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Agreed Orders

This lesson shows the steps of submitting an Agreed Order. Agreed Orders will be filed
through the “Motion” category. The document will be named “Agreed Order”, however,
the official court entry will read “Agreed Motion”. Five common Agreed Orders have been
created with the “Agreed” prefix already in place. If filing any other type of agreement,
select the prefix “Agreed” at the “Docket Text: Modify as Appropriate” screen.

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

EECF Bakuptcy « Adwersary ¢ Query ¢ Reports + Ufiies « Logout ‘?

Figure 1
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STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
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Figure2

Your screen may appear different. Menu selections are assigned by user
permissions and vary by types of users.

L 4 Click the Motions/Applications hyperlink.

STEP 3 Enter the case number in YY-NNNNN format in the CASE
NUMBER screen and click [Next]. (See Figure 3.)

Ec F Eankmuphiny i fudaersary

File A Flatinn

Case Hadke:

FR-iaai: IRAEDAR 1A ke | B DS, 13000

Mot [hr |
Figure3
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STEP 4

L 2

NOTE:

*

The DOCUMENT SELECTION screen is displayed.

(See Figure 4.)

File a Motion

02-30462 Tames Band

Abzndon

Ailenuate Protection
Administrative Expenses

Agreed hotion for Helef from Stay
Agreed kolion 1o Abandon
Agreed botion 1o Awaid Lisn
Agreed hotion to File Tax Relurns
Agrecd Fotion 10 Bedeearn

et | Clear

Figure4

Scroll the File a Motion box to select the appropriate Agreed

(Order) Maotion relief.

Five common Agreed Orders have been created with the
“Agreed” prefix already in place. If filing any other type of
agreement, select the appropriate motion then add the
prefix “Agreed” at the “Docket Text: Modify as Appropriate”

screen.

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

SECF o

File a Motian:

02-3046% Jarses Band

[¥ Teint iz with aker stomey(s)

Figure5

4 This screen is used only if another attorney/trustee is joining in a
filing such as in this instance an Agreed Order.

L 4 Check the box “Joint filing with other attorney(s)”. A listing of
attorneys presently on the case will be presented for selection on
the next screen.

4 Click [Next].

STEP 6 The ATTORNEY SELECTION screen will be presented listing all
the attorneys presently in this case. (See Figure 6.)

File a Maotion:

3 30659 Tarnt 4

Selocd cny additionad e ey(s]

H
Figure 6
4 Select the attorney(s) in the Attorney Selection window.

Click [Next] to continue.
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STEP 7 The SELECT PARTY screen displays. (See Figure 7.) All
participating parties on the case will appear on this list.

File a lMotion:
02-3044% Tames Bond

Select the Party:

Bond, James [pty:db] (=] AddCreate Mew Party

Mext | Claar |

Figure7

In this example you represent Householder Finance.

Since the party name (Householder Finance) does not display in
the Select The Party box, they need to be added to this case.

4 Click the Add/Create New Party hyperlink.
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STEP 8 The PARTY SEARCH screen displays. (See Figure 8.) You must

first search the database to retrieve the party record. If the party is
new to the court, a new party record must be created.

EECF Bk Jpey Adversary i3  «  Logeut ?-'

earch Irr a party

BIT Tax It
LastBusiness nonee |Evesako dox
Search Elazul

Figure8
NOTE: It is very important to search carefully and thoroughly
before adding a new party so duplicate records for the
same person or entity do not reside on the database.
Additional search hints are provided below.
4 Click in the Last/Business name box and enter the last (or partial)

Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Searching is case sensitive. (Smith, not smith)

. Include punctuation. (O’'Brien, Garcia-Barrera)

. Try alternate search clues if your first search is not successful.

. Partial names can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)

name or business name of the party. We have entered
Householder for Householder Finance.

L 4 Click [Search] .
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STEP 9

NOTE:

L 2

The system will search the court database and then display a list

of all parties whose names match the search criteria you entered.
However, in this example, no matches were made for Householder
Finance. (See Figure9.)

Search for a party
SSN |l Tax Id ]

Last/Business name |

Search | Clearl

Party search results

Househaldzr, Deborsh Ann =
Hougzholder, Diana Kay
Houszholder, Wark Harris
Houssholdzr, Mell Virginia
Hougsholder, Ordra Gene
Houssholdzr, Paity =l

Select name fram list ] Create new party

Figure9

Your name search may find more than one record having
the same name. Clicking on the names may display a
window showing the party’s address information.

If an incorrect address appears or the address is blank go
ahead and select the party. The address fields will be
blanked out on the next screen.

Click the [Create new party] button.
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STEP 10 The PARTY INFORMATION screen will then appear.
(See Figure 10.)

Party Information
Lastname [Householder Finance First name |
Middle name | Generation | | Tide [
sso[ amiime TaxID |
Office | Address1 |
Address 2 | Address 3 |
City | State | | Zp [
Comy [ 5] Comny [
Phome [ | Fax [
E-mail |
Brose [ne ] Role [ETRTICTR ]
Party text |
Submit | | Cancel | | Clear |
Figure 10
L 4 Complete all appropriate name fields. The entire business name
should be entered in the Last Name field. Do not add address
information.
L 4 Since this party is represented by an attorney, do not change the

pro se default value of No.

4 Click to expand the Party Role list arrow ¥ and highlight Creditor
(cr:cr).

L 4 Click [Submit].
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STEP 11 The SELECT PARTY screen displays again with the new party

filer highlighted at the top of the list (Householders Finance).
(See Figure 11.)

