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NOTE: There is no Notice of Electronic Filing (NEF) issued to counsel in any
juvenile case.

Electronically Filing in Juvenile Cases

• All juvenile cases are sealed.  All documents e-filed are sealed.  Motions to seal are
not required.

• Attorneys are permitted to e-file and view documents in juvenile cases filed after
June 1, 2011.

• E-filing by attorneys is required in juvenile cases filed after June 1, 2011.

• E-filing by attorneys is not permitted in juvenile cases filed prior to June 1, 2011.

• The Clerk's Office will grant access to assigned and active counsel to view and file
in juvenile cases. Access will be granted at case opening (for assigned counsel), or
based on a notice of appearance/substitution, or by order of the Court.

• Any notice of appearance/substitution of counsel should be filed in paper.
Subsequent filings in the case should be done electronically.

• Click <Criminal> on the blue menu bar at the top of the ECF screen.  The
Criminal Event Categories window opens, displaying all of the categories and
subcategories you may choose for your filing.
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Generally, the same categories and events used in public criminal cases are appropriate
for juvenile cases.  The exception is Ex Parte documents.
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This event is intended for use by counsel appointed under the Criminal Justice Act.

Ex Parte Motion for Investigative/Expert Services (Juv
Case CJA Atty)

Step 1: In the Criminal Event Categories window, click on Ex Parte Motion for
Investigative/Expert Services (Juv Case CJA Atty).

Step 2: This screen displays a Civil Case Number field.  Enter the case number and
click <Find This Case>.

Notice the grayed 
out Next button.
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Step 3: The ECF system displays a screen to include the full case number that
corresponds to the case number entered on the previous screen.  Confirm
the case number and click <Next> to continue.

NOTE: Please read this screen carefully and then click <Next> to continue.
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Step 4: From the pick list, select your party, then click <Next>.

Step 5: Although there is only one event selection – Investigative/Expert/Other
Services (Juvenile Cases) – you must click on the event.  NOTE: the event
must appear in the Selected Events box for you to proceed.  Click <Next>
to continue.
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Step 6: Attach the Ex Parte motion and any attachments in .pdf format.  When you
are finished, click <Next> to continue.

Step 7: Modify your docket text, if necessary.  Click <Next> to continue.
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Notice the Source Document Path. This tells
you where you retrieved your attachment(s).
It will not appear on the Notice of Electronic
Filing (NEF) or the docket text. 

Step 8: Click <Next> to view your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing (NEF)

• The entry and .pdf document is available for viewing only by court users.  No
counsel in the case will have viewing access.
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Ex Parte Motions

Step 1: In the Criminal Event Categories window, click on Ex Parte Motions.

NOTE: Please read this screen carefully before clicking <Next> to continue.

Step 2: This screen displays a Civil Case Number field.  Enter the case number and
click <Find This Case>.

Notice the grayed 
out Next button.
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Step 3: The ECF system displays a screen to include the full case number that
corresponds to the case number entered on the previous screen.  Confirm
the case number and click <Next> to continue.

Note: The next screen is a validation screen with the full case banner; click <Next> to
continue.

Step 4: From the pick list, select your party, then click <Next>.  
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Step 5: From the pick list, select the motion you wish to file Ex Parte.  NOTE: the
event must appear in the Selected Events box for you to proceed.  Click
<Next> to continue.

Step 6: Attach the motion in .pdf format, and any additional attachments.  When you
are finished attaching all, click <Next> to continue.
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Notice the Source Document Path. This tells
you where you retrieved your attachment(s).
It will not appear on the Notice of Electronic
Filing (NEF) or the docket text. 

Step 7: At this screen you may modify the docket text, if necessary.  Click <Next> to
continue.

Step 8: Click <Next> to view your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing (NEF)

• ECF auto-generates (Ex Parte) at the beginning of docket text.  It appears in docket
text via docket query after the entry has been committed.

• The entry and .pdf document is available for viewing by active counsel for the
party selected at the “Select Filer” prompt.  No other counsel in the case will
have viewing access.
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Ex Parte Other Documents

Step 1: In the Criminal Event Categories window, click on Ex Parte Other
Documents.

NOTE: Please read this screen carefully before clicking <Next> to continue.

There are two event selections:
• Ex Parte Document (see page 13)
• Rule 17(b) Affidavit and Application - Juvenile Cases (see page 18)
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Ex Parte Document

Step 2: From the pick list, select Ex Parte Document.  NOTE: the event must appear
in the Selected Event box for you to proceed.  Click <Next> to continue.

Step 3: This screen displays a Civil Case Number field.  Enter the case number and
click <Find This Case>.

Notice the grayed 
out Next button.
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Step 4: The ECF system displays a screen to include the full case number that
corresponds to the case number entered on the previous screen.  Confirm
the case number and click <Next> to continue.

Note: The next screen is a validation screen with the full case banner; click <Next> to
continue.

Step 5: From the pick list, select your party, then click <Next>.  
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Step 6: Attach the document in .pdf format, and any additional attachments.  When
you are finished attaching all, click <Next> to continue.

Step 7: In the text box, type in a description of the Ex Parte document, then Click
<Next> to continue.

Note: The next screen is a validation screen with the full case banner; click <Next> to
continue.
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Notice the Source Document Path. This tells
you where you retrieved your attachment(s).
It will not appear on the Notice of Electronic
Filing (NEF) or the docket text. 

Step 8: Click <Next> to view your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing - Ex Parte Document

• ECF auto-generates (Ex Parte) at the beginning of the docket text.  It appears in
docket text via docket query after the entry has been committed.

• The entry and .pdf document is available for viewing by active counsel for the
party selected at the select filer prompt.  No other counsel in the case will have
viewing access.
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Rule 17(b) Affidavit and Application - Juvenile Cases

Step 2: From the pick list menu, select Rule 17(b) Affidavit and Application - Juvenile
Cases.  NOTE: the event must appear in the Selected Event box for you to
proceed.  Click <Next> to continue.

Step 3: This screen displays a Civil Case Number field.  Enter the case number and
click <Find This Case>.

Notice the grayed 
out Next button.
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Step 4: The ECF system displays a screen to include the full case number that
corresponds to the case number entered on the previous screen.  Confirm
the case number and click <Next> to continue.

Note: The next screen is a validation screen with the full case banner; click <Next> to
continue.

Step 5: From the pick list, select your party, then click <Next>.  
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Notice the Source Document Path. This tells
you where you retrieved your attachment(s).
It will not appear on the Notice of Electronic
Filing (NEF) or the docket text. 

Step 6: Attach the document in .pdf format, and any additional attachments.  When
you are finished attaching all, click <Next> to continue.

Step 7: At this screen you may modify the docket text, if necessary.  Click <Next> to
continue.

Step 8: Click <Next> to view your Notice of Electronic Filing (NEF).
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Notice of Electronic Filing - Rule 17(b) Affidavit and Application - Juvenile
Cases

• ECF auto-generates (Ex Parte) at the beginning of the docket text.  It appears in
docket text via docket query after the entry has been committed.

• The entry and .pdf document is available for viewing by active counsel for the
party selected at the select filer prompt.  No other counsel in the case will have
viewing access.


