FILING A DOCUMENT/DOCKETING- MOTIONS/APPLICATIONS

**EXAMPLE: APPLICATION TO EMPLOY*¥*
(Local Rule 2014-1)

The following instructions will guide you through the process of filing and docketing a motion or
application in the Electronic Case Filing (ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, and then click on Motions/Applications
hypertext link.

STEP 2 The Case Number entry screen appears.

Bankruptcy +  Adversary + Query + Reports « Utiities « Logout @
File a Motion

Case Number

[02-00011 99-13345, 1:99-ble-12345 or 1.99-bk-12345
Next I Clear

4 Enter a case number, and click on the Next button to continue.

* If the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.
* Click on Next.

STEP 3 This screen allows you to select the type of motion/application being filed.

Bankruptcy +  Adversary + (Query + Reports e Utilities « Logout @
File a Motion

02-00011 RACE HORSE

Defer Fee I |

Deposit Funds into Court Registry

Depaosit Unclaimed Funds

Disallow Claims

Dismiss Case

Dismiss Party

DismissMithdraw Document
mploy

Next| Clear

L 4 Using up and down arrows to right of box, scroll the options to highlight the
type of document being filed.

L 4 Click on Next to proceed, or Clear to repeat selecting.
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STEP 4 This screen allows you to select whether or not you are filing the motion/application

with a joint attorney.

Bankruptcy Adversary « Query -

File a Motion:
02-00011 RACE HORSE

™ Jomt filing with other attorney(s)

MNext Clear I

Reports «

Logout @

Utilities  «

* This screen is used only if another attorney is joining in a filing. If

you are the only trustee/attorney filing this application, skip this
screen by clicking [Next] and proceed to Step 8.

* If this is a joint filing and the box is checked, a listing of attorneys

presently on the case will be presented for selection.

&  Click [Next]

STEP 5 Select the Party screen appears.

HORSE, RACE [pty:db)
JENSEM. NEAL [ustust
SAMESON, RICHARD [tritr

M Clear

Bankruptcy Adversary « Query +« Reports -« Utilities
File a Motion:
02-00011 RACE HORSE
Select the Party:
FIRST INTERSTATE BANK [crcr] Add/Create New P

Logout @

* If the name of the party/filer is listed, click on the name, click on

Next and then proceed to Step 8. [If the selection box is full, use the scroll

arrows to further search for the party name]

To select more than one name from the list, hold down the Ctrl key and

use your mouse to click on the names.
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* If the name of party is not listed, click on Add/Create New Party

* The Search for a party screen appears.
Bankruptcy + Adversary + Query « Reports . Utilities . Logout @
Search for a party
SSN | Tax1d |
Last/Business name
Search Clearl
L 4 Enter a social security number (SSN), Tax Id number or one to four letters of
the party’s last name or business name (using upper case characters).
Click on Search.

* The Search for a party (party results) screen appears

Bankruptcy . Adversary . Query Reports . utilities  « Logout @
Search for a party
SSN || TaxId [
Last/Businessmame [
Search | Clear |

[Party search results
SAMSON, RICHARD

Select name from list Crestenewpary |

L 4 If name is not listed, click on Create New Party and proceed to Step 6.

4 If the name is listed, click on it. Click Select name from list.

L 4 Party’s information appears for verification and modification, if necessary.
[This screen appears every time you select a party that exists or has been added to the
system. |

L 4 Click on drop box, Role, to select appropriate party role, (i.e., Debtor, Creditor,
etc.).

L 4 To add Party Text, such as A Montana Corporation, do so now in box provided

L 4 Click on Submit to continue, Clear to re-key party information or Cancel to go
back to the Select the Party screen.



L 4 Proceed to Step 7.

* If the party is not listed, click on Create a New Party

STEP 6 Click On Create A New Party Party Information Screen appears.

Bankruptcy + Adversary . Query Reports . Utilities: . Logout

[Party Information

Last name I\— First name I—
Middle name [— Generation | Title |
SSN[ ;i TaxID [

Office I— Address 1 I—

Address2[ Address3 [

City | State [ Zip |
County | 4 Commy[
Fhone Ii Fax Ii
E-mail I
ProSe m Rale [Debtor (db:pty) =l
Party text [

Submit | Cancel | C‘Iearl

L 2 Enter the party information in appropriate fields. Use the Last Name field for
last name or full business name, then press the tab key to advance to the First
Name field and enter first name. Proceed to the Role field by clicking on the
arrow to the right of the box to select the new person’s role, (i.e., Creditor
(cr:cr).

L 2 Click on Submit to continue, Clear to re-key party information or Cancel to go
back to the Select the Party screen.



STEP 7 The Select the Party screen appears with your party highlighted. Click on Next.

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

File a Motion:
02-00011 RACE HORSE

Select the Party:

FIRST INTERSTATE BANK [cricr] Add/Create New Party
HORSE, RACE [pty.db]

STEP 8 The attorney/party association screen appears.

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

File a Motion:
02-00011 RACE HORSE

Witz attorneyparty as
heck which associations

tions de not exist for this case
uld be created for this case:

T SAMSON, RICHARD(tr:tr) represented by S.

