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Application For Compensation
by Attorney/Trustee for other Professionals

CM/ECF records professional fee and expense requests filed by trustees, attorneys or
other professionals.

In this process the user records as many applicant requests as necessary and has the
option of permanently adding those parties to the case. If there is no need to have each
professional applicant as an active participant on the case, the Person record will
appear on the Party pick list only for this event.

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.)

)
Bankruptcy ¢+ Adversary + Query + Reports + Utilities + Logout ?

Figure 1

STEP 2 Click the Motions/Applications hyperlink on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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Figure 2

STEP 3 The CASE NUMBER screen displays the last case number used
in this CM/ECF session. If this is the correct case, accept it by
clicking on [Continue]. Otherwise, enter the correct case number
in YY-NNNNN format and click [Continue]. (See Figure 3.)
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STEP 4

STEP 5

Case Number

05-40001 09-12345, 1.99-hk-12345 or 1-09-bk-12345

M Clear

Figure 3

The CASE INFORMATION screen displays. Click [Continue].

When filing a motion/application, this screen will always appear.
Since we are filing an Application for Compensation in this lesson
you will answer by typing “y” in the text box. (See Figure 4.)
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The next screen will appear and for this lesson you will answer by
typing “n” in the text box. (See Figure 5.)
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STEP 6 Select the Compensation event from the MOTION EVENT SELECTION
screen. (See Figure 6.)

CM/ECF ,& Bankruptcy Adversary utilities -

File a Motion:

11-40071 Charles Tuna Post-Reform Case Filed on: 04/19/2007
Type: bk Chapter: 13 v Office: 4 (St. Louis)
Assets: y Judge: kss Case Flag: DebtEd

| Start typing to find another event Hold down Cirl to add additional items.
Available Events (click to select events)

Selected Events (click to remove events)
Appear pro hac vice |Compensation
Appoint Creditors Committee ~

Appoint Examiner

Appoint Trustee

Appointment of Consumer Privacy Ombudsman

Assume Lease or Executory Contract

Authority to Obtain Credit Under Section 364{b)

Avoid Lien

Avoid Lien on Household Goods

Bar From Filing for 180 days

Borrow/Incur Debt

Cancel Meeting of Creditars

Certification to Court of Appeals

Chapter 11 First Day Motion

Compel »

Figure 6

NOTE: To find the application or motion you need fast, type the first letter
of the event (C for Compensation) and the highlight bar will
immediately select the first entry beginning with C. Scroll or press
the Down Arrow until you locate the event you want.

* Click [Continuel].

The HEARING INFORMATION screen appears. Complete hearing
information only if motion is submitted as combined motion and notice -
otherwise click [Continue].

The JOINT FILING screen displays. This is only used if another attorney
is joining in a filing, such as a stipulation. If you are the trustee or the only
attorney filing this application, skip this screen. Click [Continue].
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STEP 7

NOTE:

NOTE:

The PARTY SELECTION screen will be presented listing all the
current participants on this case. (See Figure 7.)

EE F Bankruptcy - Adversary - Query .

IFile a Motion:
05-40091 Walter J. Daniels

Select the Party:

‘Oswalt Joseph [Appraiser |~ Add/Create New Party
Daniels, Walter J. [Debtor]

Figure 7

Adding the professional to the party list at this point does not add
them as a party to the case. They will appear on the pick list solely
for the purpose of recording the request for fees and expenses.

If you are the attorney filing for compensation for another
professional, select that party.

If you are the trustee filing for compensation for other
professionals, select your name as well as the party or parties.

If the PROFESSIONAL is already a party on the case, you will be
able to select them from this screen. Otherwise click on the
[Add/Create New Party] hyperlink to add the new applicant(s) to
the party list. If there are multiple applicants on one application,
each applicant should be added at this time.

In our exercise we have added Joseph Oswalt as a professional on
the Party Pick List solely for the purpose of recording the request
for fees and expenses. The professional has not, as yet, been
made a party in the case. (See Figure 7).

Select [Continue].

IT-Systems Deployment and Support Division/AO-OIT July 15, 2019



CM/ECF External User Training Application For Compensation - Page 5

STEP 8 The PDF DOCUMENT SELECTION screen will then display.
(See Figure 8a.)
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Figure 8a

2 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.)

File a Motion:
05-40091 Walter J. Danjel

File Upload
Look in: | I3 TRAIN ~] © * &= E=:-
Y Iy Advance: d Topics L Application to Employ|

Select the pdf document (f

Filename

IC3ILE. Creditors = Application to Pay Fil
= b21_Form.pdf

“ brandi test.PDF

“Z Certificate of Service|
= Chap 11 Pl
“Z Chapter 11

by Recent
Documents

Attack to D

Desktop
?= atestForsteve. pdf “Z Chapter 11 Pet
" Adversary complaint. pdf “F Chapter 13 Certifical
- sffidavit.pdf “Z Chapter 13 Yoluntar,
o “F amended Ch 13 plan.pdf “Z chuck test,PDF
“Z amended Scheduls O.pdf . Civil Cover Sheet DC
i “Z amended Schedules D, F, I and J.pdf "2 Civil Track Info Shee
- g = Answer to complaint. pdf = Claim 2. pdF
- = iapplication For Cammansatinm. ndE £ Copy of 2.4ext.pdf
My Computer || SRRIEERERIE L l

ith Acrobat 7.0

-
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- ‘]. File name: |
-

adobe Acrobat... ~
s

Py Network. Files of type: | = coml

Scan

g add to Zip
9 add to Application For Compensation. zip

Figure 8b

. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify that
the document is correct.
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. Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure 8c.)
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Figure 8c

* The PDF DOCUMENT SELECTION screen will then show the
pathway to the PDF file. (See Figure 8d.)

