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Application To Employ
(Trustee Employing Him/Herself
as Attorney for Trustee)

This is the procedure for a Chapter 7 Trustee to submit an Application to Employ
Him/Herself as Attorney for the Trustee.

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

EECF Bankruptcy + Adversary s+ Query + Reports + Utiities + Logout o

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
Your screen may appear different as menu selections are
assigned by user permissions.

-
Bankruptcy + Adversary + Ouery + Reports «+ Utilities + Logout ?
-

Bankruptcy Events
Answer(Tnvol or 304)/General Objections/EesponsesReplies
Appeal
Batch Filings

Claim Actions

Creditor Mamtenance. ..
File Claims
Miscellanecus
Motions/Applications
Multi-Case Docketing

Notices
Open a BE Case (Chp. 12's currently inactive)
Plan

Trustee/US Trustee
Trustee's 341 Filings

Tudee/Trustee Assign

Figure 2

— Click the Motions/Applications hyperlink.
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STEP3  The CASE NUMBER screen displays. (See Figure 3.)

EE F Bankruptcy « Adversary - Query s« Reports - Utilities + Logout ??

File a Motion

Case Number

|I32 -li4zz 9912545, 1:99-bk- 12345 or 1-99-hl-12345

Mext | Clear |

Figure 3

Enter the case number in YY-NNNNN format.

—  Click [Next].

STEP 4 The DOCUMENT SELECTION screen displays. (See Figure 4.)

EE F Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout ?’

File a Motion

1-02-11422-tsu Amy J. JTohnson (MW ausau)

Dismiss Case =
Dismmiss Case (Trustee 12/13)
Dismiss Part

Enlarge Record on Appeal
Ex Parte Relief

Examination (2004)
Excuse Debtaor from Appearance at 347 Meeting hd|

Mext | Clear |

Figure 4

— Scroll the Document Selection pick list to select the Employ
relief.

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.

— Click [Next].
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STEP 5 The attorney JOINT FILING screen will then display.
(See Figure 5.)

EE F Bankruptcy e« Adversary -« Query « Reports -« Utilities « Logout ?,

File a Motion:
1-02-11422-tsu Amy J. Johnson (Wausau)

I~ Toint filing with other attorney(s).

Nextl 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].

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

EE F Bankruptcy « Adversary s« Query « Reports « Utilities « Logout @?
-

File a Motion:
1-02-11422-tsu Amy I. Johnson (W ausaw)

Select the Party:
-] AddiCreate New Party

— Locate and select the trustee in the Party Selection window.
Click [Next] to continue.
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STEP 7

STEP 8

The ATTORNEY/PARTY ASSOCIATION screen may appear.
(See Figure 7.)

EE F Bankruptcy -+ Adversary -« Query + Reports -« Utilities « Logout @’
-

File a Motion:
1-02-11422-tsu Amy J. Johnson (Wausau)

The following attornew’party associations do not exst for this case.
Please check which associations should be created for this case:

[T EC Trusteel, Guest tritrir) represented by EC_Trustee1, Guest tr (aty)

Mext | Clear |

Figure 7

This screen presents a checkbox to link the filer to the
attorney. Do not check this box.

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

EE F Bankruptcy + Adversary « Query « Reports « Utilities « Logout ?;?

File a Motion:
1-02-11422-tsu Amy J. Johnsen (Wausaw)

Select the pdf document (for example: CA19%cw501-21 pdf).

Filename

IJ:\ecfpde\ Application.pdf Browse... |

Attachments to Document: & o ¢ Yes

Mext | Clear |

Figure 8a

Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.
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. 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.)

File Upload EBHE
Look in: I'a ecfpdfz J | .l | I_ |
E 01-11 2 mrlf sty hayden 'E.ﬁ.mended Schedules k
=] 0112 T Anvier ™=
T 01-112_1fs5 T 4ppl Pay Filing Fee in Instalments T
'E 31 Meeting Proceeding Memo -
T ffidavi T Erief S
T Amended Plan TV Cemnach.p
Frit
H
M Mefwfare Copy...
File name: |4 pplication _ .
Scan with Morton Antivirus
FiIES l:lf L'r'I:'EZ I'&'" FilES [x.x] ED[E' Eersinns
Figure 8b

. 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 8c.)

Look i [ 3 ectpds =] ci|
E 01-11 2. rirlfsty. hayden IE.-’-‘-.rruan-:hau:l Schedules 'E
=] 0112 T v =
T 01-112_ifs5 T 4ppl Pay Filing Fee in Installments T
'@ 1 Meeting Proceeding Memo & pplication E
T avffidavit T Brief =
'E.-’-‘-.mended Flan 'E Cernoch. petition E
N o
File name:  |4pplication Open I
Filez of type: I,-’.'-.II Files [*.%) j Cancel |

Z

Figure 8c
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STEP 9 A DOCUMENT INFORMATION screen displays next.
(See Figure 9.)

