UNITED STATES BANKRUPTCY COURT
EASTERN DISTRICT OF TEXAS
ATTORNEY FILING PROCEDURES

MOTIONS AND APPLICATIONS

The following instructions will guide you through the process necessary to file a
Motion or Application in the CM/ECF system.

SEARCH FEATURE: While the Court tries to accommodate all filers by having
specific events available, it is not possible to determine all types of relief that may be
requested. Rather than perusing a list of motion and application events, it is highly
suggested that the SEARCH feature in CM/ECF be used to determine which event
to use when filing your motions (or any other pleading). The SEARCH button is
located in the blue banner of the menu.

Motion events are located in both the Bankruptcy and Adversary main menus —
please ensure that you are filing your motions in the correct case (Lead or
Adversary).

STEP1 Click on the Bankruptcy or Adversary in the Main Menu -
Click on Motions/Application

B
UE c F Bankruptcy Adversary Query Reports Utilities Search Logout
Bankruptey Events

Appeal

Judge Trustee Assignment
Creditor Maintenance. ..
File Speed-Claim

File Claims
Motions/Applications
ObiResp/Invol Answer
Open a BK Case

Open Involuntary Petition
Other

PlanDisclosure Stmt/Obj to Plan

Case Upload
Order Upload
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STEP2

STEP3

Revised: May 2018

Enter case number — click Next

SECF Bankruptcy -~ Adversary ~ Query Reports ~ Utilities - Search Logout

File a Motion

Case Number

18-10013 Find This Case
Next Clear

Locate Your Specific Relief Type

You can type a key word in the blank box to find a particular relief type — for
example, if you are filing a Motion for Relief from Automatic Stay, you can
type the word “relief” and the list now includes only those events
containing that word

E c F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets:y Case Flag: CounDue,
FinMgmtDue
Relief Click vour selection, or use arrows to highlight it and press Enter.
Available Events (click to select events) Selected Events (click to remove events)

Automatic Stay (for Relief from Stay As To Co-Debtor |
Automatic Stay (for Relief from Stay)
Automatic Stay (for Relief from Stay) and Co-Debtor Stay Combined

Next Clear |

(You may also use the Search feature in the main menu bar if you are unable
to find your specific relief type)



STEP 4 Select the appropriate event — click Next

EE C F Bankruptcy Adversary Query Reports ilities Search

File a Motion

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,
FinMgmtDue
I Start typing to find another event. Hold down Ctrl to add additional items.
Available Events (click to select events) Selected Events (click to remove events)
(Individual Chapter 7/11/13) =l |F~.thumatic Stay (for Relief from Stay)

Automatic Stay (for Relief from Stay As To Co-Debtar)

Automatic Stay (for Relief from Stay) and Co-Debtor Stay Combined
Automatic Stay (to Confirm Status of )

Automatic Stay (to Impose Automatic Stay by Small Business
Debtor)

Automatic Stay (to Impose Automatic Stay)

Avoid Judicial Lien

Avoid Nonpossessory Security Interest

Bankruptcy Petition Preparer (Enjoin Practices of

Bankruptcy Petition Preparer (Recover Excessive Fees From)
Bankruptcy Petition Preparer (To Impose Fine Upon)

Cash Collateral (Authority To Use)

Cash Collateral (Prohibit/Condition Use of) ;I

Next Clear |
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STEP5 The Select the Party screen appears

Select the party filer. If the party filer does not appear in the
drop down box, select the option to Add/Create New Party.

EECF Bankruptcy Adversary Query Reporis Utiliies Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: y Case Flag: CounDue,
FinMgmtDue
Select the Party:

Test, Tommy Lee [Debtor] =] Add/Create New Party
testustl, [U.S. Trustee]

=
INext Clear |
STEP 6 The Search for A Party screen appears. Enter search criteria -

click Search.

EECF Bankruptcy Adversary Query Reporis Utiliies Search Logout

Search for a party

SSN/ITIN[ | TaxID/EIN[
Last/Business name l—
First Name li
Middle Name
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STEP7 When selecting the party filer, ensure that you are selecting the
correct name and address — click Select Name From List.

