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Motions

This procedure explains how to docket a two-part motion. Single-part motions are
docketed in the same manner. The example illustrated is a Motion for Relief from Stay
and Adequate Protection.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; 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 hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

EECF Bankrupteyr  Adversayr  Quey  Reportse  Ufiiis+  Seash  Logout

Figure 1
STEP 2 The BANKRUPTCY EVENTS screen will display similar to the
one shown in Figure 2. Your menu selections may vary from this
screen.

%3 CM/ECF Training Database - Mozilla Firefox =101 x]

Fle Edt View Higtop Doskmarks Ieds Hel

<r] = ﬁ o @ ® /u'} SI& https:/ecttain mosb. uscouts gov/qibin/DisplayMenu pl?BankrupteyEvents & BENCI Gooie LR

M Getting Stated | LatestHeadines || hitp://mosbweb/imag...

e . - © umites~ g
UE F BanKruptey Adversary Query Reports Utilities Search Logout

Bankruptcy Events

Open a Voluntary BK Case

Open an Inveluntary BE Case

File 2 Plan

Other Miscellaneous Events

Wotions/Applications

Motices

Anewer/Fesponse.

Attorney Batch Filings (Wultiple Cases and Documents)
Claim Actions

File Claims

Creditor Maintenance...

Appeal

Tudge/Trustee Assignment

Wage Order Data Entry

Case Upload (Mot For Installment, Tn Forma Pauperis, Ch. 11 Small Business & Ch. 15 Cases
Claims Upload

Figure 2

Click the Motions/Applications hyperlink.
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STEP 3

NOTE:

STEP 4

The CASE NUMBER screen displays. (See Figure 3.)

) CM/ECF Training Database - Mozilla Firefox
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File a Motion
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Figure 3

Enter the case number, including the hyphen. Click [Continue].

You may use the browser [Back] button at any time during this
process to verify former screens until the final submission.

The CASE INFORMATION screen displays. Click [Continue].

The APPLICATION FOR COMPENSATION screen appears. (See
Figure 4.)
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Figure 4
Since you not filing an Application for Compensation type “n.”

Click [Continue].
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STEP 5 The DOCUMENT SELECTION screen displays next.
(See Figure 5.)

) CM/ECF Training Database - Mozilla Firefox |
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File a Motion:

08-10010 Walter J. Damels Post-Reform Case Filed on: 09/04/2008
Type: bl Chapter: 13 # Office: 1 (Cape Girardeau)
Assetsin Case Flag, PInDue, DebtEd

| Start typing to find an event.

Available Events (click to select events) Selected Events (click to remove events)

Abstention

Access to Tax Documents
Accounting

Adequate Protection
Adrrinistrative Expenses
Allaws Clairns

Arnend

Amend Plan

Amend Schedules to Add Creditor(s) (Chapter 7)

Appear pro hac vice

Appoint Creditors Committee

Appoint Examiner

Appoint Trustee

Appoirtrnent of Consurmer Privacy Ombudsran

2 A text box is provided above the list of available events. You may type
begin typing “Relief from Stay” in the text box to jump down to this event.
Then begin typing “Adequate Protection” to jump to his event. Hold the
Ctrl key while clicking “Adequate Protection.” Both events will appear in
the Selected Events box on the right. (See Figure 5a.)

3 CM/ECF Training Database - Mozilla Firefox
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File a Motion:

08-10010 Walter J. Daniels Post-Reform Case Filed on: 09/04/2008
Type: bk Chapter: 13w Office: 1 (Cape Girardean)
Assets: n Case Flag: PinDue, DebtEd

| Start typing to find another event. Hold down Ctrl to add additional items

Available Events (click to select events) Selected Events (click to remove events)
Abandon = [Retief from Stay

Abstention Il |Adequate Pratection

Access to Tax Documents

Allow Claims:
Amend

Amend Plan
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Figure 5a

2 Click [Continue].
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STEP 6 The HEARING INFORMATION screen displays next.
(See Figure 6.)

