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A. Mandatory Electronic Filing and VISCEFS Registration 

 

Effective November 2, 2011, “Papers required or permitted to be filed in the Supreme 

Court shall be conventionally or electronically filed with the Clerk of the Supreme Court in 

accordance with Rules 15(f) and 40.3.”  V.I.S.CT.R. 15(b).  Pursuant to the Rules of Appellate 

Procedure, 

 

For all appeals and original proceedings in the Supreme Court, parties represented 

by an attorney must e-file all briefs, motions, petitions, and other documents 

electronically in accordance with the procedures of these Rules unless an 

exemption has been obtained pursuant to Rule 40.2(a)(3) or the Supreme Court 

has ordered that e-filing be disallowed in a particular case. 

 

V.I.S.CT.R. 40.2(a)(1) (emphasis added).  In addition, “[p]arties proceeding pro se who are not 

members of the Virgin Islands Bar may, but are not required to, e-file documents.”  V.I.S.CT.R. 

40.2(a)(2).   

 

For purposes of the Rules of Appellate Procedure, a “Filing User” is “an attorney or other 

authorized person who has properly registered with the VISCEFS system as set forth in Rule 

40.2.”  V.I.S.CT.R. 40.1(12).  Importantly, “all attorneys regularly or specially admitted to 

practice before the Supreme Court, as well as all applicants for regular admission, are required to 

register as Filing Users of the Supreme Court’s VISCEFS system,” even if they do not have a 

Frequently Asked Questions 
 

Q: I am not an appellate attorney and only practice in the Superior Court.  Why is the 
Supreme Court requiring me to register as a Filing User? 
 
A: Pursuant to the amended Supreme Court Rule 4, a notice of appeal will be filed in 
the Supreme Court rather than the Superior Court, and the other parties to the 
Superior Court action will be electronically served through VISCEFS.  Even if another 
attorney in your department or firm handles all appeals, you must register as a Filing 
User in order to be informed if another party has filed an appeal in one of your cases. 
 

*** 
Q: Alright, but I am a transactional attorney who never appears in court.  Why do I have 
to register? 
 

A: Electronic filing is mandatory not just in appeals, but in original proceedings in the 
Supreme Court.  “Original proceedings” is a broad term that encompasses pretty much 
anything that is handled by the Supreme Court, including all bar admissions matters.  
For example, effective November 2, 2011, all requests for a certificate of good standing, 
motions for extension of time to complete continuing legal education requirements,  
and similar bar governance documents must be electronically filed through VISCEFS. 
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case pending before the Supreme Court.  V.I.S.CT.R. 40.2(b)(1). 

 

B. Registration as a Filing User 

 

To begin the process of registering as a Filing User, you must visit the Supreme Court’s 

website at www.visupremecourt.org and click on the “Supreme Court Electronic Docket” link on 

the left sidebar, as highlighted below. 

 
 

After November 2, 2011, you will be able to follow a link to access VIACMS from that page.  

The VIACMS interface will be virtually identical to the “Public Access” that is presently 

available, with some minor differences.  Among these differences is the presence of a “Login” 

link in the far right corner, as highlighted below. 

 

 
 

Once on the “Login” screen, Filing Users will be able to login to VISCEFS by typing in their 

username and password.  However, individuals who have not yet registered as Filing Users can 

begin the registration process by clicking on the “Become an E-File User” link on the very 

bottom of the page, as highlighted below. 

http://www.visupremecourt.org/
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 The next screen will require the prospective Filing User to fill out the form shown below. 

 
 

The information requested on this form is the same information required by Supreme Court Rule 

40.2(b)(5): “the registrant’s name, bar number (if any attorney, one or more email addresses for 

service of process, one or more telephone numbers and, if available, a fax number.”  In addition, 

the registrant will be required to consent to the terms and conditions that govern the VISCEFS 

system—including consent to electronic service—which mirror the provisions of Supreme Court 

Rule 40.2(c).  The full terms and conditions are reprinted below. 
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Pursuant to Supreme Court Rule 40.2(b)(5), “[a]dditional registration requirements may 

be defined by the Supreme Court and may include training as a prerequisite to registration as a 

Filing User.”  In lieu of mandating formal training, the Supreme Court will require that all Filing 

Users take and pass a thirty-question multiple-choice exam, which will test basic knowledge of 

the procedures set forth in the Rules of Appellate Procedure that relate to electronic filing and 

service, with a particular emphasis on Supreme Court Rule 40.  The exam is delivered online, 

and is open book with no set time limit.  To obtain a passing grade, a registrant must answer at 

least 24 questions correctly (for a score of 80%). 
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After completing the thirtieth question, the registrant will be prompted to confirm whether or not 

the answers should be submitted: 

 

 
If the registrant clicks “OK,” the following page will display the results of the test, and notify the 

registrant that the Clerk of the Supreme Court will review the application and notify him or her if 

it is accepted or rejected. 

