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Multi-Part Motions

For Attorneys

This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection with an attached Proposed Order.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

b3 2
UECF Bankruptcy  «  Adversary + Query -« Reports -« Utiities « Logout o

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the
one shown in Figure 2. Your menu selections may vary from this
screen.

EE F Bankruptcy + Adversary + Query + Reports « Utilities s Logout
[Bankruptcy Events

Anzwer/Response..
Batch Filings

Claim Actions

Creditor Mantenance
File Clairns
Idetions/Applications
Mulh-Case Docketing
MNotices

Open a BE Case
Other

Dlan

Trustee/US Trustee
Trustee's 341 Filings

Figure 2

o Click the Motions/Applications hyperlink.
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STEP 3

O

O

NOTE:

STEP 4

o

o

The CASE NUMBER screen displays. (See Figure 3.)

EECF Bankruptcy + Adversary + Query + Reports « Utilities +« Logout
File a Motion

Case Number

|DU- 10122 9912345, 1:99-bk- 12345 or 1-99-bk-12345

MI Clear

Figure 3
Enter the case number, including the hyphen.
Click [Next].
You may use the browser [Back] button at any time

during this process to verify former screens until the final
submission.

The DOCUMENT SELECTION screen displays next.
(See Figure 4.)

Bankruptcy + Adversary + Query + Reports « Utilities s Logout

File a Motion

00-10122 Dale A Daniels

L Adequate Protection
Administrative Expenses

Allow Claims

Allow Payment Arrearages

Amend

Arnended Application ;I

Next | Clear |

Figure 4

Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. There are now
two reliefs identified and selected for this motion.

Click [Next].
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STEP 5 The JOINT FILING screen displays. (See Figure 5.)

EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout
File a Motion: 00-10122 Dale A. Daniels

I™ Toitt filing with other attorney(s).

Figure 5
o This screen is only used if another attorney is joining in a filing,
do not check this box.
If this is a joint filing with another attorney(s) you will be
presented with a pick list of attorneys on the case to select as
joint filers.
o Click [Next].
STEP 6 The SELECT PARTY screen displays. (See Figure 6.)
EECF Bankruptcy + Adversary « Query + Reports « Utilities + Logout
File a Motion: 00-10122 Dale A. Daniels
Select the Party:
Chrysler Credit Carp. [erer] 0 (RO TN R
Daniels, Dale A. [pty:db]
Greentree Financial Corp. [crcr]
Home Depot [cricr]
Providian Fmgncial [crer]
Stevens, Katita [tr:tr] [%
=
M Clear |
Figure 6
o Since the party, Friendly Finance, is not listed, it must be added.
Click the Add/Create New Party hyperlink.
o Click [Next] to continue.
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STEP 7 The PARTY SEARCH screen appears. (See Figure 7.)

| EE F Bankruptcy + Adversary + Query +« Reports -« Utilities + Logout
Search for a party

SSN Taxld [
Last/Business name |Friendly

Search | Clearl
Figure 7
o Enter the first part of the business name and click [Search].
STEP 8 If there are no matches, the system will return a No Person
Found message. Make sure your search criteria is accurate. If
the party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8.)
EECF Bankruptcy  +  Adversary + Query + Reports -« Utilities + Logout
Search for a party
SSN TaxId |
Last/Business name
Search | Clear
Party search results
No person found.
Create new party |
Figure 8
o Since the party is not already on the database, proceed to add

the creditor, Friendly Finance. Click [Create New Party].

U.S. Bankruptcy Court - lowa Northern March 18, 2002



CM/ECF Attorney Multi-Part Motions - Page 5

STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

EE F Bankruptcy ¢ Adwersary ¢+ Query + Reports + Utilities + Logout

Party Information
Lastname [Friendly Finsnce First name |
Middle name l— Generation | Title |
SSN 232-11-1234 Tax ID
Office | Address1 |
Address2 | Address3 |
ciy [ State | | mp [
County lﬁ Country l—
Phone li Fax l—
E-mail |
ProSe lﬂ Role |Credit0r(crcr) j
Figure 9

o Enter creditor Name information in the appropriate boxes,
according to court policy.

o Leave pro se as no.

o Expand the Role Type selection pick list by clicking on the down
arrow N and select Creditor.

o Enter further descriptive text for the creditor in the Party Text
field, if appropriate. (A Connecticut Corporation, Guardian of the
State, etc.)

o It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

o Click [Submit].
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STEP 10

o

o

STEP 11

o

o

The SELECT PARTY screen appears again. (See Figure 10.)

