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Clerk's Guide to Electronic Briefs

INTRODUCTION

Welcome to the Massachusetts Appeals Court. This Guide to Electronic Briefs is
part of our continuing mission to provide the public with assistance regarding
appeals and electronic filing. This guide is intended to demonstrate processes you
may use when creating a portable document format (PDF) version of your brief and
record appendix for submission through the eFileMA system. We hope you find it
helpful.

This guide demonstrates:
e How to convert your brief and addendum to PDF.
e How to combine PDF documents in your brief, addendum, and appendix.
e How to make scanned materials OCR searchable.
e How to quickly edit small mistakes in a PDF.
e How to add or edit pagination, headers, and footers in a PDF.

e How to bookmark and create internal links in a PDF.

Please keep in mind the methods presented in this guide do not constitute
endorsement of any particular products, but merely suggestions based on common
programs. The concept and content of this guide was inspired by the Supreme Court
of Texas's Guide to Creating Electronic Appellate Briefs. For further assistance,

please review the Appeals Court Guide to Appellate Briefs and Record Appendix,

the Appeals Court Guide to Electronic Filing, and other Appeals Court resources.
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ELECTRONIC FILING AT THE APPEALS COURT

The Appeals Court's e-filing program is governed by Massachusetts Appeals Court (M.A.C.) Rule
13.0. Although self-represented parties are allowed, but not required to e-file, we encourage all

parties to e-file all relevant documents to the court.

To e-file, you must register at eFileMA.com, an e-file platform maintained by Tyler Technologies,
Inc., the judicial branch's third-party vendor. If you need guidance on registering or setting up a

payment account, the vendor provides helpful training videos on its self-service page.

As required by M.A.C. Rule 13.0, all attorneys with cases pending in the Appeals Court must
register for an account with eFileMA.com, maintain their name and address on the eFileMA.com

"Public List," and use eFileMA.com to electronically file the following documents:

e All filings in criminal panel cases that are public or partially impounded.

e Briefs and appendices in civil panel cases that are public or partially impounded.

e All docketing statements in civil or criminal cases that are public or partially impounded.

e All motions and letters filed after panel assignment in civil or criminal cases that are
public or partially impounded.

e All filings on the Single Justice docket in public or partially impounded cases.
Attorneys may e-file any documents not identified in the list above.
For more information on e-filing, creating an e-file account, requirements for filing into new and

existing cases, and paying or waiving filing fees, please visit the Appeals Court's website at

Electronic Filing at the Appeals Court. In addition, Tyler Technologies, Inc., the judicial branch's

third-party vendor, also provides guidance on its website at odysseyfileandserve.
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HELPFUL RESOURCES

eFileMA.com Appeals Court Electronic Filing Platform
http://www.efilema.com/

Appeals Court Guide to Electronic Filing
https://www.mass.gov/guides/electronic-filing-at-the-appeals-court

Appellate Electronic Filing Tips for the 2020's, Boston Bar Journal (Feb. 2020)
https://bostonbar.org/journal/appellate-electronic-filing-tips-for-the-2020s-2/

Appeals Court Guide to Appellate Briefs and Record Appendix
https://www.mass.gov/service-details/appeals-court-briefs

Appeals Court Checklist for Preparing a Brief and Record Appendix
https://www.mass.gov/doc/checklist-for-preparing-a-brief-and-record-appendix-appeals-
court/download

Appeals Court Guide to Creating PDFs with Bookmarks and Internal Links
https://www.mass.gov/service-details/how-to-create-pdfs-with-bookmarks-and-internal-links

Appeals Court Rule 13.0
https://www.mass.gov/appeals-court-rules/appeals-court-rule-130-electronic-filing

Appeals Court Rules
https://www.mass.gov/law-library/massachusetts-appeals-court-rules

Massachusetts Rules of Appellate Procedure
https://www.mass.gov/law-library/massachusetts-rules-of-appellate-procedure

Supreme Judicial Court Rule 1:25: Massachusetts Rules of Electronic Filing
https://www.mass.gov/supreme-judicial-court-rules/supreme-judicial-court-rule-125-
massachusetts-rules-of-electronic

Frequently Used Forms

o Appeals Court Forms

o Civil Appeals Entry Form

o Civil Docketing Statement

o Criminal Docketing Statement

o Certificate of Service

o Certificate of Compliance
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TOOLS AND BASIC STEPS TO CREATE ELECTRONIC
BRIEFS.

