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To begin, from the blue bar, click on the word: Bankruptcy 
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Bankruptcy Events: 
 
Click: Motions/Applications 
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File a Motion: 
 
Enter the case number.  Case number format = 00-12345 
 
Click:   Next 
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Available Events: 
 
To find the event, start typing in the box or scroll down. 
 

 The correct Relief MUST be selected 
 

 If the Motion contains multiple Reliefs, you MUST select ALL of them     
 

 To select multiple reliefs, click on one, hold down the 'Control' key on your keyboard, then 
click on the other. 

 
 If done correctly, ALL reliefs will display under: Selected Events 

 
Then click: Next 
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Select the Party: 
 
Select or Add the Party that you represent. 
 

 See next page for Adding the Party 
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Search for a party: 
 
Last/Business name field:  Enter the name of the party you represent  
 
Then click: Search 
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Party search results: 
 

- Select the Party if it matches the party listed on your pdf. 
 

- If it is not an exact match, click: Create new party. 
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Party Information: 
 

- Review the party information.  Make changes, if necessary. 
 

- Select the 'role' 
 

- Click: Submit 
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Select the Party: 
 

- The party has been added to the case. 
 

- It remains highlighted.   
 
Click: Next 
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- The following attorney/party association(s) will be created in this case. 
 
     -    De-selecting a party association will result in the filing attorney NOT receiving  
          Notices of Electronic Filing for that party.  
 

- Click: Next  
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Filename: 
 
Click Browse to attach the pdf. 
 

- Motion and Notice of Motion should be combined into one pdf and attached first. 
 

- Exhibits and Supporting documents MUST be a separate pdf and attached after the 
Notice of Motion. 

 
- Certificate of Service MUST be a separate pdf and attached after the Notice of Motion.  

 
- Proposed Order MUST be a separate pdf and attached after the Notice of Motion. 

 
Click: Next 
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Filename: 
 
After the Motion and Notice of Motion is attached,  click: Yes for Attachments to Document. 
 
To continue, click: Next 
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Select one or more attachments: 
 
 
1.  Click: Browse to attach one pdf  
2.  Select a Category and/or enter a description of the pdf. 
3.  Click: Add to List 
 
Repeat steps 1 - 3 
All attachments MUST be listed in the box 
 
When you are finished attaching documents, click Next. 
 
Continue through the screens. 
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A Chambers Copy of the entire motion and proposed order must be mailed to the Court.   
 
Click: Next 
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Docket Text: Modify as Appropriate: 
   
Use the drop down boxes and/or text areas. 
 
Click: Next 
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Docket Text: Final Text: 
 
This is the last screen before filing the motion.  Review the Final Docket Text. 
 
Click: Next 
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Notice of Electronic Filing: 
 
This is your receipt of filing. 
 
If a fee is due, a pop-up screen will display.  


