FILING A MOTION

Motions may be filed in bankruptcy cases and adversary
proceedings. In either case, the process and screens are basically
the same.

NOTE: If the motion requires a hearing date, BEFORE filing it, you
should go to our website and check the judges’ motion days to
determine an appropriate hearing date and time for the notice.

Our website address is www.laeb.uscourts.gov . Then click on
the hyperlink “General Info.”

* Click Bankruptcy or Adversary on the CMECF Main Menu Bar
as shown below depending on whether the motion is being filed in
the main Bankruptcy case or in an Adversary proceeding.

EE F Bankruptcy * Adversary + Query -+ Reports -« Utilities » Logout
e

Depending on your choice on the previous screen, the Bankruptcy
Event or the Adversary Events screen appears.

Bankruptcy Events
Answer/Response. .. Adversary Events
%Eaj%ljkcﬁons Cpenan bl Caee
Creditor MMamntenance. Aniswerg. =
File Claims Complamt & Bumtnons
IMotons/ Applicatons Motions
Hotices ggpfe_al
Cpen a BE Case ke
Other Other
Plan

CasellpLoad

* Click Motions/Applications.
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The Case Number screen appears.

File a Motion

Case Number

0013345, 1:00 bk 13345 or 1-90-bk 12345
MNext | Clear |

* Enter the correct case number including the hyphen.

* Click Next.

The Document Selection screen appears with the case name and
number displayed as a hyperlink.

File a Motion

J5-10630 Penelope Pearson

01Relief fram Stey e
02Extend Time to File Schedules —
03Extend Time

D4hssume/Reject

05Employ

0ECompensation

Abandon

Accounting d|

Nen-dl Clear |

* Select the title of the document being filed.

NOTE: If it is a two-part motion, select the first part, then press and
hold down the [Ctrl] key and select the second part. When
both parts are highlighted,

* Click Next.
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The Joint filing screen appears as shown below.

File a Motion:
03-10630 Penslope Pearson

|_J01nt fling with other attornes(s).

ml Clear |

* If another attorney is joining in the filing of this document, then
select the box.

* If this is not a joint filing, do not select the box.

* Click Next.

The Party Selection screen appears.

File a Motion:
03-10830 Penelope Pearson

Select the Party:

Pearson, Penelope [Debtar] | Add/Create INew Party
U5 Trustee, [U.S. Trustae]

INext Clear |

* If the party on whose behalf the motion/application is being filed is
included in the party list, select the party then click Next and
proceed to Page 8.5.
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If the party is NOT included in the party list, click Add/Create
New Party.

The Party Search screen appears as shown below.

EE F Bankruptcy s+ Adversary s Query «

Search for a party
SSH || TaxId |

Last/Business name
Search [ Clear

Enter the party’s last name or business name.
Click Search.

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

EECF Bankruptcy + Adversary + Query -

Search for a party
SSN | TaxId |

Last/Business name
Searchl Clear

Party search results

No person found.

Create new party I

Make sure your search criteria is accurate.

If the party is not found on the first try, use different criteria to
search again.

If the party’s name does not appear, click Create New Party as
shown below.

EE F Bankruptcy « Adversary + Query =

Search for a party

SSN I Tax Id
Last/Business name I

Search [ Clear |

Party search results

No person found.

Create new party
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The Party Information screen appears.

[Party Information
Last name IParwsh First name I—
Middle name l— Generation I Title I
SSN 272111734 Tax ID |
Office | Address 1 |
Address 2 | Address 3 |
ciy [ State [ Zp[
County lﬁ Country l—
Fhone l— Fax Ii
E-mail |
ProSe m [Rule | blank (lank:) j]
Party text |
Subrnit | Cancel | Clearl
* Enter the creditor’s information in the appropriate field(s).
NOTE: When adding a party to a case, select the ROLE to properly
identify the party.

* Expand the Role field by clicking on the down arrow to the right
of the Role box as shown in the screen below.

Accountant (acc:pr) -~
Alleged Debtor (adb:pty)

Appraiser (app:pr)

Aggist. S, Trustee (aust:tr)
Attorney (aty:pty)

Auctioneer (auc: pri)

Auditar (aud:prf)

Bl Petitian Preparer (bkpp:pty)
Broker (br:prf)

Consultant (consult: pr) —
Counter-Claimant (cc:pty)
Counter-Defendant (cd: pty)

Cred. Comm. Chair {cremch: pty)
Creditar (crocr)

Creditar Committee (crom:pty)

Cross Defendant (crd:pty)
Cross-Claimant (cre:pty)

Debtor (db:pty)

Debtor In Possession (dbpos:pty)

Defendant (dft:pty) -
Debtor (db:pty) =
* Select Creditor.

* Click Submit.
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The Select Party screen appears again which screen now includes
and highlights the added creditor.