NECESSARY TOOLS

Word Processor System

Create your brief in a word processing system, such as Microsoft Word, where you can draft, edit,

finalize, and save your brief as a PDF.

Adobe Acrobat Standard or Pro

Your brief must be Optical Character Recognition (OCR) searchable as required by the Appeals
Court Rules. You can use Adobe Standard or Pro to create, combine, and convert PDFs to OCR
searchable. Please note that you will need Adobe Pro to make scanned documents OCR

searchable, add internal links, or redact information in a PDF.

Scanner

You may not scan your brief. Furthermore, you shall prepare the addendum and record appendix
in an electronic format wherever possible. You may, however, scan certain required documents
available only in hard copies for submission. When applicable, please set your scanner in black
and white at 200 dpi to minimize file size. Only relevant images, such as color photographs used

as an exhibit, may be scanned in color. See S.J.C. Rule 1:25, Rule 10(c) & 10(d).

BASIC STEPS

STEP 1: Convert your brief from a word document to a PDF.

STEP 2: Convert your addendum to a PDF.

STEP 3: Combine your brief and addendum into one PDF.

STEP 4: Convert your record appendix to a PDF separate from your brief and addendum.

STEP 5: Make scanned materials OCR searchable using software such as Adobe Acrobat.
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STEP 1: CONVERT YOUR BRIEF FROM A WORD
DOCUMENT TO A PDF.

Do NOT print your brief and scan the printed copy. Convert your brief to a PDF directly
from your word processing software or using Adobe Acrobat. Please see below different

methods of converting your brief from a word document to a PDF.

OPTION I: MICROSOFT 365 (WORD)

Get Add-ins

Info

|:| Times Mew Roman w
) L%
[ B I U~ as x % £
Paste 2 j?_ A -
"’ ﬁﬁ A~ v o v ABY Save As
Clipboard Tu Font
L 1 . . I T . E Save as Adobe

PDF

Print
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Adobe Acrobat Ribbon in Word

Editing Dictate

e ot

gl
5
o
m

3. Choose Create PDF in the Acrobat menu.

Home Insert Design Layout References Mailings Review View Help

S, o E- -, -,

I = o ; It
Create Qreferences Create  Mail Create and Acrobat Create PDF and
and Share Merge | Send For Review Comments ~ Run Action ~
Create @dobe PDF Create and Share Review And Comment Create and Run Action

.---g---.---i---u---z---u
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OPTION II: ADOBE ACROBAT STANDARD & PRO

Option 1
1. Choose File, select Create, and then select PDF from File.

@'ﬂ View Window Help

[~ Open.. Ctrl+0
:
n PDF from Scann
Save Ctri+S DF from Scanner
Save As.. Shift+Ctrl+S ﬁhﬂ PDF from Web Page..
Save as Other ) iy POF from Clipboard

Option 11
1. Choose Tools and select Create PDF.

Create a PDF from any format

Q Fea"ch tools

Single File
Multiple Files

Scanner

Create & Edit
Web Page

ﬁ Clipboard

Blank Page

Select a File

Chioose from .doot xlsx L, ete
Check more formats

0 4

Create PDF
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STEP 2: CONVERT YOUR ADDENDUM TO A PDF.

Your brief must include an addendum containing certain required items. See Mass. R. A. P. 16
(a) (13) and 16 (b) (3). Please do not scan addendum materials unless no electronic versions are
available to you. Ifyou scan both your brief and addendum, the scanned file size may be too large
for the Appeals Court's eFiling system. In addition, electronic documents tend to be more legible
compared to scanned copies. Please ensure your scanned document is OCR searchable (as

described in Step 5) if you must scan a document.

OBTAIN ELECTRONIC COPIES OF LEGAL AUTHORITIES

ONLINE.

Many Massachusetts legal authorities can be located online. Please visit Mass.gov at

https://www.mass.gov for Massachusetts General Laws and recent court decisions. You can save

webpages as PDFs instead of printing and scanning the webpages.

