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CASE MANAGEMENT/ELECTRONIC CASE FILING (CM/ECF)
FREQUENTLY ASKED QUESITONS (FAQS)
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Updated and new information isin red font.
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FILING PROCEUDRES

1. Do proposed orders haveto befiled on the docket AND uploaded into your
E-Ordersprogram?

ANSWER: Yes. The proposed order must be filed as an attachment to the motion
AND it must be uploaded into the Court’s Electronic Order Processing application (E-
Orders). The “Orders’ section of the Attorney User’s Guide was updated on September
13, 2004 with these new procedures. (September 2004)

2. Can | file my motion, objection notice, hearing notice, and order asone
pleading?

ANSWER: No. Please make separate entries for each pleading, so that they appear
separately on the docket sheet. However, at this time, the PDF file that you attach to each
of the pleadings may include al of the pleadingsinit. This means that you would upload
the same PDF file to each of the individual pleadings. OR you may create a separate
PDF file for each pleading and upload each PDF file to the corresponding pleading.

(June 2004)

3. Doesit matter in what order | fileamotion, notice, and proposed order?

ANSWER: Yes. The motion must be filed first. After the motion is filed, file the
objection and/or hearing notice. Finally upload the order. The notices and proposed
order MUST be linked to the motion. In order to “link” pleadings, when prompted you
must either check the box to reference another pleading and then place a check mark in
the box to the left of the appropriate pleading(s) that are displayed. (July 2004)

4, | cannot find the pleading | need to file on any of your pick lists?
ANSWER: First, check the Evert List (last section) in the Attorney User’s Guide.

Search for the event you need in this voluminous listing. If the event is not there, call the
CM/ECF Help Desk at 202-565-2521 BEFORE YOU FILE. (August 2004)

Updated September 2004
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PAYMENT OF FEES
1 How arefeespaid?

ANSWER: E-filed documents requiring afee will be paid via an Internet credit card
payment. Attorneys must complete and provide the court with a credit card authorization
form when registering for CM/ECF.

At the end of filing a pleading requiring afee, when the Notice of Electronic Filing
appears, the e-filersis presented with the Internet credit card payment screen. Upon the
successful processing of the credit card payment, the filer receives a receipt and a receipt
is docketed to the case record. (Updated August 2004)

If for any reason an e-filer isunableto use the credit card to pay a fee, the e-filer
MUST CALL THE COURT'SCM/ECF HELP DESK BEFOREFILING THE
PLEADING.

E-filers who do not pay outstanding credit card balances within 48 hours of the time of
filing will be locked out of CM/ECF until the balance has been paid.

Paper documents filed over the counter will still be paid via cash, check, or money order.
(Updated August 2004)

2. | filed a pleading that required a fee, but the payment screennever appeared.
What should | do?

ANSWER: Two things. First call the CM/ECF Help Desk at 202-565-2506 and tell
them which pleading you filed and at what time it was filed. Second, click on the
Utilities menu and then click on Internet Payments Due. From this screen you can
proceed to pay the outstanding balance.

3. Can| till pay feesvia check or cash when e-filing?
ANSWER: E-filersarerequired to pay fees on-line using the internet credit card

feature. If, for any reason, you are unable to use the internet credit card, YOU MUST
CALL THE CM/ECF HELP DESK BEFORE FILING THE PLEADING.

Updated September 2004
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CORRECTIONS
1. What happensif a document isfiled in error?

ANSWER: Docketing in CM/ECF occursin real time. Therefore, errors immediately
appear on the docket and are distributed through the Notice of Electronic Filing (NEF) e-
mail to other participating e-filers. Deletions of entries on the docket or associated PDF
documents are very rare. CM/ECF alows court personnel to edit errors made in the
docket entry. In the course editing and correcting entries, court staff may ask e-filersto
file amended pleadings. Instances that affect calendar entries and noticing will need to be
re-filed.

Depending on the situation, e-filers will be asked to file a“Request to Withdraw
Document” to remove the pleading from the record. E filers may also be asked to submit
and Amended Motion/Application to correct a problem. In many instances, the U. S.
Bankruptcy Court for the District of Columbiawill request the e-filer to file an
additional, “corrective” pleading rather than edit the original docket entry. This allows
the distribution of the correct information to the participants who originally received the
erroneous information. (Updated August 2004).

2. | filed the wrong pleading, how do | correct it?

ANSWER: File a Request to Withdraw Document. This event is found under the
Bankruptcy -> Other menu. If the pleading that was incorrectly filed created a deadline
(hearing objection, etc) please be sure to terminate the appropriate deadline when
prompted. If a pleading was accidentally or unintentionally filed, the Request to
Withdraw Document must be filed to remove it. DO NOT fileaMation to
Dismisg/Strike/Withdraw Document to remove the pleading; this motion requires a court
order to authorize the dismissal, striking, or withdrawing of the unintended pleading.
(July 2004)

3. How long do | haveto correct an error or mis-filed pleading?

ANSWER: After receiving notice from the Court of an error or mis-filed pleading, all e-
filers have 72 hours in which to correct the error.

Updated September 2004
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HARDWARE/SOFTWARE REQUIREMENTS
1 What hardwar e and softwar e will attorneys need to participatein ECF?

ANSWER: Attorneys will need the following hardware and software to electronically
file, view, and retrieve documents in the electronic filing system:

A personal computer running a standard platform such as Windows, Windows 95,
Windows 98, Windows 2000, Windows XP or Macintosh.

An Internet provider using Point to Point Protocol (PPP)

Netscape Navigator version 4.6 or 4.7 or Internet Explorer Version 5.5. Netscape
6 is not recommended for use with CM/ECF or Internet Explorer version 5.5. The
CM/ECF technical staff are currently testing Netscape version 7.02 and Internet
Explorer version 6.0 to certify its compatibility with the Bankruptcy and District
CM/ECF systems. However, we currently have some users accessing the system
using Netscape version 7.02 and Internet Explorer version 6.0 with positive
results. In either case, your browser must be JavaScript-enabled.

Adobe Acrobat PDF Writer software to convert documents from a word processor
format to portable document format (PDF). Acrobat Writer Versions 3.X, 4.X,
5.0, and 6.0 adequately meet the CM/ECEF filing requirements. The most recent
version, 6.0, is available from retailers for approximately $220 - $299. The
discount that Adobe previously offered to attorneys has been discontinued.
However, there may be volume discounts that attorneys can receive if ordering
multiple copies for their firm. For viewing documents, not authoring them, Adobe
Acrobat Reader only is needed.

A PDF compatible word processor like Macintosh or Windows based versions of
WordPerfect and Word.

A scanner to transmit documents that are not in your word processing system.
(Updated: July 2003)

2. |s ECF browser specific?
ANSWER: Bankruptcy Version 2 is compatible with both Netscape versions 4.6 or
4.7 and Internet Explorer version 5.5. However, Internet Explorer is the recommended

browser for our current version of CM/ECF and it’s credit card module. (Updated:
August 2004)

3. |s ECF word processor specific?

ANSWER: No, you may use any word processor that can convert documents to PDF.
(Reviewed: July 2003)

Updated September 2004
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GENERAL INFORMATION
1. How many users can submit documents at once?

ANSWER: Thereisno fixed limit. Response time and expanded use will ultimately
tell us what the acceptable limit might be. Enhancements to communications capacity are
expected to be an ongoing task to ensure that we meet the needs of the users. (Effective:
July 2003)

2. How many people at a time may view a document? How many people at a
time may view the docket?

ANSWER: There are no limitations for either function. (Effective: July 1999)
3. Will the creator of the docket entry be identified?

ANSWER: Yes. All entries can be identified by the name of the person that logged in
and submitted the entry. (Effective: July 1999)

4, Isthere alimit to the number of aliases a party may have?
ANSWER: No. (Effective: July 1999)

5. How will signature of documents be handled for documentsfiled
electronically?

ANSWER: The user’s unique system login and password serve as their signature.
Attorneys and trustees will be required to retain copies of certain paper documents, such
as affidavits or bankruptcy petitions, containing original signatures of parties for a set
period of time. Documents filed in CM/ECF can contain either an image of a signed
document or an “/¢/" preceding the person’s typed name on the line where the signature
traditionally appeared. (Updated: May 2004)

6. What technical expertiseisrequired in order to usethe CM/ECF system?

ANSWER: CM/ECF iseasy to learn and requires little technical experience to use.
The basic technical skills needed are familiarity with using Windows and a web browser.

7. Can e-filersadd new attorneysto the database?

ANSWER: Only court staff with appropriate permissions may add attorneys to the
database as system users. However, it is possible for an attorney to add another attorney
to acase, and to the database, during case opening. The new attorney would NOT have
filing privileges. In order to obtain those privileges, the attorney must make the proper
application to the court and, if approved, a member of the court staff with appropriate
permissions could assign alogin and password.

Updated September 2004
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(Updated: July 2003)

8. What should an e-filer doif the document he or sheisfilingisnot listed in
the pick list?

ANSWER: Firgt, check the Event List (last section) in the Attorney User’s Guide.
Search for the event you need in this voluminous listing. If the event is not there, call the
CM/ECF Help Desk at 202-565-2521 BEFORE YOU FILE. (August 2004)

0. Will e-filersbe able to accessthe CM/ECF system after the court'sregular
business hoursto file cases and review documents/docket sheets?

ANSWER: Except when otherwise noted on the system’s main web page, the system
isavailable 24 hours aday, 7 days a week. The court’s CM/ECF Help Desk will be
staffed from 9:00 AM to 4:00 PM Monday — Friday with a court member to answer
guestions. (Updated: May 2004)

10. Can any member of the public use CM/ECF to file documents with the
Court?

ANSWER: No. TheU. S. Bankruptcy Court will be allowing admitted attorneys,
trustees, and some creditors/creditor attorneys to register for e-filing logins and
passwords. (Updated: May 2004)

11.  Can thegeneral public view CM/ECF cases and the documentsin those
cases?

ANSWER: Accessto view cases and documentsin CM/ECF is available to anyone
with a Public Access to Court Electronic Records (PACER) login and password. PACER
offers convenient electronic access to case file documents, listing of all case parties,
reports of case related information, chronologies of events entered in the case record,
clam registries, listing of new cases, judgments or case status, and a calendar of events.
However, as aresult of the policy recently adopted by the Judicial Conference, the public
cannot view documents filed in civil Social Security Appeal cases or criminal cases.

To defray the costs of PACER and CM/ECEF, the Judicial Conference has set a fee of
seven cents per page for electronic court data via the internet, except for calendar
information, for which there is no charge. The fee applies to al users, although courts
may exempt certain persons, such as indigents or bankruptcy case trustees. Parties
entitled to documents as part of the legal process receive afree electronic copy, although
they will be charged for replacement copies, whether in paper or electronic form.
(Updated: July 2003)

Updated September 2004
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12.  Will someone submitting a long document monopolize the system to the
detriment of other users? How long will it take to transmit/receive lengthy
documents?

ANSWER: A user submitting a large document to CM/ECF will not interfere with
other users access. The system uses web technology that is designed to service large
numbers of users simultaneoudly.

The time it takes to transmit or receive a document primarily depends on the user's
Internet Service Provider (1SP), modem speed, and the size of PDF file being transmitted
or received. Generaly, the larger the file, the longer it will take to load. Local courts may
restrict the size of certain types of documents by local rule or policy, just as they do
currently.

The CM/ECF system will accept both text and image PDF files. The text PDF fileis
usually the result of saving a document from aword processor in PDF format using
Adobe Acrobat PDF Writer. The image PDF file is usually created by scanning a paper
document in PDF format. The text file can be transmitted to the CM/ECF application
faster than the image file because it is much smaller in size. While the difference in speed
is usualy not noticeable in a one or two-page document, the difference can be significant
when a document reaches about 20 pages in length.

Attorneys may submit attachments that are extremely large (more than 50 pages) that will
take along time to download, even in text format.

We suggest that each court establish filing procedures that encourage attorneys to file text
documents, whenever possible, to break lengthy documents into logical pieces that can be
uploaded and downloaded separately, and to label each piece with a descriptivetitle. This
will not only reduce the filing time but will also allow users who wish to access the
document(s) to download only those portions needed, thus saving time. (Effective: July
2001)

13. When auser filesa pleading with the court doesthe system automatically
servetheother partiesor doesthe user have to do something extra to servethe
others? And, do the other partiesjust get notification of afiling or do they get the
actual document?

ANSWER: When adocument isfiled in CM/ECF, a Notice of Electronic Filing
(NEF) is automatically generated and e- mailed to only those who haveregistered for
ECF and/or requested NEF in the case, as well as to any registered user who has
requested to receive NEF in the case. The NEF includes the text of the docket entry, the
unique electronic document stamp, alist of the case participants receiving email
notification of the filing, and a hyperlink to the document(s) filed. All recipients will
receive one free look at the document.

Updated September 2004
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The court will have alocal rule or administrative procedure authorizing service through
CM/ECEF, the automatic sending of the NEF with the hyperlink will constitute service on
all parties registered for electronic-filing with the court. Thefiler (including the court
filer) is responsible for serving the parties who are not registered for eectronic-filingin a
manner authorized by the federal rules of procedure. (Effective: May 2004)

14. How doesthe court handle the following non-electronic filings: (1) documents
that are not, or cannot, be rendered into PDF format; (2) pro se litigants who do not
have access to a computer; and (3) counsel that do not have computers, (4)

Statement of Social Security # (Form B21)?

ANSWERS:

1) Documents that can be scanned can also be stored in PDF format. Documents
that cannot be scanned (due to oversized pages, poor quality or excessive
length) can be maintained in a paper file. The corresponding docket entry for
such documents would contain a note or hyperlink to a note stating that the
document is not available electronically.

2 Pro se litigants can be offered the use of public terminals in the court to
complete their filings or the court can accept paper filings and scan them.

3 Until the court becomes more electronic, counsel without access to computers
may continue to submit their pleadings in paper over the counter. At some
point in the future, the court may provide scanners in the public area of the
Clerk’s Office and counsel may scan their pleadings onto a diskette and
submit their pleadings in PDF format on a diskette. The court will provide
more details on this matter in the future.

(4  Atthetimean e-filersfilesavoluntary petition with the court, the
debtor’s Statement of Social Security # (Form B21) must be mailed into
the Clerk’s Office (Updated: August 2004)

15. Describe the court's claims process. How are large attachmentsto claims
managed? How are claims activities monitored? Arethere any special
accommodations for caseswith thousands of claims?

ANSWER: Attorneys and other CM/ECF participants can prepare the proof of claim
as aword processing document or in a bankruptcy preparation software program, convert
it to a PDF document and submit it to the court. If aclaim has alarge attachment, the
attachment can be broken down into several smaller attachments or it may befiled in
paper, over the counter. It is best to call the court’s CM/ECF Help Desk for specific
instructions.

The U. S. Bankruptcy Court for the District of Columbiawill be allowing certain

creditors to register for limited access to CM/ECF for the purpose of filing clamsand
related pleadings. (Effective: May 2004)

Updated September 2004
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SYSTEM CAPABILITIES- FILING

1. How will CM/ECF handle thefiling of motions or other actionsin multiple
cases (e.g. trustees filing objectionsto claim in several cases)?

ANSWER: Bankruptcy CM/ECF has a "batch filing" feature. The user will see these
events listed in a pull-down menu. After selecting the event, the user is presented with a
box in which multiple case numbers can be entered (or alist of case numbers can be
"pasted in" from a previously created document). The application then prompts the user
for the appropriate PDF document to be attached to the event for each casein the list.
CM/ECF dso has a“multi-casefiling” feature that allows Chapter 7 trustees to mass-
docket Reports of No Distribution and Letter to the Clerk Regarding Possible Dividends.
(Effective: July 2003)

2. Does CM/ECF check for duplicate filings when a user opens a case, or when
a party nameisentered will the system alert the user to other casesin which the
filer appears?

ANSWER: The CM/ECF software does not automatically check for duplicate filings.
However, when adding a participant to a case, a pick list is presented with the names of
parties that are already in the database. This provides a limited comparison. In
bankruptcy cases, the ability to search by social security number in the Query function
can assist courts in identifying duplicate filings. Providing the court staff and the bar with
comprehensive training on case opening will be akey factor in avoiding this problem.
(Effective: October 1999)

3. Can CM/ECF accommodate recorded audio files (e.g. WAV files) as part of
the case record?

ANSWER: At this point, CM/ECF will accommodate only PDF text files or PDF image
files. (Effective: July 2003)

4, How does the system handle the filing of a multi-part motion?

ANSWER: The types of motions that an attorney or trustee can file are displayed in a
drop down window. Theuser can select oneor alist of motions, using the control key
and themouse. The filer should select as many different motions from the list as
required to accurately reflect the relief actions sought. CM/ECF then processes each of
the motion parts, one at atime, leading the filer through the steps necessary to complete
each part. Orders ruling on multi-part pleadings can dispose of each relief separately.
(Effective: October 1999)

Updated September 2004
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5. When a user files a pleading with the court does the system automatically
servethe other partiesor doesthe user have to do something extra to serve the
others? Do the other partiesjust get notification of a filing or do they get the actual
document?

