
Instructions for creating and amending an APO Application 
 
Update Profile 
E-filer must update the following information in user profile to be able to participate 
in the pilot: Firm/Organization Address, Firm/Organization Phone, Admitted to 
Practice in (for attorneys) and Consent to be added to electronic APO application. 
 

 

 
Creating an Administrative Protective Order  (APO) Application 
1. Click on ‘Manage APO Application’ from the ACCESS User Homepage.  

 

2. When the Manage APO Application page appears, click on ‘Create New APO 
Application’. 

 



3. Fill in the information fields for the APO Application you would like to submit.  You 
may only submit public information in the APO Application.  Click ‘Submit’ after you 
enter the required information. 
 

4. After you click the “Submit” button, the ACCESS Confirmation of electronic 
submission page will appear. 

 
5. After you submit the APO application,  becomes available.  If you 

are including applicants from outside your firm/organization, you will need to 
upload their dated signatures as an attachment to the APO application.  The 
signature template is available in the Help section.  Use the “Add Public APO 
Supporting Docs” feature to submit such signatures and for other public supporting 
documents for this APO application. Do not submit business proprietary documents 
with this electronic APO application form.  

 
Note: Look out for field specific help and gray text with instructions to fill out the 
form. The information you submit will be added to the record and parties on the public 
service list will be notified. While an APO Application is being reviewed, its status will 
appear as ‘In Progress’.  No edits can be made to an APO Application with ‘In Progress’ 
status.  
 
Amending an APO Application 
After an APO Application is reviewed by the APO Unit, when it is is approved, its status in 
ACCESS will be updated to ‘Active’ and you may later amend the ACCESS-generated APO 
application using the ‘Manage APO Application’ link. If the APO Unit reviews your APO 
application and determines that there is a deficiency, the APO Unit will update the sattus to 
‘Needs Amendment’.  The APO Unit will contact you via phone or email to notify you about 
what needs to be amended. 
 

1. Click on ‘Manage APO Application’ from the ACCESS User Homepage. 
2. Click on the case number link for the entry you wish to modify.  The APO 

Application will appear with your previously entered information. 
3. Make the necessary changes to the APO Application and click ‘Submit’. 
4. After you click the ‘Submit’ button, the ACCESS Confirmation of electronic 

submission page will appear.   
 
Note: While the amended APO is being reviewed, the status will appear as ‘In 
Progress’.  After the amended APO is approved, the status will be updated to ‘Active’. 

http://inte-aecap-02/access_ext/help.aspx