/= CM/ECF Test Database - Windows Internat Explorer =lE
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Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

File a Motion:

08-10010 James William Common and Julia Alltoo Common Post-Reform Case Filed on: 11/19/2008
Type:bk Chapter: 11 v Office: 1 (Cape Girardeau)
Assets:y Judge: bss Case Flag: PmDue, DsclsDue

Complete hearing information only if motion is submitted as combined motion and nofice - otherwise, click continue.

Eearing Information

order to enter a hearing date/time/location. you must obtain prior approval from the presiding judge. Contact the Courtroom Deputy of Judge Schermer.

Hearing Date: Hearing Time
ILocation: |

Figure 6

2 Complete hearing information only if motion is submitted as combined
motion and notice. Otherwise, click [Continue].

STEP 7 The SELECT PARTY screen displays. (See Figure 7.)

) CM/ECF Training Database - Mozilla Firefox
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File a Motion:

08-10010 Walter J. Daniels Post-Reform Case Filed on: 09/04/2008
Type: ble Chapter: 13 w Office: 1 (Cape Girardeau)
Assetsin Case Flag: PlnDue, DebtEd

Select the Party:

Danis FRNGEEEGES Add/Create New Party
trainAuditor. (LS. Trustee]

Figure 7

L 2 Since the party, Friendly Finance, is currently not a party in this case,
they are not listed and must be added. Click the Add/Create New Party
hyperlink.
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STEP 8

STEP 9

NOTE:

aityLink pI751 061724 4-pl = EENICl Gooas e

Adversary ~ Query Reports ~ Utilities ~ Search Logout
Search for a party
SSN / ITIN | Tax ID / BIN |
LastBusiness name | |
First Name 1
Middle Name 1]

Search Clear

Figure 8
Enter the first part of the business name and click [Search].

If there are no matches, the system will return a No Person
Found message. Make sure your search criteria is accurate. If the
party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8a.)

b )
UECF Bankruptcy +  Adversary + Query e« Reports «+ Utilities + Logout ?

Search for a party
SSI | TaxId

Last/Business name
Search | Clear

Party search results

No person found.

Create new party |

Figure 8a

Since the party is not already on the database, proceed to add the
creditor, Friendly Finance. Click [Create New Party].

Your name search may find more than one record having
the same name as shown in Figure 8b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on

the [Create new party] button to add a new person record
with this address.

USBC - Eastern District of Missouri
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¥ Training Database - Netscape
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American Express
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Figure 8b

STEP 10 The PARTY INFORMATION screen displays. (See Figure 9.)

EE F Bankruptcy = Adversary » Query + Reports « Uilities + Logout
Party Information
Lastname [Friendly Finance First name |

Middle name I Generation | Title |
ssN | 222-11-1234 Tax ID

Office

Address 1

Address 2

I
Address 3 |
ciy [ State | wm [
County IWI Country l—
Phone I— Fax l—

E-mail |
ProSe |[no ~ Role |Credilur fcr.cr) ;I
Party text |
Submit | Cancel I Clearl
Figure 9
2 Enter creditor Name information in the appropriate boxes,

according to court policy.
2 Leave pro se as no.

L 2 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

2 It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

& Click [Submit].

USBC - Eastern District of Missouri November 1, 2011



CM/ECF External User Training

Motions - Page 7

STEP 11

STEP 12

The SELECT PARTY screen appears again. (See Figure 10.)

File a Motion:

02-10069 Frank &. Hammock and Carel A Hammeck

Select the Party:

FHCTTI, - | ~.dd/Create Mew P
Carol A, Harmmock [Joint Debtor]
Frank G. Hammock [Debtor]

Williarn W. Thompson [Trustes)

Ne}nl Clear

Figure 10

The new creditor’'s name, Friendly Finance, is highlighted.

Click [Continue].

The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

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

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

The following attorney/party associations do not exist for this case.
Please check which associations should be created for this case:

I Friendly Finance, (crer) represented by Walker, Heather (aty)

Figure 11

Click the box to establish the association between you and
Friendly Finance in this case.

Click [Continue].
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STEP 13 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12a.)
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Figure 12a
2 Click [Browse], then navigate to the directory where the

appropriate PDF file is located.

