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CM-ECF
GENERAL DOCKETING
PROCEDURE

This module addresses the electronic filing of documents/pleadings other than petitions,
complaints, proof of claims and matrices, etc.

Locating these events within the CM/ECF system is easy. Login to CM/ECF System
with the password you were given as a user. There are two main menus of event categories
which appear; Bankruptcy and Adversary. Click the hyperlink on the main tool bar depending
on the nature of the pleading being filed.

Click Bankruptcy and the Bankruptcy Events menu will appear. This menu displays a
list of categories from which the type of document being filed is selected.
Motions/Applications, Claims, Objections/Responses and Bankruptcy/Adversary Case
Opening have previously been covered under separate documentation. This module will
provide information on Appeals, Miscellaneous/Other and the Plan/Disclosure Statement
categories. All categories are shown in figure 1 below:

)
EE F Bankruptcy . Adversary . Query Reports . utilities . Logout ?
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File Claims
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Figure 1
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APPEALS: To docket/file appeal related documents:

Step 1 Click “Appeal” in either the Bankruptcy or Adversary category off the
blue CM/ECF Main Menu Bar.

Step 2 Instructions for “relating” documents appears on the next screen. Make
note and click next (see figure 2)

EE F Bankruptcy . Adversary . Query Reports . Utilities . Logout

File an Appeal

[Relate (link) These Documents to the NOTICE OF APPEAL Event-Amended Notice of Appeal, Cross Appeal, Appellant Designation, Appellee
[Designation, Tr ission Addend Tr ission of Record to District Court, Transcript, Request for Transcript

Clear

Figure 2
Step 3 Enter the Case Number.
Step 4 Select the document type from the drop down menu.
Step 5 Browse for the PDF.

Step 6 Select the Party Filer.

US Bankruptcy Court, Western District of Texas June 24, 2004
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Step 7 The Financial Information screen appears. Review and click next. (See
figure 3)

EE F Bankruptcy . Adversary . Query « Reports . Utilities . Logout

File an Appeal:
04-10088-frrm Urna Thurman

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

[YOU WILL HAVE THE AEILITY TO PAY THE FILING FEE NOW VIA THE INTERNET.
IF 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 on how to make Tnternet Credit Card payments, click on the yellow question mark above.

[Fee: $255.00

Clear

Figure 3

Step 8 Select the Order being appealed by clicking in the box next to the correct
document on the next screen. Click next. (See figure 4)

=| =
UE F Bankruptcy - Adversary - Query « Reports . utilities - Logout ?

File an Appeal:
04-10085-frm Urna Thurman

elect the appropriate event(s) to which your event relates:

¥ 06/24/2004 42 Order Dismissing Case (Order entered on 6/24/2004) (Warren, Tina)

Appellant's Designation Due
07/6/2004

Next| Clear

Figure 4
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Step 9 A screen appears in which no data is required. Click next.

Step 10 The Final Docket Text Window screen appears. This screen provides a
final review of the entry being made. Once this screen is committed to the
system, the entry cannot be modified or corrected by the filer. Be sure the
entry is correct before submitting this transaction. If an error is realized
after transmission, contact the clerk’s office immediately. If you are
satisfied after final review, click next. (See figure 5)

File an Appeal:
Ig. II§§.'[' II[';‘- 1 IS

Docket Text: Final Text

Motice of Appeal Flled by Joe Shark for Debtor Uma Thurman { Flling Fee:$ 25500 ) {Shark, Joe) -
Appellant Designation due by T/E/2004 (related document(s): [42] Order Dismissing Case [Order
anterad on 6i24/2004) (Warren, Tina))

SRE“ contnue,
Figure 5
Step 11 On top of the Notice of Electronic Filing Receipt Screen is the fee
payment pop-up box. Choose to Pay Now or Continue Filing (See figure
6)
RIS TS T — d—‘jl .::\.l_ﬂ

Semmazy of current charges

Diate Incurred Dieurription Amuamt 1 e w

Docket Text:

04 10088 frm Nitiee will be sberernieally maded 1o:
i ot =

/30t ) S o 1| B bt [ | G Pt - 1 v | @ 1038 v o [ hectrom Papmt — | A1) 3ot

Figure 6

US Bankruptcy Court, Western District of Texas June 24, 2004



CM-ECF Atty & Tr General Docketing CM-ECF Page 5

Step 12 If you choose Pay Now, you will need to insert the credit card
information (card type, number and expiration date). Click submit
payment. (See figure 7)

Please enter your credit card information below. Pleaze do not enter
dashes or spaces;

Name: Joa Shark
Total: $25500
Card Type: [isn =]

Card Number: R ELTR]
Expiration Date: 5 =] [2004 =
Cotmrom ]
For your privacy amd protection,
e information sebmétnd e b ancrypted using 178 bit $5L.