Ne:dl Clearl

WMEOW, RICHARD (aty)

NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party
added/selected. Click NEXT to continue. [You may receive this message if an attorney
has not previously been associated with the party].

STEP 9 Select the PDF Document screen appears.

02-00011 RACE HORSE

Zelect the pdf document (for example: CA19%cv501-21 pdf)
Filename

YimaginghothenSAMPLE PDF DOCL - Browse.
Attachments to Document: © No & Yes

M Clear



4 Type the file name in the blank box, being sure to include pdfsuffix, or click on
Browse. The Choose file screen will appear:

21
Look jr Ianther j - £k B
fBichone  Se065.11
Fphone extensions 5510398
Elphone list 4809651
SAMPLE POF O AEMT
Eschedt
Elrapt Type: Adobe Acrobat Document
lzeimq Size: 19.0 KB
14 ]
File name: |saMPLE FOF DOCUMENT 33138 =] Open |
8 Filesof lype: IA\I Files (%7 j Cancel |
%

L 4 Change Files of type: to Acrobat [*.pdf] or All Files.

* Change File name: to appropriate drive where document is located.

L 4 Click on file name to be associated with this entry.

L 2 Click on file name to be associated with this entry. Right click and Open
to view document

L 4 Double Click or Click on Open. The following screen appears:

02-00011 RACE HORSE

Select the pdf document (for example: C:A199ew501-21 pdf)
Filename

Whimagingiother SAMPLE PDF DOCL _ Browse
Attachments to Document: © No & Yes

Next| Ciear

If there are attachments to document, e.g. exhibit, appendix, efc.
L 2 Click on the radio button next to Yes.

L 4 Click on Next. The following screen appears:



STEP 10 Select one or more attachments. All exhibits must be attached at
this screen:

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cllappendiz pdf).
Filename

WhimagingiothenSAMPLE PDF DOCL  Browse.

2) Select a document type andior enter a description.

Type Description
[ Affidavit =1 [Joe Banker, First Citizens Bank
3) Add the filename to the list box below. If you have mere attachments, go back to Step 1. When the list of flenames is complete, click on the ext button.
Add to List
Remove fram List
Next

Select the filename of your attachment by using Browse.

Click on the ¥ down arrow next to Type and click on type of attachment.

Click in Description box and type in any additional description.
Click on Add to List.

Continue to Add Attachments using the above steps as necessary.

® & 6 ¢ o o

Once all attachments have been added, click on Next.

If there are no attachments to document:
L 2 Click on Next and the following screen appears.

STEP 11 Enter Employment & Position Data

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

File a Motion:
02-00011 RACE HORSE

Enter Name of Person to be Employed |Richard Samsaon

[Enter Type of Position |Attomey for Trustee
Next I Clear

* Fill in the name of the person being employed



L 2 Fill in the type of position.

&  Click [Next]

STEP 12 Docket Text: Modify as Appropriate screen appears.

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

File a Motion:
02-00011 RACE HORSE

Docket Text: Modify as Appropriate.

I_ 'I Application to Employ Richard Samson as Attorney for Trustee
| Filed by RICHARD SAMSON . (SAMSON, RICHARD)

M Clearl

To add a prefix to docket text of motion/application:
L 2 Click on the arrow to right of first box.

2 Select correct modifier.

To add additional text:
¢ Click in the second box.

L 2 Type in any additional description of motion/application.

2 Click on Next to continue



STEP 13 Docket Text: Final Text screen appears.

M o) osoft Internet Explorer ‘ =] x|
File Edit View Favortes Tools Help ‘
I R - | at @ & =] By~ ]
Bock © Forward Sop  Refresh Home | Search Favores History | Mal  Print
Address |@ https:ffecttest mia circd. denfogi-binlogin pl?7252422501976562-L_20_-1 - oo H Links ®
Bankruptcy . Adversary ©  Query o Reports o utiites  +  Logout @

File a Motion:
02-00011 RACE HORSE

Docket Text: Final Text

Application to Employ Richard Samson as Attoerney for Trustee Filed by RICHARD SAMSON. (SAMSCON,
RICHARD})

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

Clear
€] Done [ 18 [ nemet

Verify docket entry as it appears on screen.
If correct, click on Next to submit filing to court.

If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

Receipt of Filing

Once entry is submitted after final approval, the Notice of Electronic Filing screen appears.
This screen gives confirmation that the system has received the entry, and the entry now is an
official court document. Scroll down to view entire receipt.



Bankruptcy +  Adversar v =+ Query + Reports - Utilities + Logout @

File a Motion:
02-00011 RACE HORSE

= HORSE
02-00011
23

. (SAMSON, RICHARD)

[

The Notice of Electric Filing appears each time you submit a filing to the court through the ECF
System. Each notice will include the following:

Who filed the document:

Date and Time:

Case Name:

Case Number:

Document Number:

Original filename (pdf):

Electronic document Stamp:

Print receipt

L 2 Click on File at top of Internet Explorer screen and select Print, or

L 4 Click on the Printer Icon at the top of the page.

[Note: It is highly suggested that copies of receipts be maintained for your records]

Note: You will receive the following screen if you attempt to access the docket or document
through the links provided on the Notice of Electronic Filing screen.

L 2R R K B 2 X 2
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