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Application To Employ
For Trustees and Attorneys

This lesson shows the steps of submitting an Application to Employ filed by a Chapter 7
trustee. The same process can be applied to filing other motions or applications.

Internet users will access CM/ECF through PACER and will use two
different sets of logins; one for CM/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.)

)

EECF Bankruptcy + Adversary + Query + Reports + Utlities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
Your screen may appear different. Menu selections are assigned
by user permissions and vary by court.

= c > )
UE F Bankruptcy +« Adversary « Query =+ Reports . Utilities . Logout ?

Bankruptcy Events

AnswerResponse...
Appeal

Claim Actions
Motions/Applications
Metices

Open BE Case

Open Involuntary Case
Other

FPlan

File Claims
Crediter Maintenance. .

Judge/Trustes Assignment
Figure 2

L 4 Click the Motions/Applications hyperlink.
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STEP 3 Enter the case number in YY-NNNNN format in the CASE
NUMBER screen and click [Next]. (See Figure 3.)
EECF Bankruptcy + Adversary + Query + Reports « Utlities + Logout
File a Motion
Case Number
lm 99-12345, 1:99-hk-12345 o 1-99-bk-12343
Mext Clear
Figure 3
STEP 4 The MOTION EVENT SELECTION screen is displayed.
(See Figure 4.)
EECF Bankruptcy -  Adversary e QOuery =+ Reports - Utilities - Logout
File a Motion
02-1006%9 Frank G. Hammeck and Carel & Hammock
Disrniss Party -]
Dismiss AVithdraw Docurment
Examination —
Expediting Hearing
Extend Exclusivity Period
Extend Plan Payments
Extend Time Il
Mext Clear I
Figure 4
L 2 Scroll the File a Motion box to select the Employ event.
NOTE:

To locate your event quickly, type the first letter of the
entry (E for Employ) and the highlight bar will immediately
select the first event beginning with E.

4 Click [Next].
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STEP 5

STEP 6

The attorney JOINT FILING screen will then be displayed.
(See Figure 5.)

02-1006%3 Frank G Hammock and Carol & Hammock

I Jomt filing with other attorney(s):
Mext | Clear |

Figure 5

This screen is used only if another attorney is joining in a filing. If
you are the only trustee/attorney filing this application, skip this
screen.

If this is a joint filing and the box is checked, a listing of attorneys
presently on the case will be presented for selection.

Click [Next].

The PARTY SELECTION screen will be presented listing all the
participants presently on this case. (See Figure 6.)

=
UE F Bankruptcy  +  Adversary « Query + Reports .« Utilities + Logout ":
( : L4

File a Motion:
02-10069 Frank G. Hammeock and Carel & Hammock

Select the Party:

Caral A Hammock [Joint Debtor] =] AddiCreate New Party
Frank G. Hammack [Debtar]

Wyilliam W. Thompson [Trustee

Next | Clear

Figure 6
Locate and select the trustee in the Party Selection window.

Click [Next] to continue.
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STEP 7 The ATTORNEY/PARTY ASSOCIATION screen may appear.
(See Figure 7.)

File a Motion:

02-1006% Frank G Hammock and Carol & Hammock

The fellowing attorney/party associations do tot exst for this case
Please check which associations should be created for this case:

™ Thotnpsen, Willam(rtr) represented by Thompson, William (aty)

M Clear

Figure 7

L 2 This screen presents a check box to link the filer to the attorney.
As a trustee, if you are not filing this application in the capacity of
the attorney for the trustee, skip this screen.

If an attorney is filing this for another party she or he represents
and this screen is presented, check the box to establish this
relationship.

STEP 8 The PDF DOCUMENT SELECTION screen displays.
(See Figure 8a.)

File a Motion:

02-1006% Frank G Hammeck and Carel & Hammock

Select the pdf document (for exatnple: C:A199cw501-21.pdf).

