U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

Motions and Applications are often filed by parties requesting the court to order and rule
in favor of the applicant. The following instruction will guide you through the process
necessary to file any motion or application in the CM/ECF system.

STEP 1 Click on Motions/Applications hypertext link. (see figure 1)

[Bankruptcy Events
Appeal
Creditor IMaintenance.
File Claims

Tudee/Trustee Ass; ent
Idotions/ Applications
ObiResplovel Answer

Open a BE Case
Orders/Opimions (court use only)
Other

Plan/Disclosure Stmt/Obq to Plan

CaseUpLoad
Order Tpload

figure 1

STEP 2 The next screen gives direction on how to handle expedited/emergency
matters. Please take note and click Next. (see figure 2 below)

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

ATTORNEYS FILING EMERGENCY OR EXPEDITED MATTERS MUST IMMEDIATELY NOTIFY THE
APPROFRIATE COURTROOM DEFUTY BY E-MATL OF THE COMFLETED FILING.

Anita Chapman for Judge Monroe at anita_chapman@txwh.uscourts.gov, Pete Guerrero for Judge Kelly at
pete_guerrero(@txwh.uscourts.gov, Jana Brisiel for Judge King atjana_brisieli@txwh.uscourts.gov, Lisa Elizondo for
Judge Clark at lisa_elizondoi@txwh.uscourts.gov

Mext Clear

figure 2

STEP 3 Enter the case number
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 4 Select the appropriate relief type for the motion/application being

filed. Click Next. (see figure 3)

Bankruptcy Adversary

F:

File a Motion

+ Query + Reports -+ Utilities

+ Logout

03-10007-frm Chris Rock

Amend Order o
Auyoid Lien

Compel Abandonment

Compensation

Consolidate or Jointly Administer Cases
Continue Hearing

Convert Cage to Chapter 11

Convert Case to Chapter 12 or 13 __'_j

™ Joint filing with other attorney(s)

Mext Clear

figure 3

STEP 5 Select the Party Filer. If the party filer does not appear in the drop

down box, select Add/Create New Party (see figure 4 below)

File a Motion:
03-10007-frm Chris Rock

Select the Party:

Chase Manhattan Bank, [Creditor] =] AddiCreate ew Party
GCook Sales, Inc., [Creditor]

Milligan, Marsha G [Trustee]

Porsche Financial, Inc., [Creditar]

Rock, Chris [Debtor]

United States Trustee - AU7, [U.S. Trustee]

|
Iect Elear

figure 4
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STEP 6

STEP 7

June 3, 2004

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The Search for A Party Screen Appears. Enter search criteria
according to the CM/ECF Style Guide. Click Search. (see figure 5)

Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?_
=i

Last/Business name iThE Comedy Club
Search | Clear

figure 5

If the Search for a Party Screen appears with the message of No
Person Found, click on the Create New Party box. The Party
Information Screen Appears and saves the search information you
previously entered. Complete by entering the entire name of the party.
It is not necessary to complete the address for parties other than the
debtor but be sure to select the appropriate party “role” before
clicking Submit. (see figure 6 below)

Party Information =
Lastname [The Cowedy Club, Inc. Firstname |
Middle name I— Generation r_ Title '—
S8 232.11-1334 Tax ID
Office | Address 1 |
Address2 | Address 3 |
ciy [ State | @ [
~ PO P | -~ - | F—— —
Party text |
Submit |  Cancel M
ProSe [no 3] Role [[HENTREGHS

figure 6



STEP 8

STEP 9

STEP 10

June 3, 2004

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The party entered will now appear in the party filer drop down box.
Select that party and click Next (see figure 7 below)

File a Motion:
02-10007 -fim Chris Rock

Select the Party:

C ttor] AddiCreate New Party
Ch: nk, [Creditor]
Cook Sales, Inc., [Creditor]
Milligan, Marsha G [Trustes]
Porsche Financial, Inc., [Creditar]
Rock, Chrig [Debtaor]
Urited States Trustee - AU7 | [U.S: Trustee] &

M Clear

figure 7

If a party has been added, there will be an attorney/party association
screen that appears the “first” time you file something in
representation of a party in a particular case. Simply click in the box
and continue to create the association between you and your client.

The Browse for a Document Screen appears. This is the place where
you attach the PDF document to your entry. Once you’ve located that
document click Next. (see figure 8 below)

File a Motion:
03-10007-fm Chris Roclk

Select the pdf document (For example: C1199¢w501-21 pef)

Filename

] Browse...
|Attachments to Document: & No € Yes

Iext Clear
figure 8



STEP 11

June 3, 2004

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The opportunity to “link” a document to a previously filed document
exists in CM/ECF. If this motion were amending another or if we were
filing an objection, etc. the next screen would be utilized to create a
reference that aids in reporting and other related document texts. A
Motion For Relief From Stay would not be linked to a previously filed
document. Insert Waiver and Objection Language information if
applicable. Click Next. (see figure 9 below)

File a Motion:
03-10007-frrn Cheis Bock

™ Refer to existing event(s)?

