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Notice of Appearance
and Request for Notice

This module will provide you with step-by-step instructions on how to file a Notice of
Appearance and Request for Notice.

Internet users will access CMVECF through PACER and will use two
different sets of logins and passwords; one for CW/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the

court’s web site with their court assigned CM/ECF login and password.

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

3 )
UECF Bankruptcy +  Adversary s Query + Reports « Utiities + Logout ?

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen is displayed. (See Figure 2.)
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Back Forward Stoy
Address [&) nps:/7e

Utilities Logout

Bankruptcy Evenis

Open a Bankruptcy Case

Open an Involuntary Case

File a Plan

Other Miscellaneous Events

Motions/Applications

Notices

Answer/Response...

Aftorney Batch Filings (Multiple Cases and Documents)

Claim Actions

File Claims

Creditor Maintenance...

Appeal

Judge/Trustee Assignment

Wage Order Data Entry

Case Upload -Do Not Use on Installment, In Forma Pauperis, Ch. 11 Small Business & Health Care Cases

Figure 2

2 Click on the Other Miscellaneous Events hyperlink.
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STEP 3 The CASE NUMBER screen is displayed. (See Figure 3.)

= =3
UECF Bankruptcy + Adversary + Query e« Reports + Utilities + Logout ’,

Miscellaneous

Case Number

|02’10005 0013545, 1.99-bk-12345 or 1-99-bk-12345
Mext Clear

Figure 3

NOTE: If you have already accessed a case in this session, the number
of the last case accessed will be displayed. Leave this number if
it is the correct case for this filing, or enter the correct case
number (YY-NNNNN), including the hyphen.

* Click [Continue].

The CASE INFORMATION screen displays. Click [Continue].

STEP 4 The EVENT SELECTION screen is displayed (See Figure 4.)

l,’:

Miscellaneous

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

02-10005 Anme Hall

Exhibit ;I
Interrogatories

Invaluntary Petition (Chapter 11) J
Involuntary Petition (Chapter 7)

Involuntary Surmmaons Service Executed
Involuntary Summons Service Unexecuted
iNotice of Appearance and Request for Motice .

Motice of Change of Address

Figure 4

2 Scroll to display the Notice of Appearance and Request for
Notice event.

NOTE: Typing the letter “n” will display the first event starting with that
letter.

2 Click to highlight, then click [Continue].
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STEP 5

NOTE:

STEP 6

If not filing with another attorney, just click [Continue]. If filing
jointly, click in the check-box provided, then click [Continue].
(See Figure 5.)

UE F Bankruptcy +  Adversary « Query + Reports + Utilities + Logout ?

Miscellaneous:
02-10005 Annie Hall

™ Joint filing with other attorney(s):

Mext C\earl

Figure 5
If filing jointly, you will be provided with a screen listing the
attorney(s) on the case.

The PARTY SELECTION screen in this example does not include
our filer, European Framing and Art. (See Figure 6a.)

C ~
EE F Bankruptcy » Adversary + Query e« Reports -« Utilities -« Logout ?

Miscellaneous:
02-10005 Annie Fall

Select the Party:

Design Loncepts, Inc. |Greditor] =] Add/Create Mew Party
Hall, Annie [Debtar] L]

Mayfair, Julian [Trustee]

Woodring, Zane [U.S. Trustee]

Figure 6a

Click on the [Add/Create New Party] hyperlink to add the
creditor.

Enter the creditor’s name in the Last name field and click on the
[Search] button to continue. (See Figure 6b.)

EE F Bahkruptcy +« Adversary + Query « Reports -+ Utilities + Logout
Search for a party

SSN Tax Id
Last/Business name |European Framin

Search* Clear

Figure 6b
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NOTE:

The PARTY SEARCH RESULTS screen is displayed.
(See Figure 6¢.)

| SE
Search for a party

SSN || Tax Id I
Last/Business name I

Search | Clear

Party search results

=
Bankruptcy + Adversary + Query + Reports + Utilities + Logout '_:
-

No person found.

Create new party %

Figure 6¢

If there are no matches found, the system will return a
No Person Found message.

Proceed to add the creditor party by clicking [Create New Party].
The PARTY INFORMATION screen will appear. Change the Role

to Creditor, and then click on the [Submit] button to continue.
(See Figure 6d.)

s
EE F Bankruptcy + Adversary + Query +« Reports «+ Utilities + Logout ?

Party Information

Last name |European Framing and Arc First name

Middle name I— Generation l— Title l—
ssN | 12111734 Tax ID
Office | Address1 |
Address 2 | Address 3 |
ciy [ State [ | ap [
County [Peachtes 7| Cowntry [ |
Phone | Fax [
E-mail |
ProSe [0 7] Role
Party text |
Submit | Cancel | Clear |
Figure 6d

Your name search may have found your party and may have also
found more than one record having the same name. Clicking on
each of the names will display a window showing the party’s name
and address information for verification.
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Follow local court procedures for party address
information procedures.

L g You can now choose your creditor from this screen, then click
[Continue]. (See Figure 6e.)
EECF Bankruptcy + Adversary + Query « Reports + Utilities + Logout
Miscellaneous:
02-10005 Annie Hall
Select the Party:
d AddiCreate Mew Party
Design Concepts, Inc., [Creditor]
Hall, Annie [Debtar]
Mayfair, Julian [Trustes)
Woodring, Zane [LLS. Trustee]
[
M% Clear
Figure 6e
*

Create the Attorney/Party association by clicking in the check-box

provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 6f.)