ANSWER: When adocument isfiled in CM/ECF, a Notice of Electronic Filing
(NEF) is automatically generated and e-mailed to only those who have registered for
ECF and/or requested NEF in the case, as well asto any registered user who has
requested to receive NEF in the case. The NEF includes the text of the docket entry, the
unique electronic document stamp, alist of the case participants receiving email
notification of the filing, and a hyperlink to the document(s) filed. All recipients will
receive one free look at the document.

The court will have alocal rule or administrative procedure authorizing service through
CM/ECEF, the automatic sending of the NEF with the hyperlink will constitute service on
all parties registered for electronic-filing with the court. The filer (including the court
filer) is responsible for serving the parties who are not registered for electronic-filingin a
manner authorized by the federal rules of procedure. (Effective: May 2004)

6. Will the system support scanned documentsin color?

ANSWER: Yes, the system does support scanned and all other documents in color.
However, the size of scanned and color documents is considerably larger than that of
documents generated through word processing. Larger documents will take longer to
load into CM/ECF and longer to retrieve for viewing purposes and will impact the system
performance. Any file larger than 1.5 mega bytes (MB) will not pass through the court’s
CM/ECF system. (Updated: May 2004)

Updated September 2004
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PORTABLE DOCUMENT FORMAT (PDF) Files
1. What is Adobe Acrobat?

ANSWER: Adobe Acrobat isacommercial software package that enables you to save
your document in PDF. The most recent version, 6.0, is available from retailers for
approximately $220 - $299. The discount that Adobe previoudly offered to attorneys has
been discontinued. However, there may be volume discounts that attorneys can receive if
ordering multiple copies for their firm. Contact Adobe for more information. (Updated:
July 2003)

2. How do | create a PDF fileand how do | ensurethat the printed copy of the
document matches the public/docketed version?

ANSWER: Follow these steps:

a When creating a new document to be filed, before writing the document, first
change the print driver from the default printer (e.g. HPSSi) to "Acrobat PDF
Writer" by selecting File/Print and then selecting "Acrobat PDF Writer" as the
current printer.

b. Write your document and when finished, select File/Print. Ensure that
"Acrobat PDF WRITER" is selected as the printer and then name your file
(and place it in the proper directory) and click OK. The file will be created
with a.pdf extension. In doing this, you are not actually printing your
document to a printer; instead you are saving it to afile. To print a physica
copy of the document, open the newly created PDF file and print to your local
printer. Always print from this PDF file, rather than the word-processed file
that created it to ensure that the paper and electronic versions are consistent
with each other.

Alternatively, you can set the printer to "Acrobat PDF WRITER" after the document has
been created to save it to a PDF file. However there is a possibility of introducing a
formatting discrepancy, if for instance, a page break is not the same in the PDF file asit
was in the word- processed file.

Adobe Acrobat 5.0 was tested for its ability to maintain font integrity through
conversions to PDF of documents created in WordPerfect version 8 and Microsoft

Word 97. All of the 32 fonts tested were done with a 12-point size. The results show that
while characteristics of some fonts were lost in the conversion (e.g., appeared smaller),
every font conversion produced legible results and none produced a problem with either
character spacing or character overlap (superimposition). The results of these tests are
below. (Effective: June 2001)

Updated September 2004
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Fonts that maintained integrity in the conversion from WordPerfect 8 to PDF:
- Albertus Extra Bold Courier New
Albertus Medium Bold Haettenschweiler
Antique Olive Impact
Aria Letter Gothic
Aria Black Letter Gothic MT
Arial Narrow Book Antiqua Line Printer
Bookman Old Style Marigold
Century Gothic Modern
Century Schoolbook Symbol (2 styles)
CG Omega Tahoma
CG Times New Roman
Clarendon Condensed Bold Times New Roman (bold)
Comic Sans MS Universe
Coronet Universe Condensed Regular
Courier Verdana

Fontsthat were altered in the conversion from WordPerfect 8 to PDF:
Coronet - appears much larger and in a different font, an Adobe default font
Line Printer - appears much larger and in a different font, an Adobe default font
Marigold - appears much larger and in a different font, an Adobe default font

Fonts that maintained integrity in the conversion from Word 97 to PDF:
- Aria Garamond

Aria Black Haettenschweiler
Aria Narrow Book Antiqua Ilmpact
Bookman Old Style Letter Gothic
Century Gothic Symbol (2 styles)
Century Schoolbook Tahoma
CG Times New Roman
Comic Sans MS Universe
Courier New Verdana
Courier Universe Condensed Regular

Fontsthat were altered in the conversion from Word to PDF:

Albertus Extra Bold - bold characteristic lost, appears in a different font, an Adobe
default font

Albertus Medium Bold - appears in a different font, an Adobe default font
Antique Olive - appears much smaller and in a different font, an Adobe default font
CG Omega- appears much smaller and in a different font, an Adobe default font
Clarendon Condensed Bold - appears much smaller and in a different font
Coronet - appears much larger and in a different font, an Adobe default font
Line Printer - appears much larger and in a different font, an Adobe default font
Marigold - appears much larger and in a different font, an Adobe default font
Modern - appears in a different font, an Adobe default font
Times New Roman (bold) - appears in a different font, an Adobe default font

Updated September 2004
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3. Can you search a PDF file that was created by scanning original hard copy
documents?

ANSWER: Itispossibleto do full-text search of PDF text files but not PDF scanned
files. However, an option with scanning is Optical Character Recognition (OCR), where
the scanning software attempts to convert each letter to text. (The Adobe Capture
package allows conversion of scanned pages to PDF files that are text searchable, using
an OCR process.) The drawback is that the OCR process is generally about 95% - 97%
accurate and each mistake that is made in the conversion must be fixed by the person who
scanned the document. This can take afair amount of time, especially with alarge
document.

The full-text search capability in CM/ECF, a program called Webinator, has been used by
some of the courts, but not extensively to date. Because this program is installed on the
court's local server, it is available only to court users. (Effective: June 2001)

4, Arethere benchmarks on thereationship between the number of pages and
the PDF file size?

ANSWER: PDFtext files average 2.5 KB per page, with arange of 2-6 KB. PDF
image files average 65 KB per page, with arange of 30-150 KB. Appropriate
calculations can be based on this per page average. (Effective: June 2001)

5. Arethere benchmarkson thereationship between the Wor dPerfect or Word
file size and the PDF file size?

ANSWER: A PDFtext file (using a standard font) is approximately 5-10% smaller
than the corresponding WordPerfect or Word file. (This assumes that the PDF file was
created with a standard font. Non-standard fonts will significantly increase the size.)
(Effective: June 2001)

6. What are some of theimaging procedures used in the courts? What are the
size limitations of scanning?

ANSWER: ThereisaPDF section in our User’'s Manual that addresses creation of
PDF files. A suggested guideline for scanning is to break up large documents, limit the
image to no more than 1.5 MB, and save the document as a PDF file. Attorneys should be
trained to set up their scanner software to not use color and save the document as a PDF
fileinstead of a.txt file. (Updated: July 2003)

Updated September 2004
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7. Arethere benchmarkson therelationship between the dpi setting, the size of
thefile, and the length of time that it takes to scan?

ANSWER: A 100 page document that is scanned on a Ricoh |S-430 scanner (rated at
30-45 pages per minute) at a 300 dpi setting produces afile that it 6.97 MB; it takes three
minutes and 85 seconds to scan. The same document that is scanned at a 150 dpi setting
produces afile that is 3.67 MB and takes two minutes and 25 seconds to scan. Keep in
mind that the U. S. Bankruptcy Court will not accept afile larger than 1.5 MB

(Effective: June 2001)

8. How does CM/ECF verify theintegrity of the PDF documents?

ANSWER: CM/ECF usestwo programs to verify the integrity of PDF documents -
PDF check and ChkDocs. ChkDaocs is run nightly on the CM/ECF live database and
checks for documents that have "signatures’ that have been atered. It then writesto alog
file on the inside server and sends an e-mail to the designated administrator.

PDF check automatically analyzes the structure of each PDF document that is uploaded
into CM/ECF to ensure that it does not contain any action, such as viruses, within it that
could be dangerous to the host machine or any PC accessing the document. It also
collects information as whether the document is, in fact, a pdf document, if it is
encrypted, and the number of pages. The Utility menu on the CM/ECF application
contains a menu option to "Verify a Document” should a user wish to run the PDF
CHECK program. (Effective: February 2002)

0. | received an error message stating, “ Document is too large to browse and
attach”.

ANSWER:
- Open your filein Adobe Acrobat, and along the left margin of the Adobe

application there should be four tabs: Bookmarks, Thumbnails, Comments, and
Signatures.
L eft click on Thumbnails, and along the left margin there should see "thumbnail
images of each page of the document.
Hold down the control key on the keyboard and left click on afew of the page
images in the left margin. When page images are highlighted, release the control
key. Keeping the mouse in the left margin with the images highlighted, right click
on the mouse. A pop-up window should appear.
Left click on the option "Extract Pages'. Another pop-up window will appear
verifying which pages are to be extracted.
Verify and/or change the page numbers.

0 Place acheck mark in the box to the left of "Delete Pages After
Extracting”. Click "OK". Adobe will then open awindow containing the
extracted pages.

Save this under a new name. The size of the original document has now been
reduced

Updated September 2004
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When uploading the document into CM/ECF, upload each of the files containing
the full document. (August 2004)
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CM-ECF Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF' documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document filed electronically with a pleading.
Proposed orders can be attachments to motions and applications.

Automatic E-mail Notification

A CM-ECF feature that permits any user to receive natification of the filing of
a case or document via e-mail. Users can choose to receive separate
notifications throughout the day or an end-of-day summary.

Browse

A Windows operation of navigating through directories via a mouse to select
a specific file.

Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet.
The browser programs interpret Hypertext Markup Language (HTML)
documents delivered from WEB servers. Netscape Navigator and Internet
Explorer are the two most popular WEB browsers. Only Netscape Navigator
is guaranteed to work with CM/ECF.

Category

In CM-ECF, a category is a classification of similar document types.

Category selections appear as hypertext links under the Bankruptcy and
Adversary menu selections.

U. S. Bankruptcy Court for the District of Columbia May 2004
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Check Box

A control object a user can click to include choices from a list. Check boxes
are designed so that you can chose one or more items from a list.

CM-ECF

Case Management/Electronic Case Filing is the Administrative Office’s new
application that will revolutionize the way we do business, completely
replacing BANCAP with "next generation” case management capabilities.
With CM-ECF attorneys can file cases and documents electronically via the
Internet.

Default

A Default is a common suggested value displayed by CM-ECF on a screen.
Like BANCAP, many fields in CM/ECF have common values suggested. If
correct, you may accept them; if incorrect, you type over them.

Document Type

In CM-ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document
types.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are
used throughout CM/ECF for making selections. When you see the selection
you want to make, click to highlight it. To make multiple selections, hold your
control key down when making the second (third, etc.) selection.

Hypertext (HTML) Link

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area
(or topic) to another in a Web based program.
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Notice of Electronic Filing

An electronic document produced by CM-ECF which certifies each filing
with the U.S. Bankruptcy Court.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. To be filed in CM-ECF, all documents must be
in"PDF" format with the exception of the creditor list (matrix) which must be
uploaded in a text (.txt) format

Radio Button

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address. The URL for
the U.S. Bankruptcy Court for the District of Columbia website is:
www.dcb.uscourts.gov
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Clicking on the (Help) icon

will display information about these categories.

1.) This feature is available throughout the CM/ECF application.

(See Figure

To close the Help screen, click on the “X" control box in the upper right hand corner of the Help
screen or click the [Close] button which is located at the bottom of the help screen.

The CM/ECF Help Desk is another resource for CM/ECF questions and problems. Please call

202-565-2506.
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Accessing CM/ECF

CM/ECF is a web based software program. At this time Netscape Navigator 4.7 (or
earlier versions) and Internet Explorer 5.0 web browsers have been tested and
recommended for use with this program. CM/ECF court users process cases through
the federal courts’ restricted intranet while attorneys and other public users will submit
pleadings and view case data from the internet. Both court and external users have
different levels of access to screens via menu selections and functionality as determined
by their needs.

STEP 1 To access the court web site, open Netscape Navigator and enter the
URL (address) of the court’s computer in the browser’s Location or
Address field. (See Figure 1.) Familiarity with browser navigation and
functionality is recommended for successful and efficient use of this
system.

3 ShowIndex - Microsoft Internet Explorer

I File Edit ‘jew Favorites Tools Help

I wBack ~ = - ) (2] A% | Disearch [EjFavortes (4

I Links & ]Customize Links & ]Free Hotmail &) Windows .Free

- ] Address I@ https:/fech . deb.uscourts, goy

Figurel

NOTE: For quick access to this site in the future, set a bookmark or
create a button on your navigation bar, (See Figurel.)

The Back button { on your Netscape navigation bar

Eack
can be used to back up in case processing or queries at any time.
You will find that the Back button and the Forward button
; will allow you added flexibility in case processing.

Faneacrd
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STEP 2 The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.

;I

Lartihcate MNaine Lheck - Hatecape

H.  Certificate Name Check
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Figure 2

€ Click [Continue] and read the security information until the
[Finish] button appears.

STEP 3 Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered

Internet users will see a login screen as pictured below. (See
Figure 3.))
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Participants will initially enter their CM/ECF login and password which has
been issued by the court on this screen. This login and password allows
electronic filing of documents, not access to reports or queries.

The user’s login and password are the electronic equivalent of the
filer's signature.

Your Login and Password fields are case sensitive. A login of
thomask should not be entered as ThomasK or THOMASK. The
password cannot exceed 8 characters and should not include
special characters (%,#,$,%).

The client code field is optional and is used for PACER users to
associate this activity to specific customers.

If an error is made entering login and password information before
submitting the screen, clicking on the [Clear] button will delete the
data and allow you to reenter information.

This login screen will subsequently appear when web users select
any report or query selection from a CM/ECF menu. The PACER
program charges 7¢ per page. _After running a report or query, a
PACER summary of pages and costs will appear at the end. A
user will be advised of how many pages have been selected
before accepting the information and/or charges for pdf
documents only.

PACER information and registration is available at
http://pacer.psc.uscourts.gov/

The PACER Service Center bills users only when annual usage
exceeds $9.99, e.g., If on December 31, a participant owes $9.56,
no bill will be issued for that year and a new billing cycle will begin
January 1 of the next year. Copies of case files are still available at
the court for $.50 per page.

All users are personally responsible for activity with their logins.
Participants can also be given access to maintain their login and
password, address and e-mail preferences.

The PACER site also offers free Internet access to a series of
CM/ECF tutorials for attorneys and other web users through a
series of Computer Based Training (CBT) modules. No login or
password or charge is required for this feature. The lessons can
be done at your PC in individual modules at the convenience of the
student. Screens replicate the CM/ECF environment and are
interactive.
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Access to this resource is available at
http://www.pacer.psc.uscourts.gov/ecfcbt/.

STEP 4 The CM/ECF MAIN MENU screen is pictured in Figure 4.

Wil

1.5, Bankruplcy Court
Dinited Siates Bankrupley Court Tor the District of C ol umbsia

CHTicial Cenrt Electronic Document Filing System

CMECF VL4
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Figure4

Access to the various modules are provided by the blue Main Menu
Bar at the top of the screen. Each selection is a hyperlink to another
set of options or hyperlinks allowing participants to file documents,
guery, view or print a docket sheet, generate reports or maintain the
system.

This menu is also used to exit the system. The preferred method to
exit CM/ECF is to click the Logout hypertext link on the CM/ECF Main
Menu Bar.
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Public Access

Bankruptcy case information on CM/ECF is available to the public through
participating court Internet sites. For instance, the bankruptcy court in the Eastern
District of Virginia can be accessed by typing this URL, www.vaeb.uscourts.gov,

in the Location Box of your browser. A PACER login is universal and may be used
at multiple courts for access to reports and queries.

Inquiries can be made through Public Case Query which provides search

capabilities by case number or name. (See Figure 5.)
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Figure 5

PACER gives participants access to a CM/ECF court calendar, a cases report,
claims register, creditor matrix and case docket sheets. This information is
current and is updated with activity in real time.

CM/ECEF registered users can subscribe to electronic notification of any filing on
any case within the district. These notices are received through the participants
e-mail program. Notices can be monitored throughout the day or by requesting a
daily summary of activity of all the cases they have signed up for. Every user can
access a copy of the PDF document that has been filed once without charge. It
is advisable to save or print this file. Subsequent requests through the
document’s hyperlink will produce the standard PACER login screen and the user
will be charged the appropriate amount per page.
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Maintain User Accounts

The CM/ECF login provides registered users the ability to submit pleadings electronically
to the court. Public users (attorneys, trustees, and creditors) must also log into PACER
to inquire on cases or look at reports. Existing PACER logins and passwords will be
accepted.