Filename
| Browse... |
Attachments to Document: & Mo © Yes
Mext Clear |
Figure 8a
L 4 Click [Browse], then navigate to the directory where the

appropriate PDF file is located.
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L 4 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 8b.)

Laok irc | {3 PDF Files x| = ¥k Edf-
""" 0Z08dict. kxt EBNC Crdet of Dischg.pdf EExhibit & -
| z0largest. pdf Tl EMC 3+ MEc. poF T Exhibit.pc
[ AFfidavit pdf T certsve POF Tl Hearingtit
E Amended Schedules. pdf 'Eclaimform.pdf IElnwentor\;\-
] AMSWER. pdf @CDmplaint.pdf @Involunta

E Application - Filing Fees.pdf 'ECDW of Application ko Employ . pdf 'Ejointmotin
application for Campensation.pdf T CREDDISK.PDF TList of 2l
Application e - =" iels_Dale_WPCh7.pdf @Martin.pd
Applicatian.p lar ation, pdf 'Erﬂotion ML
appksucc, PC WLment.PDF 'Erﬂotion ko

Print at.bxt Tl Mation ta
Scan For Viruses. .. ]
il memie: Make Awailable Ofline j Open I
Open With 3
Files of tppe: Quick Yiew Plus vI Cancel |
ik Prink i

Figure 8b

L 4 This will launch the Adobe Acrobat Reader which will display the
contents of the imaged document. Verify that the document is

correct.

L 4 Close or minimize the Adobe application and if that is the correct
file, click [Open] on the FILE UPLOAD dialogue box. (See Figure
8c.)

2]

Look in: [ i FDF Files =l = =F EH-

EBNC Crder of Dischg, pdf EExhibit A
T BMC_541 ke, pdf T Exhibit. pc
T Certsve.POF T Hearingtit
Eclaimform.pdf Elnventory
ECUmplaint.de @Invulunta
ECopy of application ko Employ . pdf @jointmotio
T CREDDISK . PDF T List of &l
ﬁDaniels_Dale_\-‘PCh?.de ﬁMartin.pd
EDeclaration.de @Motion ML
EDUcument.PDF @Motion to
[E] demot.kxt T Matian ta

File name: I.-’-\pplic:ation to Employ. pdf ;I Open

i,

Files of type: |1 Files (=7 =1 Cancel

Figure 8c
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*

NOTE:

*

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. (See Figure 8d.)

= C =
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout o_

File a Motion:
02-10063 Frank G. Hammeock and Carel & Hammeock

Select the pdf document (for example: CA199cv501-21 pdf)

Filename

IO:\ECF_ScudEnts\ PDF FileshApplicati Browse...

Attachments to Document: & Mo ¢ Yes

Mext Clear

Figure 8d

There may be a requirement to attach supporting documentation
to the main PDF document. To illustrate the feature of CM/ECF
that allows attachments to the main document, click the Yes
radio button to the right of the Attachments to Document
prompt. (See Figure 8d.)

Please note that the PDF file for the Application to Employ
is not an attachment. It is considered the main or
associated document. An attachment is another
supporting document, such as affidavits or exhibits.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

Click [Next] to continue with the attachment process.

USBC - Southern District of Ohio
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STEP 9

If you selected the yes radio button, the ATTACHMENT screen is
presented next. (See Figure 9.)

EE F Bankruptcy - Adversary - Query - Reports - Utilities - Logout

File a Motion:
02-1006% Frank &. Hammoclk and Carol 4 Hammock

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

Filename

[o:\ECF_studentsyPDF FilesiSupporcin Browse...

23 Select a decument type and/or enter a description.

Type Description

[Schedule =] [zor auctionser, Hankx Schrosder

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

- Add ta List
Rernove fram List
=

et |

Figure 9

There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory
where the appropriate PDF attachment file is located and
select it with your mouse.

. To make certain you are about to attach the correct
PDF file for this entry, right click on the filename
with your mouse and select Open. This will launch
the Adobe Acrobat Reader to display the contents
of the imaged document.