Reports « Utilities « Logout
Miscellaneous:
02-10005 Annie Hall

The following attornewiparty associations do not exst for this case
[Please check which associations should be created for this case:

I European Framing and Art, (cricr) represented by Wilsen, D.L. (aty)

Next% Clear I

Figure 6f

Click [Continue].

STEP 7

The PDF DOCUMENT screen is displayed. (See Figure 7a.)

Pianhrupiey « haicmrnary T

B armb [Rey—

File a Motion:
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Type: bl Chapeer: 13 v
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k=
Figure 7a
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Click on the [Browse] button, then navigate to the directory where
the appropriate PDF file is located and select it with your mouse.

. 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 7b.)

File Upload i
Lok in: [ =3 PDF Fies = e @ ckE-
P Mation to Dismiss 00_10008.pdf  TLJMTCABN.FDF T Propased O
[T Mation to Dismiss 00_10029pdf T Objection to Plan. pdf T Reaffirmatio
M) Mation t Dismiss 00_10054.pdf T Objection.pdf T Receipt. pd
[ Mction PDF Order - Denying. pdf T REGABN P
'E Mationz. pdf 'E Order - Filing Fees.pdf 'E Responze.p
M Mction3. pdf Select df T sCHEDD.p
[ Mctiond pof pdt T schedule A
T MationS. pdf Wlﬂf T Schedule B
ice af & IRl T Scheduls C
E Notice. pdf Scan for Yinuses... E Schedule D
[T MoticeValCanvta?. pdf mb10nevpdt T Schedule E
Make Available Offline
<] Dpen With , -l
Duick Yiew Pi
File name: INotic:e o Q::zk PI[:’:I = j Open I
Files of type: [ Fies | B Wirie b ~| Cancel |
Camd T Y é
Figure 7b
. This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document
is correct.
. Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue
box. (See Figure 7c.)
File Upload
Look i |3 PDF Files [ [ = s
[ Motion to Dismiss 00_10006.pdf  TE]NTCABN.POF | Proposed O
M Mation ta Dismiss 00_10029.pdf T2 Objection ta Flan. pdf T Feaffimatia
[ Mation ta Dismiss 00_10054.pdf T Objection. pdf T Receipt pdf
T Mation. PDF T Oirdler - Denying.pdf TIREGABN.P
@ Motionz. pdf @ Order - Filing Fees. pdf @ Responze.p
] Mation3. pof T Order - Granting pdf T SCHEDD
M Mationd. pot T Ordler Distribution. p T Scheduls &
M Mations. pot T Oircler Multi Part pelf T 5chedule B
f Appearance. T Ordler pat T Schedule C
M Notice. pdf T Plan.pdi T Scheduls D
@ Moticet'olConwto . pdf @ Proof of Clairm_formb] Onew. pdf ﬂ Scheduls E
4] I i
Fil g Matice of &4 pdf - o
ile name: I otice of Appearance.p J PEN w‘
Files of type: [ Files = =] Cancel %
7

Figure 7¢
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2 Accept the default setting of No to the Attachments to
Document prompt. Attachments will be covered in another
module.

2 Click [Continue].

STEP 8 The FINAL TEXT EDITING screen will be displayed.
(See Figure 8.)

z &
(&) Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout 9

Miscellaneous:
02-10005 Annie Hafl

Docket Text: Modify as Appropriate.
Notice of Appearance and Request for Notice by D.L. Wilson

I Filed by Creditor European Framing and Art . (Wilson,
DL)

Next% Clear

Figure 8
2 If the information displayed is correct, click [Continue].

STEP 9 The FINAL DOCKET TEXT screen will be displayed.
(See Figure 9.)

| 3E
Miscellaneous:
02-10005 Annie Hall

Y
Bankruptcy e Adversary « Query « Reports -« Utilities -« Logout ?

Docket Text: Final Text

Notice of Appearance and Request for Notice by D.L. Wilson Filed by Creditor European
Framing and Art. (Wilson, D.L.)

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

Clearl

Figure 9

2 Review the docket text carefully. This is your last opportunity to
make any changes before this entry becomes an official part of
the case docket.

2 If the information is correct, click [Continue].
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STEP 10

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

EE F Bankruptcy  +  Adwversary + Query + Reports + Utilities + Logout

Miscellaneous:
02-10005 Annie Hal

TU.S. Bankruptcy Court
Systems Deployment and Support Division
Motice of Electronic Filing

The following transaction was received from Wilson, D.L. entered on %/9/2002 at 10:30 AW CDT and filed on /972002
Case Name: Annie Hall
Case Number: 02-10005

Document Number: 26

Docket Text:
Matice of Appearance and Request for Notice by D L. Wilson Filed by Creditor European Framing and Art. (Wilson, DL

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

Document description:1ain Document

Original filename: O'ECF_Students\PDF Filesitotice of Appearance. pdf
Electronic document Stamp:

[STAMP blectStarmnp TD=588411093 [Date=5/9/2002] [FileMumber=544-0] [b1c
a2689cd5deNlc128004f8e7h209beb50b 1fac 5c0b2ed4545b70b4 552 1 3d3269eab 382
4c3d7b44E17%eMe389053708382763e67 cd b 87 cef2d6B699864]]

02-10005 Notice will be electronically mailed to:

Henry Herkelmeyer  henvherk@atty.net,

Tulian Mayfair  jmayfair@trustee. net,

DL Wisen  dhwilson@lawfirm. com,

Fobm Zenzen  robmzenzen@atty com,

02-10005 Notice will not he electronically mailed to:

Figure 10

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

Clicking on the document number hyperlink will display the PDF
image of the document just filed. (via PACER)

To print a copy of this electronic receipt click the browser [Print]
icon.

To save a copy of this electronic receipt, click [File] on the
browser menu bar and select Save Frame As.
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