Instructions: Criminal Docketing of Sealed Pleadings

Listed below are the docketing categories used to locate the following sealed docketing events
attorneys can access through CM/ECF Criminal:

Location:

Motions and Related Filings
Motions
Responses and Replies

Other Filings
Discovery Documents
Waivers
Service of Process
Notices
Trial Documents
Appeal Documents
Other Documents

Sealed docket events are listed under the following categories:

Motions and Related Filings
Motions
Sealed Motion - Attorney’s

Responses and Replies
Sealed Response to Motion
Sealed Response to Non-Motion

Other Filings

Discovery Documents

Waivers

Service of Process

Notices

Trial Documents

Appeal Documents

Other Documents
Ex parte Document
Objection to Presentence Investigation Report
Sealed Document




Before getting started, make sure the first page of your sealed document is stamped Sealed. This will
not only aid in the docketing process, but will also be of help in the Clerk’s Office QC process.

1. To get started log into CM/ECF and select the sealed event from Motion, Responses and Replies, or
Other Documents

Remand Sealed Motion - Attorney”
Remand to State Court
Return of Property/PostTrial
Return of Property/PreTrial
Return of Surety

Rewvoke

Sanctions

Seal

Seal Case

Seal Document

Sealed Motion - Attomey's
Separate Trial on Counts
Senice by Publication
Set Aside Forfeiture
Set Aside Judgment

2. After clicking Next, type in Criminal Case Number and click Next again

3. Select the Party and click Next.

‘DOE, JOHN DOE [dift]




4. Select Main Document and add any attachments, click Next.

[NTestDocpat

JTest Orderpat [Text of Proposed Order <[ |
r I ||
Next| | Clear|

5. Docket text appears. Modify as appropriate and click Next.
Text on “Sealed Motion” does not show up on the docket sheet so you can type in what kind of
motion you are filing.

SEALED MOTION | by JOHN DOE DOE. (Attachments: #
(1) Text of Proposed Order) (trainl, )

6. Final Text screen appears. Pressing Next on this screen commits this transaction and you will not
have an opportunity to modify this transaction.

SEALED MOTION by JOHN DOE DOE. (Attachments: # (1) Text of Proposed Order)
(traint, )




7. The next screen is the “Notice of Electronic Filing”. Print this page or take a screen shot to add
to your email when you notice applicable parties. You will not be able to access this entry or
document from the docket sheet and no NEF goes out. (See next page for example)

If the entire criminal case is sealed, email your pdf document to the appropriate office below:

Beaumont bmtcrimdocs@txed.uscourts.gov

Lufkin lufcrimdocs@txed.uscourts.gov
Marshall marcrimdocs@txed.uscourts.gov
Sherman shrcrimdocs@txed.uscourts.gov

Texarkana  texcrimdocs@txed.uscourts.gov
Tyler tylcrimdocs@txed.uscourts.gov



