
Request To Appear By Telephone

STEP  1. Click on Bankruptcy o or Adversary on the ECF Main Menu Bar. 

STEP  2. Click on Miscellaneous under the Bankruptcy heading and
Notices/Miscellaneous under the Adversary heading.

STEP  3. The Case Number screen displays.

� Insert the case number by using the YY-NNNNN format for bankruptcy cases and
YY-NNNN format for adversary cases..

� Click Next.

STEP  4. Confirm the debtor(s) name and case number are correct.

� Select Request to Appear by Telephone  from the event list.

� Click Next.

STEP  5. The Party Selection screen displays.

� Select the party filer.

� Click Next.

STEP  6. Answer the question: Is this request to appear by telephone for a Chapter 13
confirmation hearing scheduled at 10:00 AM before Judge Alley or Judge
Renn?

If the answer is yes, do not complete this event.  Requests to appear by telephone 
are no longer required for Chapter 13 confirmation hearings scheduled at 10:00
AM before Judge Alley and Judge Renn.

If the answer is no, continue with the event.

� Click Next.

STEP  7. Criteria regarding telephone appearance is listed.  If any of the criteria is not met, 
do not continue filing this request. You must instead file a motion using
Miscellaneous Motion found in the Motion category.  Choose the radio button
requesting to appear by telephone.
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� Click Next.

STEP  8. Unless otherwise notified, the request is granted.  Please use the information in
the docket text to call into the hearing

� Click Next.

STEP  9. The Does this Request Reference a Filed Document? screen displays.

� Choose the appropriate response (yes or no).

� Click Next.  If the request does not reference a filed document, continue with
STEP 11, second bullet.

STEP  10. The Category Selection screen displays.  

� Select the appropriate category if “yes” was selected in STEP 9.

� Click Next.

STEP  11. The Select the appropriate event(s) to which your event relates: screen
displays.

� Select the event your request references.

� Click Browse to select the appropriate PDF to attach.

� Click Next.

STEP  12. The Docket Text: Modify as Appropriate screen displays.

� Use the drop-down list to select any additional information that may be required
to complete the docket text or leave blank.

� Click Next.

STEP  13. The Docket Text: Final Text screen displays.

� Confirm the docket text is correct.

� The docket text contains the telephone number and the Access Code required to
join the hearing by telephone.  You will not be called by the clerk’s office unless
there is a question about your request.
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� Click Next.

STEP  14. The Notice of Electronic Filing screen displays.
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