Non-court users can access their own account information through the_Maintain Your

ECF Account menu. Using this option, participants can update their name, mailing and
E-mail addresses, phone and fax numbers, and password. Users can therefore control
the accuracy of their own information in a timely manner.

This module explains how attorneys and trustees can update:

user name, address and other party data
E-mail information

electronic noticing preferences

user login and passwords.

> & o0

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 After clicking on Utilities on the CM/ECF Main Menu bar, select Maintain Your ECF

Account, which is found under the Your Account sub-menu. (See Figure 1.) Your
UTILITIES screen may vary from the one displayed in this example.

EECF MAkrgpbey  « Advarsary « (UARry « Beparts - HRIHRS -« | ngnaat '?

Utilbides

Fame Aernunt
Sartar a1 Arneat
dew Do lsares oo L
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Sl d Ceszed

Figure 1

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECE Attorney Training Materials User Maintenance - Page 2

STEP 2 Your user account screen will appear displaying your current account information.
(See Figure 2.)

¢ Update your personal information on this screen. When it is
correct, click [Submit] to save the changes. If the [Submit] button
is not used, the record will not be modified.

¢ The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following
pages will explain these features in more detail.
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STEP 3 The E-MAIL INFORMATION screen presents options for control of your

electronic notification on each court’'s CM/ECF system. (See Figure 3.)

You can request e-mail copies of notification on all cases to which you are a party
or only on specific cases. You can receive e-mail activity throughout the day or a
daily summary of all noticing activity. “All activity” includes notification of claims
as well as other entries to a case.

Each e-mail will include the case number and name of the docket entry in the
subject line of the mail message.

Each section on the E-MAIL INFORMATION screen is explained below:
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¢ Primary E-mail address. This address must be formatted to Internet

protocol or an error will be generated. It may be prudent to establish a
separate E-mail account for CM/ECF activity from your routine E-mail
correspondence.

¢ Send the notices specified below...

O

to my primary E-mail address
To activate CM/ECF notification you must first check the box next
to your E-mail address.

to these additional addresses

You may have notices sent to other E-mail addresses besides
your primary E-mail address. (Paralegals or chambers staff may
want to share this notification activity.) When entering multiple E-
mail addresses, separate each address with a semi-colon.

Send notices in cases in which I am involved

Checking this box will automatically inform the user when any filing
has been submitted in a case where this person is a participant.
Chapter 7 panel trustees and offices of the U.S. Trustee may find
this advantageous for new filings as well as routine case activity.
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NOTE:

NOTE:

O

Send notices to these additional cases

You do not have to be a participant in a case to receive notification
of activity. Trustees and attorneys can elect to be notified of activity
in cases in which they have an interest but are not parties to the
case. Court and chambers staff can monitor cases through this
process also. It is possible to select both options.

This list is maintained by each user. As you are involved in more cases or
as cases close, you must update this screen.

Send a notice for each filing.

Checking this box means you will receive E-mail notices when activity
occurs throughout the day to the account(s) specified above. The title of
the E-mail will describe the type of filing and the case number.

Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will also be included in this mail list. (See Figure 3a.)

A Summary report includes the case numbers and titles of cases in which
activity occurred for that day. The text of the Summary E-mail notification
will display the docket event and the document number (including the
hyperlink).

You cannot elect to receive both separate notices and the summary
report.

Bruce Williams 11/26/2001 8511  Summary of ECF Activity

99-11228-Img Michael Holdman and Wendall Holdman Notice of Appearance
S

5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 1
5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 2

Figure 3a

Format notices
Enter the E-mail delivery method. This selection will be determined by
your E-mail type.

O html format for Netscape or ISP E-mail servicer
The html format will include hyperlinks to the document or
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claim. (See Figure 3b.)
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Figure 3b

O text format for cc:Mail, GroupWise, other E-mail service
Text format will feature the URL of the PDF document which can

be copied and pasted into the location bar of your browser.
Figure 3c shows an example of a text formatted notice.

Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51
PM CST

Case Name: William Wonka
Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl ? 252
Document Number: 2

Figure 3c

¢ When you have entered your E-mail preferences, click on
[Return to Account screen].

¢ Click on [Submit] to save the changes.

STEP 4  The SELECT THE CASES TO BE UPDATED screen will then appear for the user
to select the effected cases. (See Figure 4.)
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Figure 4

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will automatically update ALL cases.

¢ Select desired cases and then click [Submit].

The screen in Figure 4a is used to confirm the information which has been
submitted. If you checked any of the boxes for sending notices for each filing, or
sending a Summary report, this screen will indicate the option is turned “on”.

Any additional case numbers (and hyperlinks) will be displayed under the Case
list: heading. If invalid case numbers were entered, you will receive an error

message after submitting the data and be given the chance to back up and enter
a valid number.
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Figure 4a
STEP 5 If you click on
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More user information from your account screen, your login and password information will be
displayed
(See Figure 5.)
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4 You can change your own login and/or password here.

Remember:
. Logins and passwords are case sensitive.
. These are alphanumeric fields
. Passwords have a maximum of 8 characters
. When you enter a new password it is displayed on the screen. Your

subsequent queries to this screen will show only asterisks.
(No one will be able to tell you what your password is. Contact the court if

you forget your password.)

¢ When you have entered the information as desired, click on
[Return to Account screen].

STEP 6  Your user account screen will appear again (See Figure 6.)

4 When all of your account information is correct, click [Submit] to finish
processing.
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STEP 7  Alist of the cases you are associated with will then appear. (See Figure 7.)

4 If you want this new information to apply to all of the cases, click on [***Update
All***] at the top of the list. To change information only on certain cases, hold
down the [Control] key after selecting the first case number and click on the
others, one at a time, to highlight them.

4 When you have all of the desired cases or [ *Update All***] highlighted, click
[Submit] to apply the new information.

¢ The system will update the records and inform you that they were updated. You
can then click on another selection in the CM/ECF Main Menu Bar.

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will automatically update
ALL cases.
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USER TRANSACTION LOG
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All docketing activity is recorded through each user’'s User Transaction Log. This
feature is found under Utilities on the CM/ECF Main Menu Bar. Information on this log can
be selected by date range. A typical excerpt from a transaction log is displayed below.

(See Figure 8.)

This record may be useful in researching case filings. Dates, case numbers, times and

document type are tracked.

Your transaction activity is not accessible to other users besides yourself except for

court
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Converting to PDF
Format-Part |

There are two ways to convert documents into PDF (Portable Document Format) files. PDF
files can be created from documents that are in a word processing system, or they can be
created utilizing scanning equipment and Adobe Acrobat software. This module (Part I) will
guide you through the process of converting word processing documents to PDF format. Part Il
will explain the process utilizing scanning equipment and Adobe Acrobat software.

Converting Word Processing Documents to PDF Format
(this example demonstrates the process using WordPerfect)

STEP 1 Type document in word processing; save to hard drive.

STEP 2 With the document open on the screen, click on File from the drop down menu
and select the Print option. (See Figure 1)

®, Corel WordPerfect - Documentd

File Edt “iew Inzett Fommat Forms  Table Graphic: Tools  Window
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—_ Open... —
Tirr Cloze @ =
N Save L
Save g

|kt
e

Froperties...
Werzion Control »
Document »

Fage Setup... :
I

Frint.. Chil+F

Internet Fublizher...

Send to 2

1 03-PDF Format-part2. wpd
2 02-PDF Farmat-part].wpd
2

CHBRRITTI TR A

Figurel
STEP 3 The Print dialog box displays. (See Figure 2)
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Figure 2

L 4 Click on the down arrow V¥ to the right of Current printer: field

STEP 4 A list of available printers displays. (See Figure 3)
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Figure 3
L 4 Click to highlight and select the Acrobat PDF Writer printer.
L 4 Click the [Print] button to create the PDF formatted document.

Note: The file will not actually print out; instead the document will be
translated into PDF format.

STEP 5 The PDF File Save As dialog box displays. (See Figure 4)

Save PDF File Az

| & My Documens: S| EIN |

1 Carel Uzer Files

|
POFfies(POF) |8
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Figure 4
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4 Navigate to the appropriate folder (directory) where you would like to save
the PDF image.

L 4 Click inside the File name: box and type the name you have chosen for
the image.

Note: The .pdf extension will automatically be added to the filename you

type. (i.e., if you name your file: hallmotn, the filename will be saved as
hallmotn.pdf).

L 4 Click the [Save] button.

Important:

An Adobe PDF image file has now been created, and will be available to associate to the event
during the docketing process.

The PDFimage cannot be viewed or altered in the word processing program. You will, however,
be able to view the image during docketing to assure that you are associating the correct image
with the docket event.

The original word processing text document remains on your hard drive as originally saved.

If you need make changes to a document that has already been turned into an image (but not yet
docketed), delete the incorrect PDF image file from the hard drive. Open the text document in
word processing and make the necessary changes. Save the corrected text document. Create
the PDF image file.

SHORT STEPS

Step 1 Type document in word processing program; save.
Step 2 Click ‘File’; select ‘Print’.

Step 3 Select Adobe Printer; click ‘Print’.

Step 4 Name and save PDF file.
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Converting to PDF
Format-Part ||

There are two ways to convert documents into PDF (Portable Document Format) files. One way
is to convert documents that are created in your word processing system. The other way is to
convert documents (such as attachments and exhibits) utilizing scanning equipment and Adobe
Acrobat software. This module (Part II) will guide you through the process of converting scanned
documents to PDF format utilizing scanning equipment and Adobe Acrobat software. Part | explains
the process of converting word processing documents into PDF format.

Converting Scanned Documents to PDF Format
Using Adobe Acrobat Software

STEP 1 Place document and all attachments or exhibits on the scanner bed.

STEP 2 With document in place, launch Adobe Acrobat software by double-clicking on the
desktop icon for Adobe Acrobat.

STEP 3 A blank Adobe Acrobat Image Screen displays. (See Figure 1)

FE Aadobec Acrobat

2 == e E R = |

Figurel

L 4 Click File from the drop down menu. (See Figure 2)
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Adobe Acrobat
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Figure2
L 4 Select the Import option.
* Select the Scan option.
STEP 4 The Adobe Acrobat Scan screen displays. (See Figure 3)
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Figure3

L 4 Select the device for your scanning equipment.

Note: This will only need to be done the first time a document is scanned.
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After that, the system will always default to the correct device and will only
need to be modified if the scanning equipment changes.

4 Select the page format (Single Sided or Double Sided).
2 Select the radio box to indicate the destination of New Document.

Note: Be sure the radio button for “New Document” is selected. Select the
radio button “Current Document” only if you wish to add additional pages
(append) to a scanned document. If so, be sure the image you would like to
append is currently open and displayed on the image screen.

4 Click [Scan] to continue.
STEP 5 A Dialog Box displays. (See Figure 4)
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Scan IBM ;l
o laper tizes | Letter - 8.5 <11 =
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Contrazt: ;I _I _hI 128
=l

Hallwr e, I Manc

— G arnma: IDefauIt _| ™ Duplc:

[y

. |0

s ||:|
whdth: [2 42 Height: |-|-|
Halp I Frewiaw I Cancel | Scan I

Figure4

il

This box allows the adjustment of various settings for the scanned image. Using the
default settings will usually be acceptable to create the scanned image. However,
these settings may be adjusted if required.

L 4 Click [Scan] to begin scanning the document.

STEP 6 Once all pages placed on the scanner have been scanned, the Adobe Acrobat
Scan dialog box will display. (See Figure 5)
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*

Adobe Acrobat Scan

MHext Page

Frant of sheet 2

Click [Next] if you have additional pages to scan. The additional pages will
be added (appended) at the end of the document just scanned.

Click [Done] when all document pages have been scanned.

Note: the number of pages reflected in the Adobe Acrobat Scan dialog box
will always be one more than the number of pages actually scanned because
the number reflected represents the page number of the next scanned page
if there will be one. In the example above, one page has been scanned.
Adobe Acrobat prompts that the “Next Page” would be “Front of sheet 2".
(See Figure 5)

When all pages have been scanned and you have clicked [Done], the Image
Screen will display.

STEP 7 Quality assure the image by selecting View from the drop down menu and clicking
on Full Screen to view all pages of the image. (See Figure 6)
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L 4 The image will appear on the screen in full size and each page can be quality
assured. (If necessary, return to Step 1 and re-scan the document if the
image is unacceptable or pages are missing.) When you are finished
viewing the document, press the [Esc] escape to return to the Image
Screen.
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STEP 8 Once the image is correct and complete, the file must be named and saved.

4 Select File from the drop down menu, and click Save As. (See Figure 7)
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STEP 9 The Save as Dialog Box displays. (See Figure 8)
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L 4 Navigate to the folder where you wish to save the PDF file.

4 Choose a filename and type that name in the File name: box. The .pdf
extension will automatically be added. (For example, if you name the file:
hallmotn, the image will be saved with the name: hallmotn.pdf). The PDF
file will be saved on your hard drive (or floppy, if chosen) in the folder to
which you have navigated. The image can then be associated to the ECF
event during the docketing process.

Note: For verification purposes, the image may be viewed during
docketing process in ECF to ensure that the correct image is associated
with the docket entry.

L 4 Click the [Save] button.

STEP 10 The document displays on the Adobe Acrobat Image Screen. (See Figure 9)

Adobe Acrobat
File Edit Documert Tools View ‘wWindow Help
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L 4 The image has now been saved.
L 4 Close the image by clicking on the “x” in the right corner of the image (the
“x” on the line that contains the filename of the image).
STEP 11 A blank Adobe Acrobat Image Screen displays. (See Figure 1)

L 4 The scanner is available to scan the next document. Repeat Steps 1
through 10 for each document to be scanned.
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Short Steps:

Step 1 Launch Adobe Acrobat

Step 2 Place document on scanning bed

Step 3 Click *file’, then ‘import’, then ‘scan’.

Step 4 Select New Document; select single or double sided; click ‘scan’.
Step 5 Click ‘Done’ when all pages have been scanned.

Step 6 Quality assure the image.

Step 7 Click ‘File’, then ‘Save As’. Name and save the image.

Step 8 Close the image document.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a bankruptcy case in
CM/ECF. The case is a chapter 7, no asset, individual consumer.

If you are not using a bankruptcy petition preparer software program, you must file each of the
bankruptcy case opening pleadings separately. The following pleadings are each a separate

filing:

STEP 1

STEP 2

1. Voluntary Petition
2. Schedules A-J, (including Summary of Schedules, Schedules, and Declarartion
re: Schedules)
3. Statement of Financial Affairs
4, Disclosure of Attorney Compensation
5. Notice to Consumer Debtor
6. Mailing Matrix and Verification
7. Statement of Intent (Chapter 7 Only)
8. Chapter 13 Plan (Chapter 13 Only)
Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)
+ Ouery v PBepurly  + Ulliles  + Loyl ?
Figurel
The BANKRUPTCY EVENTS screen displays. (See Figure 2a.)
ZECF arkrigtcy
Bankregrey Evants
Figure 2a
NOTE: There are differences between courts, these menu options may

vary from other bankruptcy courts.
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4 For further information on each of these categories, click the
HELP icon on the CM/ECF Main Menu Bar (the question

mark, pictured below). That will bring up a help screen.

(See Figure 2b.)
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4 This screen gives you more information about the menu selections. Too see

information for other options, scroll down using the arrows or scroll bar on the
right. (See Figure 2b.)

L 4 To close this help screen, click on the “X” in the top right corned of the
screen, or click on the [Close] box at the bottom of the screen. This will

return you to the Bankruptcy Events screen.
(See Figure 2a.)

STEP 3 At the Bankruptcy Events screen, click on the Open a BK Case hyperlink. The

Open New Bankruptcy Case screen will display (See Figure 3.)
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Figure3

U. S. Bankruptcy Court for the District of Columbia September 2004



CM/ECE Attorney Training Materials BK Case Opening - Page 3

4 The case number will be generated later in this process and will be
displayed on the Notice of Electronic Filing.

4 The Case Type will always be bk. Leaveitasitis.

L 4 The current date will always be displayed in the Date Filed field.

4 Select the Chapter from the pick list box, or skip it if the default is correct.

L 4 The default value for Joint Petition is n (no); for a Joint filing select y
(yes).

4 If there are any required items missing from the petition, change the
Deficiencies box from n to y. A deficiency list will then be presented on a
later screen.

L 4 When this screen is correct, click [Next] to continue.

STEP 4 The PARTY SEARCH screen displays. (See Figure 4.)
EE_C-FI Hankripkey - adworsary + Query - Heparts - Utiitcs - Looout l?
Open Mew Bankruplcy Caze
Sezch e oo paly
Hns Tue Ll
LasmThusiness waune
Ewin | e |
Figure4
L 4 This screen is for you to enter the parties on the case. Before you add the

debtor, or any party, you should search the database to see if that party
already exists in the database from another case, to eliminate duplicate
records in the system. You can search by Social Security Number, Tax
Identification Number, Last Name or Business Name.

