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Slide 1 - Introduction Slide 

 
Slide notes 
Welcome to the Filing a Mult-Part Motion module.   
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Slide 2 - Navigation 

 
Slide notes 
Take a moment and review the navigation instructions on this screen. When you are ready to begin, click the START button. 
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Slide 3 - Objectives 

 
Slide notes 
This module simulates filing a multi-part motion, using a motion for relief from stay and a motion for adequate protection.  After viewing this module, you will 
be able to:  Locate an event using a shortcut, select multiple  motions, create a party filer, attach a PDF document, and describe the parts of the Notice of 
Electronic Filing.  When you are ready, click the CONTINUE button.  
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Slide 4 - Slide 4 

 
Slide notes 
A successful login to CM/ECF displays the CM/ECF main menu screen.  Click Bankruptcy in the main menu. 



Multi-Part Motion Thursday, April 23, 2009 

 

Page 5 of 43 

Slide 5 - Slide 5 

 
Slide notes 
Pleadings requesting more than one relief are known as multi-part motions. CM/ECF allows the judge to rule on each relief separately.  

 

To begin filing a multi-part motion, click Motions/Applications. 
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Slide 6 - Slide 6 

 
Slide notes 
When filing a motion in CM/ECF, you must first identify the appropriate case.  I'll enter the case number 08-10108 for you. 
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Slide 7 - Slide 7 

 
Slide notes 
 Notice that as the case number is entered, the previously grayed out Next button becomes available.  After the case number is entered, click the Next 
button. 
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Slide 8 - Locate an Event 

 
Slide notes 
Once the case has been identified, a list of available events from the Motions menu displays.   It is from this list that you select the appropriate motion.  For 
a multi-part motion, it is very important to select the reliefs in the order in which they appear on the pleading.  For our example, "Relief from Stay" is 
selected first.  While you can scroll through the list to locate the appropriate event, the number of events listed can be limited by typing a few characters or 
whole words in the highlighted text box.  For our example, the word "relief" will be used to limit the list of events displayed.  Watch what happens as I type 
"r" in the text box. 
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Slide 9 - Slide 9 

 
Slide notes 
The list displayed has now been shortened to include all events in which the letter "r" appears.  Click Relief from Stay from the list. 
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Slide 10 - Slide 10 

 
Slide notes 
After selecting the event, notice that Relief from Stay now displays in the Selected Events list.  The movant is also requesting a Motion for Adequate 
Protection.  To locate this motion, the word "adequate" will be used to reduce the list of available events.  I'll type "a" in the box. 
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Slide 11 - Slide 11 

 
Slide notes 
I'll continue to type the word "adequate" by typing the letter "d." 
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Slide 12 - Slide 12 

 
Slide notes 
We can now easily locate Adequate Protection from the shortened list.  To select another motion from the Available Events list, hold down the CTRL key 
and click on the event.  For our example, press and hold down the CTRL key and click Adequate Protection.  
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Slide 13 - Slide 13 

 
Slide notes 
The order in which the motions display in the Selected Events list is the order in which they will appear in the docket text for this transaction.  If a motion has 
been selected in error, click the motion in the selected events list to remove the event.  Click Next. 
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Slide 14 - Slide 14 

 
Slide notes 
If you are filing jointly with another attorney, click the Joint filing with other attorneys checkbox.  For our example, we are not filing jointly with another 
attorney.  Click Next. 
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Slide 15 - Create a Party Filer 

 
Slide notes 
All parties entered in CM/ECF for the case now display.  If listed, the movant is selected from the displayed list by clicking on their name and clicking Next.  
However, the creditor seeking to lift the stay in our example is Bank of America which does not appear in the list of parties for this case.  To add Bank of 
America to this case, click Add/Create New Party. 
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Slide 16 - Slide 16 

 
Slide notes 
The Search for a party screen displays.  This search is not case sensitive and partial names may be used, but partial entries made in this field will be 
checked against the characters of the first word in the Last/Business name for the party.  For instance searching by America would find American Express, 
but not Bank of America.    Enter Bank of America in the Last/Business name field and click Search.   
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Slide 17 - Slide 17 

 
Slide notes 
The display of Bank of America in the Party search results box indicates that this party already exists in the CM/ECF database.  Had it not been found, it 
could be created by clicking the Create new party button.  Click Bank of America to begin the process of adding the party to the case. 
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Slide 18 - Slide 18 

 
Slide notes 
Now, click Select name from list. 
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Slide 19 - Slide 19 

 
Slide notes 
The Party Information screen displays allowing the entry of any additional information for Bank of America.  Changes made to the party record on this 
screen are reflected in the party's record for this case only.   The E-mail field on this screen is used to display any e-mail address entered when the Party 
information was initially entered in the CM/ECF database.  Entry of an e-mail address in this field on this screen will not provide electronic noticing to this 
party via the address entered.  The role of the party in this case must be selected.  Click the drop-down arrow. 
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Slide 20 - Slide 20 

