o o
UEC F civil crimipal Query Reports Utilities Search

Logout
Motions
3:07-cv-01070-

FRC

Motion to clarify
Suggestions in Opposition/Response Deadline

Suggestions in Opposition Respense due

Next\ )l Clear |

Click Next

Done @ Intemet | Protected Mode: Off v ®l% -

48 CMVECF LIVE - U.S. District Court for the District of Puerto Rico - Windows Intemet Explorer E=IE

9. Make sure that the docket entry text o EE————— i
starts with *** CASE PARTICIPANTS | | ;

*kk Logout

z civil ~ Criminal ~ Query Reports - Utilities ~ Search

3.07-cv-01070-

10.Optional: Select a value from the
modifier dropdown list. FRC

Optional:

bocket, ENter additional text

11.Optional: Type additional docket
teXt " Suggestions in

12C||Ck NeXt Next| [ Clear |

First MOTION to C| M
clanfication subject] led by Kim D Kalife gpbehalf o1 Autoridad para el

, Government Development Bank, Alfredo Salazar-Conde
Sition/response due by 6/27/2013 (Kalife, Kim)

Done @ Intemer | Protected Mode: Off i~ ®i0% -
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Step

Screen

13. Verify the docket text.

NOTE: This is the last opportunity
to modify or cancel this
transaction before filing it.

14.Click Next to file your document in
CM/ECF.

NOTE: CM/ECF will generate a
Notice of Electronic Filing
(NEF).

# CMVECF LIVE - US. District Court for the District of Puerto Rico - Windows Internet Explorer

221 = @ |4 x ][ Google

Reports ~

Civil ~ Query

Criminal ~

Logout

Dacket Text: Final Text
““CASE PARTICIPANTS First MOTION to Clarify clarificatiofi subject filed by
Kim D Kalife on behalf of Autoridad para el Financiamiepto de la Vivienda,
Government Development Bank, Alfredo Salazar-Copde Suggestions in
oppositioniresponse due by 6/27/2013 (Kalife, Ki

Attention!! Pressing the NEXT button op.4his s
have no further opportunity i

' Verify your docket text, L

g"; and click Next
* to file your document.

Hexa || Clear |

Done @ Intemet | Protected Mode: Off

Utilities -

Search

- ®i00% -
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Selected Parties
Follow these instructions to file a document with to be viewed by the
attorneys represented by the parties selected and court personnel:

Step Screen

{8 CMVECF LIVE - USS. District Court for the Distrct of Puerto Rico - Windows Intemet Explorer

1. Select Selected Parties.
2. Click Next.

@-\/- [ hitps./ect pra.cirel.den/coi-bin/Dispatch.pi7114834 = @ [ 49 | x |[[E5 Google

| - - - -
UECF Civil Crimipal Query Reports Utilities

Logout

VIEWING ACCESS FOR THIS DOCUMENT(Whe will view the document?)
For a PUBLIC document (pursuant to FRCrP 49 and FRCivP 5), CLICK Next
Public Viewing is a Default Setting)

If RESTRICTED viewing is required, SELECT the appropriate level of restriction

Public - Everyone

All Parties - Attorneys in case and Court

Selected Parties - Attorneys for selected parties and Court 1]
[ Ex-parte - Filing attorney and Court |

v
Public Select the

f document viewing restriction:
I The Selected Parties option
s restricts the document to
the case participants

that you select only.

Mext | [ Clear |
Done @ Internet | Protected Made: OFf G ®o% - |
o e
& CMVECF LIVE - UsS. District Court for the Distrct of Puerto Rico - Windows Intemet Explorer || ] ]

3. Select one or more case L rrE———
participants who will view the TECF  cvi-  comma- s Tiea e
document. Pk ier | -

Collapse All Expand Al Selecta
NOTE: Hold the Ctrl key (Command | | ™ 777 = o %
eyinMac) and click to | (i s [ S
select multiple case — o
participants that will view pies ||l

the document. i i
Hm-eh

4. Click Next.

Done. & Internet | Protected Mode: OFf 3
=

. & CMVECF LIVE - UsS. District Court for the Distrct of Puerto Rico - Windows Intemet Explorer Lo [ B et
5. Click Browse... to choose the PDF s I =

prd.circl.den/cgi-bin/ Dispatch.pl?664385

document that you want to upload. ZECF  cw-  commi-  Quey  Repors - Utites - Searen
Motions —
307-cv-01070-
FRC

Select the pdf document and any attachments.

