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Summary: 

This procedure is to be used for Electronic Investigation documents, such as Pen Registers, Trap & Trace, 
and Applications pursuant to 18:2703(d). All Electronic Investigation documents are filed under seal. 
These documents are sealed pursuant to LR 49.1(c)(1)(B)(ii) & (iii). THIS PROCEDURE IS NOT TO 
BE USED for any Search or Seizure Warrant documents (AO106 and AO93 and supporting documents), 
including sealed by order or investigative search warrants. 

 
Open a new magistrate case 

1. Go to Criminal > AUSA – Criminal Duty Matters and select Criminal Case Opening. 
2. Review filing tips and click Next. 

 
3. Select appropriate County and click Next. 

   
4. Enter In re: Electronic Investigation in the Last/Business Name field and then click Search. 
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5. Highlight the match from the search list and then click Select Party – DO NOT CLICK Create 
New Party, as that creates duplicate parties. 

 
6. The Party Information screen appears. 

a. Leave information as-is and click Add Party. 

 
b. In re: Electronic Investigation (the defendant) now appears on the left side of the screen. 

  
7. Select Create Case. 
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8. The page now displays the case number. Note the case number for future reference.  

  
9. Select MJ Case Initiating Documents and click Next. 
10. Review the highly sensitive information screen and click Next.  
11. Review the filing tip and click Next.  

 
12. Enter the case number, which should already be populated, and click Next. 
13. Select USA [pla] as the Party and click Next. 
14. Leave USA and Notice checked and click Next. 

 
15. Select Sealed Application for Electronic Investigation and click Next. 

 
16. At the Case Selection Confirmation Screen, choose Yes and click Next.   

 
17. Upload initiating document as a PDF file and click Next. 
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18. Select the type of document being filed and click Next.  

 
19. The ECF Restriction Notice is displayed. Click Next twice. 

 
20. Review page and click Next to complete filing. 

 
21. The Notice of Electronic Filing is displayed. 
Now email mnd_duty_chambers@mnd.uscourts.gov with the case number and documents so that the 

MJ Duty Clerk can complete the case opening process. If this step is missed, your case may not 
be assigned, and the Order may not be signed by a Magistrate Judge in a timely manner. 

 

 
STEPS FOR FILING THE MJ DUTY CASE OPENING FORM 
 
To file 
1. Go to Criminal>AUSA – Criminal Duty Matter and select MJ Case Initiating Documents. 
2. Review the highly sensitive information screen and click Next. 
3. Review the fling tip and click Next. 
4. Enter the case number and click Next. 
5. Select USA [pla] as the Party and click Next. 
6. Select MJ Duty Case Opening Form and click Next. 
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7. At the Case Selection Confirmation Screen, choose Yes and click Next. 

 
8. Upload document as a PDF file and click Next. 
9. The ECF Restriction Notice is displayed. Click Next twice. 

 
10. Review page and click Next to complete filing. 

 
11. The Notice of Electronic Filing is displayed. 

 
STEPS FOR FILING EXTENSION DOCUMENTS 
Extension on PRTT Applications & Applications for Order Pursuant to 18:2703(d) 
 
To file 
1. Go to Criminal > RESTRICTED Filings and select Restricted Motions. 
2. Review the highly sensitive information screen and click Next.  
3. Review the filing tip and click Next. 
4. Enter the case number and click Next. 
5. Select USA [pla] as the Party and click Next. 
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6. Select Sealed Application for Electronic Investigation and click Next. 

 
7. At the Case Selection Confirmation Screen, choose Yes and click Next. 

 
8. Upload document as a PDF file and click Next. 
9. Choose the application type and check the box indicating this is an extension and click Next. 

  
10. The ECF Restriction Notice is displayed. Click Next twice. 

 
11. Review page and click Next to complete filing. 

 
12. The Notice of Electronic Filing is displayed. 
13. Now email mnd_duty_chambers@mnd.uscourts.gov with the case number and documents so that 

the MJ Duty Clerk can process. If this step is missed, the Order may not be signed by a 
Magistrate Judge in a timely manner. 
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Extension for Application Not to Disclose (2705(b)) 
To File: 
1. Go to Criminal > RESTRICTED Filings and select Restricted Motions. 
2. Review the Highly Sensitive Information screen and click Next. 
3. Review the filing tip and click Next. 
4. Enter the case number and click Next. 
5. Select USA [pla] as the Party and click Next. 
6. Select Sealed Application Not to Disclose Search Warrant (2705b) and click Next. 

   
7. At the Case Selection Confirmation Screen, choose Yes and click Next.  

 
8. The ECF Restriction Notice is displayed. Click Next. 

 
9. Upload initiating document as a PDF file and click Next. 
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10. Choose the application type and check the box indicating this is an extension and click Next. 

 
11. Leave screen blank and click Next twice. 

 
12. Review page and click Next to complete filing. 

 
13. The Notice of Electronic Filing is displayed. 
14. Now email mnd_duty_chambers@mnd.uscourts.gov with the case number and documents so that 

the MJ Duty Clerk can process. If this step is missed, the Order may not be signed by a 
Magistrate Judge in a timely manner. 
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