EE F Bankruptcy e« Adversary » Query « Reports . Utilities « Logout @?
[

File a Motion:
1-02-11422tsu Ay J. Johnson TWausau)

[Enter MName of Person to be Employed IJohn Janes

[Enter Type of Position I.ﬂ.ttornev for Trustee

Mext | Clear |

Figure 9

— The information typed in the windows displayed above will
appear in docket text.

— Click [Next] to continue.

STEP 10 The MODIFY TEXT screen will display a supplemental text

box and a prefix box to add more detail to the docket text.
(See Figure 10.)

EE F Bankruptcy + Adversary -« Query + Reports e Utilities + Logout @_;’
File a Motion:

1-02-11422-tsu Amy J. Johnson (W ausau)

Docket Text: Modify as Appropriate.

Im 'l Application to Employ John Jones as Attorney for

Trustee | Filed by Guest v EC_Trusteel
on hehalf of Guest tr EC_Trusteel . (EC_Trusteel, Guest tr)

M Clear |
Figure 10

. Click the down arrow — to display the prefix options. If
appropriate, select a descriptive prefix.

. If necessary, add detail to the final text.

. Click [Next] to continue.
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STEP 11 The FINAL APPROVAL screen will appear. (See Figure 11.)

= C 2]
UE F Bankruptcy + Adversary s Query « Reports « Utilities « Logout ?

File a Motion:
1-02-11422-tsu Amy J. JTohnson (W ausaw)

Docket Text: Final Text

Application to Employ John Jones as Attorney for Trustee Filed by
Guest tr EC_Trusteel on behalf of Guest tr EC_Trusteel.
(EC_Trusteel, Guest tr)

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

| Clear |
Figure 11

— Carefully verify the final docket text. Read the warning
message and proceed.

— If correct, click [Next].
— If the final docket text is incorrect:

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

. To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.
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STEP 12 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 12.)

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

File a Motion:
1-02-11422-tsu Amy J. Johnson (Wausau)

Iotice of Electronic Filing
The following transaction was recewved from EC Trusteel, Guest tr on 10/9/2002 at 3:37 PI{ CDT

Case Name: Ay T Jehnson
Case Numbher: 1-02-11422-tsu
Document Number: 11

Daocket Text:
Application to Employ John Jones as Attorney for Trustee Filed by Guest tr EC_Trustee] on behalf of
Guest tr EC Trusteel. (EC Trusteel, Guest tr)

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

Document description:Iain Document

Original filename:Jfecfpdfsf Application pdf

Electronic document Stamp:

[[STAMP wiwbStamp ID=1007674467 [Date=10/9/2002] [FlelNumber=36336-0]
1btelel3463413d22823d18d4ebbeb67624938bbh25d% 1 db Bt %b60ce 1 7cbd e
dadeal637ddbEER0157ef8ET dfEebioch 79734 18a8a0bdoc 1c803daf751]

Figure 12

— The Notice of Electronic Filing is the verification that the
filing has been sent electronically to the court’s database. It
certifies that this is now an official court document.

— Clicking on the case number hyperlink on the Notice of
Electronic Filing will present the docket report for this case.

— Clicking on the document number hyperlink will present the
PDF image of the document just filed. Clicking on the
document number here will allow you to view the filed
document once without charge.

— Scroll down to see participants who have or have not
registered for electronic noticing on this case.
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STEP 13

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

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

Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent
access to any Query or Report programs must go through the
PACER system. Users must already be registered with the
PACER system to have a login and password. Note the
information on the screen below. (See Figure 13.)

—
EECF Bankruptcy « Adversary « Query + Reports -« Utilities « Logout ?
PACER Login

Notice

This is a Restricted Weh Site for Official Court Business only. Unauthorized entry is prohibited subject to
prosecution under Title 18 of the 1.3 Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronde filing capabilities. If vou do not need filing capabilities, enter
your PACER login and password. If you do not have a PACER login, contact the PACER Bervice Center to

establish an account. You may register online at hitpApacer pecuscourts gov or call the PACER Service Center
at (300) 676-6856 or (210) 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at its September
1998 session, will be assessed for access to this service. All inguiries will be charged to your PACER login that
is kept on file. If 7ou do not need filing capahilities, enter your PACER login and password. The Client code is
provided to the PACER user as ameans of tracking transactions by client. This code can he up to thirty two
alphanumeric characters long,

Authentication

Login: |
Pagsword: I
Client code |

™ Make this my default PACER login

Loginl Reset
Figure 13
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