. In the File Upload window, change Files of type: to All
Files (*.*)

. 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 12b.)

File Upload i 2=l
Laok in: | 3 PDF Files = « cf B3~
EExhibit A - wol Petition, pdf EMotion to Dismiss 00_10029, pdf Eobjection
T Exxhibit. pof "] ation to Dismiss 00_10054.pdf o Objection
| Hearingtitc. FDF T Mation . PDF T order - Dn
Elnventory of Property . pdf @Motion&pdf @Order - Fi
'@Involuntary Petition. pdf '@Motion&pdf '@Order -Gl
T jcintmation, PDF ] Mations . pdf T ovder Disl
I@List of &l Creditors, pdf '@MotionS.pdf '@Order rul
ﬂMartin.de @Notice of Appearance. pdf @Order.pdf
.Em select '@Notice.pdf '@Plan.pdf
ﬂMotior @NoticerlConvto?.de @Prool’ af ¢
Tl Matior m T NTCABN, POF Tlrroposed
Prink
|+ I—

Scan for Yiruses.. .

I
File name:  Open With » pdf ﬂ ﬂl
= Cancel_|

7

Cuick view Plus
Quick. Print

Files of typ Cancel

Figure 12b

2 This will launch the Adobe Acrobat Reader to display the contents
of the imaged document. Verify that the document is correct.
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L 2 Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box. (See Figure 12c.)

20 x]

Look in: | 4 PDF Files =l = ok EE-
EExhibit A - %ol Petition. pdf EMotion to Dismiss 00_10023, pdf Eobjection
M| Exchibit pdf T Mation ta Dismiss 00_10054.pdf T Objection
| Hearingtte . POF T Mation. POF | order - Dn
Elnventory of Property . pdf EMotionZ.de '@Order - Fi
Elnvoluntary Petition.pdf EMotionS.de EOrder - Gi
"] jintmotion. POF T Mations . pdf | order Disl
IEList of all Creditors.pdf EMotionS.de '@Order Mul
IEl\ﬂartin.pn:ll’ ENotice of Appearance.pdf IEOrt:ler.pt:lf
Mation Multi Part, pdf T Matice.pdF T Plan. pdf
IEl\ﬂotinn ko Avoid Lien, pdf ENoticeVOICOnvto?.de IEF'n:n:uF of
M| Mation ko Dismiss 00_10006.pdf | NTCABN.PDFE TProposed
KN 1 ]
File name: IMotion bAulti Part. pdf LI Ofan
Files of type: |21 Files [=4) =1 Cancel |
A

Figure 12c

2 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. If there are no Attachments
to this document click [Continue]. (See Figure 12d.)

/= CM/ECF Test Database - Windows Intemnet Explores |
G )R hups recizetwseh i oogitin/Diparch s 2asorestsss o] ) 2]
] B

SLLLECET: oS E

CcM ECF@_ BanKruptcy ~ Adversary - Query Reports ~ Utilities ~ Search Logout

File a Motion:

11-40034 Christopher Paul McNutt and Test Joint Debtor Post-Reform Case Filed on: 04/20/2011

Type: bk Chapter: 11 v Office: 4 (St. Louis)

Assets y TJudge: bss Case Flag: PinDue, DsclsDue

Filename
|IFTRActon for Refirrom Stay 8 Ac _Srowse.. |

|Attachments to Document: ® No O Yes

o
Figure 12d
2 There may however 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 12d.)

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

USBC - Eastern District of Missouri November 1, 2011
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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.

2 Click [Continue].

STEP 14 When you click the yes radio button and click [Continue], the
ATTACHMENT screen displays. (See Figure 13a.)

Film m Rioticn:

L-2002 s M Troom Powt-Reform Case Filed on: 7712/201 1
Tre bk Chapter: Tw OHfice: 2 (Mammbal)

Arciy o Fudge: kas Casc Flag: DobiEd, MEATIEU
Selecr one or More B hoenre.
i) Feteci the PO decumend thod combaming the affac fsvrear
Fibomaime
= ]

24 Faid fea phia_fialals baefon
Cadegery nod D eacripelo

[ fsud = Lt

(T S|
Fur |

- Inhae a - L o
Figure 13a
2 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.

