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FILING A NOTICE OF APPEARANCE 
 

This section explains the steps for an attorney to file a Notice of Appearance in the CM/ECF 
system.  

 

 Select “Bankruptcy” from the blue menu bar. A list of 
bankruptcy topics will appear.  Select “Other Miscellaneous 
Documents” from the list of general filing topics. 

 

 When prompted, enter the bankruptcy case number. Click 
“Next.” 

 

 On the next screen, you will see a pick list of 
miscellaneous docket events already included 
in the ECF system. Scroll down the list of 
events until you find “Notice of Appearance 
(Appearance of Attorney).” Click on the event 
to highlight your selection on the list. (Instead 
of scrolling, you could also find the event on 
the pick list by searching for “Notice” in the 
search field).  

 

 The next screen will ask if this is a joint filing with 
other attorneys.  If you are filing this Notice jointly 
with another attorney, check the box which reads 
“joint filing with other attorneys”.  Otherwise, just 
click “Next”. 

 

 The system will next inquire about who you are 
representing in this case. Unless you have previously 
filed a pleading in this case you will probably need to 
add your client as a party. Review the party 
selection screen to determine if your client is 
already listed. If the party is listed, simply highlight 
the name of the party filing the document and click 
“Next.” 

 
 

 If the party is not found, click “Create new party” 
and follow the steps for adding a new party. Be sure 
to change the “Role” on the party information as 
appropriate. Click “Submit” when finished. 
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 After you have finished adding the party, the name 
will now appear on the party selection screen. Click 
on the party name to highlight the name and then 
click on “Next.”   

 

 If you have not filed any pleadings on behalf of your 
client before filing a Notice of Appearance, you will 
be prompted to create an association between 
yourself and the party you added. It is important that 
you create this association in order to receive notices 
on behalf of your client. To create the association, 
make sure the box is checked and then click “Next.” 

 

 The next screen will prompt you to enter the .pdf 
file containing your document. Click on the 
“browse” button and navigate to the location on 
your computer where your Notice of Appearance 
.pdf file is stored. If you are attaching additional 
documents to the motion, click “Yes” for 
attachments and then click “Next.”  

 

 An information screen will appear advising you 
to enter the address for sending notices on the 
next screen.  Click “Next.” 

 

 In the space provided, enter the attorney or 
creditor address which should be used for 
notices.  

 

 The docket text screen will give you the 
opportunity to modify the docket text. In 
some pleadings you may want to add 
additional information so the docket text will 
be more descriptive. In this example, the 
docket text is self-explanatory and no 
additional text is necessary.  Click “Next” when finished. 

 

 The next screen is very important!  You will 
see a warning which advises that clicking the 
“Next” button will submit the transaction.   
This is exactly how the text will appear on 
the docket sheet. If the text is correct, click 
“Next.” The Notice of Electronic Filing will appear. 


