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Application To Pay
Filing Fees in Installments

This procedure explains how to file an application to pay filing fees in installments using
the electronic case filing system (CM/ECF).

Internet users will access CMVECF through PACER and will use two
different sets of logins and passwords; one for CWECF 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.)

Bankruptcy + Adversary « Query « Reports + Utiities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
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Bankruptcy . Adversary . . . Utilities

Bankruptcy Events

Open a Bankruptcy Case

Open an Involuntary Case
File a Plan

Other Miscellaneous Events

Motions/Applications

Notices

Answer/Response...

Attorney 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

* Click on the Motions/Applications hyperlink.
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

3 CM/ECF Training Database - Microsoft Internet Explorer =]
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File a Motion

Case Number

[05-40089 99-12345, 1:99-bk-12345 or 1-99-bk-12345
Continue Clear

Figure 3

2 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 application, or enter the correct case
number (yy-nnnnn), including the hyphen.

2 Enter the correct case number and click [Continue]

NOTE: If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again.

The CASE INFORMATION screen displays. Click [Continue].

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

CM/ECF ﬁ_ Bankruptcy Adversary

File a Motion:

16-40077 Henrietta Pauline Jones Post-Reform Case Filed on: 03/11/2014
Type: bk Chapter: 13 v Office: 4 (St. Louis)
Assets: v Judge: kss Case Flag: DebtEd

Are you filing an Application for Compensation?

NOTE: If you are filing a Motion to Authorize Additional Attorneys Fees above those
authorized by L.R. 2093(C) in a Chapter 7 case, please answer NO to this guestion.

| Continue | | Clear |

"Figure 4
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Since you are not filing an Application for Compensation choose
“no.”

Click [Continue].

STEP 5 The DOCUMENT SELECTION screen displays. (See Figure 5)

f‘ CM/ECF Training Database - Windows Internet Explorer

@ ° |£If3 https: / Jeci-train mosb. uscourts. gov/cgi-hin/Dispatch. pl?61 2541853003487 El 2 J=l+l< Bing S

Fil: Edit View Favortes Tools Help
& Convert ~ 7 Select
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S[E CMURCF Training Databass & - = v Page™ SafelyT TookT @r

ECF&. Bankruptey ~ Adversary ~ Reports ~ utilities ~ Search Logout

File a Motion: =

12-40035 Mary Jane Peters Post-Reform Case Filed on: 06/07/2012
Type: bk Chapter: 13 v Office: 4 (St. Louis)
Assets:y Judge: kss Case Flag: PinDue, DebtEd

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)
Extend Time to Appeal Under Rule BUUZ{c] 2] |Pay Filing Fee in Instaliments

Extend/Limit Excclusivity Period
File Amended Proof of Claim
File Claim After Claims Bar Date
Final Decree

Generic Application

Generic Motion

Generic Motion Second Part
Hardship Discharge

Impose Automatic Stay J
In forma pauperis

Joint Administration

Leave to Appeal

Limit Notice

Limited Admissions

Moratorium

Mare Definite Statement

Mation for Determination of Post-Petition Fees. Expenses. or Charges.
Pay Filing Fee in Installments i
[ Continue Clear

Done F T DT K ntemat Fa~-[xmE -

i Start| [F Novell-delivered Ap... | .« Mail - Inboz - IBM ... | Ea WordPerfeet 12 - [ [ CM/ECF Training... «@ N 244 PM
.
Figure 5

2 Scroll to display the relief to Pay Filing Fees in Installments
event.

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

Click to highlight.
* Click [Continue]

2
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STEP 6 The HEARING INFORMATION screen appears. (See Figure 6).

‘3) CM/ECF Training Database - Microsoft Internet Explorer _[=]x]
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EECF Bankruptcy . Adversary . . Reports  « Utilities +  Logout '7

File a Motion:
05-40089 William 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 judge. Contact the Courtroom Deputy of Judge No Judge
Assigned.