[r—

{Main Document

Attachments Click Browse... Description
to upload the
8 PDF document -
that you want to file
HNext | [Clear |
L
Done @ Internet | Protected Mode: Off v ®10% -
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Step

Screen

6. Select the PDF document.

& @ croose File to Upload —— —— =)

@l < Common(0) » ecr-Tanan

Organize v Newfolder

» Training for AUSA 65 ) SraciTiuaing forA ry 3

7. Click Open to upload. + e
CMECF V511 Relesse Not
M A cleseliote T sttachment #1.paf
onstitution
A ] attachments 52.pdf
34 Courtlnterpreter.chart
o rE % informative Motion.pdf
alli CR]NS:R‘ T Memorandum of Lawpdf
12| S = TE Motion Submitting.paf
B[ mofion.pdf
FA CEVRAITES Ll & Acrobat Document
CRTRM TEC 4 5
Select the PDF document =520%8
ol an thatycu want o file. ™ eerrmermpa—
David
m"p = L pesponse in Opposiion to Motion pdf
x? ‘E zc’;‘ gt iopplemental Ples Aresment pef
New Civil Cases - Log Attys Not E
f a ECF-TRAINING
FILINGS FOR TRAINING
1 INITIATING DOCUMENTS
[ Training for AUSA
i Edgar
elmo e Click Open ,
File name: il -
|
= =
Do
8 CMYECF LIVE - US. District Court for the District of Puerto Rico - Windows Intemnet Explorer (= = e

8. Upload any attachments, if
applicable.

9. Click Next.

SEC F civil ~ crimipal ~

Logout

FRC

Select the pdf g6cument and any attachments.

<O [

5~ @ |4 ] x [ Google o

Reports ~ Utilities ~

10.Click Next.

for AUSA\mot [ Browse.
Attachments Category Description
- Browse. -
Click the Next button
Done @ Intemet | Protected Mode: Off v ®l% -
—
8 CMYECF LIVE - US. District Court for the District of Puerto Rico - Windows Intenet Explorer (= = e

civil ~ crimipal ~

Logout

FRC

Motion to clarify
Suggestions in Opposition/Response Deadline

Suggestions in Opposition Respense due

Hexif\ J Clear |

Click Next

Done

(<O

npsssset = @ |49] % [ oogt 5

Reports ~ utilities ~ search

@ Internet | Protected Made: Off v ®10% -
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Step

Screen

11. Make sure that the docket entry text
starts with *** SELECTED PARTIES

*kk

NOTE: Optionally, you can select a
value from the dropdown list
and/or type additional
docket text.

{8 CMVECF LIVE - USS. Distrct Court for the District of Puerto Rico - Windows Intemet Explorer
& () = [4T8 nttps./ect oracirctencgi-bin/Dispatch

Civil ~

1022 - & [ 4] x ][ Googie

Criminal ~ Query Reports ~ Utilities ~ Search

Logout
Motions
307-¢v.01070- h
FRC
Optional:
Docket, ENter additional text

14.Click Next to file your document in
CM/ECF.

NOTE: CM/ECF will generate a
Notice of Electronic Filing
(NEF).

;l
12.Click Next.
D @ Interet | Protected Mode: Off B ;*1(:0‘/ -
. 8 CMYECF LIVE - US. District Court for the District of Puerto Rico - Windows Internet Explorer [P
13. Verify the docket text. B e e —
NOTE: This iS the |ast Opportunity :\;L; Crimipal ~ Query Reports ~ Utilities - Search
to modify or cancel this
transaction before filing it. h
FRC

Docket Text: Modify as Appropriate.

*+*SELECTED PARTIES"** Second ~ MOTION to Clarify I
suare filed by Kim D Kalife on behalf of Autoridad para el [ |

a

rament Development Bank, Alfredo Salazar-Conde,
ion/response due by 6/27/2013 (Kalife, Kim)

Verify your docket text,
and click Next
to file your document.

@ Intemet | Protected Mode: Off v Rl -
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