USBC - Eastern District of Missouri November 1, 2011
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NOTE: You must enter a Type or a Description, or both.
Follow your local court procedures for use of the

Type and/or Description Box.

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.

2 Click [Add to List]. (See Figure 13b.)

Raports = Lhirsiars =

Filz a Motion:

11-10035 Ar Coreem Post-Redorm Case Tiled on: 077122011
Tvpe b Chapser: 7v Cffice: 1 (Fiamnitaly
Anagin n Judge: kun Cane Flag: DebiEd, MEANSL

Baledt o OF BoFe ATt hEenis.
I3 Folpcr che POV documant rhar cartaing the amac kg

Falenams

2p Full i the fRatds below.
Categary and'or Descripton

-

2F Add thow filencme do e lind dox balow. [ vou fove smore aticclmeniz, go bock fo Step J. W the Jiaf of fleromes i

complare, click on dha Nax: dudian

Ramoss irom Lisg

¥ it fa ~ W%

Figure 13b

&  Click [Next].

STEP 15 The FEE screen appears. (See Figure 14.)

/> CM/ECF Test Database - Windows Intermet Explorel

& ¢ 3
F G oaom
(,M.E(.Fm. Bankruptey ~ Adversary ~ Query Reports ~ Utilities ~ Search
File a Motion:

11-20025 Mr. Green Post-Reform Case Filed on: 07/12/2011
Type: bk Chapter: Tv Office: 2 (Hannibal)
Assetsin Judge: kss Case Flag: DebtEd, MEANSNO

[Fee: $176  for Relief from Stay

Figure 14

2 Click [Continue].
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2 The SECURED PROPERTY screen appears.

If applicable, provide a description of the secured property here (e.g. 123
Elm Street, 2012 Ford F-150).

CM/ECFS: Bankruptey
File a Motion:

Adversary

15-40072 Ronald Steven Peterson Post-Reform Case Filed on: 12/09/2015
Type: bk Chapter: 13 v
Assets: y Case Flag: PlnDue, DebtEd

Office: 4 (St. Louts)

If applicable, please provide a description of the secured property here (e.g. 123 Elm Street, 2012 Ford F-130): l:l

2 Click [Continue].

USBC - Eastern District of Missouri

November 1, 2011
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STEP 16 The MODIFY DOCKET TEXT screen appears. (See Figure 15.)

/= CM/ECF Test Database - Windows Internet Explorer

=18

= ct

CM E(,F@r Bankruptcy ~ Adversary ~
File a Motion:

Reports ~ Utilities ~ Search Logout
11-20025 Mr_Green Post-Reform Case Filed on: 07/12/2011

Type: bk Chapter: 7 v Office: 2 (Hannibal)

Assets:n Judge: kss Case Flag: DebtEd. MEANSNO

Docket Text: Modify as Appropriate.
Motion for Adequate Protection |

Stay

L Motion for Relief from
. Fee Amount 8176, Filed by Creditor Friendly Finance . (Attorney, Test)

Figure 15

If appropriate, choose a prefix from the Prefix Text pick list.

* In any or all of the text boxes, add additional text for the motions

you are filing according to your court procedures.

* Click [Continue].

STEP 17 The FINAL DOCKET TEXT screen displays. (See Figure 16.)

/~ CM/ECF Test Database - Windows Internet Explorer

=12l

Adversary ~ Reports ~ utilities ~ Search Logout
File a Motion:

11-20025 Mr. Green Post-Reform Case Filed on: 07/12/2011

Type: bk Chapter: Tv Office: 2 (Hannibal)

Assetstn Judge: kss Case Flag: DebtEd, MEANSNO

Docket Text: Final Text

Motion for Adequate Protection , Motion for Relief from Stay . Fee Amount $176, Filed by Creditor Friendly
Finance. (Attorney, Test)

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

Figure 16

2 Carefully verify the final docket text. This is your last chance to

change this entry before addition to the case. If correct, click
[Continue].