. You can enter the last name to search the database. If this is a
business filing, enter the first word or significant words of the
business name to search. The entire business name is stored in
the Last/Business name field. The field size is 200 characters.
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Search Hints

. Enter one field of data for each search.

. Format Social Security Number or TaxID with hyphens.

. Include punctuation. (Garcia-Carrera)

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

. Partial names can be entered.

. Wild cards (*) should not be used at the end of search strings.

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

. The asterisk * should not be used by itself. It will search ALL
records in the database and use unnecessary system resources.

4 In this lesson, we will enter the debtor’s last name and click [Search].

NOTE: The entire name of businesses resides in the Last/Business field.
Therefore, for business filings, entering the first part of the name may be
sufficient to find a match.

STEP 5 If there are no matches, the system will return a No Person Found message.
(See Figure 5a.)
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Figure 5a

NOTE: Your name search may find more than one record having the same name
as shown in Figure 5b. 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.
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4 Once you have tried alternative searches and determined that the party is

not already on the database, you can add them to the database. Click
[Create New Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)
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L 4 Enter the debtor’'s Name and Address information in the appropriate
boxes . (For this lesson, our debtor is Walter Daniels.)

NOTE: Do not use special characters such as parentheses, brackets, or

percent signs. These codes may cause problems with the BNC noticing
program.

L 4 Select the debtor’'s County of residence from the pick list box.
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NOTE: Type the first letter of the county name for a faster search.

L 2 For this lesson, leave ProSe as no.

4 When adding a party, the Role Type will default to blank. To change the
Role Type, expand the pick list by clicking on the down arrow and the
select the correct party role.

NOTE: You must change the role type from blank to a valid party role before the
system will allow you to continue.

4 Enter further descriptive text for the debtor in the Party text field, if
appropriate (such as A Connecticut Corporation, Guardian of the Estate,
etc.)

L 4 It is not necessary to add the attorney representing the debtor. Because

you are an attorney, Your name will be linked to the party you are
representing automatically at the end of this transaction. Your login will
furnish your attorney information to the system.

4 If the party has an alias, click the [Alias] button.

STEP 7 The ALIAS screen appears. (See Figure 7.)
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L 4 You can enter up to five alias names at a time. Alias Role selections
include aka, dba, fdba, and fka.

4 Click [Add aliases].
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STEP 8 The PARTY INFORMATION screen reappears. (See Figure 8a.)
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AB
e P ihoking the Fobind bison

Subm | Canenl | I.Ievll

Figure 8a

Clicking on the [Review] button at any time presents a screen

summarizing the attorney and alias activity for this debtor. (See Figure
8b.)

Verify the information.

Be careful about clicking the [Clear] button. You could accidently delete
information.

EE C F Bankriipicy

Eleview aftomeys and allases
Waker I Dariels

sk ko remave from ligd
\Artarneys added:
[Hetie added

Alizses added:
W Damels, Walt {ala) Fi 8
[ FewmioFetemeen | Clear| lgure ca

L 4 Click [Return to Party Screen].

U. S. Bankruptcy Court for the District of Columbia September 2004
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STEP 9 The PARTY INFORMATION screen will return again as shown in Figure 8a. If
you are finished adding information for this new party, click [Submit] to continue
with Case Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY screen would
appear next.

STEP 10 Next, the system will display a screen confirming the assignment of the Divisional
Office code. The assignment is based on the country code or zip code of the
debtor. (See Figure 10.)

=
6EC F Banbruplcy Adversary . o ] . Litiities . Logout ?I

Open New Bankruptey Case

The Dvmsional Cfface assined 1o s cae 2 Washivgion, DLE,

[Fea] | ciesi| Figure 10

STEP 11 The STATISTICAL DATA screen appears next. (See Figure 11.)

EECF Uarikrupley + Audwersery + Uuery o+ Wepurits e UL+ Loyl

Iope uldeliue F Ieliaicd T Coazwaia T Foawiky T 2
M Fal:ad [ grmkzmkes T Cimonod gz Sotler

Few slaluy |[-o B

“atnre nfl Aaht |rerz war j
Volowtay [oclunls v =

Mesrkniotice: | U -

Extinuted sumler of coebituas | 1115 'l

Txrimarerd assATe |i|-}' i1 _'I
Ciciuin | Uil = | =
Letovated debts | W0 £27 000 -
Thaba splittran sfar I
Ul Sa
Figure 11

L 4 Select the Type of Debtor by clicking in the appropriate box(es).

4 The Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments, you
would select Installment from the pick list box.

L 4 Designate the Nature of Debt as Consumer or Business.

U. S. Bankruptcy Court for the District of Columbia September 2004
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L 2

*

*

The default value is for a Voluntary Petition. For Involuntary Petitions,
select Involuntary from the pick list box.

Enter the correct Origin code from the values Original, First Reopen,

Second Reopen, Third Reopen, Split or Inter-District Transfer. No action
is necessary if this is the first filing; the default value of Original is correct
for this exercise.

Date Split/Transfer is only necessary when a joint debtor splits from the
original case or if this case was transferred in from another district.
Otherwise leave this field blank.

Choose Yes or No for Asset notice designation.

Select the range of Estimated Creditors from the pick list box.

+ 1-15

+ 16-49

« 50-99
 100-199
 200-999

* 1,000 - over
Select the correct dollar range for Estimated Assets.

« Under $50,000
 $50,001 - 100,000

« $100,001 - 500,000

« $500,001 - 1 million

+ $1,000,001 - 10 million

+ $10,000,001 - 50 million
 $50,000,001 - 100 million
*  More than $100 million

Select the correct dollar range for Estimated Debts.

« Under $50,000

e« $50,001 - 100,000

« $100,001 - 500,000

* $500,001 - 1 million
 $1,000,001 - 10 million
 $10,000,001 - 50 million
 $50,000,001 - 100 million
*  More than $100 million

Click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia

BK Case Opening - Page 9

September 2004
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STEP 12 You will be asked whether or not you are filing a Matrix at the time of opening the
case. (See Figure 12.)

EE C F Bankrugicy + Adhuersary s s Reports + LIciiiess

Opean New Bankruplecy Case
e you filing a Matrix with this Pettian® |3.lni
| e Figure 12

L 4 Type y or yes for yes or n or no for no.

4 Click [Next] to continue.

STEP 13 If you have selected y for Deficiencies on the Case Data screen, the Chapter 7
DEFICIENCY LIST screen will appear. (See Figure 13.)

Open New Bankruplecy Case
Dhefieioney List
Cireck iterfs) WOT inciided ie the petition

_E:S:h:rlulu A-d

[~ Behueidule A

[ Behedule B

[ Schedube ©

[ Schedule I

[~ Behedule E

I Behedule

[ Schedube G

[ Bchedule H

[ Behedule T

™ Bchadule J

[ St of Fin. Alfams
| Btateme o of Lutent

I Ay, Fee Disclosue Figure 13

NOTE: This list will vary by chapter.

L 4 Check the check box for each item that is not included with this petition.
For this exercise, select Statement of Financial Affairs.

4 Click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia September 2004
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STEP 14  The SELECT A PDF DOCUMENT screen appears. (See Figure 14.)

Earkrupley ¢ ey 4 Liery + Heporls 4 OLides 0 Logoul 6

Opan Kew Bankmuptcy Caze

ol B pdf s ==t ok mmapepls CIU D20 S i

lilrnamnr

[ Drowse... |
Autachimeaty te Docwiee: @ Mo 1 2z
Figure 14
NOTE: This screen is used for associating the imaged document with this entry.

Attorneys may not bypass associating an imaged document.

L 4 Click [Browse], then click on the down arrow V¥ for the Files of type
field.

In the drop-down box, click on All Files (*.*).

Navigate to the directory where the PDF file of the Voluntary Petition is
located.

L 4 Highlight the file. Then right click with your mouse and select Open to
verify the contents of the document. If this is the correct file, double-click
the PDF file to select it.

4 Accept the default setting of No for the Attachments to Document radio
buttons. Attachments will be covered in another module.

L 4 Click [Next]

STEP 15 The INCOMPLETE FILINGS DEADLINES screen is presented, showing the
due date for the missing Statement of Financial Affairs. (See Figure 15.)

FECF  vowwr - o
0 Bamioruplcy # Ahmarsary

Opan Mew Bankruptey Caza

[Ineemplets Fibngs dus date 1042004
[Few] e Figure 15

U. S. Bankruptcy Court for the District of Columbia September 2004
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4 The deadline for filing the missing documents is calculated and displayed.
This will print on the final docket text and will exist as a schedule record
for queries and reports.

L 4 Deadlines will vary by court. The court will monitor deadlines for
compliance and will verify deficiencies.

4 Click [Next] to continue.

STEP 16 The Fee screen appears. (See Figure 16.)

SECF it

Open New Bankruplcy Gase

Seeemimt Proof of Clar due date 03502005

A0 Petitians Paid n Inetalimesds Bl be Acoompanied by A AppBratisn Te Pay Fileg Fees @ Insialbenis

[Fue: §20r
Figure 16
-Zluul
4 Click [Next] to continue.
STEP 17 The MODIFY DOCKET TEXT screen appears. (See Figure 17.)

EECF Tty

Open New Bankruptcy Case
!Dum‘laxr-lmnmrm@l_a_.
Chagtor 7 Velmrtary Fotition . Fo Aot S209 Filed by Walter L Daniels - Statemomt of
Finastial AfTairs due ING2004 Incomplete Fillsgs doe by 1062004, Gevermsent Proed of Claiss due by 320005
! {Estevers, Brenda)
M| e Figure 17
4 If necessary, you may enhance or add to the docket test by entering

additional information into the text window of this screen.

L 4 If you notice an error (such as athe incorrect deficient pleading or
a mis-spelled name), either:

1 Click on the Bankruptcy Menu hyperlink and begin the process
over, or DEPENDING ON YOUR BROWSER,

U. S. Bankruptcy Court for the District of Columbia September 2004
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NOTE

STEP 18

L 2

1 Click the back button to return to the screen where the error was
made.

Some browsers will lose their secure setting when the back button is
used.

Click [Next] to continue.

The FINAL TEXT EDITING screen displays. (See Figure 18.)

NOTE:

This is the last opportunity to make any changes before the case

is officially opened.

Cpen New Bankruptcy Case

Depcket Tean; Firead Text

Chapters T Volentary Petition Fee Amount $209 Flled by Walter J. Daniets. Statement ol Financial Afairs
due 1082004 Incomplete Filings due by 1062004 Government P roof of Claim due by 352062005,
(Estevesa, Brenda)

Attontios!! Bebauittieg théc senven copsdts this transeetion. Yoo will have e lethes opperbasity o modify this
submassion if you i, .
G Figure 18

Proof this screen carefully! This is what will print on the docket sheet.

If the docket text is incorrect, click the browser [Back] button at the top of
the screen one or more times to find the screen to be modified, make the
correction, and continue through the event.

To abort or restart the transaction, click on the Bankruptcy hyperlink on
the CM/ECF Main Menu Bar. Although this can be done at any time, this
is your last opportunity to change the event.

The case number will now be assigned. Click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia September 2004
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STEP 19 The ELECTRONIC PAYMENT SCREEN will APPEAR in FRONT of the

NOTICE OF ELECTRONIC FILING screen. (See Figure 19 a.)

NOTE: WAIT FOR THE ELECTRONIC PAYMENT SCREEN TO APPEAR

BEFORE MOVING ON.

NOTE: Please refer to the “Credit Card” section of the Attorney User’'s Guide for

additional information on the Internet Credit Card Module.

Bl
(i M Bankruptey 1| Sowmar of vem charges
Dimee Incorred Dieacriptien S
0. 09.21 Chay hr_.-'-'e;u—.-h::m (- ey £ 200
| Madps3 [entscrolp 7] | 205001
{otice of Bagkropiny e Fiag | Teisk 5
5 | e
[T fellrmng ranesction o recs |
ke [ Wake 10
-z Pluandsar: i G
[iacammnt Ferphenr: | Py Wois Conmas g |
Miearkear Toax
rosprar T Webantary Feesce Fas By dun by TS0
derwermerens Preof af Clen dos |
Tz follomagg docuencnifs] e s
Dttt o i e T |
viginal Monai o -\ 5o d Dot s Bosidd iy Tor conopersation jf
Plectramic doriraesr Siasp
FTAME bt T 1190 [Dalr=Rz L .
b MBS B S S e e
o T b 0 B2 o 5 0] T T S o T R P S T AR 2 FI g u re 19 a

You can either [Pay Now] and immediately pay your outstanding balance
or you can [Continue Filing]

If you click [Pay Now], the Treasury Department’s Internet Credit Card
screen will appear. (See Figure 19b.)

N Fra s - s P T L e e

el biciiml Ldakmd =
) N 0 Bl

[EntarF Pagmont Info rnation
C ardhaidar flame:
A D
ded o =

Cily
=1

Couniny
IR o S1508, ¥ it oy
o L

P

Sty (e I

Enpraton Dats [

Fovamedt svgunt

# card suthoncaba)
BTy B 1P P ey
echexdulnd peaTeEnt data
tary s sty 15 g

ot b rww v befor mdnighd Ca
& Tra gy Copart ey

Lum Trwa f paprmnt v {0 cccur
chiding ‘woskan oo and sare hokd syl

Cortew | Ogt

Plakk: Card Paginn . S

1. Ssisct Payrnent Tyew

. Etar Py omi Befo reatios

& suihoriss Pwpment ! Payrsant
arery

4 P et Corderastian

Figure 19 b
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2 Enter your credit card information and click [Continue].
L 4 After you authorize the payment, you will receive a transaction

receipt. (See Figure 19c.)

a https:) feci-traindcboescourts.g ov/cgl-bincc_success.pl - M : “:!_:" 3 =lt

T.5. Bamkrapicy Court
United Stvies Bankruptcy Court Ter the District of Columbia

Thanlbe pon. Tout treneachion 2 e moouat of B D00 bat becy completad.

Pleaes peint a copy of your rareactisn peceipt Lo e raference. The oreneacticn mmber &

20684,
Close whnidaw Figure 19¢c
L 4 If you click [Continue Filing], you can continue filing and pay your

outstanding balance at the end of your filing session.

NOTE: Filers who fail to pay their outstanding balance on any given day will
receive a notice the following morning advising them to pay their
outstanding balance within 24 hours. If the balance is not paid within
24 hours of the filer's receiving the notice, the filer's access to
CM/ECF will be limited to the payment ONLY.

STEP 20 The NOTICE OF ELECTRONIC FILING screen should still be present on your
screen. (See Figure 20.)

[open New Bankruptey Case

VS, Baskrupary Ceart
Unked Sades Dasbnupacy Cow Sar ihe Dissna of Colanbi

[Hotice of Bepkraiey Come Fing

The frllowmy transacton wir recerved fom Estewesa Erencn entered oo W210004 a3 240 P EDT and Bad on 2172004
ik Tia: Vlaker I. Drogvieds

Cage Nigiafier (- 002

Cracrmemt Husshor: |

Mucket Texi-
“hapier 7 Volenbary Frbbion. Foo Sunowt §20% Filed by "Walker I Dianeda. Staienent of Fruocial Affars due 1002004, lacompkis Flogr dac by TG00
Sowaragenl Proof al Cla due by HZ0a003 (Baeveia, Breeda)

Thie fellotang docursenbs] an soaransd wath the nasache

[Doemsont deerbpian:ides: Doounent

Okl Eam s 01 S casred Do cove ot Breadilapp ar compemanon g4

[Elie st docusent Stamp

STAMWP bhectSwnp ID=1011211900 [Dare=50z 1720041 [FleHunba=1 07400
55k e B G 5 a1 OB 53 1 5 (02 W5 B e .55 el M w55 S 56 Sl 10
BT Tl 2 12 5017 8T a2 8 s 380 2 208 Thad b 9303 5876 fEER 1 26]]

Figure 20

400030 Hodes will be elesmonally malled tar
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L 4 This Notice of Electronic Filing is the verification that the filing has been
sent electronically to the court’s database. It certifies the that petition is
now an official court document.

4 Make a note of the case number, which appears in blue. Clicking on the
case number hyperlink, 04-00020, will take you to the PACER login
screen. After login, the docket report for this case will be displayed. The

case number may display as
02-10070.

4 Clicking on the document number hyperlink 1, will take you to the PACER
login screen. After login, the PDF image of the petition just filed will be
displayed.

L 4 The Notice of Bankruptcy Case Filing hyperlink appears at the top of the
Notice of Electronic Filing. Clicking on this hyperlink reveals a notice (via
PACER) summarizing the pertinent details and participants of this case.
(See Figure 20.)

NOTE: You must enter your PACER login and password to view any documents
or reports or perform any queries.

STEP 21 If you click on the Notice of Bankruptcy Case Filing hyperlink at the top of the
Notice of Electronic Filing, the Notice of Bankruptcy Case Filing will be displayed.
This notice summarizes the pertinent details and participants of this case. (See
Figure 21.)

