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NUMBER: 5.33 

SUBJECT: 
SEALINGS 
 

CATEGORY: WARRANTS 
DATE: JULY 29, 2019 
RELATED SECTIONS:  
IN COMPLIANCE 
WITH: 

 

 
 
POLICY 
 
The court wishes a warrant or restraining order to be under seal, or sealed.  It needs to be 
entered into the local system and viewable in eWarrant Inquiry or eRestraining Order Query 
for law enforcement.  However, it is not to be seen by the public, on the public website, or 
disclosed to the public over the telephone.  If the public calls and the warrant states it is not 
for public disclosure, reply there is no record. 
 
 
PROCEDURE: 

A. SEALING A WARRANT 

1. A notice is received to seal a warrant.  It may also be present on the warrant itself. 
2. Enter the warrant into JURIS, making the following changes, or if it is already 

entered by the courts, modify via the MA02 screen: 
a. Enter the employer field as NOTFORPUBLIC     
b. Enter in the remarks field DO NOT RELEASE ANY INFORMATION ON 

THIS WARRANT TO THE PUBLIC     
3. The employer field will flag the warrant to not appear on the public website.  It must 

have NOTFORPUBLIC as the exact characters in the field.  The remarks field may 
be abbreviated if necessary. 
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B. SEALING A RESTRAINING ORDER 

1. Enter the restraining order as usual except: 
a. Add an aka in the first aka box: 

1) Last name:  NOT FOR PUBLIC 
2) First name:  DISCLOSURE   

b. In the Miscellaneous field, at the very beginning, type exactly (with all the spaces 
included, or the restraining order will go into the public website: 
** NOTFORPUBLIC DISCLOSURE **      

c. After the ** type a space and then the rest of the Miscellaneous field 
d. The eRO screen should look like: 

 

 
 
 
2. When the file is ready to be imported into Application Xtender: 

a. Open the PDF from the court (if it is not already opened) 

b. Click on the stamp icon  
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c. Scroll to Standard Business and then click on NOT FOR PUBLIC RELEASE    
 

 
 

d. Click on the top of the page to position the stamp.  
e. Repeat and place another stamp near the middle of the page.  Do not 

cover any words from the order. 
f. Repeat and place at the end of the page. 
g. Repeat for all of the pages of the restraining order. 
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                                           Your PDF should look like this   
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3. Verify the restraining order is not on the public website 

a. Control//Click on:  www.sdsheriff.net            
b. Scroll down to Online Services>Restraining Order Lookup 
c. Type the case number 