ECF Bankruptey Adversary Query Reports  Utilities Search Logout

Search for a party

ssN/ITIN [ TaxID/EIN[
Last/Business name I—
First Name I—
Middle Name —

Party search results

Ford Mator Credit -
Ford Motor Credit, C/O Richard H. Hughes, Tyler, bx

Ford Motor Credit, c/o Robert Hindman, Tyler, TX

Ford Mator Credit, c/o Geeorge Lennaon, TX, TX

Ford Mator Credit, c/o J.Powers Branch, Longview, Tx

Ford Motor Credit, 300 Park Street, Beaumont, T LI
Select name from list Create new party |
Step 8 If the Search for a Party screen appears with the message of No
Person Found (as shown below), click on the Create New Party
box.

ECF Bankruptey Adversary Query Reports Utilities Search Logout

Search for a party

SSN/ITIN[ | TaxID/EIN[
Last/Business name I—
First Name I—
Middle Name —

Party search results

No person found.

Create new party |
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Step 9

Step 10
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Enter search criteria, click Search

SECF Bankruptey ~ Adversary - Query Reports ~ Utilities ~ Search

Search for a party

SSN/ITIN[ | TaxIDJEIN[
Last/Business name li
First Name l—
Middle Name —

If your party is in the list (with the correct address), highlight
it, and click on Select Name from List

EECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

Search for a party

ssv/rmN [ TaxID/EIN|
Last/Business name li
First Name li
Middle Name —

Party search results

Bank of America =
Bank of America

Bank of America

Bank of America, 102 East Street, Beaumont, TX
Bank of America, 901 Main Street, Dallas, TX

-

Select name from list Create new party |

If the party filer is not in the list, click on Create New Party



Step 11 The Party Information screen will appear and will already be
populated with the criteria entered on the previous screen.
Complete the party information (i.e. address, phone number,
etc.). The“Role” type MUST reflect the correct role of the party filer
(creditor, plaintiff, etc.) — click Submit when complete.

EECF Bankruptcy ~ Adversary ~ Query Reports + Utilities ~ Search
Party Information
Last name W First name li
Middle name li Generation l— Title l—
SSNATIN[ | 990990099 TaxEIN [ | 122wse7
Office I— Address 1 I—
Address2[ Address3[
ciy[ State [ Zip[
County I j Country li
Phone li Fax li
E-mail I
Role I Creditor (cricr) j @
Party text I

Submit | Cancel | Clear | Corporate parent / affiliate...

STEP 12 The party will now appear in the Select the Party drop down box.
Select that party and click Next.

EECF Bankruptcy - Adversary ~ Query Reports ~ Utilities ~ Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,
FinMgmiDue

Select the Party:
Bank of America, [Creditor] |-] Add/Create New Party

JF Morgan, [Creditor]
Test, Tommy Lee [Debtor]
testustl, [U.S. Trustee]

MNext Clear
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STEP 13 If a party was added, there will be an attorney/party association
screen in which the box should be checked in order for you to
receive electronic notifications from CM/ECF in this case.

EE C F Bankruptey- Adversary Query Reports Utilities Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,
FinMgmiDue

IMPORTANT: The following attorney/party association(s) will be created in this case. De-selecting a party association will result
in the filing attorney NOT receiving Notices of Electronic Filing for that party. If this is a joint filing, review the list carefully to
ensure that only parties represented by the filing attorney are selected.

¥ Bank of America_ (cr-cr) represented by testattyh._ (aty)

Click Next

STEP 14 The Browse screen appears — this is the screen in which you will
upload your PDF document(s). Exhibits, Proposed Orders, and other
supporting documents should be submitted as “attachments” to your main
document by checking the “yes” button to “Attachments to Document” after
browsing for your main document.

If you answer “no” to attachments, click Next after uploading your document.

E c F Bankruptcy ~ Adversary Query Reports Utilities~ Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,

FinMgmtDue
Filename

Browse... | Mo file selected.

Attachments to Document: © No ' Yes

Mext Clear |
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Step 15 In this example, the main document has been uploaded and “yes” to
attachments has been selected

5 E c F Bankruptcy~ Adversary Query Reports Utilities Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: y Case Flag: CounDue,

FinMgmtDue
Filename

Browse... | TEST_PDF.pdf

Attachments to Document: © No & Ves

Next Clear |
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The next screen allows you to upload your attachments.