File a Motion:
03-10630 Penelope Pearsaon

Select the Party:

=h Finance, [Creditor AddiCreate Wew Party
aarsan. Fenelope [Dettar]

.S Trustee, [U.S. Trustee]

M Clear |

Click Next.

The Attorney/Party Association screen appears.

File a Motion:
03-10630 Penelope Pearson

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

arish Finance, (cricr) represented by Crotty, Attorney (aty)

MI Clear

Click the box to establish the association between you and
your creditor client.

Click Next.
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The PDF Selection screen appears as shown below.

File a Motion:
03-10630 Penelope Pearson

Zelect the pdf document (for example: CA19%cw301-21 pdf).
Filename

|| Browse... I

IAttachments to Document: # Mo ¢ Yes

M Clear |

You need to locate, preview and associate the PDF file with the
docket entry.

Click the Browse button.

The File Upload screen appears as shown below.

Click the down arrow to the right of the Files of type field as
shown.

File Upload 7] E
Lok jt: I@ My Documents j gl Z
7
Corel User Files
My Pictures I
File name: I Open I
Files of type:  [HTML Files ﬂ Cancel |
mccerermrrerrey HTHL Files = %
Texst [*.tat] I—

E recutable [* exe

FutureSplazh Player [ zpl]

Mext (] Shockwave Flash [*.swf)
Next| @ AL 1]
AIFF [*.aif, % aiff)

AN [ mav]
D0 [+ mid. . midi] =

In the drop-down box, click on All Files(*.*).

Locate the appropriate PDF file.
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NOTE: Always preview a file before you associate it
with the docket entry.

* To preview the file, right click on the file.

A drop-down menu as shown below will appear.

File Upload HE|ES B
Look jn: | 3 practics = & & ck culy i
- 57E 3801 26955 L
el 1plan. wpd T matrix PDF —
chil3pet PDF Tatis it R it
chl3plan POF e matrix wpd Bnectzpr T
chlBtmmemotorecord POF ] mematorecord PDF Trotice Pl Brint
complaint POF B minuteenty. FOF T noticeok: rmmm e
desigafiecord PDF ) misc. POF ongrq19 N Netudere Copy
Scan for Winses
3 | ceamorvmees- |
— Send To »
File pame:— [rotion, PDF OF
Cut
Files of type: [l Fies [+) = c:  Copy
Create Shortout
| Browse  Delets
————  Feneme
Attachments to Document: & No © Yes
Properties
Mesxt Clear
* Click O he drop-d i he fil
ick Open on the drop-down menu to view the file.

The following screen will flash as Adobe Acrobat Reader opens.

on om
Bm| (S5 Ltmawn po | s | it [ i W R

The selected file will open with Adobe Acrobat Reader.

m@’w_
M@aGHA M v+« DO MDD
5]

A

=

k-1

B,

&)

[

2]

b

L MOTION

=

5

T,

* Check the file to confirm that it is the correct one.
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Close Acrobat Reader by clicking the X on the (blue) Adobe Title

bar.

This will bring you back to the File Upload window.

Double click the PDF file or click the Open button as indicated in

the File Upload window below.

Choose file

N =1 & @
matrizd. wpd ﬂ mocheld PFDF ",
memoranduminopposition PDF ﬂ mocnotheld POF .}
memuoranduminsupport. PDF : motion.PD .}
mematarecord PDF 'Q rtrgaa.wpd ",
misc. PDF mtthic, BK) i
moccontd POF 'Q rtrhlc. wpd ﬁ

! . ja|

File hame: |mnhnn FOF Open I

Fiies of ype: [ Files (7] =l Cancel |

v

| 1] —

This associates the PDF file with the docket entry as shown in the

screen below.

File a Motion:

03-10630 Penelope Pearson

Filename

|Attack ts to Doc

|L:\pradice\m otion.POF

Zelect the pdf document (Tor example: CA199ew301-21 pdf).

Mext Clear |

If there is an attachment to the file, select the Yes box to the

right of the *“attachment” prompt.

Click Next.
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NOTE: An attachment will be a separate PDF document which
includes, for example, a promissory note or a legal description,
etc.

An attachment will be identified in the docket text and the
attachment image will be accessible by clicking on the
hyperlink within the docket entry.

* If there is no attachment to the motion, accept the default of No.

* Click Next and proceed to Page 8.13.
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IF THERE IS AN ATTACHMENT TO THE MOTION,

If you selected Yes to the “Attachment” prompt,

The Attachment Selection screen appears as shown below.

File a Motion:
03-10620 Penelope Pearson

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

|| Browse

2) Select a document type andfer enter a description

Type Description

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When
the hist of filenames 15 complete, click on the Next butten

’7 Add to List

Remave from List

You need to locate, preview and associate the attachment file.