Online Resources

e Massachusetts General Laws
https://malegislature.gov/laws/generallaws

e Massachusetts General Laws, Session Laws, & Bills
https://www.mass.gov/massachusetts-general-laws-session-laws-bills

e Massachusetts Laws by Subject
https://www.mass.gov/topics/laws-by-subject

e Massachusetts Court Cases
https://www.mass.gov/topics/massachusetts-court-cases

e M.A.C. Rule 23.0 Summary Dispositions (formerly Rule 1:28)
https://128archive.com/

e Massachusetts Trial Court Law Libraries
https://www.mass.gov/orgs/trial-court-law-libraries

e Social Law Library at the John Adams Courthouse
https://socialaw.com/

Law Libraries

e Massachusetts Trial Court Law Library Locator
https://www.mass.gov/orgs/trial-court-law-libraries/locations? page=1
e Social Law Library at the John Adams Courthouse https://www.socialaw.com/
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CONVERTING WEB PAGES TO PDFSs

Google Chrome

1. Navigate to the web page you to wish to convert to PDF.

Yr Bookmarks and lists >
g5 Tab groups >
£} Extensions >
W Delete browsing data... Ctrl+Shift+Del
& Zoom - 100% + La

= Print.. Ctrl+P

Translate...

[8]  Find and edit b

Frint 2 pages
Pages All -
Layout Portrait -
More settings e
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Downloads
Apps
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{;

Microsoft Edge

1. Navigate to the web page you want to save as a PDF document.

3
Ctrl+T
Ctrl+M
Ctrl+Shift+N
00 4 Ve

Ctrl+Shift+0

Ctrl+H

Ctrl+]

Print ?
Total: 2 sheets of paper

Printer

Adobe PDF

Copies

Layout
0 Portrait

'I::I' Landscape

Pages
O

'i__:i' Odd pages only
'i__:i' Even pages only
()| eg. 1-58 11-13

Color

Color S

More settings
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Firefox

1. Navigate to the web page you want to save as a PDF document.

8
Cut Copy Paste
- 100% +
Mew Window Mew Private Save Page
Window
il
a |lo e
-
Print History Full Screen

Type: Adobe PDF Converter
Where:  Documents®” pdf
Comment:

Print range
OF
(O Pages from: t_°3

Selection

] Prirt to file

Copies
Number of copies: 1 lﬁl

Lzl &3 Collate
jjjjjj

[ ok ]| cancel
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USE ONLINE RESOURCES TO DOWNLOAD LEGAL

AUTHORITIES AND RESOURCES AS PDFSs.

Per Massachusetts Rules of Appellate Procedure Rule 16 (a) (13), a brief MUST

include an addendum which contains:

1. a table of contents listing each item contained therein and the page on which it
begins;

2. any appealed judgment or order;

3. copies of constitutional provisions, statutes, rules, regulations, or relevant parts
thereof, as in effect at the relevant time, consideration of which is required for
determination of the issues presented;

4. copy of any unpublished decisions cited in the brief; and

5. outline plans in cases where geographical facts are important unless appropriate
plans are reproduced in the printed record or record appendix. The outline plan

should be capable of reproduction on a single page of the printed law reports.

PDF versions of statutes and other court rules are available for download from the

Massachusetts Legislature webpage, the Massachusetts Rules of Court and Standing

Orders website, and from common legal research databases such as Westlaw, Lexis,

HeinOnline, or Fastcase. Follow the instructions below to download legal resources

as PDFs from the abovementioned sources.

If you need assistance accessing or utilizing these resources, consider visiting a

Massachusetts Trial Court Law Library near you.
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Saving to PDF with Westlaw

On a Public Computer:

1. Select the envelope icon in the top right corner of the document you wish to download.

Saving to PDF with Lexis:

On a Public Computer:

1. Select the envelope icon at the top left corner of the document you wish to download.

4. Enter your email and select Submit.

Page | 16



Clerk's Guide to Electronic Wriefs

Saving to PDF with HeinOnline:
On a Public Computer

1. Select the envelope icon at the top left corner of the document you wish to download.

On a Private Computer

1. Select the Adobe Acrobat icon at the top left corner which will download the document to your

computer as a PDF.

Saving to PDF with Fastcase:

SCANNING PDF USING ADOBE ACROBAT PRO

If your scanner is connected to a computer with Adobe Acrobat Pro, you may be able scan a
document using Adobe to make it OCR-searchable. This feature is not available for Adobe

Acrobat Standard.

wm AW N -
|
B
o
¢}
=
~
o
[72]
(=]
—
=
-
i o
=
=1
7]
10
i
()
Q
-+
(o)
(=)
(=)
(=9
=]
—

as your default.
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STEP 3: COMBINE THE BRIEF AND ADDENDUM INTO ONE
PDF.

