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Multi-Part Motions

This procedure explains how to docket a two-part motion. The example illustrated
is a Motion for Relief from Stay and Adequate Protection.

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

U.S. Bankruptcy Court
Northern District of West Virginia
Officinl Court Electr t Filing System

EAtarchzoon

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display. (See Figure 2.)

2 Click the Motions/Applications hyperlink.
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Figure 2
STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

2 Enter the case number, including the hyphen.

L 2 Click [Next].

NOTE: You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.
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Figure 3
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STEP 4

The MOTION EVENTS screen displays next.
(See Figure 4.)

Click to highlight Relief From Stay. Keeping the [Ctrl] key
depressed, scroll and highlight Adequate Protection. Release the
[Ctrl] key. There are now two reliefs identified and selected for
this motion.

Click [Next].

1’
Figure 4
STEP 5

*

The JOINT FILING screen displays. (See Figure 5.)

This screen is only used if another attorney is joining in a filing, do
not check this box.

If this were a joint filing with another attorney(s) you would check
the box and after selecting [Next] you would be presented with a
pick list of attorneys on the case to select as joint filers.

Click [Next].
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Figure 5

STEP 6 The SELECT PARTY screen displays. (See Figure 6.)

[ r e TS
Figure 6
2 Since the party, Friendless Finance, is currently not a party in this
case, they are not listed and must be added. Click the Add/Create
New Party hyperlink.
STEP 7 The PARTY SEARCH screen appears. (See Figure 7.)

2 Enter the first part of the business name and click [Search].
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Figure 7

STEP 8 If there are no matches, the system will return a No Person
Found message. Make sure your search criteria is accurate. If the
party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8.)

2 Since the party is not already on the database, proceed to add the
creditor, Friendless Finance. Click [Create New Party].

NOTE: Your name search may find more than one record having
the same name. Clicking on each of the names will
display a window showing the party’s address information
for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.
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Figure 8
STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

2 Enter creditor Name information in the appropriate boxes.

2 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

2 It is not necessary to add yourself as counsel for the party. You
will have an opportunity to create this association on a later
screen.

& Click [Submit].
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Figure 9
STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

L 2 The new creditor's name, Friendless Finance, is highlighted.

2 Click [Next] to continue.

rnet Luplorer

Adversary - Query Reports - utilities - seareh Logout

File a Motion:

=08 Lk 00002 Joc Smith CASE CONVERTED on 10/10/2008
Typee bk Chagptes 11 v Office: § (Wheekagh
Assets: y Case Flag CONVERTED

Select the Party:

Add' Creme New Pary

@ remree Hiow -

Figure 10
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STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

2 Click the box to establish the association between you and
Friendless Finance in this case.

2 Click [Next].

| 7 TRAIN Database Area - Windows Internet Explorer

"IFlle a Motion:

1508 bk 00002 Joc Smith CASE CONVERTED on 10/10v2008
Type: bk Chapter: 11 v Office: 5 (Wheeling)
Assets: y Case Flag CONVERTED

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

) Friendliess Finance, (erer) represented by Test-Anomey, WVNB(an)

= — e

Figure 11

STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12.)

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

. In the File Upload window, change Files of type: to All
Files (*.*)
. 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.

2 This will launch the Adobe Acrobat Reader to display the contents
of the imaged document. Verify that the document is correct.

2 Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Materials Multi-Part Motions - Page 9

2 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.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next].

|File a Motion

1408 i 00003 Joe Smith CASE CONVERTED on 10/10/2008

| Tvpe: bk Chapter: 11 v Office. 5 (Wheeling)
Assets: ¥ Case Flag CONVERTED

155 W T

Figure 12
STEP 13 The With Certificate of Service? screen displays. (See Figure
13)
L 2 If applicable, insert brief description of property.
2 With Certificate of Service? Entery orn

2 Click [Next] to continue.
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Figure 13

STEP 14 Since a part of this multi-part motion is Relief from Stay requiring a
filing fee, the screen shown below appears. (See Figure 14.)

2 Enter y and Click [Next] to continue.

| 7 TRAIN Databs.

Adversary = Query Reports =

utilities = Search Logout

'File a Motion:

S 08-bLk-00002 Jor Smih CASE CONVERTED on 10102008
Tipe b Chapter- 11 v Office: 3 (Wheeling)
Assets: ¥ Care Flag CONVERTED

Are you paying via the Internet [ or 0]
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Figure 14
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STEP 15 The following screen displays if there is a filing fee required to file
your motion. (See Figure 15.)