[Hearing Date: Calendar | Hearing Time: ©AMCPM

[Location: | j

Continue Clear

&1 Dane [ 2 memet

Figure 6

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

Click [Continue]

STEP 7 The JOINT FILING screen displays.
(See Figure 7)

CM/ECF Training D atabase - Hetscape
File Edit ¥iew Go Communicator Help

FEEY P YY) =
w" Eookrmarks \)& Location:leb.uscourts. gov/cgi-bindogin.pl?116845407833191-L_916_0-1 ;I @'W’hat's Fielated

: or%lnstantMessage wdebbd ail Calendar Fadio People ‘rellow Pages Download Custom
EE F Bankruptcy * Adversary * Query * Reports = U s " Logout

Miscellaneous:

03-40001 Pat 3. Blarney and Patlie Blarney

™ Joint filing with other attorney ).

Continue | Clear I

E '@l |Document: Done
Figure 7
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2 This screen is only used if another attorney is joining in a filing.

No action is necessary.

2 Click [Continue]

STEP 8 The SELECT THE PARTY screen displays. (See Figure 8)

% CMVECF Training Database

i v v Pagev Seleyv Tookv @« 7

CM;‘ECF& Bankruptcy - Adversary - Query

Reports ~ Utilities ~ Search Logout
|
File a Motion:

12-40035 Mary Jane Peters Post-Reform Case Filed on: 06/07/2012
Type: bk Chapter: 13 v Office: 4 (St. Louis)

Assets: v Judge: kss Case Flag: PlnDue, DebtEd

Select the Party:

Office of U.S. Trustee, [U.S. Trustee] Add/Create New Party
Peters, Mary Jane [Debtor]

Continue Clear

Figure 8

Click to highlight the party filer name.
Click [Continue].

STEP 9 The PDF DOCUMENT SELECTION screen displays.
(See Figure 9a)
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Figure 9a

B it ol AR T

Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.
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To verify accuracy of the document prior to uploading, right click
on the document name.

. Select open from the drop down list.

. Verify document contents.

. Click the X in the upper right corner of the document
screen.

Double-click the PDF file to select it.
Click [Continue]
. 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 9b.)

Lok ir: | 3 POF Files x| = & ek E

0808dict, kxt EBNC Order of Dischg, pdf EExhibit A
[ 20largest pdf Tenc_s41nte,pdf T exhibit. pe
[ Affidavit . pdF T Certsve. POF T Hearinght
a Amended Schedules. pdf Eclaimform.pdf ﬂlnventorp

ﬂ AMSWER, pdf EComplaint.de ﬁlnvolunta
Application - Filing Fees, poets 2 - to Employ. pdf Ejnintmotio
E Application for Compensati EList of All
P.pplicatinn to Enploy. pdf W 7. pdf EMartin.pd
E Application. pdf Print EMotion ML
[l apptsuce, FOF Scan for Viruses... TMotion to
[ appttr. POF T Matian to
Make Awailable OFfline
Open With » |
Cuick Wiew Plus
File name; I.f-\pplicatior Quick Print j Open
Files of type: |4l Files [+, S2¥inZip 4 -] Cancel |
Send E
~ni T ]
Figure 9b
. This will launch the Adobe Acrobat Reader to 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 9c.)

USBC - Eastern District of Missouri April 29,2013



CM/ECF External User Training Application To Pay Filing Fees in Installments - Page 7

File Upload : 21 x|
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-

STEP 10 The FILING FEE INSTRUCTION screen displays. (See Figure 10)

CIMI/ECF Training Database

E(IF@( Bankruptey ~ Adversary ~ Reports ~ Utilities ~ S Logout

File a Motion:

13-40008 Mike Brown and Mary Brown Post-Reform Case Filed on: 04/25/2013
Type: bk Chapter: 7 v Office: 4 (St. Louis)
Assetsn Case Flag: DebtEd. MEANSNO

|At least 50% of the Filing Fee must be paid at the time of filing for all chapters.
[The Final Installment Must Be Paid Within 120 Days On Ch. 7 Cases.