* If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

USBC - Eastern District of Missouri November 1, 2011
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STEP 18

NOTE:

. To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 17.)

f CM/ECF Test Database - Windows Intemet Explmer

-
s

CM E(ijr Bankruptcy ~ Adversary v Reports ~ Utilities ~ Search Logout “
File a Motion:

| |

11-20025 Mr. Green Post-Reform Case Filed on: 07/12/2011
Type: bk Chapter: 7 v Office: 2 (Hannibal)
Assets:n Judge: kss Case Flag: DebtEd. MEANSNO

U.S. Bankruptcy Court
Eastern District of Missouri (Test)
[Notice of Electronic Filing
[The following transaction was received from Test Attorney entered on 11/3/2011 at 3:25 PM CDT and filed on 11/3/2011
Case Name: Mr. Green

Case Number: 11-20025
Document Number:9

IDocket Text:
IMotion for Adequate Protection . Motion for Relief from Stay . Fee Amount $176. Filed by Creditor Friendly Finance. (Attorney. Test)

|The following d ) are iated with this

[Document description:Main Document

Original filename:Motion for Relief from Stay & Adequate Protection pdf
[Electronic document Stamp:

[STAMP bkecfStamp_ID=1031339175 [Date=11/3/2011] [FileNumber=58644-0]
[9£98d13147972ddfd25304fba2b222{9da40c07f8e526069670203dbdccO00ceaal

Figure 17

The electronic payments screen also now appears. This
screen is covered in Step 19.

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

Clicking on the document number hyperlink will present the
PACER login screen.

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

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

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public
users will be charged a PACER access fee.

USBC - Eastern District of Missouri November 1, 2011
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STEP 19 The electronic payments screen appears at the same time as the Notice
of Electronic Filing screen. (See Figure 18a)

/2 CH/ECF Test Database - Windows Intemet Explorer s

KT* bt vecttestmoss cict denvegon Disoschpzizorszsn i Bl @ ekl 1ol

CcM E(‘,F@, Bankruptcy ~ Adversary ~ Query Reports ~ it Search Logout “
File a Motion:

11-20025 Mr. Green Pe Date Incurred Description Amount
Type: bk 2011-10-25 15:23:20 Mation for Relief From Stay(08-10010) [motion.mrifsty] ( 15000} $150.00
P 2011-11-03 11:32:46 Voluntary Petition (Chapter 13)(11-40097) [misc volp13a] ( 281.00) $281.00
2011-11-03 14:55:29 Amended Schedules(07-40057) [misc.amdschs] ( 30.00) 53000
2011-11-03 152533 Motion for Relief From Stay(11-20025) [motion, mrlfsty] { 176.00) 5176.00
Total: § 637.00
(Notice of Electronic Filir
(The following transactior
Case Name: M
Case Number: 11

Document Number: 9

IDocket Text:
Motion for Adequate Pri

[The following document

[Document description:

Original filename:Moti - _
[Electronic document $

[STAMP bleecfStamp_ID=1031339175 [Date=11/3/2011] [FileNumber=58644-0]

Figure 18a

If you choose Pay Now, the Online Payment screen appears. (See
Figure 18b.) See Administrative Procedures, Appendix 7-A, for On-Line
Credit Card Attorney Manual.

line Payment - Microsoft Internet Explorer _[=] x]
Online Payment Return to your originating application
Step 1: Enter Payment Information 1)2

Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: ¥

Payment Amount: il

Billing Address:
Billing Address 2:
city:

State / Province: |- -l

Zip | Postal Code:
Country: United States o

Card Type: * VISA @5 I (B | e

Card Number: * (Card number value should ot contain suaces or dashes)

Expiration Date: Ak

*

Select the "Continue with Plastic Card Payment” button to continue to the next step inthe Plastic Card
Payment Process

Continue with Plastic Card Payment | Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete
data being transmitted and pages being loaded incorrectly. Please use the links provided whenever
possible:

Figure 18b
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If you choose Continue Filing, the Online Payment screen will be
removed and reappear after future filings that require a fee.

USBC - Eastern District of Missouri November 1, 2011



