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Application To Employ

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 applications.

Internet users will access CM/ECF filing, queries and reports using PACER.

This module will assume that the internet user has accessed CM/ECF
using their PACER username and password.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)
EECF Bankruptcy + Adversary o Query + Reports o Utiities + Logout
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

Query - Reports . utinties

Figure 2

2 Click the Motions/Applications hyperlink.

STEP 3 Enter the case number in YY-NNNNN format in the CASE

NUMBER screen and click [Next]. (See Figure 3.)

- Reports - Utilities -

File a Motion

Case Number

[oz=1ooss 9912345, 1:99-bk- 12345 or 1 99-bk 12345

Mext Clear

Figure 3
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The CASE INFORMATION screen displays. Click [Continue].

STEP 4 The APPLICATION FOR COMPENSATION screen appears. (See
Figure 4.)
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Figure 4

H AN T

Since you not filing an Application for Compensation type “n.”

Click [Continue].

STEP 5 The MOTION EVENT SELECTION screen is displayed.
(See Figure 5.)
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File a Motion:

05-40089 William Clinton

Disallow Claims. |
Discharge

Dismiss Case

Dismiss Par -

Exarnination

Exemption from Credit Counseling
Exemption from Means Test id|

 Joint filing with other attorney(s).

Continug Clear

Figure 5
2 Scroll the File a Motion box to select the Employ event.

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.
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STEP 6

STEP 7

Click [Continuel].

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:
02-1006% Frank G Hammock and Carol & Hammock

Select the Party:
Carol A Harmmack [Joint Debter] 2| AddfCreate Mew Party

Frank G. Hammock [Debtar

“illiarm Wy, Thomps

Next Clear |

Figure 6
Locate and select the trustee in the Party Selection window.

Click [Continue].

The ATTORNEY/PARTY ASSOCIATION screen may appear.
(See Figure 7.)

| EE
File a Motion:
02-1006% Frank G Hammock and Carol & Hammock

)
Bankruptcy +  Adversary + Query + Reports « Utllities « Logout o_

The following attornew/party associations do not exist for this case.
Please check which associations should be created for this case:

™ Thompson, Willa(trtr) represented by Thotnpson, William (aty)

M C\earl

Figure 7

This screen presents a check box to link the filer to the attorney.
As a trustee, if you are not filing this application in the capacity of
the attorney for the trustee, skip this screen.

If an attorney is filing this for another party she or he represents
and this screen is presented, check the box to establish this
relationship.
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STEP 8

The PDF DOCUMENT SELECTION screen displays.
(See Figure 8a.)
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Figure 8a

Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

To make certain you are about to associate the correct PDF file
for this entry, right click on the filename with your mouse and
select Open. (See Figure 8b.)
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Figure 8b
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*

2

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
8c.)
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Laok irc | =31 PDF Files =] - ¥ Efl-
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Figure 8c

The path and name of the selected PDF file is placed in the
Filename box. The file will be associated with the current event
and a hyperlink will be created to it. (See Figure 8d.)
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File a Motion:

11-40034 Christopher Paul McNutt and Test Joint Debtor Post-Reform Case Filed on: 04/20/2011

Bankruptcy ~ Adversary v Query Reports ~ Utilities ~ Search

Type: bk Chapter: 11 v Office: 4 (St. Louis)
Assets:y Judge: bss Case Flag: PlnDue, DsclsDue
Filename

Attachments to Document: & No O Yes

Figure 8d

*

There may be a requirement to attach supporting documentation
to the main PDF document. To illustrate the feature of CM/ECF
that allows attachments to the main document, click the Yes
radio button to the right of the Attachments to Document
prompt. (See Figure 8d.)

IT Systems Deployment and Support Division/AO-OIT

July 15, 2019



CM/ECF External User Training

Application To Employ - Page 6

NOTE:

2

STEP 9

2

Please note that the PDF file for the Application to Employ
is not an attachment. It is considered the main or
associated document. An attachment is another
supporting document, such as affidavits or exhibits.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

Click [Continue].

If you selected the yes radio button, the ATTACHMENT screen is
presented next. (See Figure 9.)
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Figure 9

There are three steps to the attachment process:

1.

Click [Browse], then navigate to the drive and directory
where the appropriate PDF attachment file is located and
select it with your mouse.

. To make certain you are about to attach the correct
PDF file for this entry, right click on the filename
with your mouse and select Open. This will launch
the Adobe Acrobat Reader to display the contents
of the imaged document.

. Verify that the document is correct and minimize or
close the Adobe application by clicking on “-“ or “X”
in the control box in the upper right hand corner.

Select the appropriate attachment type from the drop
down list.

. You may enter a description in the Description
Box. This is court-specific styling. For instance if
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2

STEP 10

*

STEP 11

you were using an attached exhibit, you would
enter “A “ to signify this is Exhibit A. This
description goes into docket text.