Filed | to I
Documents to
If Fleading Has Waiver Language, Type 30:

If Pleading Has Ohjection Language, Enter 10, 20, etc.

ext Clear

figure 9



STEP 12

June 3, 2004

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

If the Motion/Application being filed, requires a filing fee a screen with
information regarding the payment of this fee appears. Review and
Click Next (see figure 10 below)

Bankruptcy - 5 . + wilities - Logout

[File a Motion:
03-10007frrn Chris Rock

- ATTORNEY FILERS — AFTER YOU ACCEPT YOUR FINAL DOCKET TEXT, AN INTERNET CREDIT CARD PAYMENT SCREEN
[DISPLAYS.

[YOU WILL HAVE THE ABILITY TO PAY THE FILING FEE NOW VIA THE INTERNET.
F YOU ARE FILING AN APFLICATION TO DEFER THIS FEE OR, YOU ARE EXEMPT FROM PAYING THIS FEE, CALL THE INTAKE

[DEPUTY AT THE CLERK'S OFFICE IMMEDIATELY.

[For instructions o huw to make Internet Credit Card payments, click on the yellow yuestion mark abuve,

[Fas: $150.00

[Hed] Clomr]

) [ B
aAsta]| £ 1% K || Dwereno | Plcomive [feiuse.c. . gilrushoss] [N SR ¥ 4 TGSEEET 351 FM

figure 10



STEP 13

June 3, 2004

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The Modify Text Screen appears for your review. If any corrections
are needed, you may click on the BACK key. No modifications can be
made to the text box except to add a description of the motion in the
prefix word drop down box. If not necessary, and entry is accurate
click Next (see figure 11)

. utilities =

Docket Text: Modify as Appropriate.
=| Motion for Relief from Stay (15 Day Ojection Languags) | Filing Fee: $ 150,00 ) filed by Joo
Shark for Creditor The Comedy Clab, Inc. (Shark, Jos)
Nnnaﬂl Cloar
B [T T
alstart| | & 95 | Zwere |BTcesl [[BusB. gFush | [NPAR ST #8 EGkI 342Fm
figure 11



U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 14 The Final Text Window appears and this will be your final
opportunity to review the entry and make any corrections. Clicking
[next] on this screen commits the transaction to the system and can
only be modified by the Court staff. Please make sure your entry is
correct before you click Next. (see figure 12)

EE F Bankruptcy - Adversary + Query + Reports + Utilities +  Logout ?, 17}

File a Motion:
03-10007-frm Chris Rock

Docket Text: Final Text

Motion for Relief from Stay (15 Day Objection Language) ( Filing Fee: $ 150.00 ) filed by Joe Shark for
Creditor The Comedy Club, Inc. (Shark, Joe)

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

Clear

] Done EE T
gRstart|| 2 B G K 7| 2wane |Bicosl [[EUsB. gruish | [Ne 0 250 mEi s43em

figure 12
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 15 On top of your submission receipt (i.e. The Notice of Electronic Filing
Screen) a pop up box appears which is the Summary of Current
Charges (filing fees) owed by you. You have the option to pay now or
continue filing. If you choose to continue filing the Summary of
Current Charges will appear after the submission of each subsequent
document filed. (see figure 13)

<N Electronic Payment - Microsoft Internet Explorer

Sumaniiy of carvont eharges: il ul
B Do
Dare Incurred Deseription Amount = —— o] @se
2004-06-02 Motion Relief from Stay(03-10007-fm) £ 150.00 o
155629 [enetbom,melfaty] (150 00) = Reports - utilities = Logout
Total: § =
150.00
Pay Maw J LCantinug Fiing I
ed on 22004
| 8
[Docket Text:

PMation for Refief from Stay (15 Duy Objestion Languags) { Fiing Fee: § 150,00 fled by Tor Shark for Craditr The Comedy Club, Tnc. (Shark, Toe)
[The followng document(s) are associated with this ransaction

[ocument deseription: lan Document
Kriginal Glename: FATS5-sgned pdf
Klectronic document Sramp:

STAMP bkecfStamp,_D=038230274 [Date=6/2/2004] [FieHusiber=T4556.0] [1
el 58T e OF20af 350507 5 T80k 144bb 357 ddd 3422266 3% 1 e £ 5 1 39805 e | Jed ebf 52
2ddbbebi3 Taddleeb 378 Sicallat The 240200 Me 2 14a4ban3al 5E]]