[The Remaining Installment Fee Must Be Paid Through The Plan On All Ch. 13 Cases.

. At least 50% of the filing fee must be paid at the time of filing for
all chapters.
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. The final installment must be paid within120 days on Chapter 7
cases.
. The remaining installment fee must be paid through the plan on all

Chapter 13 cases.

Click [Continue]
STEP 11 The FINAL DOCKET TEXT screen appears. (See Figure 11.)
@@v [ST® itps ¢/eci-uain moeb uscourts govcorbindDispalch pl7 752362601 3952002 Bl 2 = l<l= e R

File Edit View Favontes Tools Help
& Convert » [ Select
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EFCM#’ECF Tramng Database i (TR

CP\W.-’ECF&-. Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

© =1 v Pagev Safetyv Toolsv \'@lv

File a Motion:

13-40008 Mike Brown and Mary Brown Post-Reform Case Filed on: 04/25/2013
Type: bk Chapter: 7v Office: 4 (St. Louis)
Assets:n Case Flag: DebtEd, MEANSNO

Docket Text: Final Text
Application to Pay Filing Fee in Installments Filed by Debtors Mary Brown, Mike Brown. (pfieatty)

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

Continue Clear

i T T [ mtemet ==z + ,
LfJSturtl E Novell-delivered Ap... | v Mail - Inbox - IBM ... | Iy WordPerfect 12 - [... ”W Taining, .. ,m

Figure 11
2 The filing attorney representing the debtor will display in
parentheses.

2 If necessary, use the drop down menu to modify the text.
2 Verify the final docket text.

* If correct, click [Continue]
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2 If the final docket text is incorrect:
. Click the browser [Back] button to find the error(s) and
proceed with the event.
. To abort or restart the transaction, click the Bankruptcy

hyperlink on the Menu Bar.

STEP 12 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 12.)

5 CM/ECF Training Database - Microsoft Internet Explorer

File Edit Yiew Fovortes Tools Help
= .08 0 A
Back  Fomward Stop  Refresh  Home
Adelress [£] https: /ectirain mosb.us courts. gov/egi-hin/login.pl7 405508371 375775-L_786_0-1

a

Search Favortss Media  History

5 o o

Mal  Prnt  Edt  Discuss  iGive

EECF Bankruptcy . Adversary . . Reports . Utilities

File a Motion:
05-40089 William Clinton

U.S. Bankruptey Court
Eastern District of Missouri (Train)
[Notice of Electronic Filing

[The following transaction was received from pfieatty, entered on 1/5/2006 at 2:13 PM CST and filed on 1/5/2006
Case Name: William Clinton

Case Number: 05-40089

[Document Number: 15

[Docket Text:
|Application to Pay Filing Fee in Installments Filed by Debtor William Clinton (pfieatty, )

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

D description:Main D

[Original filename:F:\TRAIN\Motion.pdf

[Electronic document Stamp:

[STAMP bkecfStamp_ID=1031339175 [Date=1/5/2006] [FileNumber=36334-0] [
3d489151747e04£1914dd322220f83ad 7644d40ba68c69f0b2034777d89fe9380d30
01 7e95fe Teb22689f6d2bf011d8393a723d3a4 915115467184 6edb71]]

105-40089 Notice will be electronically mailed to:
(Cathi Reese  Cathi_Reese@ca8.uscourts.gov

05-40089 Notice will not be electronically mailed to:

/] Done EY|

Figure 12

L 2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case (thru PACER).

2 Clicking on the document number hyperlink will display the PDF
image of the petition just filed.

NOTE: Subscribers to e-mail notification will be given “one free
look” at the document that was filed. This message will
appear on each notice:
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**NOTE TO PUBLIC ACCESS USERS**

You may view the filed documents once without charge.
To avoid later charges, download a copy of each
document during this first viewing.

2 To print a copy of this receipt for your records, click on the
browser [Print] icon.

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

USBC - Eastern District of Missouri April 29,2013