 

 
Once the Clerk of the Supreme Court reviews the registrant’s application, an email is 

automatically generated to let the registrant know if he or she was accepted or rejected as a 

Filing User. 
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C. Exemption from Mandatory Electronic Filing and Service 

 

 Pursuant to Supreme Court Rule 40.2(a)(3), “the Clerk of the Supreme Court may, upon 

motion showing extraordinary circumstances, exempt an attorney from mandatory electronic 

filing or registration as a Filing User, either for purposes of a particular document or for an entire 

case.”  In addition, Rule 40.2(a)(3) authorizes an attorney to initiate an original proceeding in 

order to be excused from mandatory electronic filing in all cases.   

 

 

D. Electronic Filing and Service in an Existing Case 

 

 To electronically file a document in an existing case, an attorney, after having been 

approved as a Filing User by the Clerk of the Supreme Court, must login to VISCEFS with his or 

her username and password.  Once logged in, the Filing User will need to locate the case in 

Frequently Asked Questions 
 
Q: Why does the Clerk of the Supreme Court need to accept or reject my application? 
 
A: The Clerk reviews every application for many reasons, including verifying that the 
information required by Supreme Court Rule 40.2(b)(5) has been provided and is 
accurate.  In addition, the Clerk must ensure that the registrant has signed up as the 
correct category of Filing User (e.g. verify that the registrant is or is not a member of 
the Virgin Islands Bar), and make sure that the individual has not previously registered 
as a Filing User. 
 

*** 
Q: Can I electronically file something while the Clerk of the Supreme Court is reviewing 
my application? 
 
A: No!  Until your application as a Filing User is accepted, you may not electronically 
file any documents with the Supreme Court.  Filing User applications will generally be 
reviewed only during normal business hours, so it is very strongly advised that all 
members of the Virgin Islands Bar submit their applications at the earliest possible 
opportunity, instead of waiting to register until the need arises.  

Frequently Asked Questions 
 
Q: Is it possible to obtain an exemption from electronic filing in all cases, but still receive 
electronic service of documents through VISCEFS? 
 
A: No.  If a particular attorney obtains an exemption from mandatory electronic filing 
in all cases, the attorney will not receive the benefits of electronic service of documents 
through the VISCEFS system. 
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which he or she wishes to electronically file a document.  The easiest method of doing this is to 

either type a portion of the case name in the “Full Title” field in the “Search for a Case” table 

and then click “Search,” or type the case number in the “Find Case” field on the left sidebar and 

then click “Find”: 

 

 
Once the Filing User accesses the case, he or she will be able to electronically file a document by 

clicking on the “E-File on this case” link, as shown below: 

   
 In the particular example shown above, the Filing User is not among the attorneys who 

are representing the parties in the Supreme Court proceeding.  Therefore, the only document this 

Filing User will be able to file in this case is a Notice of Appearance on behalf of one of the 

parties: 
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After clicking on “Continue,” the Filing User will be taken to a screen in which he or she will be 

prompted to upload the document.  A document may only be up to 25 megabytes in size, but a 

Filing User is permitted to upload multiple documents as part of a single filing by clicking on the 

“Attach Another Document” link. 

  
 

The Filing User will then be informed which of the parties to the case have registered as Filing 

Users (and thus will receive electronic service through VISCEFS) and which must be served 

conventionally by the Filing User.  If conventional service is required, the Filing User will be 

required to explain how service will be effectuated. 

 

 

 

Finally, the Filing User will be given the option to review the document and the other 

information he or she inputs into the system, will be required to review and agree to the terms of 

service, and be prompted to either save the document as a draft or to file it with the Supreme 

Court. 

Frequently Asked Questions 
 
Q: Since I am inputting service information into VISCEFS when I electronically file a 
document, do I still need to include a certificate of service with my filings? 
 
A: Yes.  Pursuant to Supreme Court Rule 15(d), a certificate of service must be included 
as part of all documents, even if the document has been electronically filed.   
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If the document is submitted to the Supreme Court, a notice will be emailed to you and to all 

other Filing Users involved in that particular case. 