NOTE: The Notice of Bankruptcy Case Filing will NOT initially include
judge and trustee information. The Judge and Trustee will be
assigned automatically by the CM/ECF system by the next business

day.

4 This certification was created in addition to the initial notice of filing. It also
displays the debtor(s), attorney, trustee, case number, time, and filed date
of the case opening information. It can be used to notice creditors as an
official notice of stay besides the 341 Meeting Notice to stop foreclosures
and other creditor actions. It may be saved or printed at the time of filing.

L 4 The Notice of Bankruptcy Case Filing is also available for viewing or
printing through the Query Main Menu Bar selection.

To print a copy of this notice, click the browser [Print] button or icon.
To save a copy of this receipt, click [File] on the browser menu bar and
select Save Frame As.

L 2K 2

U. S. Bankruptcy Court for the District of Columbia September 2004
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ZECF TR de S sme s i f s

United Sratey Bankraptey Cowrt
Unitnd Satee Bankregbey Cowt for tho District of Colembas

Matice of Bankrapicy Cace Filing

A banicropriy cams coos eming the debionls] bebed bl e filed oncer Chaposr T of e Thabed Siadeer
Ewrdonupicy Code, eatered oa (212008 ot 253 FI and Bed oo 0%21LE110H

Wik J. Tasials

1254 Consmormion Areoss
Apartmeni
Washngion, T2 20001
EEM: L23-02.6547

[The caarwae sangred caoe munbar (4-21

IThes kg of @ banbouptow case ambomically stops cerlan rions gt te debioe asd the debtor's property. Wyou atemet to coliect o debd o take otier schon m
miolatien of tes Banbmupeoy Cede, poe oing be paoaleed

[ won wond Rlom ko v the benkmapics perkhom aoed other decuments fled by fie debbar_fhey are pwsbsbds atoor Swieraed tome page hitps Sacf-
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Figure 21
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Motiong/Applications Single

This module will demonstrate the steps to file a single-part motion in the CM/ECF system. The
same steps would be followed for other types of single-relief motions and applications. See
also: Multi-Part Motions/Applications for guidance on filing a document with more than one relief
(e.g. dismiss or convert). All motions and applications are located in the Motions/Applications

category.

NOTE:

NOTE:

NOTE:

NOTE:

If a motion has a corresponding notice of opportunity to object and
notice of hearing, the motion MUST BE FILED FIRST followed by
the separate filings for each notice. The motion and notices must
be filed separately and appear individually on the docket sheet.
The motion, notices, and even a proposed order may all be
contained in one document/PDF; however each is a separate
docketing event. Please refer to the Notices and Orders sections for
specific instructions on docketing notices and orders. (Red text added
August 2004.)

If the motion requires a hearing, please obtain the hearing date from
our web site at www.dcb.uscourts.gov and include this hearing date
in the motion and related pleadings that you are e-filing.

Technically the following events are claim actions: (1) Objection to Claim, (2)
Objection to Transfer of Claim, and (3) Objection to Debtor's Claim of
Exemptions. However, we have placed them under the Motions/Applications
menu instead of the Claim Actions or Answers menus.

Therefore, when docketing (1) Objection to Claim, (2) Objection to Transfer
of Claim, and (3) Objection to Debtor's Claim of Exemptions please use
these events listed under the Motions menu. Please do not use the
objection event under the Answer menu.

AMENDED MOTIONS/APPLICATIONS. When filing and Amended
Motion/Application, the Amended Motion/Application event MUST BE
USED. This event is located under the Bankruptcy - Motions/Applications
menu. Link the amended motion/application to the original
motion/application.

DO NOT file the same motion and select “Amended” from the pick
list. While this may appear feasible, it breaks the links/references
between the original motion, notices and proposed orders. (Red text
added August 2004.)

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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Example - Motion for Relief from Stay

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.
4 Click the Mations/Applications hypertext link.
STEP 3 The Case Number screen displays.
L 4 Enter the case number, including the hyphen, in yy-nnnnn format.
4 Click [Next] to continue.
STEP 4 The File a Motion screen displays.
L 4 Verify the case hame and case number that is displayed.
2 If the case name and number are incorrect, press the browser

[Back] button to re-enter the case number.

L 4 If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again.

4 Click the down arrow V¥ to reveal the list of motions. Highlight Relief from
Stay. (See Figure 1.)

fcress |if|rihx:_lfm'.d:h.ucms.quﬂ;-hnlh;:.w|23‘5&?38|};l|«155|-l_':us_l] 1

Ec F Bankruptoy

File a Motion

Riacangider =
Facisal

Fadeem

Faduca Cleim

Feaineizia Case

Falemsza Unclnimed Funds |

Fezlief iom Co-Debdar Sia |
m_T!

Figurel

Note: You may also type the first letter of a relief (in this case ‘R’), to
immediately move to the list of motions that begin with a particular letter.

4 Click [Next] to continue.
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STEP 5 The Joint Filing screen displays.

4 If this filing is joint with another attorney, click to place a check in the Joint
Filing box. If this is not a joint attorney filing, no action is required.

L 4 Click [Next] to continue.

STEP 6 The Select the Party screen displays.

2 Click the down arrow ¥ to scroll the Select the Party box to locate the party
filer (in this example, the trustee). (See Figure 2.)

Click to highlight and select the trustee.

Click [Next] to continue

Eankrupboy

File a Motion:

Q200005 Diawn Hilen Washinaton

IMikle=, Cyrvhim A rl'ru!h:_]
Saars. [Creditol]

‘= hington. Cawn Hillen [Cebion]
aCast Setlement Corparsion [Cradiar]

Mest | Cleer Figure 2

STEP 7 The PDF DOCUMENT SELECTION screen will then display. (See Figure 3a.)

L 4 Click [Browse], then navigate to the directory where the appropriate PDF file
is located.

E}E C F Bankrupicy

File a Motion:
D2-00005 D Hillan ¥iashington

Helect the pdf document (For ecample: 185 ceS01-21 pd)
Filemarns

| _Brrmwae..
Aurackments to Docasens: & 179 © Tez

Mest| _Clear | Figure3a
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L 4 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
3b.)

L 4 This will launch the Adobe Acrobat Reader which will display the
contents of the imaged document. Verify that the document is

3

Hedone

[rezhtn o

E Dd-LBL-unm 1 propossd ordar - 2-d and roice
Y ] proposed order - 2rd and nofice, pof L
bl Cerpuie 4-444 DEIR
D4-207 Db o mmsn
= = 457 ez |
iy Mook P i
File name iIIE‘E- ok fal e

correct.
| ddress @] Heipa: ffc. deb. cmcaur tn sgevforg-binlogn AT ESITEANI 14ES 1L _FLE_[-1 —_—
| SECF -l
I a Maotion: M e Cop,
(00005 Diun ilen Westington SR
Cpan With "
Coar ol Warmors 3
Hiisdcia 70
Zelect the pdf decevent [for exmmgde: SIS 0w 501227 padfy R T e
Flename Send To »
[Crscann ed Documents 125 Motonfo | Bimase. | o
ttackmends b Dod e I == {2l
Lack ke |23 Soamed Doourents SR
chl_j Gnul |k (3 e B
—_— | Jimem i
_:Ihll - it
[IMatiis
Ikt
[“imarecs
C1pati
(1R ihan
Lz
|_ITeress
xi 7 CiTherass
I Mo . il |+
Fiba nares |25 bt s Frabal = | Opsnt I
Filss ol bips. |F|IFiu|'_‘"| _—_1 Carca | L
Figure 3b
. Close the Adobe application if that is the correct file, click [Open] on
the FILE UPLOAD dialogue box. (See Figure 3c.)
oraceeme zix
Look i |4 Brerds = = EcrE-
02-1527 Lnstamipae Crdee ] [4-657 bzl pdf LOOK

M-821 Stanped ordei
T Espned
31573 ard anended natio:
00-157% Cort 6P
| HOTIFY

fiwoflipr  [AiFies

+
|EIDm|
e

[ ] el

il

Figure 3c
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L 4 The PDF DOCUMENT SELECTION screen will then show the pathway to
the PDF file. (See Figure 3d.)

EECF Bamnkrugtcy

File a Motion:
02-000Cx Davin Hillen s hingbon

|Gt the pdl docuenent (for exargpde: CA1IFevs01- 21 pdi).
:Fﬂ.:nu.m-e

[245 cannan DocumantsiBrandm 025 | Browsa
Uttachanents to Dioomment: & Mo © Tz

o] [Ciew Figure 3d
L 4 The Attachments to Document option defaults to No. If you have

attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for more

information)
L 4 Click [Next] to continue.
STEP 8 The Fee Information/Confirmation Screen Appears. (See Figure 4.)

File a Motfion:

0200005 D Hillan Viashingtan

[Fee: §150
lear | Figure4
4 Click [Next] to continue.
STEP 9 Final Edit (Docket Text) screen displays. (See Figure 5.)

Harkrigicy . Aahrereany

1kt

Q05 D Hilan Washingion

I;ludm Text H_rldl;n Approgriate,

Prefix EOX =] Afatian for ReEnl fnm Stay Fegeniing Cancknin Props Fes Amanss §153, Filed by Fairbanke Capatal
s b

!

Supplemental Text Box

Figure5
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4 A supplemental text box window and the prefix box are available to add more
detail to the docket text.

4 Click the down arrow V¥ to display the prefix options.
Options to choose from are:
[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Expedited
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Limited
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party

4 A supplemental text box window is provided to add more detail to the docket
entry. In this example, we have added: “attorney for debtor” to indicate who
the motion for sanctions is against.

L 4 Click [Next] to continue.

STEP 10 The Final Approval screen displays. (See Figure 6.)
4 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct,
L 4 Click [Next] to continue and officially submit document.
4 If the final docket text is incorrect:
L 4 Click the browser [Back] button to find the error(s) and proceed with
the event.

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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L 4 To abort or restart the transaction, return to Step 1 and begin again.

Litikit ies . Laogoit

File a Motion:
( 0200005 Cogean Hillen ¥ashington

Dokt Taxt: Final Text

Emergency Metion for Relief from Stay Regarding Residential Proparty. Fee Ameunt $180, Filed by
Fairbanks Capital Corp. (estevesaly. |

“erension!! Buhmitting this screem commwits this transaction. ¥ on will have wo forther opportmity to o dify this
suhmissinn f yow centmae.

' S Figure6

STEP 11 Internet Payment screen displays. (See Figure 7a.)

NOTE: The following screens will appear differently beginning September 1, 2004.
This Guide will be updated to reflect the new screens at that time. (Red text
added August 2004.)

Sy of rormem tharges:

b [mwees [T S

- i-11 Bl Pl T

Py b - oty Pl

Figure?é

4 The Internet Payment screen appears only with events that require a
filing fee.

L 4 If you have additional e-filings that will require fees, click [Continue
Filing], and continue e-filing

2 When you docket your last pleading that requires a fee, click [Pay Now],

and the Credit Card Collection screen will appear. (See Figure 7b.)

. After entering your credit card information, click [Submit
Payment],

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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WS Courtwicce.goy: Paymaent Collections - Micresolt Inkermst Explenss

Flease enter your credit card Information below. Please do not enter
dashes of spaces:

Name: Erenda Eslavesa
Total: 15000
Card Type: Flesse selet poard tpe =]
Caird Mumber:
Expiration Date: 07 = | 2004 =
S Ui P en

For your privacy and groweciion,
the infonnation submitted here is apcrypted using T20-bt S50,

Figure7b

|

L 4 As the credit card is processed through the U. S. Department of Treasury, the
following screens appear.

L 4 Click [Close Window].

Yeur ransaction is being processed. Please waltwhile your
credit card is authorized.

For your privacy and profedion,
the infarmation submined here is encrpied wsing T28-bin S5L.

Figure7c

=10 =

. 5. Bamkruptey Court
United Stutes Bankruptcy Court for the District of Colambia

Thanbe g Tonr oranesction 3 e amouwnt of § 13000 kea been cooplated

Flease keep a copy of your fransacticn recerpt for Brhore reference. The transachon comber 1

11LIEI9 M4

Close wrdoe

Figure 7d

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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STEP 12 The Notice of Electronic Filing screen displays. (See Figure 8.)

2 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

2 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

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

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

You may also save the notice through the browser File/Save option.

{oex s of Hectronic Fima

Cnan Mame: Doy Bllers Macgia
e T L
[narazmiest Mo er- 24

o loet Tent

[The Falorwg 4 cewrensls] are areo dated with B b §oa

[Thuaum et che Swigetions | oy Dveony st
Chrigh sl il e e s D s Brradasld 225 Moton b Kbl ook
[Electranic dnoumeni Sy

- I 1211

167 Fekebe L S B L T 158
-G0S Kirteen will be alecsrenirally mailed ta:

o RBOEE Woiiw will v B e bermvnd adly el d v

U. S. Bankruptcy Court for the District of Columbia

1% Barkrapiey Coert

Upined Eeates Handkragios Coo Far the Diswin of Columbis

[T Falraiag Driai il o w4 ecerved Bom Basean, Bioda smered oo 1120008 a 222 P EDT aadBad on T A0

Exarmpacy krioa for Eatef fon St Brpanding Arndeeial Froparg: Fee Lmeent $1 50, Fisd by Barbnkie Capiead Corp - (Brirsins, Brreda)

Updated August 2004
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Motions/Applications M ulti-Part

This lesson explains how to docket a two-part motion. The example illustrated is a Motion
to Dismiss or Convert.

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

EECF Barbruptcy ¢ Adversary » Ouery « Reports « Ufities « Logout ‘?

Figurel

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

SECF oo
Q Bankruptcy

Bankruptcy Events

AnswerBesponse. .
Appeal

Claimn Actions
Crediter hMamtenance. ..
File Clairns
Motions!Applications
Hotices

Open a BE Case
Other

Plan

Order Tpload

Figure2

L 4 Click the Motions/Applications hypertext link.

STEP 3 The CASE NUMBER screen will then display. (See Figure 3.)

EECF Eankriptry  + nducrsoey - Query + Reports - UHIHes -

File a Motion

Faean Hunnbue

rr-irit& Lk e P ek L LA PP =

Figure3

U. S. Bankruptcy Court for the District of Columbia July 2004
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L 4 Enter the case number, including the hyphen and click [Next.].

NOTE:

If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again. You may
use the browser [Back] button at any time during this process

to verify former screens until the final submission.

You may cancel an event in process at any time (abort) by
clicking on another menu option from the Main Menu Bar
across the top of the screen.

STEP 4 The MOTIONS/APPLICATIONS SELECTION screen displays next.
(See Figure 4.)

EE F Bankruptcy .

File a Motion

04-07200 Monica L. Jones

| Continue Haaring
Convert Case (TRUSTEE OMNLY)

Convert Case 71011 JE |
Convert Caseto 13

Convert Caseta 7
Deposit Unclaimed Funds

Destroy Books and Records
Determine Tax Liahility
Dizallow Claims

Figure4

Multi-Part Motions - Page 11

4 Click to highlight the event “Convert Case (TRUSTEE ONLY)".
Keeping the [Ctrl] key depressed, scroll and highlight “Dismiss
Case”. Both events will be selected for processing.

4 Click [Next].

STEP 5 The Select the Party screen displays.

4 Click the down arrow V¥ to scroll the Select the Party box to
locate the party filer (in this example, the trustee).

L 4 Click to highlight and select the filing party.

U. S. Bankruptcy Court for the District of Columbia

July 2004



CM/ECE Attorney Training Materials Multi-Part Motions - Page 12

STEP 6

STEP 7

NOTE: When an attorney or trustee files a document electronically,
they will only have to add the party they are representing. The
system knows by the attorney login that they will be
representing the filer and that information is recorded in the
background and displayed on the docket sheet.

The PDF Document Selection screen displays. Multi-part motions
should be contained within one document or PDF file. You will only be
able to select and docket one document or PDF file with the multi-part
motion.

L 4 Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to select
it and associate it with the docket entry.

Note: If you wish to view the image before associating it with the
docket entry to verify that you have chosen the correct file, first
right click on the highlighted filename and select Open to view the
image in Adobe Acrobat.

L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information)

NOTE: Please note that the PDF file for the motions are not
attachments. An attachment is another supporting
document, such as affidavits or exhibits.

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.

The FINAL TEXT EDITING screen displays. (See Figure 5.)

Dickot Teat: Finsd Toxt
Maotion to Convert or in the altermative, Motion to Dismiss Case with praitdics Filed by Mare Albert
[chi¥raind, }

mertond| Subemiotisg vhie aeveon eomesiie s rasaeton, Ve will kave no fiurther spportnioy e moddy thiz
subméssion if yow rostines.

= Figure5

U. S. Bankruptcy Court for the District of Columbia July 2004
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This is the last opportunity to make any changes to this event.