Bed on G240004

|

[Docket Test:
Rsace of Appeal Fied by Joe Shark for Debtor Uima Thuman ( Filng Fee § 255,00 ) (Shark, Joe) - Appeliant Desigaation due by 62004 (related document(s)
2] Ovder Dismisnng Case (Ordes entered on S24/2004) (Warren, Teul)

The felotmg document(e) me assocuated wih tes Wantachon

[Documest description: b Documess
(Original flename: 11 1752 -sgned pdf

{Eleetronie dosmment Stamp:

STAMP bkoefSuecy [D=d85230074 [Dutemfr2ar004] [Flelfuber=T5520-0] [

61 34b Sa 0D &31 e St adnd0 245082 AH6b0BEE LA TE ST
i 4220026 Tc M7 54 dnd ME1SfdPec 1660 12]]
01410088 frvm Notice will b eloctranieally mailed to: ) R =
o K 0 [ e
Arsan| O | et 5 - (oo | €3 1 | Ejusac [ _comtsmiecenor: - [= £33 3w

Figure 7

Step 13 You will see that your payment is being processed. In a few seconds, you
will see that the transaction has been completed and click close window.

(See figure 8)

| almizl
0.5, Bankruptey Court EE =
Western Districs of Tevas
e v
T A PR T TR 3
Flease keep a copy of your wassacwon eecengt for Boure seference The waniacnon tmber
11IERETTA =
Ciose wexion’
Bed ca L24T004
=l
Dacket Tear:

2cr of Agpral Fied by Jor Shark for Dubior Uma Thaasan
42| Order Dnstezsar Case (Onder estered on G242008) (9

£ astocuted wth e Eanacnin

(The fsllewnng docueneci

4 10088 =
e D
man] (5 e - b s | [ et - cem. .| G Pt 8- [ A | 8]0 st S [T ity At -l

Figure 8
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Step 14 When you close the financial pop-up screen the Notice of Electronic

Filing Screen appears and confirms that the filing of the document has
been completed.

OTHER/MISCELLANEOUS:

The “Other” category is utilized by both Court and external users. The Court uses this
category to enter petitions filed over the counter or by mail (in paper form) along with other
documents. Electronic filers use either “Open a BK Case” or special software to upload and file
a new bankruptcy case but will choose the “Other” category when filing miscellaneous
documents such as 20 Largest Unsecured Creditor List, Amended Schedules, Amended Matrix,
Briefs, Schedules (not filed at the time of the petition), etc.

Step 1 Select the “Other” category under either the Bankruptcy or Adversary
hyperlink.

Step 2 Enter the case number. Click next.

Step 3 Review the drop down box and make a selection based on the document

being filed. For this exercise, we will be filing a Brief In Support of
Motion. Click next. (See figure 9)

Bankruptcy . Adversary . Query = Reports . Utilities Logout

Miscellaneous

04-10088-frm Uma Thurman

Bk Preparer Fee Disclasure

Erief/Memorandum

Cerlificate of Non-Compliance

Cerificate of Senice J
Involuntary Petition Chapter 11

Involuntary Petition Chapter 7

Involuntary Summaons Served

tanthly Operating Report |

Mext Clear

Figure 9
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Step 4 Select the Party Filer. Click next.
Step 5 Browse for the PDF. Click next.
Step 6 Many documents filed in the “Other” category such as the Brief being

demonstrated “refer” to an existing document. Check the box if the
document being filed refers to another document and complete the white
text box with correct information. Click next. (See figure 10)

z —
UE F Bankruptcy . Adversary . Query Reports . utilities  + Logout ?

Miscellaneous:
04-10088-frm Uma Thurman

[ Refer to existing event(s)?

[Enter: Is Brief/Memorandum Support of OR Opposition to?|Support

Mext Clear

Figure 10

Step 7 The Related Document Screen appears. If the document being filed is
related to a previously filed document, select the “category type” of the
related document. You may also limit the amount of documents displayed
by narrowing the search to include dates filed and document numbers.
Click next. (See figure 11)

Rankruptcy - Adversary - - Reports -+ Utlities -

Miscellaneous:
14. 100884 Lima Thurman

Seloct the categary ta which your event relates, To soe all documents, hald Ctrl kay devn and click an all categorias i the box belav,

pe .

any
nEwar
ool
cmp
court
cibaich
craicrs

mise
Lmance ]

Filed ta

Documents to

Hext|  Clanr

Figure 11
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Step 8 Select the appropriate document to which your filing relates. Click next.
(See figure 12)

s kel A LG AR AR LY 5 A | A A RALLy Sy | £ 0 ooreuoGTte)