D?-]OFI'!‘."—fm_i N!lﬁ:n\m'ﬂ ]_iﬂ lllnr.lﬂnlir.a!_l_v mailed to: p—— _'l
P o will he alactranically mailed ta: T E =
gestort] | & 2 2 K | Swere | P corel | glFush | S1USE [[EiEect.. (NS ST ¥ EERT a5erm

figure 13

June 3, 2004 9



U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 16 If you click “pay now” a box will appear in which you will need to
insert the type of credit card you are going to use, the card number,
etc. This will complete the financial transaction. If you close the
window you will see your Notification of Electronic Filing in detail.
(see figure 14)

A https:fiecf-train.txwb.uscourts.govicgi-bintee Status. p! AEN T E1 I I (=1 B

U.S. Bankruptcy Court ; I-

B=
Western District of Texas u fl
Edlt Discuss.

Thank you. Teur transaction in the amount of$ 150.00 has been completed.

Reports  +  Utilities +  Logout

Please keep a copy of your transaction receipt for future reference. The transaction mumber is
1111R81867

Close window:

ed on 6/2/2004

= Il

TNUMBerT =,

[Docket Text:
IMotion for Relief from Stay (15 Day Objeciion Language) { Filing Fee: § 150,00 ) fled by Joe Shark for Creditor The Comedy Club, Inc. (Shark, Joe)

[The following document(s) are associated with this transaction

[Document description: Main Document

Original filename: M7 52-signed pdf

[Electronic document Stamp:

[STAMP blecfStamp_ID=583230274 [Date=6/2/2004] [FileMumber=74556-0] [1
eb587e40f2aaf39b 507 5a78cb 14dbb357dd4 346226630 1 edo5c 13980540 13edebi52
c2d4b6etf537hadd 1ceb37873fca0al TheBA9209c 58 14adbaa3al 5]

13-10007-frm Notice will be electronically mailed to: -]
& Done [ & memet

gastart|| @ 2 3 K 7| Zwer | Fcer | @Rl | #us. [[Ente... [NE@ ST E DR maE <17 P

figure 14
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 17 The Notice of Electronic Filing Motion appears which completes the
submission of your filing. It refers to the case number, the document
number, the docket text and electronic notification within this receipt.
Any blue hyperlink will allow you to view that document after logging
into PACER. (see figure 15)

7} U.S.B.C. Western District of Texas (TRAINING) - Microsoft Internet Explorer

Eile Edit Miew Favortes Tools: Help I“
s o5 @ [ a8 &8 32 5 1. E
Back Forwverd Stop  Refresh  Home Search Fawvorites  hedia  History el Print Eit Discuss

Address |Je_‘| https: decf train bowh uscourts goviogi-bindogin pi71 40354512071 915-L_916_0-1 j e

Adversary . Query » Reports . % . Logout

File a Motion: =
03-10007-frm Chris Rock

TU.S. Bankruptcy Court
Western District of Texas
[Notice of Electronic Filing
[The following transaction was received from Shark, Toe entered on §/2/2004 at 3:56 PM CDT and filed on 6/2/2004
Case Name: Chris Rock

Case Number: 03-10007 -frr

Document Number: 42

[Docket Text:
hotion for Relief from Stay (7.5 Day Objection Language) ( Fiing Fee: § 150.00 ) filed by Jog Shark for Creditor The Comedy Club, Inc. (Shark, Jog)

[The following d s) are ted with this

[Document description: Main Decument

(Original filename:M:\752-signed pdf

[Electronic document Stamp:

[STAMP blectStamp_TD=088230274 [Date=6/2/2004] [Filelumber=74556-0] [1
b 587e40f2aaf39b5c 7527 8cb 14dbib 357dd434e 2266 319 1e4c5e 1398054 13edebf52
24 6e6f5 5 Thadd 1 eeb 3787 3t ala8 TheBdI209c 9t 14adbaa3al 5]

3-10007-frm Notice will be electronically mailed to: =
[Loretta & Sugarplun tina warren@tewb uscourts, gov

[Dawid H. Willams  dwillams2 1 @satz.1r.com, david_h_will b uscourts. gov
autrain()2
13-10007-frm Notice will not be electronically mailed to:

[Kendra Gradney
(06 Oak Glen
San Angelo, TX 76908

MMarsha G Miligan
[PO Box 52408
|Austin, TXC 78709-2408

[Erich Ramsey
06 Oak Glen
San Angelo, TH 76303

Gregory D, Seeley
(406 Oak. Glen
San Angelo, TH 76903

El
] Dane EE T
mstart]| & & 5 B || Zwane | Fcoel | @ruish [FUSE.. [NPAG S0 ¥ 500 BRy 447 Py

figure 15
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