L 2 Click [Next] to continue.

Figure 15
Step 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)
If appropriate, choose a prefix from the Prefix Text pick list

L 2 In either or both of the text boxes, add additional text for the
motions you are filing, if applicable.

2 Click [Next] to continue.

{ Wi T

Figure 16
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STEP 17 The FINAL DOCKET TEXT screen displays. (See Figure 17.)

2 Carefully verify the final docket text. This is your last chance to

change this entry before addition to the case. If correct, click
[Next].

2 If the final docket text is incorrect:
. Click the browser [Back] button to find the screen to be
modified.

To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

| 7 TRAIN Database Area - Windows Internet Explorer

@ - | betpsjet

51407 |l ] - =
B [k Y Favortes Jook ek

" -
b |t AN Datats sena - B & reme s Gk "
SECF Bankruptey =  Adversary =  Query  Reports -  Utilities -  Search  Logout

File a Motion:

508-bk-00002 Joe Smith CASE CONVERTED on 10/10/2008
Type bk Chapter 11+ Office: 5 (Wheeling)
Assels: y Case Flag: CONVERTED

| Docker Text: Final Text

Motion for Relief from Stay regarding real estate in Ohio County, WV . Fee Amount $160. with Certificate of Service, Motion for
Adequate Protection with Certificate of Service. Filed by WVNB Test. on behalf of Fri Finance. |Test-Attorney,
WVNEB)

Attention!! Submitting this screen commits this transaction. You will have no farther opportunity to modify this sabmission if vou continue.

Heat| [ Clear

I:m
Figure 17
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STEP 18

L 2

The NOTICE OF ELECTRONIC FILING SCREEN displays.

(See Figure 18.)

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

Clicking on the document number hyperlink will present the

PACER login screen.

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

To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users

will be charged a PACER access fee.

Notice of Electronic Filing:

Hyperlink to docket sheet
Date and time stamp information

Case Title

Case number hyperlink to docket sheet

Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached

document if there is one.

Associated (PDF) documents:

Document description: Defaults to Main Document being
docketed.
Original filename: Filer’s full directory path from firm or

court’s hard drive or network.

Electronic document stamp: Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption.

Document description: First attached document’s
description that was entered on the
attachment screen by the filer.
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Original filename: Filer’s full directory path from the
firm or court’s hard drive or network.

Electronic document stamp: Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.

| £~ TRAIN Database Area - Windows Internet Explorer

(] = |2l b et aram veeri et erefene binfDsnstch, BT SZSUOTITES 64 <[ & |[++

Adversary - Query Reports = utilities = Search Logout

File a Motion: i
1508 bk -00002 Joe Smith CASE CONVERTED on 10/10:2008

Type: bk Chagter: 11 % Cbice: 5 (Wheekagh

Assets: ¥ Case Flag CONVERTED

U.S. Bankruptcy Court
Northers District of West Virginia

MNotice of Electronse Filing

{The following transaction was received from WVNB Test-Attorney enteved on 10282008 at 12:51 PM EDT and filed on 107282008
Case Name: Joe Susth

Case Number: 5.08-Lk-00002

Docament Namber:

Docket Text:

Pvlotion for Bebief from Stay regarding real estate in Ohio County, WYV . Fee Amount $150. with Centificate of Service, Motion for Adequate Protection with Centificate of Service. Filed by WVNB Test-
Anoemey on behalf of Friendiess Fnance. {Test-Anomey, WVNB)

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

Document descripfion:Main Document

Original filename:C- Documents and Settings ANTTA Desktop 2008 Pay Periods pdf
Electronic document Stamp:

[STAMP bkecfStamp_ID=958911880 [Date=10/28/2005] [FleNumber=25324-0]
(3650540068067 ed Aa2 666307363341 244000 2ed6 0084 7oA ae 2abbOSS S 0de
[901411422465.421 10 c0bE6AEE0 4 ce TbbOefe 162461 T9ade0S023ceS8a48])

5:08-bk-00002 Notice will be electromically mailed to:

[Urited States Trustee  mawcic_kacimar & winb uscowts. gov

5:08-bk-00002 Notice will not be electronically mailed to:
Uoe Smith

111 South Street

Wheeling, WV 26003

fooe T i

Figure 18
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