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Application To Employ
For Attorneys

This lesson shows the steps of submitting an Application to Employ filed by a Chapter 7
trustee. The same process can be applied to filing other motions or application.

STEP 1

STEP 2

STEP 3

Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

UECF Bankruptcy + Adversary + Query o Reports + Ufiities + Logout o

Figure 1

The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
Your screen may appear different. Menu selections are assigned
by user permissions and vary by court.

EE F Bankruptcy ¢ Adversary + Query + Reports «+ Utilities + Logout

[Bankruptcy Events

Answer/Response
Batch Filings

Claim Actions
Crediter Maintenance. ..
File Claims
MotonsfApplications
Iulti-Case Docleeting
Motices

Open a BE Cage
Other

Dlan

Trustee/TS Trustee
Trustee's 341 Filings

Figure 2

Click the Motions/Applications hyperlink.

The CASE NUMBER screen displays. (See Figure 3.)

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

File a Motion

Case Number

I 02-10026 00.12345, 1:99-bl- 12345 or 1-00-bk-12345

M Clear

Figure 3
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L 2 Enter the case number in YY-NNNNN format.
2 Click [Next].

STEP 4 The DOCUMENT SELECTION screen displays. (See Figure 4.)

EECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout
ile a Motion

02-10026 Tose ph Saraple

Disrniss Party ]
DisrnissAithdraw Docurnent

Ermploy

Examination I

Expedite Hearing

Extend Exclusivity Period

Extend Plan Payments

Extend Time |

Figure 4
* Scroll the File a Motion box to select the Employ relief.
NOTE: To locate your event quickly, type the first letter of the

entry (E for Employ) and the highlight bar will immediately
select the first event beginning with E.

* Click [Next].

STEP 5 The attorney JOINT FILING screen will then display.
(See Figure 5.)

EE F Bankruptcy «  Adversary + Query « Reports « Utilities « Logout
File an answer to a motion:

I~ Toint fling with other attorney(s)
Mext Clear |
Figure 5

L 4 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.

L 4 If this is a joint filing and the box is checked, a listing of attorneys
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presently on the case will be presented for selection.

®  Click [Next].

STEP 6 The PARTY SELECTION screen will be presented listing all the
participants presently on this case. (See Figure 6.)

EE F Bankruptcy + Adversary + Query -+ Reports -« Utilities -« Logout
File a Motion:
02-10026 Joss ph Saraple

Select the Party:

AddiCreats Mew Party

Mext | Clear

Figure 6

L 4 Locate and select the trustee in the Party Selection window.
Click [Next] to continue.

STEP 7 The PDF DOCUMENT SELECTION screen displays.
(See Figure 7.)

= 2]
UE F Bankruptcy +» Adversary + Query + Reports -« Utilities + Logout o_

File a Motion:
02-10026 Joseph Saraple

Select the pdf document (for example: CA19%cw301-21.pdf). %
Filename
| Browse..,

Attachments to Document: ® o © Tes

Figure 7

L 4 Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
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mouse and select Open. (See Figure 7a.)

FleUpoasd ——— HH|
Look in: |B Pdt j ﬁl

] ANSWER. pof T Motion. POF T TrusteeFinalbee, pdf
LIt =" olp. pdf
| Centsvo POF | Delect
o,
'@ Declaration.p Erint
I@ HearingMte P Carel Versions 3
& AddtoZip
B3 Add to Application.zip

File name: E@ Zip and E-Mail Application.zip T I
ks ot F Scan for Vinses. . 1 Cancel |

SendTo r

b

Figure 7a

. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify that
the document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the FILE UPLOAD dialogue
box. (See Figure 7b.)

FioUpbed B
Look jr: |E Pdt j ﬁl

= 4N SWER. paf T Mation POF T TrustesFinalbec. po
-4 pplication. PO F R el el Tl valp.pdf

T CentSve PDF T Order. pdf

'@ Complaint. pdf '@ ProafClairm. pdf

E D eclaration. pdf E Schedules. pdf

T HearingMtcPOF - TR SUMMONS. pdf

File name: I.ﬁ.pplicatiDnFDF Open [ I

Files of type: I.-'l'-.II Filez [*.7) j Cancel

Figure 7b
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STEP 8 A DOCUMENT INFORMATION screen displays next. The
information typed in the windows displayed will appear in docket
text. Example: Name of Person to be Employed and Type of
Position - ie: Debtors Attorney. (See Figure 8.)

| EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout ?’.

File a Motion/Application:
02-10026 Joseph Sample

Erter Name of Person to be Employed |
Enter Type of Posttion |

Figure 8

STEP 9 The FINAL APPROVAL screen will appear: (See Figure 9.)

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

File a Motion: 02-10026 Joseph S ample

Docket Text: Final Text
Application to Employ John Mairose as Debtor’s Attomney  Filed by Joseph Sample
(Attachments: # (1) Proposed Order ) (Mairose, JTohn)

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

Clear |

Figure 9

4 Verify the final docket text. Read the warning message and proceed.
L 4 If correct, click [Next]
L 4 If the final docket text is incorrect:

. Click the browser [Back] button to find the errors(s) and
proceed with the event..

. To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.
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STEP 10

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 10.)

EE F Bankruptcy + Adversary + Ouery + Reports -« + Logout

File a Motion: 02-10026 Joseph Sample

Motice of Electronic Filing
The following transaction was recerved  From Mairose, John on 8162002 at 9:59 AW CDT

Toseph Bample
02-10026

Case Name:
Case Number:
Document Number: 1

Docket Text:
Apphcation to Employ  Attorney Jolm H. Mairose a5 Debtor’s Attomey filed by Joseph Sample {Attachments: # (1)

Proposed Order y

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

Original filename: R /TEATNINGECFPDFfilesfaple_empl PDF
lectronic document Stamp:
[K evFile is not avialable for this court
0-10122 Notice will be electronically mailed to:
[Amy Bremmam  ebren@somewhere.com,
[Famona Haynes  racehorsehaynes@email mse. com,
[Broce Wiliams — bwilz@email msm. com,
0-10122 Notice will not be electronically mailed to:
Corneling Appleby

| Appleby, Crowne, Harns and Qurk
611 E. 21st Street

Hardy Hansen

Hansen & Hansen

1234 Main St

San Antonio, TH 78209

Perry Mazon

Mlason & Associates
217 Woodlawn
Houston, T2 77229

Glenn D, West

[West, JTohnson, Smith and Jones
112 E. Chanook Street

[Suite 200

Eoize TD 853320

Figure 10

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

Clicking on the document number hyperlink will present the PDF
image of the application just filed.