File a Motion:
02-20482 Tames Boned

Seleet the Party:

et Clear

Figure1l

L 4 Select all parties that the Agreed Order applies to. For this

instance the agreement is between the Debtor and Householder
Finance.

4 Click [Next].
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STEP 12 The ATTORNEY/PARTY ASSOCIATION screen appears.
(See Figure 12.)

File a Motion:
02-30462 Temes Bond

The followang ettornev/pary azszsmbions de ast st for tha case.
Dlzazc chock whick azsoomaons shoud be zreared for thus casc

M ZTowselclder Tinancs, {crcs) rearesznted by Mat, Teffier T Jaty?
P Housetolder Fimance, (ore:) reoreszmted by Attomey, I (atw)
M Zond, James ptydb) reprasented by Attorney, J (aa

Mext | Clear I

Figure 12

L 4 Since your party, Householder Finance, is new, this screen will

establish you as counsel for them on this case. Attorney, J is used
as an example.

4 Check the box and click [Next].

NOTE: The rule of thumb is; if a statements is true, select the true
statement and click next. If the statement is not true, click
next and move to the next screen
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STEP 13 The PDF DOCUMENT SELECTION screen displays.
(See Figure 13.)

File a KMotion:

B2-30252 Tames Haond

Seleet the pdf deceaent (For smample: TUP0ew301-21.pdD
TFelerams

I | Brawae..,

Aetachmients o Documers: & e © Y

M 'Sh-h:l
Figure 13
4 Click [Browse], then navigate to the directory where the
appropriate PDF file is located.
NOTE: 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.

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.
L 4 There will not be any Attachments to the Agreed (Order) Motion.

Accept the No default radio button.

4 Click [Next].
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STEP 14

STEP 15

A PROMPT box may appear depending on the type of agreement
being filed. (See Figure 14)

File a Motion:
N2-504672 Tarmes Bond

Lescnbe related prop erty:|vcpl

Mput | IZlrar |

Figure 14
4 Insert information if applicable

4 Click [Next].

The MODIFY TEXT screen will display a supplemental text box

and a prefix box to add more detail to the docket text.
(See Figure 15)

Flle a Motion:

NZ-3044% Tame: Bend

Figure 15

Docioct Teat: Wedify on Bapropriate.

I 'l Agreed Motion for Relief from Stay resarcing VCR | . Filed by
Householder Finamee , Jerces Zond , (Attorey, J)

4 If the prefix “Agreed” is not already in place, Click the down

arrow V¥ to display the prefix options. Select the “Agreed”
prefix.

If necessary, add detail to the final text.

Click [Next] to continue.
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4
STEP 16 The FINAL APPROVAL screen will appear. (See Figure 16)

ZECF = oy

Cile a MNotian:

W52 s s

Jocke: Tesiz Final Tex!
Sygrem] Motio, G Sexf foom Stay egaodke VOR  Flad by Hinseholdes Fiane 2, Jaoes Boad (foweney, J;

Alteen ! F:\'II.I.I.“LI..',:I.Q- e en sonnotE i crmnaaioon Yewwill have no furtley l\.ppullli; 1o oy thos
subtnltalim Dpon eostinse .

Figure 16
L 4 Verify the final docket text. Read the warning message and
proceed.
4 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.
L 4 If correct, click [Next]
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STEP 17 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 17)

File a Motion:

D2-Z04E2 Tames Bond

Metice of Electrons Fikng

Thie falleving transachion wars recesved Tom Attarney, T entered on 5 T0E002 ot 533 AL BEDT ond Bled on FLW200Z
Caze IName: James Bond

Case Nuoh ey E-504002

Drocument Number: 4

Docleet Text:
Agreed Bletion Sor Eelief from Stay regarding VCE, | Filed by Houschelder Finance, James Bond (Attorney, T}

The fellovsme dectwmentis) me assooated wath ths transachon

Docurment descrption: 2z Document

Owiginal flename: S TranryPDE_ 2OF Tramng/Agreed Ordar lo Fila Tay Returns pdf
Llectronc docwment Stamp:

[STAMT blkectStamy ID=%56959402 [Dae=%10/2002] [Flelhusbe=22804-0] [
Tdbales?¥had 1 led2d ¥ 2e 00005 220 00 Shlbebe 37 16 16ai 3 aricedoc 30 7d0 T2 14
ADZO3E520T0T 5 T6ad 7000 T T 3ME 30 e T 5486 ccB 68240 T 2e2ell 34]]

0Z-3046% Notice will he electromieally mailed to:

T Asawrney  susan_eraven{@lne nasaorts gon

Jefirey B Fatr  hatti@bbalaw com,

Figure 17

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

4 Clicking on the document number hyperlink will present the PDF
image of the application just filed.

Features of the CM/ECF Notice of Electronic Filing:

Hyperlink to docket sheet

L 4 Date and time stamp information
L 4 Case Title
4 Case number hyperlink to docket sheet?
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*

Docket text

. Annotated text in italics

. Text produced from docket event

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

Associated documents:

L 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.

4 Electronic document stamp:  Unique identifying name of
the document being filed for
security purposes. Key file of
the court used for encryption.

4 Document description: The first document that was
entered on the attachment
screen by the filer. (If any

exist.)

4 Original filename: Filer's full directory path from
the firm or court’s hard drive
or network.

4 Electronic document stamp:  Unique identifying name of

the attachment for security
purposes. Key file of the
court used for encryption.

USBC-KYW
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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 with the court.

4 To print a copy of this notice click the browser [Print] icon.
L 4 You may also save the notice through the browser File/Save
option.

*NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To
avoid later charges, download a copy of each document
during this first viewing.
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