 
Slide notes 
The list of role types displays. Click Creditor. 
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Slide 21 - Slide 21 

 
Slide notes 
Verify all displayed information for the selected party, then click Submit. 
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Slide 22 - Slide 22 

 
Slide notes 
Bank of America now displays and is highlighted in the Select the party box for our case.  Click Next. 
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Slide 23 - Slide 23 

 
Slide notes 
This screen indicates for this case, a relationship between you as the attorney and the party on whose behalf you are filing does not exist within CM/ECF.  If 
this association is not made on this screen, neither party will be noticed.  In order to create this association, click the checkbox. 
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Slide 24 - Slide 24 

 
Slide notes 
Now, click Next. 
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Slide 25 - Attach a PDF Document 

 
Slide notes 
The PDF document for this motion is associated with this docket entry on this screen.  Click Browse.      
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Slide 26 - Slide 26 

 
Slide notes 
Navigate to the location on your computer where the PDF document  is stored.  For our example, click  Motion_Relief_Stay. 
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Slide 27 - Slide 27 

 
Slide notes 
Our example does not simulate opening the PDF document, but it is always a good idea at this point to verify that this is the correct PDF document you 
want attached to this event.  Click  Open. 
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Slide 28 - Slide 28 

 
Slide notes 
The complete path for the Motion for Relief from Stay PDF document now displays in the Filename field.  If additional documents are to be attached, click 
the Yes radio button next to Attachments to Document.  For our example, there are no additional attachments to the motion.  Click Next. 
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Slide 29 - Slide 29 

 
Slide notes 
Depending on how your district handles payment of fees, the display of this screen might vary from what is shown here.  Follow the instructions regarding 
paying fees in your district.  For our example, we will leave the receipt number field blank.  Click Next.    
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Slide 30 - Slide 30 

 
Slide notes 
A descriptive prefix may be added to the docket text further describing the Motion for Relief from Stay.  To view a list of these prefixes, click the drop-down 
arrow. 
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Slide 31 - Slide 31 

 
Slide notes 
For our example, no prefix will be added to the Motion for Relief from Stay.  Click the highlighted blank item at the top of the drop-down list to proceed. 
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Slide 32 - Slide 32 

 
Slide notes 
Your court may allow you to type additional docket text to each motion using the text field highlighted here.  For this example, type "on 2006 Toyota Tundra 
Truck" for the relief from stay motion. 



Multi-Part Motion Thursday, April 23, 2009 

 

Page 33 of 43 

Slide 33 - Slide 33 

 
Slide notes 
Some courts may offer additional text boxes to add connective verbiage to the pleadings. Click the drop-down arrow. 
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Slide 34 - Slide 34 

 
Slide notes 
Click or in the alternative. 
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Slide 35 - Slide 35 

 
Slide notes 
This additional text displays in docket text. 
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Slide 36 - Slide 36 

 
Slide notes 
To add a prefix for the Motion for Adequate Protection, click the drop-down arrow. 
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Slide 37 - Slide 37 

 
Slide notes 
For our example, no prefix will be added to the Motion for Adequate Protection.  Click the highlighted blank item at the top of the drop-down list to proceed. 
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Slide 38 - Slide 38 

 
Slide notes 
No additional text will be added to the docket text regarding the motion for adequate protection.  Click Next. 
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Slide 39 - Slide 39 

 
Slide notes 
The final docket text screen displays.  Note that the additional text added to the motion for relief from stay is shown in italics.  And you are informed that 
once this screen is submitted, you have no further opportunities to cancel or modify this transaction.  Click Next. 
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Slide 40 - Notice of Electronic Filing 

 
Slide notes 
This Notice of Electronic Filing is the verification that the motion has been electronically filed with the court. It certifies that the motion is now an official court 
document. We suggest you print this page as a record of the filing. Copies of this notice are immediately e-mailed to all participant CM/ECF users who have 
subscribed to this service.  The motion has been assigned document number 11 which is a hyperlink to the PDF document.  Attorneys on this case and 
other parties can access the PDF document one time here without incurring a PACER fee.  However, attorneys and other PACER customers must log into 
PACER and incur appropriate fees to view the docket report from either case number hyperlink as highlighted here. Press the PAGE DOWN key to access 
the bottom of the Notice of Electronic Filing. 
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Slide 41 - Slide 41 

 
Slide notes 
The electronic document stamp is a unique identifier to this PDF document.  It is assigned by CM/ECF and is a security feature used by the system.  This 
portion of the Notice of Electronic Filing displays a list of those individuals who will be noticed electronically and a list of those who must be notified by mail. 
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Slide 42 - Summary 

 
Slide notes 
This concludes the lesson on filing a multi-part motion.  From this lesson, you should be able to use shortcuts, select multiple motions, create a party filer, 
attach a PDF document and understand the Notice of Electronic filing. To close this module, click the EXIT button below. 
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Slide 43 - Exit 

 
Slide notes 
Thank you for viewing the module on Relief from Stay and Adequate Protection. 

 


