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The following instructions will guide you through the process of filing and dodketing amotion or
applicationin the CM/ECF application.

STEP1

STEP 2

STEP 3

Seled either Bankruptcy or Adversary depending on the matter you wish to file
the motion in, and then click on the M otions/Applicationsor M otions hypertext
lirk.

The Case Number entry screendisplays. (SeeFigure 1.)

n
EE F Bankruptcy +  Adversary + Query + Reports « Utilities + Logout 0_

File a Motion

Case Number

I 99-12345, 1:99-bk-12345 or 1-09-bk-12345

M Clear |

Figurel

¢ Enter a case number and click on the [Next] button.

¢ If the computer prompts tha you entered an invalid case number, click on
the Back hypertext link to re-enter the case number.

¢ Clidk on the [Next] button to continue.

The File a Motion screen displays. (SeeFigue 2.) This screenallows you to select
the type of motion/application bang filed.

Bankruptcy +  Adversary + Query « Reports + Utilities + Logout
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Allow - Maotion

Allow Claims - Maotion

Allow Payment Arrearages - Mation

Amend - Mation

Amend Caption - Mation

Appuoint- Motion

Appointment of Chapter 11 Examiner - Motion =l

M Clear |

Figure2
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¢ This screen prompts the selection of the motion/application being filed.

¢ Using the up and down arrows, scroll through the optionsto highlight the
type of document being filed.

¢ If more than one type of document is being filed, click on one document
and hold down the Ctrl key on your keyboard while clicking on each
additional type of document.

¢ Click on [Next] to proceed, or [Clear] to repeat.

STEP 4 The Joint Filing screendisplays. (SeeFigure 3.)

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

M Clear |

Figure3

¢ If the motion is being filed jointly with another attorney(s) left click inthe
checkbox.

¢ Click the [Next] button to continue.

STEP S5 The Select the Party screen displays. (See Figure 4.)

EECF Bankruptcy Adversary + Query + Reports s+ Utlities + Logout o:
File a Motion:
01-10002 Shoe Compan

Select the Party:

Shoe Company [phy.dh] Add/Create MNew Party

Figure 4
¢ If the name of the party you are searching for islisted, click on the name
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and then click the [Next] button to continue.

L4

If the name of the party you are searching for isnot liged, click on
Add/Create New Party.

STEPG6 The Select the PDF Document screendisplays. (See Figure5.)
EECF Bankruptcy s Adversary + Query « Reports «+ Utilities s« Logout ?
File a Motion:
01-10002 Shoe Company
Select the pdf document (for example: C:A198%cw301-21 pdf).
Filename
[| Browse...
IAttachments to Document: & Mo © Yes
NE)dl Clear |
Figure5
¢ Sdlect the PDF filename of the motion you are filing b ing in the
Yy y
directory and path or locate the file with the[Browse] button.
STEP7 The Modify Dock et Text screendi . (See Figure 6.
y g
EEC F Bankruptcy +  Adwversary + Query + Reports + Utilities + Logout
File a Motion:
01-10002 Shoe Company
Docket Text: Modify as Appropriate.
[ ~ | 1Iotion to Avoid Lien | Filed by Shoe
Company . (Attorney, Generic)
Mext Clear | i
Fi
gure6
¢

Click on the Prefix Text box and click on the gppropriate sdection, if
needed.

¢ Click inside the Free Text box and enter the style of the motion, if needed.
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¢ Click the [Next] button to continue.

STEP 8 The Final Approval screendisplays. (SeeFigure7.)

_SE

File a Motion:
01-10002 Shoe Company

Bankruptcy - Adversary + Query - Reports - Utilities - Logout

Docket Text: Final Text
Motion to Avoid Lien Filed by Shoe Company. (Attorney, Generic)

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

Clear

Figure?
¢ Verify the accuracy of the displayed docket text.
¢ If accurate, click on the [Next] button to continue.

STEP9 The Notice of Electronic Filing screendispays. (SeeFigure8.)

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

File a Motion:
01-10002 Shoe Compan

|»

IMotice of Electronic Filing
The following transaction was received from Attorney, Generic on 6/25/2001 at 8:18 AW EDT

Case Name: Shoe Company
Case Number: 01-10002 b
Document INumber: 4

Docket Text:
Dfction to Aveid Lien Filed by Shoe Company. (Attorney, Generic)

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

Docurment description: Mam Diocument

Original filename: Cifmotion pdf’

[Electronic document Stamp:

[STAMP bkecfStamp_TD=983460418 [Date=6/25/2001] [FileMumber=408-0] [4f
Greclcd2eeSdedebdd148b 164874 26a2a1d035e Sc8e24f14 3fdebedib cocde 1468002
e27504178cf3b4f2d1 3fab Sb6db 243027318906k 24anac BId0f7 3fe5]]

1-10002 Notice will he electronically mailed to:
1-10002 Notice will not be electronically mailed to:
Generic Attomey
Tames Smuth
The Law Firm

555 E. Second Street
[Wiltnington, DE 19801
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¢ Clidk on the Print icon at the top of the Netscape screen to print the Notice
of Electronic Filing or convert the notice to an .html file.

¢ Each notice will include the following:
Document

Dateand Time

Case Name

Document Number

Docket Text

Document Description
Original Filename (PDF)
Electronic Document Stamp
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