Bankruptcy + Adversary + Query + Reports + Utilities +« Logout

File a Motion: 00-10122 Dale A. Daniels

Select the Party:

AddiCreate New Party

Greentree Financial Corp. [cricr]

Home Depot [crcr]

Mayfair, Julian [tr:tr]

Providian Financial [crcr] =l

Next | Clear |

Figure 10

The new creditor’s name, Friendly Finance, is highlighted.
Click [Next] to continue.

The ATTORNEY/PARTY ASSOCIATIONS screen appears. (See
Figure 11.)

EECF Bankruptcy + Adversary +« Query + Reports + Utilities + Logout
File a Motion: 00-10122 Dale A. Daniels

The following attorney/party asseciations do not exst for this case.
Please check which associations should be created for this case:

~ EPriEndly Finance, (crer) represented by Masor, Perry (ary)

Mext Clear |

Figure 11

Click the box to establish the association between you and
Friendly Finance.

Click [Next].
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STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12.)

EE F Bankruptcy + Adversary + Query s Reports . Utilities -« Logout

File a Motion: 00-10122 Dale A. Daniels

Select the pdf document (for example: CA199cw501-21.pdE).
Filename

R:4 TRAININGY ECFYPDFfilesim rifsty a Browse... |
| Attact tsto D t: O Mo & Yes

Mext | Clear
Figure 12a

o

Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

File Upload EE|
Loak i I £ P j gl
) ANSWER pof = Motion. POF B TrustesFinaléce. pdt
BN A mine =, D||:I|:Il:":

) CertSve POF | Dotect

(B Corplaint pef WI

'@ Declaration.p Frint

'@ HearingMtc.P Corel Wersions k
& AddtoZip

& Add to Application. zip

File name: F & Zip and E-Mail Application.zip Uoen I
Files of tupe: F Scan for Yiruses... ﬁ‘, Cancel |

Send To r

Figure 12b

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
(See Figure 12c.)
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File Upload I
Lok jrn: |E Pdt j ﬁl
) &N SWER. pef = W ation. POF T TrustesFinaldec. pot
4 pplication. PO F SR sR[alSAza T valp.pdf
2 CentSve. PDF T2 Order.pdf
E Complaint. pdf E ProofClaim, pdf

'@ Declaration. pdf '@ Schedules. pdf
T HearingMtc.PDF - T SUMMONS pdf

File name: |.-’-'-.|:||:|Ii|:atiu:un.F'DF Open [ I

Files of type: I.-’-'-.II Files [*.7] j Cancel

Figure 12c

o To illustrate the attachment feature, click the Yes radio button at
the right of the Attachments to Document prompt to attach the
proposed order to the motion. This exercise will show the process
of an attached proposed order.

o Click the Yes radio button to the right of the Attachments to
Document prompt to attach the proposed order.

o Click [Next].

STEP 13 When you click the yes radio button, the ATTACHMENT screen
displays. (See Figure 13a.)

EE F Bankruptcy + Adversary -+ Query -+ Reports - Utilities - Logout

1) Enter the pdf document that containg attachment (For example: Clappendiz pdf).

Filename

[ TRATHTNGY ECF\ Docs_PDF\ECFdocsiMo  Browse... |

23 At your option, select a document type andfor enter a descnption

Type Description

IF‘erDSBd Order j IRelief from Stay Adequate Prot

2) Add the filename to the list box below. I you have more attachments, go back to Step 1. When the list of filenames is
complete, chck on the Next button.

— Add to List |
Remaove from List
[ /|

Mext I

Figure 13a
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o Please note that the PDF file of the motion is not an attachment.
An attachment is another supporting document, such as
supporting affidavits, exhibits, etc. which are defined by each
court.

o An attached document will be referenced in the docket text
separately, and the attached image will be accessible by clicking
on the hyperlink within the docket text.

o Click [Browse], then navigate to the directory where the
appropriate PDF file for the proposed order is located.

o Double-click the PDF file to select it.

o Highlight Proposed Order in the Type pick list.

o Enter detail concerning the attachment in the Description Box.
Follow your local court procedures for use of the Description
Box.

o Click [Add to List] and the path and file name are added to the

List box. (See Figure 13b.)

