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 Maintenance
File Claims
Tudee/Trustes Assisnment

IdotionsfApplications
ObiRespilnvel Answer

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

Plan/Tisclosure Stmt/Obq to Plan

CaselUpLoad
Order Upload

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)

utilities -

File a Motion

ATTORNEYS FILING EMERGENCY OR EXPEDITED MATTERS MUST IMMEDIATELY NOTIFY THE AFFROFRIATE COURTROOM

[DEPUTY BY E-MAIL OF THE COMFLETED FILING

Anita Chapman for Jadge Monroe at anita_chapmani@towh, usconrts.gov, Jennifer Lopez for Judge MeGuire at jennifer_|oper@nowvh.uscourts. gov,
s Brisiel for Judge King ot jans_brisiel@txowh. uscourts.gov, Lisa Elizondo for Judge Clark ot liva_elmondo @ tosh. uscourts.gov

Figure 2

STEP 3 Enter the case number
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STEP 4

STEP S

STEP 6
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The next screen provides guidance on how to handle multiple relief
requests. After reviewing click the Next button.

Select the appropriate relief type for the motion/application being
filed. Click Next. (see figure 3)

EECF Bankruptcy . Adversary - Query - Reports -  Utlites - Logout
File a Motion i‘
M5 100676 Lavwyence Welk
Type: bk Chapter: 7v Office: 1 {Austin)
Tudge, fm Assets n Cuse Flag DEETED,

CREDCOTH

[2mand Oeder :I
| Appointment of Consumer Prvacy Ombudsman
| Awvcid Lien

I Jomt filng with other attorney(s)

Figure 3

Select the Party Filer. If the party filer does not appear in the drop
down box, select Add/Create New Party (see figure 4)

Utilities

Type. bk Chipter Office. 1 {Austim)
= Case Flag DEBTED,
CREDCOTN

Add/Create MNew Party

Figure 4



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

MOTIONS/APPLICATIONS

STEP 7 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 - Keports = utiities - Logout 6\- 7]

Search | Claar

Figure 5

STEP 8 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)

EE F Bankruptcy . Adversary . Query -« Reports . utilities Logout
[Party Information
Lastname |Bubble Machines, Inc First name
Ll Generation | Title |

name

SSN 222-11-1234 TaxID
Office Address 1
Address 2 Address 3

City l— State l— Zip l—
County l—;l Country l—
Phome [ Fax[
Party text | =
Submit | Cancel M
Figure 6
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STEP9

STEP 10

STEP 11

June 8, 2007

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)

[File a Motion:

06 10067 fren Lawrance Welk

Type bk Chagter T Office: 1 (Austin)

Judge: Bm Assetsn Case Flag DERTED,
CREDCOTN

Belect the Party:

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)

EEC F ankruptey . . . depoets - Milities  « Longout ,}‘ 7]
File a Motion:
06-10067-m Lavrence Welk
Type bk Chapter v Office: | (Austin)
Jodge: frm o8 Case Flag DEBTED,
CREDCOUN
Select the pdfl document (for exserple: CA1FFev301-21 pdl).
Filename
o
[re mation FoF Browse.
Attachments to Doomment: = Ho © Yes
Mant | Claar



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

MOTIONS/APPLICATIONS
STEP 12 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)

=

EECF Bankruptcy . Adversary - Query - Reports + Utiites - Logout ? 7]
File a Motion:
06-10087fim Lawrence Well
Type: bl Chapter: 7 v Office: 1 (Austin)
Judge: frm Assetsn Case Flag: DEBTED,

CREDCOUN

" Refer to existing eventis)?

Fi.lerll to I

Documents to
|IfPlear]ing Has Waiver Language, Type 30:

|IfPlearling Has Ohjection Language, Enter 10, 20, etc. [15
MNext Clear

Figure 9
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 13 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)

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

File a Motion:

06-10067-frm Lawrence Well

Type: bk Chapter: 7 v Office: 1 (Austin)
Tudge: frm Assetsn Case Flag: DERTED,
CREDCOUN

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

[YOU WILL HAVE THE ABILITY TO PAY THE FILING FEE NOW VIA THE INTERNET.
[[F YOU ARE FILING AN APPLICATION TO DEFER FILING FEE, APPLICATION FOR WAIVER OF A FILING 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 Internet Credit Card payments, click on the yellow guestion mark above.

[Fee: $150.00

Clear

Figure 10
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STEP 14

June 8, 2007

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)

EEC F Bankruptcy . Adversary ¢ Query = Reports  » Utilities ~ « Logout
File a Motion:

06-10067-firm Lawrence Welle

Type: bk Chapter: 7w Office: 1 (Austin)
Tudge: frm Assetsn Case Flag: DEBTED,
CREDCOUN

Docket Text: Modify as Appropriate.

I - | Motion for Relief from Stay (15 Day Objection Language) ( Filing Fee: § 150.00 ) filed by
Loretta A. Sugarplum for Creditor Bubble Machines, Inc. (Sugarplum, Loretta)

M Clear

Figure 11
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STEP 15

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

MOTIONS/APPLICATIONS

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)

EEC F Bankruptcy + Adversary

File a Motion:

06-10067-frm Lawrence Welle
Type: bk
Tudge: frm

Chapter: 7 v

Office: 1 (Austin)
Assetsin

Case Flag DEBTED,
CEEDCOUN
Docket Text: Final Text

Motion for Relief from Stay (15 Day Objection Language) ( Filing Fee: $ 150.00) filed by Loretta A.
Sugarplum for Creditor Bubble Machines, Inc. {Sugarplum, Loretta)

submission if you continue.