/= CM/ECF Test Database - Windows Internet Explorer %
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c™M E[ZF“ Bankruptcy - Adversary v Reports ~ Utilities ~ Search Logout

File a Motion:

11-40034 Christopher Paul McNutt and Test Joint Debtor Post-Reform Case Filed on: 04/20/2011
Type: bk Chapter: 11 v Office: 4 (St. Louis)
Assets:y Tudge: bss Case Flag PinDue. DsclsDue

Filename

Figure 8d

2 Click [Continue].

The CERTIFICATE OF SERVICE screen appears. Answer the question
“Is a Certificate of Service a part of the pdf attachment(s)?” and click
[Continue].
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The CASE INFORMATION screen appears.
Click [Continue]

STEP 9 The FEE PROCESSING screen appears with each party selected
from the previous party pick list screen. (See Figure 9.)

Data entered on this screen are recorded in the professional fees
and expenses record for inclusion on the Professional Fee Applied
For/Awarded report.

EECF Bankruptcy . Adversary . Query Reports . Utilities . Logout ‘?

File a Motion:
0540091 Watter J. Daniels

Applicant Amy Klaus Type Debior's Atomey v
Filer
From To
Fee request § Expense request §
Applicant Joseph Oswalt Type Appraiser v
[T Filer [TParty

From 111152005 To 11152005
Fee request § 400.00 Expense request § 1000

Please Check the Party Box.

Figure 9

* Two check boxes may appear for each party.

. The Filer check box will appear below each party name.
Select the filer of the application.

. If the party is not currently a party to the case, a Party
check box appears below the professional type list. The
professional fee record will be created regardless if the
applicant is a formal party on the case. If you check this
Party box, the name will appear on the Party pick list for
this case in future processing. Follow local guidelines on
this issue.

NOTE: The professional fee record will be created regardless if the
applicant is a formal party on the case.
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2 The Professional Type must be selected to record the applicant’s
role in the case. The Professional Type for the applicant will be
listed on the Professional Fees Awarded report. Attorney filers
should choose Debtor’s Attorney, Creditor’s Attorney, or Trustee’s

Attorney.
2 Enter the date or date range for services performed.
2 Enter the amount(s) in the Fee and Expense fields in dollars and

cents. Do not use $ or commas.
Click [Continue]..

STEP 10 The MODIFY TEXT screen will allow you to select pretext or add
more detail to the docket text. (See Figure 10)

EEC F Bankruptcy + Adversary . Query  » Reports . Utilities

File a Motion:
05-40091 Watter J. Daniels

Docket Text: Modify as Appropriate.

________________ iv| Application for Compensation for Joseph Oswalt , Appraiser, Period: 11/15/2005 to 11/15/2005, Fee: $400.00, Expenses: $10.00,
SERVICE DATE: 10/5/2005 Filed by Attorney Amy Klaus (Klaus, Awmy)

Figure 10

* Select [Continue].

STEP 11 The FINAL DOCKET TEXT SCREEN is then presented.
(See Figure 11.)

Bankruptcy . Adversary . Query . Reports 0 Utilities:

File a Motion:
05-40091 \Walter J. Daniels

Docket Text: Final Text

Application for Compensation for Joseph Oswalt, Appraiser, Period: 111152005 to 1111512005, Fee: $400.00, Expenses: $10.00.
SERVICE DATE: 10/5/2005 Filed by Attorney Amy Klaus (Klaus, Amy)

Attention!! Submutting thas screen commits this transaction. You will have no further opportunity to modify this submission i you continue.

Figure 11

2 Verify the final docket text. Read the Attention!! message and
proceed.
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* If correct, click [Continue].
2 If the final docket text is incorrect:
. Click your browser’s Back button to the FEE

PROCESSING screen and change the figures there.

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

STEP 12 The NOTICE OF ELECTRONIC FILING is then generated and displayed.
(See Figure 12.)

=
EEC F Bankruptcy 0 Adversary 0 Query  » Reports . Utilities 0 Logout 9_

File a Motion:
05-40091 Walter J. Daniels

T.S. Bankruptey Court
Fastern District of Missouri (Tram)
Notice of Electroric Filing

The following transaction was receved from Klaus, Amy entered on 1/17/2006 at %53 AM CST and fled on 11 7/2006
Case Name: Walter J. Daniels
Case Number: 0340031

Document Number: 3

Docket Text:
Apphcation for Cormpensation for Joseph Oswalr, Apprasser, Period: 1111512005 to 111152003, Fee: $400.00, Expenses: $10.00. SERVICE DATE: 101512005 Fied by Attomey Amy Klaus (Klaus, Amy)

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

Document description:Main Document

Origmal filename:FATRATNMCopy of Application to Pay Filing Fees in Installments pdf
Flectronic docrunent Stamp:

[STAMP bkecfStamp ID=1031333173 [Date=1/17/2006] [FileNumber=36332-0]
[66b29¢75328ab 549200 2dBbb436376be 26016 19a717142d32536 91005484 e 537
6945098198aec8bbdefB7e 128045067 co4feeadde54d722 Tacde 31ed]]

05-40091 Notice wall be electronically maled to:

plieatty  beth pfister@eal uscourts.gov

05-40091 Notice will not be electronically mailed to:

Robert [. Blackwell

P.0.Bex 310

Figure 12
L 2 Clicking on the case number hyperlink on the Notice of Electronic

Filing will present a PACER login screen.

2 Clicking on the document number hyperlink will present a PACER
login screen.

2 To print a copy of this notice click the browser [Print] icon.

L 2 It is highly recommended that you save a copy of this notification
for your records. Click on the browser File/Save option.
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