.
|E ‘ F Bankruptcy + Adwversary + Query + Reports + Utilities + Logout

File a Motion: 00-10122 Dale A. Daniels

Select one or more attachments.
13 Enter the pdf document that contains attachment (for ezample: Clappend pdf)
Filename

I Browse... |

20 At your option, select a docuent type andfor enter a description

Type Description
| [-]]

2) Add the fillename to the lst box below. If you have more attachments, go back to Step 1. When the list of filenames is
complete, click on the MNext button.

RATRAMING\ECF\Docs_PDF\ECFdocs\Mation PDF <] Add to List
Remave from List |
[ -|

Mext |

Figure 13b

o Click [Next].
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STEP 14 The MODIFY DOCKET TEXT screen appears. (See Figure 14.)

=
|E F Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout

File a Motion: 00-10122 Dale A. Daniels

Docket Text: Modify as Appropriate.

Im 'I Motion for Adeguate Protection | s
I 'l Motion for Relief from Stay | Filed by

Friendly Finance . (Attachments: # (1) Proposed Order Relief from Stay Adequate
Protection) (Mason, Perry)

MNext Clear |

Figure 14

If appropriate, choose a prefix such as Emergency from the
Prefix Text pick list

O

In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

O

o Click [Next] to continue.

STEP 15 The FINAL TEXT EDITING screen displays. (See Figure 15.)

EECF Bankruptcy + Adversary + (Query + Reports + Utilities + Logout
File a Motion: 00-10122 Dale A. Daniels

Docket Text: Final Text
Motion for Adeguate Protection, Motion for Relief from Stay Filed by Friendly Finance.
(Attachments: # (1) Proposed Order Relief from Stay Adequate Protection) (Mason,

Perry)

Attention!! Submitting this screen comumits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear |

Figure 15

o

Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case.

If correct, click [Next]

o

If the final docket text is incorrect:

O

Click the browser [Back] button to find the screen to be
modified.

U.S. Bankruptcy Court - lowa Northern March 18, 2002



CM/ECF Attorney

Multi-Part Motions - Page 11

STEP 16

o

. To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 16.)

EECF Bankruptcy +  Adversary « Query + Reports -« Utilities + Logout
File a Motion: 00-10122 Dale A. Daniels

Metice of Electronic Filing
The following transaction was received from Mason, Perry on 8/24/2000 at 2.13 PM CDT

Case Name: Dale & Darels
Case Number: 00-10122
Document Number: 16

Docket Text:
Motion for Adecuate Protection, Motion for Eelief from Stay Filed by Friendly Finance. (Attachments: # (1) Preposed Order
Eelief from Stay Adecuate Protection) (Mason, Perry)

The following docwment(s) are associated with this transaction:

Document description:Idan Document

Original filename: R/ TEATNINGECE/PDFflesim_rlfsty adqprot PDF
Electronic document Stamp:

EeyFile iz not avialable for this court

Document description: Proposed Order Relief from Stay Adequate Protection
Original filename: B/ TEATINGECEF Docs PDE/ECF docsotion PDF
Electronic document Stamp:

EeyFile iz not avialable for this court

00-10122 Notice will be electronically mailed to:
Amy Brennam  ebren@gomewhere.com,

Ramona Haynes  racehorsehaynes@email mss. cotn,
Bruce Williarns  bwille@email mstn corm,

00-10122 Notice will not be electronicallv mailed to:
Cornelius Appleby

Appleby, Crowne, Harris and Quirk

611 E 21st Street

Columbia, MD 21046

Hardy Hansen

Hanzen & Hanzen

1234 Main St

San Antonio, TH 7R209

Perry Mason
Mason & Associates
217 Woodlawn
Houston, T 77228

Glenn D. West
West, Johnson, Smith and Jones
112 E. Chanook Street

Figure 16

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.
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o

o

O

O

Clicking on the document number hyperlink will present the PDF
image of the petition just filed. Attorney users will be presented
with a PACER login screen to access these features.

To print a copy of this receipt click the browser [Print] icon.

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public
users will be charged a PACER access fee.

Notice of Electronic Filing:

Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?
Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document if there is one.

Associated (PDF) documents:

Document description: Defaults to Main Document being
docketed.
Original filename: Filer's full directory path from firm or

court’s hard drive or network.
Electronic document stamp: Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption
Document description: First attached document’s
description that was entered on the
attachment screen by the filer.
Original filename: Filer's full directory path from the
firm or court’s hard drive or network.
Electronic document stamp: Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption
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Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.
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