The Brief and Addendum must be submitted as a single document. See Mass. R. A. P. 16
(a) (13). Page numbers shall appear in the margin with the cover paginated as page 1 and
pages thereafter numbered consecutively through the last page, including any addendum.

See Mass. R. A. P. 20 (a) (4) (A).

ADOBE ACROBAT STANDARD & PRO

1. Choose File, choose Create and select Combine Files into a Single PDF.

File I dit View Window Help

B Open... Ctrl+0O

[52 Reopen PDFs from last session

Oy POF from Eile...

Gé PDF from Scanner
@a PDF from Web Page...
iy PDF from Clipboard

Save as Other »
Create Multiple PDF Files...
File Edit ndow  Help

Home

Q Eearch tools

Create & Edit

A |;| |
Create PDF Combine Files
o [ (0o [
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D
=

Add files by clicking the button below or drag and drop them here.
You can also add the current open files from below.
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STEP 4: CONVERT APPENDIX INTO A SEPARATE PDF.

The contents of the record appendix are governed by Mass. R. A. P. 18 and the format by

Mass. R. A.P. 20 (a )(5)-(6). You must submit your appendix as a separate PDF than
vour Brief. DO NOT attach your appendix to your brief or any motion. An Appendix

will be rejected if it is nonconforming, and you will be required to refile your brief and

appendix.

CREATION AND SIZE OF APPENDIX VOLUMEC(S).

Documents larger than 50 MB cannot be e-filed and must be divided into separate volumes
each smaller than 50 MB. If you have more than one volume appendix, you must indicate
such volume is one of multiple volumes (e.g. "Volume I of II'") on the cover of each volume
and under the "Document Description" field in eFileMA.com if you choose to efile. You
should verify your appendix's file size prior to applying page numbers to your appendix,

finalizing your appendix's table of contents, and starting your brief citations.

¢ Each volume of the appendix shall be designated by a roman numeral on the cover

and must be separately paginated beginning with the cover as page 1.

¢ All subsequent pages within each volume, including the table of contents, must be

numbered consecutively.

¢ The first volume of the appendix shall include a complete table of contents
referencing all volumes of the appendix, and each individual volume shall include

a table of contents for that volume.

¢ Do NOT continue page numbers across multiple volumes. Start each volume at

page 1. Remove any blank pages in your appendix before numbering, if possible.
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¢ Any remaining blank pages must be marked as "Intentionally Blank," and must have
a page number consecutive with the previous page number to maintain the

consecutive numbering.

¢ For appendices filed electronically, the page numbers on each volume must match

the page numbers displayed in the PDF reader software.

¢ When your brief cites to a specific document in your appendix, your citation must
include both the volume number and page number of the document (e.g. "App. I at

155" or "R.A. I at 49").

¢ You may need to submit multiple envelopes to e-file all of your appendices if the
overall PDF file size is too large. To minimize file size, you must configure your
scanners to scan text documents at 200 dpi and in black and white rather than in

color.

¢ You must verify the legibility and orientation of all pages in PDF documents before

e-filing them.

¢ Any reproduction of an exhibit in an appendix should be of sufficient resolution and
of original color if relevant to ensure an accurate representation of the exhibit. For
example, you must reproduce a colored photograph marked or admitted as an exhibit
in the trial court in color. However, you do not need to reproduce trial court color-

coded forms.

SCANNING DOCUMENTS IN THE APPENDIX

If you need to scan certain materials such as a copy of the notice of appeal or a copy of the

judgment to include in your appendix, please make sure the text of the scanned document

1s OCR searchable.
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STEP 5: MAKE ANY SCANNED MATERIALS OCR
SEARCHABLE.

According to Massachusetts Rules of Electronic Filing, all e-filed documents must be filed

in searchable PDF. See Mass. S. J. C Rule 1:25. Mass. R. E. F. 9 (a). Documents should

be submitted as electronically converted PDFs rather than scanned PDFs whenever
possible. Scanned PDFs are usually not searchable and must be made searchable using
optical-character-recognition (OCR) software, such as Adobe Acrobat. It is CRITICAL
to make your brief, addendum, and appendix OCR searchable. The Appeals Court may

reject your filings if they are not compliant with the rule.