. Verify that the document is correct and minimize or
close the Adobe application by clicking on “-“ or “x”

in the control box in the upper right hand corner.

2. Select the appropriate attachment type from the drop down
list.

. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A “ to signify this is Exhibit A. This
description goes into docket text.

NOTE: You must enter a Type or a Description, or both.
This will be court-specific.

USBC - Southern District of Ohio

August 23, 2002



CM/ECF Trustee/Attorney Application To Employ - Page 8

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1 - 3..

4 Click [Next].

STEP 10 A DOCUMENT INFORMATION screen displays next.
(See Figure 10.)

02-10069 Frank G. Hammock and Carol & Hammeck

Enter ITame of Person to be Employed |Hank Schroeder
Enter Type of Posttion |Ructioneer

Ml C\earl

Figure 10

L 4 The information typed in the windows displayed above will appear
in docket text. Follow local court conventions for entering this
data.

* Click [Next] to continue.

STEP 11 The MODIFY TEXT screen will display a prefix box and a

supplemental text box to add more detail to the docket text.
(See Figure 11.)

| 3E

File a Motion:
02-1006% Frank G. Hammock and Carel & Hammock

Bankruptcy  +  Adversary « Utilities

+« QOuery <+ Reports + Logout

Docket Text: Modify as Appropriate.
T =] Application to Employ Hank Schroeder as Auctioneer

|Far the sale of equipment Filed by Trustee William W. Thompson (Attachments: #
(1) Schedule for Auctioneer, Hank Schroeder) (Thompson, William)

M Clear

Figure 11

4 Click the down arrow V¥ to display the prefix options. Select a
descriptive prefix, if it is appropriate.

2 If necessary, add detail to the final text.

USBC - Southern District of Ohio August 23, 2002
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* Click [Next] to continue.

STEP 12 The FINAL APPROVAL screen will appear. (See Figure 12.)

File a Motion:

02-10069 Frank G. Haramock and Carol & Hammeck

Docket Text: Final Text

Application to Employ Hank Schroeder as Auctioneer For ie sale of equipmeni. Filed by

Trustee William W. Thompson (Attachments: # (1) Schedule for Auctioneer, Hank
Schroeder) (Thompson, William)

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

Figure 12

L 4 Verify the final docket text. Read the warning message and
proceed.
L 4 If correct, click [Next]

L 2 If the final docket text is incorrect:

. Click the browser [Back] button to find and correct the
error(s) and then proceed with the event.

To abort or restart the transaction (at any time before final

submission), click the Bankruptcy hyperlink on the Menu
Bar.

USBC - Southern District of Ohio August 23, 2002
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STEP 13

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13a.)

EECF Bankruptcy «  Adversary + Query « Reports « Utiities + Logout

File a Motion:
02-1006% Frank & Hammeck and Carol & Hammock

|

T.S. Bankruptcy Court
Systems Deployment and Support Division
Iotice of Electronic Filing

The following transaction was recetved from Thompson, Willam W, entered on 8/20/2002 at 337 PM CDT and filed on
8r20/2002

Case Name: Frank G. Hammock and Carol A Harmock

Case Number: 1:0Z-bl-10063

Document Number: 2

Docket Text:
Apphcation to Employ Hank Schroeder as Auctioneer For the sale of equipment, Filed by Trustee Wiliam W. Thompson
(Attachments: # (1) Schedule for Auctioneer, Hank Schroeder) (Thompson, Williarm)

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

Document description:Iain Document

Original filename: O\ECF_Students\PDF Files\hpplication to Eraploy pdf
Electronic document Stamp:

[STAMP bkecfStarnp_ID=981735245 [Date=8/20/2002] [FileMumber=7167-0] [d
I5ecede58895cf3%a6c25d0f1 3 1caa3c 89 Thealbbal dd36dacac 34eBl2b5baTalcabe
TH{9794bE271d2a30641704£298 1aabet0db 021 TeSabdec 728898 12])