L 4 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

4 If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the error.

L 4 Court staff have the ability to edit any part of the text on this

screen.
4 If the docket text is correct, click on the [Next] button to continue.
STEP 8 The NOTICE OF ELECTRONIC FILING screen displays. (See Figure

6.)

File a Molion:

B, Bankregtcy Caurd
Viitind Sraves Bankoeprey Dot Far thie Diswict of Calushia
Weteze of Electroac Fiag
Thes Eall oo e cting was pecemsd oo ob 1 el sofepsd so SMTS2004 o 526 FR EDT and Hed cn &' 85010
Carn Mame: Meara L Joms

e [ by
Dioeussnt Wanbse: 15

Dhaeckenst Taxi:
Iction o Conwert or v the alirracains, Mobon to Tianog Case warh pegpuatrs Fied by Were Albert (chl3tran], §

[he: Balloowreg docoeneatis) are msccited with ths Fadcarios

Dt ool prtd o Wlse Do et
Oorigrlovad THommanes &' aened Dioourrenes' Bren 8ot Tr Dipr L g

Edecarands depmscwt g H
[STAME bikaciStomp TT=101121 | W00 [Crotemtd 18620(M4] [l Famher=riie0] [ Figure6

FSET I I0Tdd34bAT T 19 1o el 2070075 TR | ShizhiE (beabh o 366hefdadT
OETTe 20 Hoa®T T b 2 B2 Z 0 530 m LB a2 2ma T4 0 b 314 BEE DT 004 ]]

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

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

L 4 Scroll down to see participants who have or have not registered for
electronic noticing on this case.

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

U. S. Bankruptcy Court for the District of Columbia July 2004



10. Notices



CM/ECEF Attorney Notice of Appearance - Page 1

Notice of Appearance Request for Notice

This module will provide you with step-by-step instructions on how to file a Notice of
Appearance and Request for Notice.

The U. S. Bankruptcy Court for the District of Columbia has two different Notice of
Appearance and Request events. The first is for attorneys to enter their appearance and
the second it to add a party to the mailing matrix.

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

EECF Bankrpley ¢ Suhersary v Query o Reporls ¢ Ullilies o Loguul 6

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen is displayed. (See Figure 2.)

L 4 Click on the Notices hyperlink.

EEC F Bankruptcy

Bankruptey Events

AnswerBesponse. .
Lppeal

Claim Actions

Creditor Mantenance. .
File Claims
Motions/Applications
Motices

Open a BE Casze
Other

Plan

Order Tpload Figure2
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STEP 3

NOTE:

The CASE NUMBER screen is displayed. (See Figure 3.)

If you have already accessed a case in this session, the number of

the last case accessed will be displayed. Leave this number if it is
the correct case for this filing, or enter the correct case number
(YY-NNNNN), to include the hyphen.

SECF

Eankruptoy

Addversary

File a Notice

Case Mumbar

|
i
| [oeoms

M| [ Gisor|

SELT3A0 18010545 oo LARLE-11545

Figure3

L 4 Click on the [Next] button to continue.

STEP 4

The EVENT SELECTION screen is displayed (See Figure 4.)

4 Scroll to display the Appearance event.

NOTE:
that letter.

Typing the letter “a” will display the first event starting with

L 4 Click to highlight, then click on the [Next] button to continue.

File a Notice

01-10005 Annie Hall

Appainting Successal
AszignTranater Cinim
Change ol Address
Consurner Deliog

Haarirg
Mext| Clamr

Figure4

U. S. Bankruptcy Court for the District of Columbia
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STEP 5 If not filing with another attorney, just click [Next]. If filing jointly, click in
the check-box provided, then click [Next]. (See Figure 5.)
EECF Bankruptcy - Adversary « Query .« Reports « Utilities + Logout '?
Miscellaneous:
02-10005 Annie Hall
™ Joint ing it other attormey(s)
Mex| - Clea | Figure5
NOTE: If filing jointly, you will be provided with a screen listing the
attorney(s) on the case.
STEP 6

The PARTY SELECTION screen in this example does not include our
filer, European Framing and Art. (See Figure 6a.)

4 Click on the [Add/Create New Party] hyperlink to add the creditor.
Bankrupory «  Adversay » Query + Reports « Utlikes + Logout ?
Miscellanepus:
| '.IJL':_ Py
o
Figure6a
*

Enter the creditor’'s name in the Last name field and click on the
[Search] button to continue. (See Figure 6b.)

EE F Hinbrpley 4 fmuleorsary + Luoery 40 Hopmrls

4 Udities  + Lol ?

R —
R Toa Ti
| s UHnzimsxx: numn |Eaue poue Pz uaic
S..rc [E £l

Figure6b
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The PARTY SEARCH RESULTS screen is displayed.

(See Figure 6¢.)
If there are no matches found, the system will return a

No Person Found message.

4 Proceed to add the creditor party by clicking [Create New Party].

| ZE

ek Lve o pady

[RM Tas Tal
LuasbBusiowsy e

Pamm sanerh wacnlre

Nankriphcy  + AduReeamy  « (URMY o Rapoets s DHIMRE = @ ngout Q‘
-

2oy pensun Juund,

M R o [é

Figure6c

4 The PARTY INFORMATION screen will appear. Change the
Role to Creditor, and then click on the [Submit] button to
continue. (See Figure 6d.)

EECF Uaikrupley ¢ Aubversery ¢ Uwery * Heporla + Uiditiem = Luguoul ?

Furix dvonslivn

Tammuamen |:1.||.'o|:e=: Srewzog amd Lrs Tsr namp

Middlewawe [ | Lienerafion | Tiede |
i Ii'.-i.:-'.l-'..:-:-'- Laa 1D Ii
OMarw | Al 1|
adidrass 1 | Adtraesd |
ey [ wae [ | A
Courly [l =) Cowsbiy |
P [ R [
Temail |
Irote [« =] Lol (NN -
Party ezt |
Tubuii, | sl | e |
Figure 6d
NOTE: Your name search may have found your party and may have also

found more than one record having the same name. Clicking on

U. S. Bankruptcy Court for the District of Columbia July 2004
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each of the names will display a window showing the party’s name
and address information for verification.

L 4 You can now choose your creditor from this screen, then click on
the [Next] button to continue. (See Figure 6e.)
EECF Eaukrupley  + fulecrsiey 4 Uuory ¢ Hepurls + Ulies + Lugoul ?
Mi=cellaneous:
U LN Sz dal
fwlect the Panty;
Fumpras = pane s ] o] T BN E )
Izt Crreases, 14 [CrzAnr
Fal e A [LehirT
traysr nlan| 1 slee,
wrniAny, facz L1 nslea;
El
E% Clea
Figure 6e
4 Create the Attorney/Party association by clicking in the check-box
provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 6f.)
EECF Honkruptoy  + Adwcrsay - Uuery - Kopots - Ubiftcs ¢ Logou ?
Mizcellaneaus:
U2 00D faan: Bl
o beveny e Lomer o eacly et dilin e cbe sy iol T e s
Fease eck whvrk asicrrrons Sl be eabed s e
[® Sarsegrsn Sreeirk > 1A G er rnregresnentes s Wil To 7L Jnbw
Ha:= (N
Figure 6f
STEP 7 Eadmaney o+ ndMEsRIY - ULeIY - Hepoes - uelides - _ The
PDF Misca llaneous; DO
WA Sma e Tal

CUMENT - scr

een is disp

Iayed. (See SRl B 1L I S P e et L S LU Y O ] F|gu

re 7a.)

Filenumie

[ Firuswns:... @
Fatbun lupnents L Dlenwneent,. 0 B 00 00,

koA | Dmar |

Figure 7a
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L 4 Click on the [Browse] button, then navigate to the directory where

the appropriate PDF file is located and select it with your mouse.

. 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 7b.)

Fole Lpilueand 7]
T |ﬁFFIFF|m d o r Tl
o i s s UL US4 EH L3k L EF el
2= Motiny 3 Jlismwis 00 0020 55 Ob 2ctict ko My oF TMezaffi- =tz
D g - dimiss 0 0Re ~F T2 Nb ertion ok T Rrewini el
o Hulur L= Euus g ol Em—_ur-uu.l-
2= Motioa2 odl Qrd= - "y Tem i pk L o
D it ol e Ed e+ i
2 M 2l r———— | tralan
2= Motioa3 odi W CzaedleD
Sl 5wl el
qru.-.n:...-.l S oy Sauee Et.— [EXECIH
2= booreeaCaraladpal b Db o LERTE N I
Yz Lo able Tl
e e ¥ ﬂ
IR ENY - Ol R
Fie 1z ey Jick. ik j Jper I
Miei of o m e * | q‘_lm
Gl 3 =
Figure7b
. This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is
correct.
e Upload I E |
e Ln-okr:lé—_.""':lrﬁe: j = [ = -
Close or minimize the
. . ] b o Dz LL_US ol I ICABH.FL - ] aaiaal
AdObe app“catlon a'fter Evrlim"u Mizms= MT_"N0™ prf ErﬁrﬂirrlnFl'ﬂ -l %%rﬂflm‘rr
Ver|fy|ng the correct f||e %"Llul..l Ltizmz LL U el %LJUJ.ILI.LIJ %'ﬁuﬁﬂuj
. ~ rlirk TIF CAre Feviae ok SFR&RE =
and CIICk Open on the ﬂ‘-‘ch\:\nd zcl EL':I:l-Ilnq eeiad lerzcris
File Upload dialogue box. %Urli‘h? -rl Er--in FRarling 1l %:'ﬁ-:‘mr M
. 7o)~ ctionns za1 C-der L ihbntizg zal Tiz ek s
(See Figure 7c.) =] = clion =cl EE'jEI Mul: Farpd 'ﬁS:ﬁBCLIBB
Cderp R
%"ld.l.::.pl EH:N al %:i.:'lsl.bh 2
[5] A== 5 et [T i T TR T T R RN Ty
Kl 1 =
Fikira e |Hl.l.il.t ol e 3 el j Jeen
Fil: =1 o LR = Carnza
£

Figure7c
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4 Accept the default setting of No to the Attachments to Document
prompt. Attachments will be covered in another module.
L 4 Click on the [Next] button to continue.
STEP 8 The FINAL TEXT EDITING screen will be displayed.
(See Figure 8.)
EECF Bakrupliy 4+ fbeersory o+ uery + Heporls ¢ UliLes ¢ Loyl ?
Mizcellaneaus:
2 17075 sonrus 1ol
linckal Lexr: Radity ar Apprnpnata.
Ynrice af Appearaire and Legoese far Soance by e wyilsne
| Eilod by v divgy Evrvpwwn Frambyge sl 201, 0L,
TI
_=":|§ . FAar
Figure8
4 If the information displayed is correct, click [Next] to continue.
STEP 9

The FINAL DOCKET TEXT screen will be displayed.
(See Figure 9.)

T,
E ‘ F Rarkruptry  «  AMUARARY o (HIRCY = REpArts = IREHRS  « | oot 1'

Miscellansous:
U 170 Aae ol

[Puskal Ta ik Tirl Tast

Moptdce of Appearance aud Leqoest bar Modee b DL, Wilsan Yiled by Creditor Lovope i
TFreuning wnil AL (& L. T T

Ateuticn!! ¥ bwdting this sovecy cowsuits Hids ransackan. Yoo will hare vo Turther
apprrrurir m modily this sohwdzeion if gon enntinna.

Figure9
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4 Review the docket text carefully. This is your last opportunity to
make any changes before this entry becomes an official part of the

case docket.

L 4 If the information is correct, click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia July 2004
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STEP 10 The NOTICE OF ELECTRONIC FILING screen is displayed.
(See Figure 10a.)

EECF MNeantriptry  «  Adwarsaey  « MuAry = Rapeks < IHERWs < §apoit ?

Mizcellaneous:
E L0 Seeee Hll

LY. Banlouproy £ ewt
wvsipmy Deplornenl sonl Suppuck Divisio
Sk e Sl omic Tling
e Lol rmsy = cpse ooy e peveneend doons S, LoD el 2] oo 3007200 2 o) TU20 S0 CLT aond Wle ] o 305073705
Cuye Y umie: Amco H:l
Casc 2Towher: L N
Thwzurnend Womlie: 5%

Dbl Lol
Sotber oc’Mporaracze aed Sagar s b Sl she e Te L L w dooa Uled b U redhor L s man cracnes, aed o e dioa, 5L

Ik LTy sl e il s msosane slot] 15 1or 2420w

Tracimicair ﬁrsm'i]'n'inn:}.f.'.in Teireert
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Sl s ol el T ST 1006 T3
* JibE T A SR AL F Lot
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X1 000% Toati rauAll he slartrnnieallye mniled to

erry lercebnepss Cerndedsbiatte et

(B 1 U O T NI
T AR leollwrie cam
e i U LR o KL (1)1 AT | 11

M1 000 Tl e weill il D Wl ribrunie wlle mwilal Loz

Figure 10a

L 4 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case. (via PACER)

L 4 Clicking on the document number hyperlink will display the PDF
image of the document just filed. (via PACER)

4 To print a copy of this electronic receipt click the browser [Print]
icon.
L 4 To save a copy of this electronic receipt, click [File] on the

browser menu bar and select Save Frame As.

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECEF Attorney

Notice of Appearance - Page 10

Features of the CM/ECF Notice of Electronic Filing:

Hyperlink to docket sheet

4 Date and time stamp information
L 4 Case title
L 4 Docket text

. Text produced from docket event

. Annotated text in italics

. Attachment type, description and attachment number,

which is a hyperlink to the PDF file of the attached
document.
L 4 Associated PDF documents:

. Document description: Defaults to the Main
Document being filed.

. Original filename: The full directory path and
filename from firm or court’s
PC or network.

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

. Document description: The first document entered
on the attachment screen (if
any).

. Original filename: The full directory path and
filename from the firm or
court’s PC or network.

. Electronic document stamp:  Unique identifying name of

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

U. S. Bankruptcy Court for the District of Columbia
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L 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 traditional mailing address of other parties on the case
who have not furnished their e-mail address with the court.

NOTE: Subscribers to electronic noticing will be given “one free
look” at the PDF document that was filed. This message
will appear on each notice:

**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 fir st viewing.

Queries and Reports

4 Attorneys, trustees, and other external CM/ECF users will have
access to the Notice of Electronic Filing when it is first generated.
To obtain a duplicate copy, a docket report can be generated with
an option to include the Notices of Electronic Filing.

However, subsequent access to any Query or Report programs
for attorneys and trustees must go through the PACER system.

4 When an attorney or trustee filer selects a menu option from
Reports, Query or the Claims Register, they must access it
through the Public Access to Electronic Records (PACER)
program

Users must already be registered with the PACER system to have
a login and password. Note the information on the screen below.
(See Figure 10b.)

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECEF Attorney

Notice of Appearance - Page 12

Abeere.
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PACER Login
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Figure 10b

U. S. Bankruptcy Court for the District of Columbia

July 2004



CM/ECF Attorney Training Materials General Notices - Page 13

Notices

All Notices are available through the hypertext link: Notices. The following instructions will guide you
through the steps to file a Notice of Opportunity to Object.

STEP 1

STEP 2

STEP 3

STEP 4

NOTE:

NOTE:

NOTE:

If the notice that you are docketing has a corresponding motion and
proposed order, the motion and proposed order must be docketed
separately, even if the notice language and proposed order are
contained in the same document/PDF as the motion. The motion
must be filed PRIOR to the notice. Please refer to the Motions and
Orders sections for specific instructions on docketing notices and orders.

If the motion requires a hearing, please obtain the hearing date from
our web site at www.dcb.uscourts.gov and include this hearing date
in the motion and related pleadings that you are e-filing.

The U. S. Bankruptcy Court for the District of Columbia does not require a
“Notice of Motion” or “Notice of Filing” to be filed with a motion. However,
when the motion requires an opportunity for opposing parties to object or a
hearing date, the motion must be accompanied by a Notice of Opportunity
to Object and a Notice of Hearing. (Text in red font added in August 2004.)

Notice of Opportunity to Object
Click the Bankruptcy hypertext link from the CM/ECF main menu.

The Bankruptcy Events screen displays.

L 4 Click the Notices hypertext link.

The Case Number screen displays.

2 Enter the case number in yy-nnnnn format.
L 4 Click [Next] to continue.

The Event Type screen displays.

2 Verify the case number and case name.

2 If the case number and name do not match the document, click the browser
[Back] button to re-enter the case number.

U. S. Bankruptcy Court for the District of Columbia 13 Updated August 2004
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Note: If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again. You may use the
browser [Back] button at any time during this process to verify
former screens until the final submission.

4 Use the down arrow ¥ to the right of the Event Type box to scroll through the
list of events and select the document to be filed. Click to highlight Notice
of Opportunity to Object (11 Days). (See Figure 1.)