The Appeals Court recognizes that OCR software may not detect every line of text in the
PDF (e.g. handwritten entries). Nevertheless, you should aim to make your entire

document searchable whenever possible.

ADOBE ACROBAT PRO

Q, Kearch tools

Create & Edit

R &

Create PDF Combine Files Organize Pages

Open I Open |' | Open |~

c/ .

Edit PDF Export PDF Scan & OCR
Open |~ Open |~ | Cpen |~
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2. Choose Select a file and select Start.

Select a file or scan a document to begin

dFBEHQOO 1/ AMOO wx- B P B
D OQm

I Scan & OCR I}, Insert = @ Enhance ~

choose the pages that need to be converted.

@BEQ @ 1/ 101 S

I Scan & OCR EE., Insert = |—;$ Enhance = AA Recognize Text *

Pages All Pages Language English (US) b

'E.*'kll Pages

Current Page

Page Range
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down menu before converting your PDF.

Pages

O All pages

Settings
Document Language  English (US) v
Output  Searchable Image -
Downsample To  [EIele] -
OK Cancel

B ® 8 8 Q ©® 1 /o k@@@%.?%-':’-?@

I Scan & OCR I}, Insert = @ Enhance  AA Recognize Text ¥ Bates Numbering ~

Pages 1-10 v Language English (US) v ﬁSett\'ngs
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FIXING MISTAKES, EDITING PAGINATION, ADDING
BOOKMARKS AND LINKS, AND REDACTING
INFORMATION

How TO FIX MISTAKES IN A PDF

Edit PDF in Adobe Acrobat
(Standard & Pro)

If you spot a small mistake or typo in your brief or appendix after you converted it to a

correcting small mistakes or typos, you cannot use this tool to edit large sections of text or

correct unusual fonts.

2. Place the cursor where the mistake appears to correct the small mistake or typo.

Edit PDF in Word Processor

If you made a substantial mistake in your PDF brief or appendix, such as leaving out a
significant portion of your brief or forgetting to add certain information, you should go

back and edit your original Word document and re-save it as a new PDF.

ADDING HEADERS., FOOTERS. AND PAGE NUMBERS

desired page range on the header or footer.
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BOOKMARKING A PDF

Bookmarks allow readers to quickly navigate and locate different sections of your PDF brief and
appendix. Bookmarks are not required but strongly encouraged as they can be extremely helpful

to the justices in navigating an electronic document such as a brief or appendix.

For more information about adding bookmarks and internal links to briefs, please visit the Appeals

Court's online guide "How to Create PDFs with Bookmarks and Internal Links".

Adobe Acrobat Automatically Generated Bookmarks

(Standard & Pro)

merging file names. When naming your files, choose names that can be easily identified to avoid
renaming bookmarks (e.g. Appendix 1 - Notice of Appeal; Appendix 2 - Trial Court Judgment;
etc.).

Manually Adding Bookmarks in Adobe acrobat

(Standard & Pro)

1. Choose the page where you wish to add a bookmark.

W N
Q
=
=
=
o
Z
@
=
=
=
=
~
=
&
H
~
="
]
=]
o
=
o)
=
o
w2
w2
(@
-
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+
=~]
o
=]
5
Q
c
=
o~
o
<
on
o
S
ol
-t
]
e}
=
o
=
o
o
=
o
=
on
]
=3
z
7

. To add a new bookmark in relation to an existing bookmark, select the bookmark above the
existing bookmark and add a new bookmark. The new bookmark will appear below the
selected bookmark and above the existing bookmark.

D Background *
Bates Numbering r

| | Add Bookmark Ctrl+B

iy Attach File

U} Add Article Box
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Word Automatically Generated Bookmarks

File folder
e Adobe Acrobat D... 46
ptions
Adobe Acrobat D... 1,32
Convert document information Adobe Acrobat D 336
[ create POF/A-12:2005 compliant file \debe Acrobat D 2' _
Adobe Acrobat D... 55
Enable Accessibility and Reflow with tagged Adobe PDF . . '
Adobe &crobat D... 63
[ LFEQLE DOORal ke
Convert Word Headings to Bookmarks
[J Convert Word Styles to Bookmarks
[Jconvert Word Bookmarks
Page range
@ al
() Current page B
Selection b
(O Page(s) From: 1 S Teil ([ =
Cancel I I: Options Save

Editing Bookmarks Using Word

on the left side of the bookmark, and drag the bookmark to the desired location.