Document deseription: Schedule for Auctioneer, Hank Schroeder

Original filename: O\ECF_Students\PDF Files\Supporting Document. pdf
Electronic document Stamp:

[STAMP bkecfStamp_[D=981735245 [Date=8/20/2002] [FilelMumber=7167-1] 9
944e3a926e4b6baT i Teeb8290467 3eb Matbal 703066 d08bdad 77822 24dd 1fe 518852
7803228302 5307e942da524 8151337392 9eb 564ad0b754491215]]

1:02-bk-10069 Notice will he electronically mailed to:
(Wilkam W. Thompson  wwthompson@irustes net,

George T. Walker  John_P._Walker@aotx uscourts. gov

1:02-bk-10069 Notice will not he electronically mailed to: B

Figure 13a

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the Public Access to Electronic Records
(PACER) login screen.

Clicking on the document number hyperlink will present the Public
Access to Electronic Records (PACER) login screen.

USBC - Southern District of Ohio
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Features of the CM/ECF Notice of Electronic Filing:
L 4 Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

* & o o

Docket text

. Annotated text in italics

. Text produced from docket event

. Attachment type, description and attachment number
which in the Docket Sheet is a hyperlink to the PDF file of
the attached document

L 2 Associated documents:

4 Document description: Defaults to the Main
Document being filed.

L 4 Original filename: Filer’s full directory path from
firm or court’s PC or network.

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

L 4 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.

4 Notice will not be electronically mailed to:

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

L 4 To print a copy of this notice click the browser [Print] icon.

L 2 You may also save the notice through the browser File/Save
option.

USBC - Southern District of Ohio August 23, 2002
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**NOTE TO ATTORNEY/TRUSTEE USERS***

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

Queries and Reports

Trustee and Attorneys will have access to the Notice of Electronic
Filing when it is first generated. To print a copy of this notice click
the browser [Print] icon. To obtain a duplicate copy, a docket
report can be generated with an option to include the Notices of
Electronic Filing.

However, subsequent access to any Query or Report programs for
attorneys and trustees must go through the Public Access to
Electronic Records (PACER) system.

When an attorney or trustee filer selects a menu option from
Reports, Query or the Claims Register, they will be accessing it
through PACER using their PACER login name and password.
(See Figure 13b.)

| »

PACER Login

Notice
This is a Restricted Weh Site for Official Court Business only. Unauthosized entry is probibited subject to
prosecution under Title 13 of the 1.3, Code. All activities and access attempts are logged

Instructions

Entet your ECF login and password for electronic filing capabilities. If you do not need filing capabilities, enter
vout PACER login and paseword. If you do not hawe  PACER loginy, contact the PACER Service Centet to
establish an account. Vow may tegister orline at hitpUpacerpscuscouts gov of call the PACER Service Center
at (300 6766836 or (210) 301-6440.

An access fee of § 07 per page, as approved by the Judicial Conference of the United States at its September
1993 session, will be assessed for aceess to this service. All inquiries will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, entet your PACER login and password. The Client code is

provided to the PACER uset 4 a means of tracking transactions by client. This code can be up to thitty two
alphamimetie chatacters long,

Authentication

Login:
Password:

Client code; |

I™ Make this my defauli PACER lagin

M [REEEH |

Figure 13b

USBC - Southern District of Ohio August 23, 2002



CM/ECF Trustee/Attorney Application To Employ - Page 13

NOTE: Users must already be registered with the PACER
system in order to have a login and password. The
PACER login and password must not be confused with
the court assigned CM/ECF login and password that’s
used for filing.

4 A Transaction Receipt is provided at the end of each report that is
printed by the PACER user. This information displays the number
of billable pages that was printed. (See Figure 13c.)

PACER Service Center

Transaction Receipt

| 0222002 12:13:14

[PACER Login:  |ao0055 Client Code:

|Descript'mn: |D-:n::1=:et Report |Case Muniher: |E|2-1EIEI65'
Billahle Pages: |1 Cost: 0.07
Figure 13c
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