In item 2 you can select the type of attachment in the
category field (i.e. exhibit, proposed order, summons,
affidavit) OR enter a brief description in the description field-
you do not have to enter information in both fields

If you select “Exhibit” from the category, it is not necessary to

enter “Exhibit A in the description — you can simply select Exhibit

in the category field and type “A” in the description field, otherwise it
will appear as “Exhibit Exhibit A” on the docket sheet

You must click on “Add to List” in item 3 after uploading each pdf

EE c F Bankruptcy~ Adversary Query Reports Utilities Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets:y Case Flag: CounDue.
FmMgmtDue

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

Browse... | No file selected.

2) Fill in the fields below.
Category and/or Description

| |

3) Add the filename to the list box below. If yvou have more attachments, go back fo Step 1. When the list of filenames is complete, click on
the Next button.

Add to List
Remove from List

Click Next when complete
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STEP 16
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Are You Filing an Amended Motion or Application?

EE c F Bankruptcy ~ Adversary Query Reports Utilities~ Search Logout

File a Motion:

18-10013 Tommv Lee Test

Type: bk
Assets: y

Chapter: 13 v Office: 1 (Beaumont)

Case Flag: CounDue,
FinMgmtDue

Is this an Amended/Supplemental Motion?

-

Next Clear |

If you are not filing an amended motion/application, answer “no” and
click Next

If you are filing an amended motion, you must link the current motion
you are filing back to the original motion by checking the box “Refer to
existing event?”

EE C F Bankruptcy~ Adversary Query Reports Utilities Search Logout

File a Motion:

18-10013 Tommv Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: y Case Flag: CounDue,
FinMgmtDue

¥ Refer to existing event(s)?

HNext Clear
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Note: During the filing process of certain documents, screens may appear
information specific to that event such as whether or not a Motion for Relief from Stay is
being filed “with” or “without” a waiver of 30- day hearing requirement. Enter the correct

data — click Next.

Step 17

Revised: May 2018

If filing an amended motion, select the appropriate motion to which the

amendment relates — click Next

EE F Bankruptcy Adversary Quenr Reports: Utilitres Search

prompting for

File a Motion:

18-10013 Tommv Lee Test

Twpe: bk Chapter: 13 v Office: 1 (Beaumont)
Aszsets: v Case Flag: CounDue,
FinMgmtDue

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

™ 05/11/2018 2 Amended Motion for Relief from Automatic Stay With Waiver of 30-Day

Hearing Requirement As To Filed by JP Morgan (testattyb)

™ 05/16/2018 6 Amended Motion for Relief from Automatic Stay With Waiver of 30-Day

Hearing Requirement As To Filed by Bank of America (RE: related

document(s)Z Amended Motion for Relief from Automatic Stay With Waiver of

30-Day Hearing Requirement As To _filed by Creditor JP Morgamn).
(Attachments: # 1 Exhibat) (testattyb)

I¥: 05/18/2018 & Motion for Relief from Automatic Stay With Waiver of 30-Day Hearing
Requirement As To 2015 GMC Truck Filed by JP Morgan (testattvb)

Mext Clear I
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STEP 18 The Modify Docket Text screen appears — if you are wanting to add a

prefix to the docket text, make your selection from the drop down list —
click Next.

EECF Bankruptcy Adversar; Quen' Report: Utilitres Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,
FinMgmtDue

Docket Text: Modify as Appropriate.

~| Amended Motion for Relief from Automatic Stay With Waiver of
30-Day Hearing Requirement As To 2015 GMC Truck Filed by JP Morgan (RE:
related document(s)[8] Motion for Relief from Automatic Stay With Waiver of 30-Day
Hearing Requirement As To 2015 GMC Truck filed by Creditor JP Morgan). (testattyb)

Next Clear |

STEP 19 The Final Text screen appears - clicking [Next] on this screen commits the
transaction to the system and can only be modified by Court staff.

