CM/ECF Attorney Manual Set Deadline to File Proofs of Claim

Motion to Set Hearing

STEP 1 Click on the Bankruptcy or Adversary hyperlink, whichever is appropriate, on
the Main Menu then click on Motions / Applications.

Answer/Besponse. .

Lppeal

= Claim fuctions

O Bankruptcy Creditor Maintenance ..
File Clairas

k Ivlotions/s pplications
HMotices
Clpen a BE C
Llizcellanecns
Plan
STEP 2 The Case Number entry screen displays.
Case Number
[03-20009
et | Clear | %
¢ Case Number - enter a case number in YY-NNNNN format
¢ Click on the Next button.
STEP 3 The select the type of motion/application screen displays.
Reinstate Document =l
Remand

Feopen Case
Resume Monthly Staterments

Sanctions

Seal =
Sell Free and Clear of Liens

Set Deadline to File Proofs of Claim =l

¢ Scroll through the options and highlight Set Deadline to file Proofs of Claim.
¢ Click on the Next button.
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STEP 4

STEP 5

STEP 6

STEP 7

L 2 B 2

The Joint filing with other attorney(s) prompt displays.

I" Joint filing with other attorneyis).
INext Clear | %

Click in the Joint filing with other attorney(s) box if this is a joint motion to add
any additional attorneys.
Click on the Next button.

The Select the Party screen displays.

Select the Party:
H & T Towing, [Debinr Add/Create New Party

Jones, Jr. Charles |. [Trustee]

R

M Clear

Click on the party’s name.
Click on the Next button.

If the Association box displays and you are filing on behalf of a creditor and have
not made a previous appearance, check the box to associate you as the attorney for
the party selected/added, then click on the Next button.

e following attorney/party associations do not exist for this case.
lease check which associations should be created for this case:

I Jones, Jr., Charles(tr:tr) represented by Jones, Jr., Charles (aty)

[ B

The Select the pdf document screen displays.

Select the pdf document (for example: C:\199cv501-21.pdf).
Filename

O\FDFfiles\Banknuptcy - Motion pdf | Browse

|Attachments to Document: ~ No # Yes

Next|  Clear

Type the path and file name in the blank box, or

Click on the Browse button to navigate to the appropriate directory and file.

To attach the Proposed Order and other documents, (e.g. an exhibit, appendix):
> Click on the‘Yes’ radio button

> Click on the Next button.
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STEP 8 The Select one or more attachments: screen displays.

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

[0APDFfiles\Bankruptey - Proposed Or|_Browse

2) Select a document type and/or enter a description.

Type Description

[Praposed Order =] [Setting Deadline for Filing Proofs

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

’7 Adcl to List
Remove from List
| o
¢ Use the Browse button to navigate to the location of all necessary files.
¢ Type - click on the down arrow to select the type of attachment, if listed.
¢ Description - type in any additional description if needed.
¢ Add to List - click this button to add selected attachment to list.
¢ As documents are added to list, they will appear in the filename list box.
STEP 9 The Certificate of Service? screen displays.
|With Certificate of Service? y or nly
[oes] [<bal 5
¢ Type a lowercase ‘y’ if your motion contains a Certificate of Service or a

lowercase ‘n’ if you are not filing a Certificate of Service.
¢ Click on the Next button

STEP 10 A Docket Text: Modify as Appropriate screen displays.

Docket Text: Modify as Appropriate.

Motion by Trustee Charles I. Jones, Jr. to Set Deadline to File Proofs of
Claim | with Certificate of Service. (Attachments: #
(1) Proposed Order Setting Deadline for Filing Proofs of Claim) (Jones,
Jr., Charles)

M Clear |

¢ Add additional text in the box provided if appropriate.
¢ Click on the Next button.
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STEP 11

L 2R 2

STEP 12

The Docket Text: Final Text screen displays. This is the LAST opportunity to
verify the accuracy of the information. Submission of this screen is final.

Docket Text: Final Text

Motion by Trustee Charles I. Jones, Jr. to Set Deadline to File
Proofs of Claim with Certificate of Service. (Attachments: # (1)
Proposed Order Setting Deadline for Filing Proofs of Claim)
(Jones, Jr., Charles)

MNet| Gear| [

Verify the final docket text. If correct, click Next.

If the final docket text is incorrect, you must click on your Browser’s Back button
to correct your entries.

Click on the Next button.

The Notice of Electronic Filing screen will display showing the essential data for
this filing. Scroll down to view the entire receipt.
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