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CIVIL SEALED RESPONSE FILING INSTRUCTIONS 
 
Select Sealed Documents. 

 
 
Select Sealed Response.  Select Next. 

 
 
Add your case number and select Find This Case.  Select Next. 
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Is this the correct case name? If so, select Next.  If not, stop your filing and determine 
the correct case number. 

 
 
The parties that you represent are available for selection.  All others are greyed out.  
Select the filing party.  If you need to select multiple names, hold down the CTRL key 
while selecting.  After proper selection, select Next. 

 
Add the pdf file of the response for the main document.  Add the pdf files and properly 
describe each attachment. When finished uploading, select Next.
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If your response links to another document in the case, check the box and select Next. 
If your response does not link to another document in the case, select Next to bypass 
this screen. 

 
or 

 
 
If you are not linking to another document in the case, skip this step. 
 
Select the document to which your response relates and select Next. 
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Select Next.  

 
 
You cannot modify the text.  Your attachment descriptions will not show on the docket 
sheet.  Select Next. 

 
 
The Notice of Electronic Filing will be sent to each active participant.  Each will be able 
to open the document from the email link. 

 