NOTE: You must enter a Type or a Description, or both.
This will be court-specific.

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1 - 3.

Click [Continue].

A DOCUMENT INFORMATION screen displays next.
(See Figure 10.)

02-1006% Frank G Hammock and Carel & Hammock

Enter Mame of Person to be Employed IW
Enter Type of Position IAUCE ioneer

M Clear |

Figure 10

The information typed in the windows displayed above will appear
in docket text. Follow local court conventions for entering this
data.

Click [Continue].

The HEARING INFORMATION screen appears. (See Figure 11).

I3 CM/ECF Training Database _ Microsoft Internet Explorer

Q @ @ =

in moeb.uscourts gov/cgibin/0gin.pl7 40550837 1 375775-L_766_0-1

Bankruptcy . Adversary . . Reports  » Utilities  « Logout
File a Motion:
05-40089 Wiilliam Clinton

|[Complete hearing information only if motion is submitted as combined motion and notice - otherwise, click Continue.

[Hearing Information

lin order to enter a hearing date/time/location, you must obtain prior approval from the presiding judse. Contact the Courtroom Deputy of Judge No Judse
|assigned

[Hearing Date: Calendar | Hearing Time: ©AM ©PM

Location: [ |

Cuntinue Clesar

Figure 11
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2 Insert hearing information only if motion is submitted as combined
motion and notice.

Click [Continue].
STEP 12 The MODIFY TEXT screen will display a prefix box and a

supplemental text box to add more detail to the docket text.
(See Figure 12.)

File a Motion:

02-1006% Frank G. Hammock and Carel & Hammock

Docket Text: Modify as Appropriate.

'I Application to Employ Hank Schroeder as Auctioneer
|Far the sale of equipment Filed by Trustee William W. Thompson (Attachments: #

(1) Schedule for Auctioneer, Hank Schroeder) {Thompson, William)

M Clear

Figure 12

* Click the down arrow V¥ to display the prefix options. Select a
descriptive prefix, if it is appropriate.

2 If necessary, add detail to the final text.
2 Click [Continue].

STEP 13 The FINAL APPROVAL screen will appear. (See Figure 13.)

02-1006% Frank G Hammock and Carol & Hammeck

Docket Text: Final Text
Application to Employ Hank Schroeder as Auctioneer For the sale of equipment. Filed by
Trustee William W. Thompson (Attachments: # (1) Schedule for Auctioneer, Hank
Schroeder) (Thompson, William)

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

Figure 13

2 Verify the final docket text. Read the warning message and
proceed.
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* If correct, click [Continue].

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

. To abort or restart the transaction (at any time before final
submission), click the Bankruptcy hyperlink on the Menu
Bar.

STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

Bankruptcy + Adversary + Query + Reports « Utiities « Logout

02-1006% Frank G. Hammock and Carol & Hammock

T.S. Bankruptcy Court
Systems Deployment and Support Division
Hotice of Electronic Filing

The following transaction was recetved from Thompson, Wiliam W, entered on 8/20/2002 at 337 PM CDT and filed on
212012002

Case Name: Frank G. Hammock and Carol & Hammock

Case Number: 1.02-bl-10069

Document Number: 2

Docket Text:
Apphcation to Employ Hank Schroeder as Auctioneer For the sale af equipment. Filed by Trustee Wilham W. Thompson
(Attachments: # (1) Schedule for Auctioneer, Hank Schroeder) (Thompson, Williatn)

The following document(s) are associated with this transaction

Document description:2fain Document

Original filename: O/ECF_Students\PDF Files\Application to Employ.pdf
Electronic docurnent Starp:

[STAMP blecfStamp_ID=981735245 [Date=8/20/2002] [FileMunber=T167-0] [d
9f5ece2e58895cf39a6c25d0f13 1caa3c Y9 7beaTo6al dd364acar 34eBf26 SbaTaleabe
Thi9794b62 23064 1704£298 Taabo60db602 1 Ve Jabdec 72885812]]

Document description: Schedule for Auctioneer, Hank Schroeder

Original filename: O:/ECF_3tudents\PDF Files\Supporting Document. pdf
Electronic document Stamp:

[STAMP blecfStamp_ID=981735245 [Date=8/20/2002] [FileMumber=7167-1][9
944e3a926e4bEbaT8Tce 68295467 3eb Safb a0 70905 d0Bbd ad 7782524 dd 1£6513852
73c82a8h302e53076942da52486513373%a%b 3eb S64ad0b 754491215]]

1:02-bk-10069 Notice will be electronically mailed to:
Williarn W Thompson  wwihompsen@irustes.net,

George T Walker  John P._Walker@actz uscourts. gov

4|

1:02-hk-10069 Notice will not be electronically mailed to:
Figure 14
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2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the Public Access to Electronic Records
(PACER) login screen.

2 Clicking on the document number hyperlink will present the Public
Access to Electronic Records (PACER) login screen.
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