Nesting Bookmarks Using Word

Nesting bookmarks creates a hierarchical structure between different headings. For example, you
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ADDING INTERNAL LINKS IN A PDF

Internal links in a document are links that allow readers to jump to different sections within
the same document by clicking on the links. Internal links are not required but strongly
encouraged as they can be extremely helpful to the justices in navigating an electronic

document such as a brief or appendix.

Adding Internal Links Using Word

Word automatically generates internal links for phrases in Heading styles when converting
the word document to PDF.

1. Highlight and right click a phrase you wish to be linked.

2. Select Styles.

3. Select a heading style such as Heading 1 or Heading 2 which will automatically

generate an internal link for that phrase.

|Ca|ihri (Body) v|11 N A,
N I U WAz i
Sample - Heading 1
AaBbCcDc AaBbCcD@ AaBbC( AzBbCcl

Subheading 1 Thormal = THNoSpac.] Heading1 Heading 2
An Hl AaBhi™r

Adding Internal Links Using Adobe Acrobat Pro

1. Launch Adobe Pro and open the PDF document you wish to edit.

Hom Massachusetts Rul... Massachusetts Rul...

Q |Search tools

Create & Edit

A @j D:E]

:0 -

Create PDF Combine Files Organize Pages Edit PDF
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/2 Add/Edit Web or Document Link

%6y Auto-Create Web Links from URLs...
({% Remove Web Links...

fgﬁ Append All Links on Page...

EE View Web Links...

4. Drag your mouse to draw a rectangle around text where you wish the link to appear.

Link Appearance

KR =Tll Visible Rectangle Line Style:  Solid

Highlight Style: Color: |

Line Thickness:

Link Action
(®) Go to a page view
() Open a file
() Open a web page

) Custom link

Help Mext Cancel
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INCLUSION OF IMPOUNDED MATERIALS IN BRIEFS OR
RECORD APPENDICES

IMPOUNDMENT

The impoundment of certain materials in your brief and appendix means keeping some or all the

papers, documents, or exhibits in your case separate and unavailable for public inspection.

Impounded materials, however, are still available to the parties.

Appellate level impoundment procedures are governed by the Massachusetts Supreme Judicial

Court Rule 1:15 and the Massachusetts Rules of Appellate Procedure Rules 16(d), 16(m), 18(a),

and 18(d). The rules apply to both single justice and panel appeals. Parties must comply with the

rules if they wish to impound information to keep it confidential. All information impounded in

the trial court will remain impounded in the appellate court, unless otherwise ordered, provided

the parties follow the required procedures. For more information, please visit the Appeals Court

online guide to impoundment procedure. These rules require:

1.
2

The parties refrain from disclosing impounded material, unless necessary.

The disclosing party, when disclosure is necessary, file and serve a notice of the disclosure or
filing of such information.

The cover of briefs, record appendices, and other filings containing impounded material clearly
indicate its inclusion (e.g., "Impounded" or "Contains references to impounded material").
In cases where only certain portions of the record need to be impounded, parties file a separate
record appendix volume containing only that material, its cover labeled as containing
impounded material.

The parties use a pseudonym or initials if a party's name is confidential or impounded.

A copy of any order of impoundment must be included in the record appendix.

The parties not to disclose impounded material at oral argument unless necessary and, in such
instances, notify the clerk in advance and, in appropriate cases, make such disclosures in a

manner that protects the confidential information.
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PROTECTION OF PERSONALLY IDENTIFYING INFORMATION

All parties must follow Supreme Judicial Court Rule 1:24: Protection of personal identifying
information in publicly accessible court documents and Massachusetts Rules of Appellate
Procedure Rule 21: Protection of personal identifying information to protect Personally
Identifying Information ("PI1") when filing any publicly accessible court documents to reduce

the possibility of identity theft, unwarranted invasion of privacy, etc.

PII include social security numbers, taxpayer identification numbers, credit card or other
financial account numbers, driver's license numbers, state-issued identification card or
passport numbers, and a mother's maiden name. Publicly accessible court documents include

briefs, appendices, motions, and all other filings accessible to the public.

The filer is responsible for redacting any PII unless a specific exemption applies. Exemptions
includes when the information in the document is specifically required by law, court rule,
standing order, court form, or court order; the filer reasonably believes that the complete
information is needed to resolve an issue or to establish the identity of a person before the
court, or the document is the official record of an agency adjudicatory proceeding or another

court proceeding.