ECF Bankruptcy Adversary Quen' Reports Utilitres Search Logout

File a Motion:

18-10013 Tommy Lee Test

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets: v Case Flag: CounDue,
FinMgmtDue

Docket Text: Final Text

Amended Motion for Relief from Automatic Stay With Waiver of 30-Day
Hearing Requirement As To 2015 GMC Truck Filed by JP Morgan (RE: related
document(s)[8] Motion for Relief from Automatic Stay With Waiver of 30-Day

Hearing Requirement As To 2015 GMC Truck filed by Creditor JP Morgan).
(testattyb)

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

Iext Clear |
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STEP 20
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The Summary of Current Charges screen appears on top of the Notice
of Electronic Filing screen — you have the option to “Pay Now” or
“Continue Filing”

EE C F Bankruptcy~ Adversary Query Reports

File a Motion:

18-10013 Tommy Lee Test

Search Logout

Type: bk Chapter: 13 v Office: 1 (Beaumont)
Assets v Case Flag: CounDue,
FinMgmiDue

United States Bankruptcy Court

Eastern District of Texas

Not:
onee Summary of current charges
The fol Date Incurred Description Amount
J 5-09-27
CaseN ?8023003942' Amended Schedules(ALLYTESTING){06-10010) [misc.amdscall] ( 26.00) 5 26.00
Case N
Docum 2006-05-27 Amended Schedules(ALL)TESTING)(06-10010) [misc amdscal] { 26.00) 52600
10:43-19 mended Schedules| N J0B- ) [misc.amdscall] { 26.00) G
5-09-27
Docket ?8(1&03952' Amended Schedules(ALLHTESTING){06-10010) [misc.amdscall] { 26.00) 5 26.00
Amend
elated fg“sﬁa"]ff? Amended Schedules(ALLYTESTING)(06-10010) [misc.amdscall] { 26 00) $2600 P
Credito !
5-09-27
The %ol ?gﬂ;ﬂﬂiﬂ?l Amended Schedules(ALLJTESTING){06-10010) [misc.amdscall] { 26.00) 526.00
he fo /
AT A ded Schedules(ALLYTESTING){06-10010) [mi dscall] { 26.00) 526.00
Docum  11-00-59 mended Schedules I§ J0B- ) [misc,amdscall] { 26.00) 6
Origin: 6-0927
Flectro ??00302902' Amended Schedules(ALLYTESTING){06-10010) [misc.amdscall] { 26.00) 526.00
STAM 9006.09-07 . .
30639 11-03-44 Amended Schedules(ALLYTESTING){06-10010) [misc,amdscall] { 26.00) 5 26.00
fe99¢ 2906.05-27 . .
: Amended Schedules(ALL)TESTING){06-10010) [misc.amdscall] { 26.00) 526.00

Docum 11-04-22
Drigin: 1997

Elecgtl'lj AFAEAL Amendad SrhedulesfAl | WTESTIMGWNR-10010) Tmisr amdscalll £ 26/ 0N S 26 NN ;I
STAM Pay Nows | Continue Filing |

Oacl2Z
386eB8acdec3cf28d7blelbleet2f8blbed Tdbefd0baTdé4decdb72dd2a%]]

18-10013 Notice will be electronically mailed to:
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STEP 21
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Once you select your payment option, you will see the Notice of
Electronic Filing — this notice contains a hyperlink to the case and the
document filed

File a Motion:

18-10013 Tommy Lee Test

Tyvpe: bk Chapter: 13 v Office: 1 (Beaumont)
Aszsets: y Case Flag: CounDue,
FinMgmtDue

United States Bankruptcy Court
Eastern District of Texas

Notice of Electronic Filing

The following transaction was received from testattyb entered on 5/18/2018 at 2:11 PM CDT and filed on
5/18/2018

Case Name: Tommy Lee Test

Case Number: 18-10013

Document Number: 9

Docket Text:

Amended Motion for Relief from Automatic Stay With Warver of 30-Day Hearing Requirement As To 2015 GMC
Truck Filed by JP Morgan (RE: related docwment(s) 8] Motion for Relief from Automatic Stay With Waiver of
30-Day Hearing Requirement As To 2015 GMC Truck filed by Creditor JP Morgan). (testattyb)

The following document(s) are associated with this transaction
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