 

 
Once the document is reviewed and accepted by the Clerk’s Office, VISCEFS will generate 

another email notice notifying you and the other Filing Users as to whether the document was 

accepted, accepted with conditions, or rejected.  If the document is accepted, it will immediately 

appear on the docket, and be deemed filed on the date of the first electronic submission; 

however, if a document is accepted with conditions, the Clerk’s Office reserves the right to reject 

the document at a later date if any of the noted deficiencies are not timely cured.  If a document 
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is rejected, it will not appear on the docket at all, but the emailed notice will explain why the 

document was rejected and what can be done to ensure that it is subsequently accepted.  See 

V.I.S.CT.R. 40.3(i). 

Frequently Asked Questions 
 
Q: If there are problems with my e-filed document, what might cause the Clerk of the 
Supreme Court to outright reject it instead of conditionally accepting it? 
 
A: Outright rejection of a document that has been electronically filed should be a very 
rare occurrence, and will likely only occur if the deficiencies with the document are so 
severe that it would be inappropriate for the document to appear on the docket at all.  
Although far from exhaustive, the following table illustrates some of the situations 
where conditional acceptance or rejection may occur: 
  

Conditional Acceptance Rejection 

 The document does not contain an 

electronic signature or is 

otherwise not properly signed.  

See V.I.S.CT.R. 40.4. 

 The document itself does not 

contain a certificate of service, or 

the certificate of service is 

deficient.  See V.I.S.CT.R. 15(d). 

 The document contains other 

purely technical defects that can 

be easily remedied by filing a 

second document that contains the 

missing materials or information. 

 The Filing User attempted to file the 

document in the wrong case, or 

obviously uploaded the wrong document. 

 The document is among the types of 

documents that cannot be e-filed (e.g. an 

ex parte motion, a motion to file a 

document under seal). 

 The Filing User has submitted two 

completely unrelated documents as part 

of the same docket entry.  See 

V.I.S.CT.R. 40.3(d). 

 The document clearly contains financial 

account numbers or other sensitive 

information that the Filing User was 

obviously required to redact.  See 

V.I.S.CT.R. 15(c). 

 The document is not in PDF format or 

conversion to PDF format failed. 

 

*** 
Q: Does acceptance of an electronically filed document by the Clerk’s Office mean that the 
document cannot be rejected for other reasons? 
 
A: No.  In the e-filing context, “acceptance” simply means that the filing has been 
docketed by the Clerk of the Supreme Court as part of a case.  To analogize, having a 
document “accepted” after it is e-filed is equivalent to having a deputy clerk at the front 
counter stamp the document and put it in the case file.  If there are other problems 
with the document (for example, it was not timely filed) it may still be rejected through 
a court order signed by the Clerk or a justice. 
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If the document was a Notice of Appearance and it has been accepted, the Clerk’s Office will 

add the Filing User to the case, and the Filing User will then have the ability to file other types of 

documents on behalf of that party.  

 

E. Initiating a New Case Through VISCEFS 

 

 To electronically file a notice of appeal, petition for writ of mandamus, request for a 

certificate of good standing, or any other document that would initiate a new case in the Supreme 

Court, a Filing User must login to VISCEFS, click on the “E-Filing” tab on the top of the page, 

and then click on the “New Case Filing” link on the left sidebar. 

 

 
 

On the following screen, the Filing User will be select what type of initiating document is being 

filed, indicate what fee must be paid, and (if necessary) state whether the Filing User believes the 

fee should be waived. 

  

Frequently Asked Questions 
 
Q: I want to file a motion, but I have not filed my Notice of Appearance yet.  Can I file both 
at the same time? 
 
A: No.  As explained above, an attorney who is not yet associated with a case can only 
file a Notice of Appearance, and will be permitted to file other documents only once 
that Notice of Appearance is accepted by the Clerk.  Pursuant to Supreme Court Rule 
40.4(d), a Notice of Appearance and an unrelated motion cannot be filed 
simultaneously under the same docket entry.  Accordingly, an attorney should file his 
or her Notice of Appearance at the earliest possible time, so that the attorney will be 
permitted to file other documents when the need arises without encountering any 
additional delays. 
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On the following screens, the Filing User will have the opportunity to upload the document, 

review the information that was submitted, and submit it to the Supreme Court for review by the 

Clerk’s Office.  Upon acceptance, the Clerk of the Supreme Court will issue a Docketing Order 

and notify the Clerk of the Superior Court. 

 
 

 
 

 
 

 

*** 

There’s More… 
 

 Required paper copies of certain e-filed documents (V.I.S.CT.R. 40.3(h)) 
 Electronic notice of entry of court-issued documents (V.I.S.CT.R. 40.3(l)) 
 Technical failures caused by technology (V.I.S.CT.R. 40.5) 
 Public Access to case files (V.I.S.CT.R. 40.6) 