=
™ 05/12/2004 14 Motion for Relief from Stay (13 Day Objection Language) ( Filing Fee: §
150.00, ) filed by Robert J. Reagan for Creditor DaimlerChrysler (Reagan,
Robert) (Terminatad)
™ 05/13/2004 17 Motion for Relief from Stay (10 Day Objection Language) ( Filing Fee: §
150.00, ) filed by Michael B. Schmidt for Creditor PG&E (Schmidt, Michacel)
(Terminated)
™ 06/03/2004 21 Motion for Relief from Stay ( Filing Fee: § 150,00 ) filed by Wendy Walker for
Creditor PG&E (Walker, Wendy) (Terminaied)
™ 06/03/2004 24 Motion for Relief from Stay ( Fling Fee: § 150,00 ) fled by Christopher L.
Furner for Creditor Porsche Financial, Inc. (Rurzner, Christopher)
™ 06/03/2004 26 Motion for Rehef from Stay (13 Day Ohjsction Language) ( Fiing Fee: §
150,00 ) filed by Christopher L. Kurzner for Creditor DaimlerChrysler (Kurzner,
Christepher)
I 06/08/2004 28 Motion for Relief from Stay (20 Day Objection Language) { Fimg Fee: §
150.00 ) filed by Dawid W. Parham for Creditor DaitalerChrysler (Pathar, David)
(Ternunatad)
¥ 06/10/2004 33 Motion for Rebef from Stay (13 Day Objection Language) ( Fiing Fee: §
150,00 ) filed by avtrain01 for Creditor Miramasx Pictures, Inc. (autrain01, )
[T 06/10/2004 36 Motion for Rebef from Stay (1.5 Day Objsction Languags) ( Filng Fee: §
150.00 ) fled by Pat Fitzgerald for Creditor Miramax Pictures, Inc. (Fitzgerald,
Pat)
™ 06/10/2004 38 Motien for Rebef from Stay ( Filing Fee: § 150.00 ) filed by Gary G. Lyon for
Creditor FDIC (Lyon, Gary)
[T 06/11/2004 40 Motien for Rebief from Stay (75 Day Objsction Languags) ( Filing Fee: §
150.00 ) fled by Michael Held for Creditor Tester (Held, IMichael)
Mext Clear -
Figure 12
o ) .
Step 9 The Modify Docket Text Window screen appears. Review the text

window for proper content. Corrections to the entry may be made by
utilizing the BACK button. Once the text reads correctly, click next. (See
figure 13)

Miscellaneous:
04-10088-frm Uma Thurman

Docket Text: Modify as Appropriate.

I - | BricfMemorandum of Law In Support filed by Joe Shark for Creditor Miramax Pictures, Inc. .
(Shark, Joe) (Related Document(s): [33] Motion for Relief from Stay (15 Day Objection Language) ( Filing Fee: $
150.00 ) filed by autrain01 for Creditor Miramax Pictures, Inc. (autrain01, ))

M Clear

Figure 13

US Bankruptcy Court, Western District of Texas June 24, 2004
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Step 10

Step 11
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The Final Docket Text Window screen appears. This is the final
opportunity to make any changes to the entry before committing it to the
system. No changes can be made to this entry after submitting this screen.
Please notify the Clerk’s office staff if any errors exist after submission.

The Notice of Electronic Filing Screen appears completing the
transaction. Refer to the CM/ECF Main Menu Bar to continue filing.

PLAN/DISCLOSURE STMT/OBJ TO PLAN:

Step 1

Step 2

Step 3

Select the Plan/Disclosure Stmt/Obj to Plan category under the
Bankruptcy hyperlink on the CM/ECF Main Menu Bar.

Enter the case number. Click next.

Review and select the appropriate option in the drop down box. (See
figure 14)

=
Bankruptcy . Adversary . Query Reports . Utilities . Logout ?

File a Plan

04-10009-fim Joseph L. Jackson

Chapter 11 Disclosure Statement
Chapter 11 Plan
apter 12 Plan

Chapter 13 Plan Summary
Chapter 8 Plan
Objection o Confirmation of Plan

M Clear

Figure 14
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Step 4 Select the Party Filer of the document.
Step 5 Browse for the correct PDF document.
Step 6 The Related Document Screen appears. If the plan or disclosure

statement is being filed for the first time, there would be no linkage
created, however if you are amending either, you would link back to the
document you are amending. Check the box to create a linkage. The
search for your document may be limited if filed date and document
number of existing document are included in this search. Click next if no
document is to be referenced. (See figure 15)

= c 2l
UE F Bankruptcy . Adversary . Query = Reports . Utilities . Logout o_

File a Plan:
04-10008-frrm Joseph L. Jackson

" Refer to existing event(s)?
Filed[ w[
Documents l— to l—

Figure 15

Step 7 The Modify Text Window screen appears. This screen provides an
opportunity to review the entry and use the BACK button for any
corrections necessary.

Step 8 The Final Text Window Screen appears. This screen provides a final
opportunity to make any corrections to the entry before committing it to
the system. Once submitted, only Court personnel have the ability to edit

this filing.

Step 9 The Notice of Electronic Filing screen appears.

Step 10 Make a selection on the CM/ECF Main Menu Bar to continue filing in
the system.

US Bankruptcy Court, Western District of Texas June 24, 2004