Clear

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

Figure 12

Query + Reports  « Utilities

Logout




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

MOTIONS/APPLICATIONS

STEP 16 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)

Surnmeary of eurrent charges: n _'J
it Dl
Date Incuared Description Amount d =
2004-06-02 Motion Rehef frorm Stay{03- 10007 -frie) £ 150,00
15:56:28 [meten,mebsty] { 150.00) i
Totak § =
150,00
Bay tow | Continue Féng |
ed om 622004
| -
[Macket Text:

Bdotion for Belick from Stay (1.5 Day Objection Language) | Fling Fee: § 150,00 ) ed by Joe Shark for Creditor The Comedy Chub, Inc. (Shark, Joe)

[T following ) are associated with this &

iginal flename: {752 agned pdf

[Electronic document Stamp:

STAME bkectStarny TD=982230274 [Date=6/2/2004 ] [Filelusnber=74556-0] [1
feb S8 Ve 0f2anE M0 5e T 3a T Beh 14008 357 ddd 34 226620 1 4 e Sc 1 308054 e 1 Zed ebdh2
2ddbbef53Thadd1ceb3TET 3 alabThe 39200 c el 14adbaa3ab5H]]

3-10007-frm IMotice will be electronically mailed to:

et S 1 [ 50 _
wRstar|| & 55 K || Dware |FTcoel | g@Fuish [£1058 [[EiEect. [NPAR ST E G W 358

Figure 13

June 8, 2007 9



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

MOTIONS/APPLICATIONS

STEP 17 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. Screen 2 is where you “authorize” payment. The Processing
screen then appears and lastly, you get this transaction receipt. This
will complete the financial transaction. (See figure 14) When you close
the window you will see your Notification of Electronic Filing in detail.

% https:Hiecf-train.txwb.uscourts.govicgi-biniccStatus.pl 45 I ET I =1 B
 _____ _  __H#

U.5. Bankruptcy Court ] L;J I-
Western District of Texas i
it Diseuss.
Thark you. Your transaction in the amount of § 150.00 has been completed. .j PG

Reports  +  Utiities +  Logout ‘?’

Please keep a copy of your transaction receipt for future reference. The transaction number is
1111E81867.

Close window

ed on 6/2/2004

E el

TNUmnerT o,

[Docket Text:
Notion for Refief from Stay (15 Day Objection Tanguage) ( Fiing Fee: § 150 00 ) fled by Toe Shark for Creditor The Clomedy Club, Tnc. (Shark, Toe)

[The Following dosument(s) are associated with this transastion

[Document description: Main Do cument

Original filename: M7 52-signed pdf

[Electronic document Stamp:

[STANP bkecfStamp_[D=988230274 [Date=6/2/2004] [FileMumber=74556-0] [1
eb587e40f2aaf39b 5c75a78ch 14dbb357dd434e226630 1 e4c5e 1398054 1304 ebi52
c2d4b6ebf53Tbadd 1ceh37873falaB TheBAIZ0%c 4R 14adban3al5f]]

03-10007-frm Notice will he electronically mailed to: =
|€]pene T
gastart|| @ 22 K ?|| 2w | Fcor | @rul. | @us. [[Ente.. NP 58 & 6 e mE 417 P

Figure 14
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STEP 18

June 8, 2007

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

MOTIONS/APPLICATIONS

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)

s
Bankruptcy . Adversary «  Query =« Reports s Utilities  » Logout ?

File a Motion:

06-10067-frm Lawrence Well

Type: bl Chapter: 7 v Office: 1 (Austin)
Tudge: frm Agsetsin Case Flag: DEBTED,
CREDCOUN

T.S. Bankruptcy Court
Western District of Texas
[Motice of Electronic Filing

[The following transaction was received from Sugarplum, Loretta A. entered on 3/28/2006 at 10:55 AW CDT and filed on 9/28/2006
(Case Name: Lawrence Well

(Case Number: 06-10067-frm

[Document Number: 2

Docket Text:
tlotion for Relief from Stay (15 Day Ohjection Language) ( Filing Fee: § 150.00 ) fled by Loretta A. Sugarplum for Crediter Bubble Machines, Inc
(Sugarplum, Loretta)

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

[Document description:Main Document

Original filename: N \motion PDF

[Electronic document Stamp:

[STAMP bkecfStamp [D=988230274 [Date=328/2006] [FileNumber=103975-0]
[Edf44265c884624bTT78aa0bd364fc15be0c 1e0c6649d18c3ck 1fbe8T047688b7a870
9c4b35d4345 17 2a94f848426683440b 1abec024 2cef2dbE0e 39t ad590]]

6-1006 7-frm Notice will be electronically mailed to:
[Loretta A Sugarplum  tina_warreni@twb.uscourts. gov
6-1006 7-frm Notice will not he electronically mailed to:
Marsha G Miligan

PO Box 52408
l&ustin, TX 78708-2408

Figure 15
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