* Click Browse.
* Locate, preview and associate the “attachment” file.
* After you have the attachment file associated with the entry, type a

brief description of the attachment in the Description box as
shown below.

File a Motion:
03-10630 Penelope Pearson

Select one or more attachments.
1) Enter the pdf document that contams attachment (for example: CAappendix pdf)
Filename

|L:\practl:e\aﬁa:hmem.PDF Browse...

2) Select a document type andfor enter a descriphion.
Type Description
I j ICDmraDl

3) Add the filename to the list box below. Ifyou have more attachments, go back to Step 1. When
he list of filenames is complete, click on the MNext butten

’7 Add to List

Femaove from List

* Click Add to List.

Motion r903 Page 8.11



Motion r903

The file is added to the List box as shown below and the cursor
returns to Step 1 of the screen.

Selnet eme or mere attachmests,

1) Entes the pdf documest that costans attachiment (for sxample O \appendse pol)
Filenamse

Ju—————— S

Z) At your option, select a documest type
Type

3) Add the Blename to the kst box belor
complete, chek on the

To include additional “attachment” files, repeat from Step 1on the
screen.

When all “attachment” files have been associated, click Next.

(Continued on next page)
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NOTE:

Motion r903

The Receipt screen appears.

File a Motion:
03-10630 Penelope Pearson

Receipt # | Fee: $75

For Court Public Users Only: Please Pay Fees Before Exiting the Clerk's Office.
For Receipt #, Enter CC for Credit Card or O for Other Payment.

Complete the Docket Window With A Brief Description of the Property, Enter Real
Estate for Real Estate or Year and MModel for Automobile.

Mext Clear

When filing a Motion for Relief from the Stay, the Receipt
screen will advise that you must complete the next screen by
entering a brief description of the collateral or subject of the
motion.

Enter your form of payment, either leave field blank (for credit
card) or o (for other).

Click Next.

The Modify Docket Text screen appears as shown below.

File a Motion:
03-10630 Penelope Pearson

For Court Public Users Only: Flease Pay Fees Before Exiting the Clerk's Office.

Docket Text: Modify as Appropriate.
I - | 1iction for Relief from Stay
. Receipt Number cc, Fee Amount $75. Filed by Attorney

Crotty of Crotty & Crotty on hehalf of Parish Finance . (Attachments: # (1) Contract)
{Crotty, Attorney)

M Clear
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If appropriate, choose a prefix such as Emergency or Unopposed
from the Prefix pick list as shown below.

F|Confirmation Denied
7| Failure to Attend 341 Meeting of Creditors
Failure to Comply with Court Qrder
Failure to File Plan Timely

[|Failure to File Status Report on Lawsuit
Failure to Make a Payment WWithin 30 Days
Mon Compliance with Plan

Flan Unfeasible

Additional

FAgreed

First Amended

JConsent

Default

Ernergency

Ex Parte

Expedited

Fifth

Final

First

FAoaa V. AL AT Tow | LY

When necessary you may add additional text in the “Optional
Text” box highlighted in the screen below.

File a Motion:
03-10630 Fenslope Pearson

For Court Public Users Only: Flease Pay Fees Before Exiting the Clerk's Office.

Docket Text: Modify as Appropriate.

j Motion for Relief from Stay

| J Receipt Number cc, Fee Amount $75. Filed by Attorney
Crotty of Crotty & Crotty on behalf of Parish Finance . {(Attachments: # (1) Contract)
(Crotty, Attorney)

M C\earl

NOTE: If your motion is requesting relief from the stay, in the optional
text box, type a brief description of the subject of the motion, i.e.,
1998 Ford Taurus or Real Estate at 1234 Copper Road, NO, LA.

* When the entry is correct, click Next.
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NOTE:

Motion r903

The Final Docket Text screen appears as shown below.

File a Motion:
03-10630 Penelope Pearson

Docket Text: Final Text

Motion for Relief from Stay on Real Estate at 905 Colonial Oaks Drive, New
Orleans. Receipt Number cc, Fee Amount $75. Filed by Attorney Crotty of
Crotty & Crotty on behalf of Parish Finance. (Attachments: # (1) Contract)
(Crotty, Attorney)

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

M Clearl

Carefully check the entry. This is your last chance to make any
changes or corrections or to abort the transaction.

BEFORE the final submission of an entry, you may use the
browser BACK button at any time during a docketing process
to verify or make corrections to a prior screen.

BEFORE the final submission of an entry, you may cancel or
abort an event at any time during the docketing process by

clicking on another menu option on the CMECF Main Menu
Bar.

If the entry is correct, click Next.

The Notice of Electronic Filing appears.

When clicking on any hyperlink, attorneys will be presented with
their PACER login screen.

Clicking on the case number hyperlink will present the docket
report.

Clicking on the document number hyperlink will present the
imaged document.
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