L 4 Click [Next] to continue.

|Fila a Notice

- 00005 Demm Hillen Washingbon

Change of Adrkess =]
Consurmer Dehlor

Ftant 1o Sl
hatice - Generic
CRIEo ik 10 Object (11 Das]
Craparunty o Ubject 14 Dags]
Cppotunty io Object (15 Days]
Cypotunhyio Object 20 Davs) =]

e | Claar |

Figurel

STEP 5 The Joint Filing screen displays.

4 If this filing is joint with another attorney, click to place a check in the Joint
Filing box. If this is not a joint attorney filing, no action is required.

L 4 Click [Next] to continue.

STEP 6 The Select the Party screen displays. (See Figure 2.)

L 4 Click the down arrow ¥ to scroll the Select the Party box to locate the party
filer (in this example, the trustee).

Click to highlight and select the trustee.

Click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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EECF Bankrugtoy Adhversary

File a Notice:
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Select the Party:
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- Figure2
STEP 7 The PDF Document Selection screen displays.

L 4 Click[Browse], then navigate to the directory where the appropriate PDF file

is located. Double-click the PDF file to select it.
Note: If you wish to view the image before associating it with this docket
entry, before double-clicking, first right click on the highlighted filename and
click on open. You can view the image in Adobe Acrobat, then close Adobe
Acrobat when you have finished viewing the image.

L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for more
information).

L 4 Click [Next] to continue.
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STEP 8 The Associated Docket Entries screen displays. (See Figure 3.)

Filo a Modice:
S TS, Doy H o i ) W' 6y il §y

bt du duw 4
Pk okt furieE ek o 00 M dasciated wiik e oo Aotk
" Tsackat Iexit
Kistics of kpplcation B [17-1] Apphicstian Find Abowancs OF Campmastion
Feosi, 4500 by 31 vkt Fletme Serwed AER0Q, Chipotons 1
hircn Do 4 A I
F T LiF a Jidier Doe g 5 ToFike &n faended Foo Spplcnton Cr
Arniad Buka 2014 (o) Satersnt. Complancs Dusdlne on W13 (EE [17-1]
Sy Find Alwiare Of Coengeenscaion (Frer $420) by Seven B
F LiF) ] re af O emperasica Fied By Sceven W Sicora bnthe Amean
T 5 i & e e Orantrg [17-1] Apphcuban Fresd Acsance Of ompanssten (Fues
§4500 b Sy B Frerasd. M 3 ()
T X Trisio's BT o himel - (peil (Eniereet U1 F2002)
W20 ) Trsites s Bpent oi Thime . (M) (Entered (800 B2002)
@ 1A ¥ Frrmrgrnrs Mot onfor Fabef o St Repardsag Remdential Fropags For
Arisone § 150, Filsil by Parbuckes Capital Corp. (Rriviss, Trsade)
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Figure3
4 Notice the objection due date is automatically setfor 11 days fromthe

date the noticeisdocketed. Itisimportant that you mail the notice and
docket it on the same day, otherwise the 11 day deadline will not be
the same. CM/ECF calculates the 11 days from the date of the docket
entry, not the date the attorney mailed the actual notice.

4 Place a check mark in the box of the associated docket entry (i.e.
Emergency Motion for Relief from Stay).

L 4 Click [Next] to continue.
STEP 9 The Edit Docket Text screen displays. (See Figure 4.)

2 Verify the accuracy of the Final Docket Text.

L 4 Click [Next] to continue.
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STEP 10

STEP 11

SECF
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The Final Approval screen displays.

L 2
*

Verify the Final Docket Text. Read the warning message.
If the Final Docket Text is correct:
L 4 Click [Next] to continue and officially submit document.

If the Final Docket Text is incorrect:

4 Click the browser [Back] button to find the error(s) and proceed with
the event.
L 4 To abort or restart the transaction, return to Step 1 and begin again.

The Notice of Electronic Filing screen displays.

*

*

Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

Scroll down to see participants who have and have not registered for
electronic noticing on this case.

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

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

You may also save the notice through the browser File/Save option.

U. S. Bankruptcy Court for the District of Columbia

Updated August 2004
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Responses/Objections/Answers

Trustees file a variety of responses, objections and answers. The following instructions will

guide you through the Electronic Case Filing (ECF) system for docketing events such as
responses, objections and answers. Although the example in this module demonstrates a

Trustee’s Response to a Motion for Relief from Stay, the same steps would be followed for any
other type of response, reply or answer.

NOTE:

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

Technically the following events are claim actions: (1) Objection to Claim,
(2) Objection to Transfer of Claim, and (3) Objection to Debtor's Claim of

Exemptions. However, we have placed them under the

Motions/Applications menu instead of the Claim Actions or Answers

menus.

Therefore, when docketing (1) Objection to Claim, (2) Objection to

Transfer of Claim, and (3) Objection to Debtor's Claim of Exemptions
please use these events listed under the Motions menu. Please do not

use the objection event under the Answer menu.

Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

Note: If the response, objection or answer is in an adversary proceeding, choose

the Adversary hypertext link.

The Bankruptcy Events screen displays.

4 Click the Answer/Response hypertext link.

The Answer/Response screen displays.

4 Click the Reference an Existing motion/application hypertext link.

The Case Number screen displays.

L 4 Enter the case number in yy-nnnnn format.
L 4 Click [Next] to continue.

The Document Type screen displays. (See Figure 1)

U. S. Bankruptcy Court for the District of Columbia
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EE F Bankruptcy

File an answer to a motion

04-00203 Berline E Ball-Tiean

—

Ohjection
Cpposition
Reply

Fesponse

Figure 1

L 4 Verify the case humber and case name.

2 If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again. You
may use the [Back] button at any time during this docketing
process to verify former screens until the final submission.

L 4 Click the down arrow ¥ in the Document Type pick list to reveal list
document options. The options are:

4 Objection
4 Opposition

4 Reply
L 4 Response

L 4 Click [Next] to continue.

STEP 6 The Select the Party screen displays.

L 4 Click to highlight the name of the Trustee filing the response.
L 4 Click [Next] to continue.

STEP 7 The PDF Document Selection screen displays.

L 4 Click [Browse], then navigate to the directory where the appropriate PDF
file is located. Double-click the PDF file to select it.

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image in Adobe
Acrobat, then close Adobe Acrobat when you have finished viewing the
image.
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4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there
are attachments. (Refer to module: Attachments to Documents for more
information).

L 4 Click [Next] to continue.
STEP 8 The Associated Docket Entries screen displays. (See Figure 2)

L 4 Select the motion you wish to answer by clicking in the box next to the
date (the “include” column). This will link the response to the motion.

4 Click [Next] to continue.

Banioruptoy + . Query  «

File an answer to a motion:
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& B Figure 2
STEP 9 The Final Docket Text screen displays.
4 A prefix box is available to add more detail to the docket text if required.

Click the down arrow V¥ to display the prefix options. Options to choose
from are:

[none]
Agreed
Alias

Amended
Emergency
Ex Parte
Expedited
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Limited
Omnibus
Opposition
Proposed
Sealed
Second
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STEP 10

STEP 11

Sixth
Supplemental
Supporting
Third
Third Party

L 4 Verify the accuracy of the Final Docket Text.
4 Click [Next] to continue.

The Final Approval screen displays.

2 If the Final Docket Text is correct:
4 Click [Next] to continue and officially submit the document.
L 2 If the Final Docket Text is incorrect:

L 4 Click the browser [Back] button to find the error(s) and then
proceed with the event.

4 To abort or restart the transaction, return to Step 1 and begin
again.

The Notice of Electronic Filing screen displays.

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

L 4 Clicking on the document number hypertext link will present the PDF
image of the document just filed.

4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

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

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

L 4 You may also save the notice through the browser File/Save option.

Summary of Steps:

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7
Step 8

Click Bankruptcy

Click Answer/Response

Enter Case Number

Select Type of Response

Select Party Filer

Associate PDF Document

Link to Document being Answered
Edit/Verify Final Docket Text

U. S. Bankruptcy Court for the District of Columbia July 2004
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Orders

Orders can be uploaded under both the Bankruptcy and Adversary menus in CM/ECF. The
orders must be associated with a specific case and a related document.

All proposed orders must:

. Be converted to PDF format before uploading them into the system.

. Have four inches of white space (no text or other characters) in the top margin of
the first page of the order.

. NOT have a signature line for the judge at the end of the order. The judge will sign

the order using and electronic stamp that will be applied to the top margin of the first
page of the order (hence the requirement for “white space”).

As of September 2004, the Court requires that all orders be submitted as follows:
1. Include the proposed order as an ATTACHMENT to the motion, AND
2. Upload the order into the Court’s Electronic Order Processing application (E-Orders),

which is within the CM/ECF application.

Specific instructions follow below.

PART 1 - INCLUDE THE ORDER AS AN ATTACHMENT TO THE MOTION

STEP 1 File the motion using the instructions found in the “Motions” section of this
Attorney User’s Guide.

STEP 2 Step 7 in filing a motion is the PDF selection process in which the filer browses
and navigates to the directory where the appropriate PDF file is located.

2 Browse to select the PDF file of the motion.

4 Where it asks “Attachments to Document”, change the radio button to yes

U. S. Bankruptcy Court for the District of Columbia Update September 2004
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SECF A

File a Motion;
CRA-000C5 Disgan Hillen Washing

Select the pdf document For example C0 ¥eei01-21 pcf)
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STEP 3 Add the proposed order as an attachment to the motion by following the
instructions on the Select Attachments screen.

4 Browse to select the PDF file containing the proposed order.

L 4 Select the document type - Proposed Order.

File a Motion:

0200005 Dearvn Hilben Waghingfen

Ealerr are o more amrachineaty
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addiolit |

P {iDm Ll
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4 Click on the “Add to List” button to add the proposed order to the list of
attachments to the motion.

4 After the “Add to List” button has been clicked, the “Filename” and
“Type” windows will clear and the file path will appear in the list box
at the bottom of the screen. If there are additional attachments to
the motion, repeat the above steps. When complete, click “Next”.
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File a Molion:
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STEP 4 Finish filing the motion.

PART 2 - UPLOAD THE ORDER

You will need the file name of the converted document for the upload process, so either
remember or write it down for future use.

Upload a Single Order

The Upload Single feature allows you to upload only one order at a time. You must have the case
number the order is related to for beginning the process

STEP 1 Click the Bankruptcy hypertext link from the CM/ECF main menu.
STEP 2 The Bankruptcy Events screen displays.

4 Click the Order Upload hypertext link.

STEP 3 The Order Upload category will appear (See Figure 1)

Acddress |£| hikpe- e F cch. uscaw b=, goiogHbn (o g pli 22 52 730081 92514 _914_0-1

EECF Bankrupioy . Adversary

Crrder Uplaad for Bankmaptey ]
Uhlosd Saale Figurel

2 Click Upload Single.
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STEP 4 The Case Number screen displays.
4 Enter the case number in yy-nnnnn format.
L 4 Click [Next] to continue.

STEP 5

The Enter Related Document Number screen displays. (See Figure 2)
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L 4 If you know the related document number type it in the space provided.
4 Click [Next] (this will take you to the screen shown in Figure 5.
L 4

If you do not know the number, click Next and the program will take you to
the search criteria screen, (See Figure 3).

Upload a Single Order
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Figure 3
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L 4 Enter your search criteria.

2 A document category must be selected; however, file date and document
ranges are optional.

4 Click [Next] to continue. The next screen displays the search results. (See
Figure 4)
4 Select the related motion by clicking the appropriate box.

Eankruptcy adversary
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Figure 4

STEP 6 The Order Information screen will display. (See Figure 5)
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Upload a Single Order
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Figure 5
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L 4 Select the appropriate Order Type. The order type selections include:
Ex Parte (no hearing required)
Expedited
Hearing Held
Hearing Scheduled
Suspense (1-day obj)
Suspense (2-day obj)
Suspense (3-day obj)
Suspense (4-day obj)
Suspense (5-day obj)
Suspense (6-day obj)
Suspense (7-day obj)
Suspense (8-day obj)
Suspense (9-day obj)
Suspense (10-day obj)
Suspense (11-day obj)
Suspense (14-day obj)
Suspense (15-day obj)
Suspense (18-day obj)
Suspense (20-day obj)
Suspense (21-day obj)
Suspense (23-day obj)
Suspense (25-day obj)
Suspense (30-day obj)
Suspense (40-day obj)
Suspense (60-day obj)
Other

NOTE: In addition to those listed above, there are several different suspense
periods available.

4 Obtain a hearing date from the court’s web site (www.dcb.uscourts.gov) and
enter the Hearing Date.

L 4 If a hearing date has not been set in advance with the court, leave the
hearing date blank.

4 The PDF Document Selection screen displays.

L 4 Click [Browse], then navigate to the directory where the appropriate PDF
file is located. Double-click the PDF file to select it.
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L 2

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image in Adobe
Acrobat, then close Adobe Acrobat when you have finished viewing the
image.

Note: Please review the note on the screen (See Figure 5) about PDF
file format and fonts and be sure the PDF file is formatted properly, if
improperly formatted we cannot guarantee the order will be processed
correctly through the court’s noticing center. Also, please be sure to
allow four inches of blank, white space in the top margin on the first
page of the order.

Click [Next] to continue.

STEP 7 The Order Upload Confirmation screen will display. (See Figure 6).
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Figure 6

L 4 The PDF file (order) may be viewed by clicking on the PDF number hyperlink to
verify you have uploaded the correct order to the case. It is a good idea to note
the number assigned to the PDF file by the system.
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Upload an Additional Order or Replace an Order (in Upload Single)

In some instances an order may need to be replaced or a second order created. For example,
after a hearing the judge may ask both attorneys to submit revised orders. The trustee/attorney
submitting the original proposed order would replace their submission with the revised order and
the other attorney would upload another proposed order related to the case. However, an order
cannot be replaced if the original order has been routed to the Judge. If this is the case,
the system will let you know you the order cannot be replaced at this time. An external filer
cannot replace an order uploaded by a different filer.

STEP 1 The process of replacing an order or uploading an additional order is the same as
the upload process described in Part 1 above; however, after selecting the
document number a warning screen appears letting you know an order(s) already
exists for this document number and gives you the option to create a new order
or replace an existing order. (See Figure 7).

4 Choose to create or replace the order as appropriate by clicking on the radio
button next to your selection.
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4 If you choose to replace the order, then you must designate which order you are

replacing by clicking the check box next to the corresponding order number. You
can click on the PDF hyperlink to review the PDF files to help determine the order
to be replaced. You can replace more than one order at a time by selecting
multiple check boxes.

4 Click Next. The same screen as Figure 5 will appear.

L 4 Continue by adding the information the same way as in Part |- Upload
Single Order. then finish the upload process as described. You will get a
confirmation screen that looks like Figure 6 to let you know the process
was completed successfully.
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UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF COLUMBIA

IN RE
LORELLE DANCE : Chapter 13 Case No. 01-00253
Debtor

ORDER REDUCING THE PRE-PETITION ARREARS CLAIM OF EQUICREDIT
CORPORATION, WITHDRAWING BALANCE OF SAID CLAIM AND SETTING DATE
FOR FILING UNSECURED DEFICIENCY CLAIM

Upon consideration of the Trustee's Motion to reduce the
secured pre-petition arrears claim of EquiCredit Corporation, filed
as secured in the amount of $18,533.12, to the amount paid, and to
deem the balance of said claim withdrawn and to set date for filing
an unsecured deficiency claim, including opportunity for EquiCredit
Corporation to notify the Court if its foreclosure sale did not
occur, together with the court record herein, it is,

ORDERED, that the Trustee's Motion be and the same is hereby
granted, and the pre-petition arrears claim of EquiCredit
Corporation, filed on May 31, 2001, in the amount of $18,533.12 is
hereby reduced to the amount paid, and the balance of the secured

claim is hereby withdrawn, subject however to the right of said

creditor to file a proof of claim for any unsecured deficiency



within 30 days after entry of this order, or within any court-
authorized extension, or within the time set as a bar date i1f the

case is or has been converted to another chapter.

Lorelle Dance
3618 18t St NE
Washington, DC 20018

Sharon Kelsey
9200 Basil Ct
Suite #550
Largo, MD 20774

EquiCredit Corporation
PO Box 2240
Brea, CA 92822-9838

EquiCredit Corporation

c/o0 Gene Jung

Bierman, Geesing & Ward LLC

Air Rights Center, Suite 315, East Tower
7315 Wisconsin Ave.

Bethesda, MD 20814

EquiCredit Corporation
c/o Allan P. Feigelson
8337 Cherry Lane
Laurel, MD 20707

Cynthia A. Niklas, Esqg.
4545 42nd St. Nw, #211
Washington, DC 20016-4623
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IT IS HEREBY ORDERED, ADJUDGED and Y oF cOVT

DECREED THAT THE ORDER SET FORTH
BELOW IS HEREBY SIGNED AS AN ORDER OF
THE COURT TO BE ENTERED BY THE CLERK.