If the filer includes any PII in a "Public" filing in an appellate court, the filer should

simultaneously file one additional copy of the filing, with such PII redacted or omitted
according to the guidelines, clearly marked "Limited Personal Identifying Data" on the cover

and without including any addendum or appendix.

For more information, please visit the Supreme Judicial Court's website on Rule 1:24 and the
Appeals Court's website on Rule 21. The online resources also include the Commentary of the
Standing Advisory Committee on the Rules of Civil and Appellate Procedure on Rule 1:24

and the reporter's notes on Rule 21.
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REDACTION

The filer is responsible for redacting PII. A redacted filing is a filing that either does not
include complete PII or has portions of such information whited or blacked out so they are
not readable. Unless the court orders otherwise, unredacted PII may be included in
documents filed with the court if an exception applies. Please visit the Supreme Judicial

Court' website on Rule 1:24 for a complete list of exceptions.

While eFileMA allows users to designate their filings as "Public" or "Impounded," a party
should avoid including personally identifying, impounded, or confidential information in
their brief and appendix whenever possible. If PII must be included, it should be redacted

as follows:

Social Security Number. Driver's License/ID Card Number. and

Passport Number

All but the last 4 digits of the number must be redacted. For Example:

Mother's Maiden name

All but the first initial of the mother's maiden name must be redacted. For Example:

Financial Account Numbers/Credit Card Numbers

All but the last 4 digits of the number must be redacted. For Example:
¢ James' credit card numberis 1111 2222 3333 4444. His redacted credit card number
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Redacting Using a Word Processor
If you have access to the original text document in a word processing system, the best way

to redact sensitive information is by locating the information and replacing it with "xxx,"

Redacting Using Adobe Acrobat Pro

(Feature Not Available for Adobe Acrobat Standard)

1. Choose Tools, select Redact, and select Qpen.

File Edit _Vis Alindow  Help

Q LSr:arch tools

Protect & Standardize

=0 —
Protect Redact PDF Standards Optimize PDF
Open |~ Add |+ Add |+ Add -

File Edit View Window Help

Home Tools

I Redact = Mark for Redaction ~ Arbly Properties

Text & Images

@ Find Text
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3. Highlight the text you wish to redact, release your mouse, and you will see a red box

around the text you highlighted.

I Redact [_-]} Mark for Redaction ¥ _% Apply .f,} Properties & Remove Hidden Information \9_;»/ Sanitize Document
~

O B

R e

Massachusetts Rules of Appellate
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[Massachusetts Trial Court Law Libraried

Rules 0 .ol 1) A

< The Massachusetts Trial Court Law Libraries make every effort to provide a current, accurate copy of

the rules of court on this site. However, this is not an official source for the rules, and the libraries

cannot be held responsible for any errors or omissions contained on these pages. If you are concerned

about the timeliness or accuracy of a rule, please consult one of the print sources for Massachusetts 4
Rules of Court or contact your nearest Trial Court Law Library for assistance.

oS
4. Place your cursor over the word to preview the redaction.
I Redact [_71} Mark for Redaction v .fo Apply % Properties @Q Remove Hidden Information \UA_X;;{ Sanitize Document

=

=
“ &

Massachusetts Rules of Appellate
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< The Massachusetts Trial Court Law Libraries make every effort to provide a current, accurate copy of

the rules of court on this site. However, this is not an official source for the rules, and the libraries

cannot be held responsible for any errors or omissions contained on these pages. If you are concerned

about the timeliness or accuracy of a rule, please consult one of the print sources for Massachusetts 4
Rules of Court or contact your nearest Trial Court Law Library for assistance.

I Redact [_71} Mark for Redaction .% Apply Properties @Q Remove Hidden Information @1 Sanitize Document
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You are about to permanently remove all content that has been marked for redaction. Once

Pr 0 ce < l % the document is saved, this operation cannot be undone.
Are you sure you want to continue?
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Rules of Cou
< The Massachu rate copy of

the rules of court on this site. However, this is not an official source for the rules, and the libraries

cannot be held responsible for any errors or omissions contained on these pages. If you are concerned

about the timeliness or accuracy of a rule, please consult one of the print sources for Massachusetts 4

Rules of Court or contact your nearest Trial Court Law Library for assistance.
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