Signed: June 30, 2004 Mmﬁ

< S. Martin Teel, Jr”
UNITED STATES BANKRUPTCY JUDGE

UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF COLUMBIA

IN RE
JODI H. LIVERPOOL : Chapter 13 Case No. 04-00607
Debtor

ORDER SUSTAINING TRUSTEE’S OBJECTION TO CLAIMED AMENDED
EXEMPTIONS

Upon consideration of the Trustee'’s unopposed Objection
to the debtor’s Claimed Amended Exemptions, pursuant 11 U.S.C.
8522(d)(5)&11 U.S.C 8522 (d)(1), and the court record herein, it is
ORDERED, that the Trustee’s Objection to Claimed Amended
Exemptions be and the same is hereby sustained and debtor’s said
Claimed Amended Exemptions be are hereby disallowed to the extent

they exceed the statutory maximum amount of $975.00 in value.

Jodi H. Liverpool
910 52" Street, NE
Washington, DC 20019



Matthew Hertz
1015 18" Street, NW, #801
Washington, DC 20036

Cynthia A. Niklas

Chapter 13 Trustee

4545 42" ST NW #211
Washington, DC 20016-4623

Page 2 of 2 Chapter 13 Case No. 04-00069
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Docket Report

This lesson describes the public Docket Report, sometimes called a Docket Sheet, and
how it can be generated.

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 After you have logged in to CM/ECF, click on the Reports hyperlink on the
CM/ECF Main Menu (See Figure 1).

Figurel

STEP 2 The REPORTS screen displays, with a list of reports that can be
generated (See Figure 2).

L 4 Click on the Docket Report hyperlink.
EECF lankngkey + Adversary o IRy« HPparks s IHilites o @ogoot ?

Hepnets

LAEY

Clepnzs Frgelen
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Cal~dr Farrts
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Figure2
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STEP 3 The PACER LOGIN screen displays (See Figure 3).

NOTE: Access to any CM/ECF queries or reports by non-court users
must be through the Public Access to Court Electronic Records
(PACER) program. If you have not done so already, you must
register with the PACER Service Center to be given a login and
password. Note the information that is provided to users on the
screen above.
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Figure3

4 Enter your PACER Login and Password. (These fields are case
sensitive).

L 4 Enter the Client Code (optional). This optional field is used for
billing by PACER users. The data will be included in PACER
billing reports.

NOTE: If you click in the Make this my default PACER login box,

your login will automatically appear each time you attempt
to access PACER. If you click on the [Reset] button, all
entries will be cleared.

4 Click on the [Login] button.
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STEP 4 The DOCKET REPORT selection screen displays (See Figure 4).

4 The following fields are available for selecting/entering criteria for
generating the Docket Report:

EECF Merdkropilezy « Ailwwrawry « My @ Repowels o JEElee 5 Dogoul 6'.

bocket Sheet
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Figure4

 Case number — The number of the last case you accessed
during the current CM/ECF session appears automatically.
Type another case number if you want to view the docket
report for a different case. This is a required field.

* Entered/Filed — To limit which entries are shown by date,
select either “Entered” (when the entry was recorded by the
court in CM/ECF) or “Filed” (when the document was filed).

Enter the start and stop date in the format mm/dd/yy or
mm/dd/yyyy.

You can enter a start date with no end date, which will include
all entries from the date specified onward, or you can enter an
end date with no start date, which will include all entries up to
the specified date. If no dates are entered, all entries will be
selected.

« Documents — To limit entries by document number, enter the

beginning and ending numbers. This feature enables users to
be charged only for the desired data on large cases.

* Include terminated parties — A check mark in this box will
include any parties that have been terminated from the case.
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Uncheck the box to show only current parties in the case.

* Include links to Notice of Electronic Filing - A check mark
in this box will cause the docket sheet to include a “silver ball”
link back to a copy of the Notice of Electronic Filing that was
created when the event was originally filed.

* Preferred format;:

HTML - Format for Netscape or other ISP (Internet Service
Provider) e-mail service. Hyperlink provided.

OR

TEXT - Format for cc:Mail, GroupWise, or other
non-ISP e-mail service. Hyperlink will not be provided.

* Sort by — This selection allows you to sort the entries in the
report by:
Oldest date first
Most recent date first
Document number ascending
Document number descending.

These selections can affect the number of pages displayed and
PACER charges and may be changed if you are interested only in
the most current activity.

The [Clear] button will reset all fields to their default values.

After entering your criteria, click on the [Run Report] button.

STEP 5: The DOCKET REPORT displays (See Figure 5a):
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Figure5a

NOTE: Any “Case Flags” pertaining to the status of the case will be displayed at

the top-right corner of the report. This particular case has one (1) flag
indicating that Fee Installment Payments are due.

4 Clicking on a “blue” document number hyperlink from the docket
report will first display a transaction receipt indicating a billable
amount if the user decides to accept the charges and view the
PDF document. (See Figure 5b).

NOTE: The opportunity to review charges FIRST applies to PDF
documents only.
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Figure 5b

4 If you choose to accept the charges, click on the [View
Document] button to view the associated PDF document and the
selected document will be displayed. (See Figure 5c).
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4 After viewing the PDF document, either click on the [Back] icon of
your internet browser’s tool bar or close Acrobat Reader to return
to the previously displayed screen.

NOTE: DO NOT exit out of your document reader by using the Close
“X" button at the top-right corner of your screen. This will exit
you out of CM/ECF-.

2 A separate Transaction Receipt will be displayed at the end of the
docket report indicating the number of billable pages for the report.
(See Figure 5d).

PACER Service Center

Transaction Receipt

| 02552002 09:26:15

IPACER Login:  |ao0033 Client Code:

|Descripﬁun: |D-:n::1=:et Report |Case Nuniher: |E|2-1EIEIE|5
Billahle Pages: |1 Cost: 007
Figure 5d

U. S. Bankruptcy Court for the District of Columbia July 2004



14. Internet Credit Card



On-Line Credit Card Payment Guide Page -1

Internet Credit Card Processing
Overview

The credit card module enables attorney filers to pay filing fees interactively. Attorney e-
filers are given authorization by the court to directly pay CM/ECF filing fees via the
Internet to the U. S. Treasury. |If for any reason an e-filer isunableto pay feeswith a
credit card at thetime of filing, the e-filer MUST CALL THE COURT'SCM/ECF
HELP DESK BEFORE FILING THE PLEADING.

E-filers who do not pay outstanding credit card balances within 48 hours of the time of
filing may be locked out of CM/ECF and prevented from further e-filing until the balance
has been paid.

The procedures for using this module work similarly for new case openings, motions,
adversaries, and other filings requiring fees.

Security Requirements

In order to successfully use the on-line credit card payment module, your browser must
have 128-bit encryption. Please follow the instructions below to determine if your
browser supports 128-bit encryption

Microsoft Internet Explorer (4.x, 5.x, 6.X)

Open Internet Explorer

Click on the “Help” menu item at the top of the screen

Select “About Internet Explorer”

A small window appears on your screen indicating the version of Internet
Explorer, as well as the encryption or cipher strength of the browser. This will
indicate 40-bit, 56-bit, or 128-bit. If this screen indicates that you have anything
other than 128-bit, or does not indicate the encryption level, you must upgrade to
a version with 128-bit encryption.

NOTE: On 9/1/04, the Court will transition to the U. S. Treasury’s new
Internet Credit Card platform that will work with Internet Explorer
ONLY. (Textin red font updated August 2004.)
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Payment Process

Upon the successful submission of a docket entry requiring a filing fee payment, the filer
will immediately be offered the option to pay the filing fee via the Internet. A pop-up
credit card payment window will appear on the screen overlaying the standard CM/ECF
receipt of electronic filing notice. The screen will contain the new filing fee charge and
any other outstanding CM/ECF Internet filing fees, as shown in Figure 1. The attorney
filer has the option to pay after every transaction or to simply continue filing and make
one payment for all fees due at the end of the day.

=121

‘2 TXEB Test Database

Address IE:] https: fecf-test, bxeb.uscourts. gov)cgi-binglogin. pl?a 19792386956063-L_916_0-1 Ll ((‘>Go | Links **

Fil=  Edit  Wiew Favorites Tools  Help

Back v o= - @ 4] 4 | Qysearch [GFavorites  GlMedia o4 | By (& S -2 H

" Arduprs:

'3 Electronic Payment - Microsoft Internet Explorer

&
- B =
F I I e Summary of current charges:

04-10001 Date it
R Description Amount
2004-03-18 Chapter 13 Voluntary Petition, All Schedules
084636 & Statements (fee)-case upload(04-60005) $194.00 =

[caseupld,1305u] ( 194.00)

2004-03-18 Motion for Relief From Stay(04-10001)

Notice of EI| 09:00:53  [motion,melfsty] ( 150.00) $150.00

The followir Total: § ST and
filed on 3/18 344.00
Case Nams
Case Numk
Document | Pay Mow Caontinue Filing | =

Docket Tex = H
|&] Done [ |2 [ mternet

§m5tartl|j G =) |J §1-2-3...| : @Inter...l @TXEB...“@EIect“. |89y NS ER®DEE st am

Figure 1

If You Continue Filing

You will receive an opportunity to “Pay Now” after each subsequent transaction.
Alternatively, if you choose “Continue Filing” and fail to pay after your last
transaction of the day, you may pay at the end of the day using the “Internet
Payment Due Report” as described in the Reports section below.
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If You Pay Now

Choose “Pay Now” and the credit card information screen will appear as in Figure 2.

7} TXEB Test Database : ==
File  Edit. Wiew Favorites  Tools  Help |ﬁ
GBack v = - @3 ] 3 | @ysearch [GFavorites GMedia o4 | By (A S -EH
Address |:E_,-"| hitps:ffecf-test. bxeb.uscourts. gov/ogi-binflogin, plre19792386966063-L_916_0-1 j G0 | Links >

z Bank » Adversa + _[ue : pgout o)
o ; US_Courts@icce.gov: Payment Collections - Microsoft Internet | :
= = 1
F I Ie Please enter your credit card information below. Please
do not enter dashes or spaces:
04-10001 Name: Bob testatty
Total: $344.00
Card Type: |Please selecta card type =] |
Card Number: |
Expiration Date: [03 7] [2004 7]
Notice of Fl Submit Payment |
For your privacy and protection,

The followir the information submitted here is encrypted using 128-bit SSL. ST and

filed on 3/18

Case Namse

Case Numt

Document |

Docket Tex o =]

|@B| Cione I_I_E |° Inkernet

dstart||| 1] 5 & B > || @ |10 £ [[Eus.. @ |89 N2> D@ DS sozam

Figure 2

» Select the appropriate Card Type from the drop-down menu
» Enter the card number

= Enter the expiration date

= Click the “Submit Payment” button
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After entering the credit card information and clicking the “Submit Payment” button, a
screen will appear as shown in Figure 3.

&l Internet Credit Card Manual.doc - Microsoft Word . 18] x|
JEiIe Edit MWiew Insert Format Tools Table Mindow Help Acrobat ﬂ
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— o Your transaction is being processed. Please wait
ﬂ while your credit card is authorized.

F i Ie For your privacy and protection,

the information submitted here is encrypted using 128-hit SSL.
04-10001

Notice of El

[The followir
filed on 3/18
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Figure 3
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When your payment has been authorized, a screen will appear as shown in Figure 4.

2} TXEB Test Database -
Fil=  Edit  Wiew Favorites Tools  Help
Back v o= - @ 4] 4 | Qysearch [GFavorites  GlMedia o4 | B-rASE-2H
Address |E_‘| https: fjecf-test bxeb.uscaurts . gov/cgi-binflogin. plP6 19792 366086063-L_916_0-1
z atalil: X, - Arvers S - A=
O -"Ehttps:,.-",.-"ecf—test.txeh.uscuurts.guv,.-"cgi n/ccStatus.pl?check
F i I e United States Bankruptcy Court =
FEastern District of Texas
04-10001
Thank you. Your trangaction in the amount of § 344.00 has been
completed.
Please keep a copy of your fransaction receipt for future reference. The =
transaction number is 1111B30189.
Notice of El
Close window |
The followir 5T and
filed on 3/18
Case Namze
Case Numt
Document
Docket Tex 2 =
|§| Done ’_ ’_ !—é_ |O Inkarnst

st | 1 5 @ > || 23n | [T &V [[Ehee. Eine | (=Y NASEARDDE  sotan
Figure 4

After printing this screen for your records, click the “Close Window” button.

All completed on-line payments will show a receipt entry that is automatically posted to
the docket sheet for the case(s). This entry includes the filing fee amount and the

receipt number.

Important Note: If the filer enters an invalid credit card number, the following message
appears:

“The credit card you have entered is invalid. Please check the card type and the
number and try again.”

If the filer makes three consecutive errors in data entry, the following message appears:

“We are unable to complete your transaction. Please contact your local court for
assistance.”
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Exceptions: Pleadings in Which the Fee is Waived

For those pleadings for which no fee is to be collected (example: when the chapter 7
debtor is the plaintiff in an adversary proceeding), always select “Continue Filing” from
the credit card pop-up screen, even if you have completed your filings for the day. The
court will have to remove the filing fee for that pleading from your transaction log before
you can pay any remaining fees.

If these circumstances apply to you, please call the CM/ECF Help Desk at
202-565-2506.

Please provide the following information:

= Attorney Filer's Name

= Case Number

= Date of Filing

= Event (Adversary, Motion to Reopen for Clerical Error, etc.)
= Dollar Amount

= Reason the fee is to be waived

The court will review the case and notify you when the fee has been waived. Do not
attempt to pay your outstanding fees until you have received this notice from the
court.

New Bankruptcy Petitions with an Application to Pay in Installments

The majority of new bankruptcy petitions that include an Application to Pay Filing Fee in
Installments are filed by pro se debtors in person at the court. Occasionally, attorneys
who have not yet accepted any form of payment from the debtor will file these petitions
on the debtor’s behalf.

Bankruptcy petitions that are filed with an Application to Pay Filing Fee in Installments
may be filed electronically over the Internet. However, the credit card payment module
does not accept partial payments for any pleading requiring fees. If this pleading is filed
electronically over the Internet, the full fee will show as due and owing by the filer. If
these circumstances apply, please refer to the above section and send an e-mail to the
listed court address to have the fee removed from your transaction log before you pay
any remaining fees.

Installment fees for new petitions will be accepted over the counter or through the mail.
Installment fees may be paid by cash, money order, or cashier’s check.
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Filing Amended Schedules (D, E, and F) with Amended Matrix

If you are filing an amended matrix with amended schedules, select the event that
combines this filing. By selecting this event, only one $26.00 fee will be charged. If
docketed separately, a $26.00 fee will be charged for each pleading.

Reports
Internet Payments Due

Both the attorney filer and the court have a version of this report. From the attorney
filer's perspective, this report allows the filer to pay immediately all outstanding fees
without docketing another pleading or opening another case. Use this report if you are
finished filing for the day and failed to select the “Pay Now” option on your last filing.
There are no selection screens or sort options offered. To use this report:

= Choose “Utilities” from the menu at the top of the screen

»= Choose “Internet Payments Due”

= Asummary pop-up screen will appear as in Figure 1 above.

= Follow the same procedures as described above to complete the credit card
screen and receive the transaction receipt

Internet Payment History

Both the attorney filer and the court have a version of this report. From the attorney
filer's perspective, this report allows the filer to review his/her completed credit card
payments over any specified time period. To use this report:

Choose “Utilities” from the menu at the top of the screen

Choose “Internet Payment History”

Enter a date range

Click “Run Report” button and the report will display on your screen as in Figure
5
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<2} TXEB Test Database - Microsoft Internet Explorer _{&] ]
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EE F Bankruptcy Adversary + Query + Reports « Utilities « Logout

United States Bankruptey Court
Eastern District of Texas
Internet Payment History for testatty , Bob
2/2/2004 to 2/27/2004

Pavment

Date Paid Description Method

Receipt # | Amount

2004-02-05 15:58:15 | Motion to Reopen
Chapter 7/13 Case
(03-10004)
[motion,mreop713]
( 155.00)

credit card | 1111B80016 | $ 155.00

2004-02-05 16:08:05 | Motion to Sever
Chapter 7/13 Case
{03-10004)
[motion,msvi713]

S1E8 Mnh

Address |®_‘| https: fecf-test, bxeb.uscourts. gov)cgi-binglogin. pl?a 19792386956063-L_916_0-1 j @Go | Links **
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Figure 5
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Docketing Event List

BANKRUPTCY MENU

Answer/Response
Reference and Existing Motion/Application
Other Answers
Involuntary

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Notice of Appeal
Receipt of Record on Appeal
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal
Transmittal of Record on Appeal

Claim Actions
Reclassify Claims
Transfer of Claim
Withdrawal of Claim

Creditor Maintenance
Upload a Creditor Matrix File

File Claims

Motions
Accounting
Adequate Protection
Administrative Expenses
Allow Claims
Allow Payment Arrearages
Amend/Modify
Amended Application/Motion
Amended Obijection to Claim
Appear Pro Hac Vice
Application to Pay Filing Fee In Installments
Appoint Creditors Committee
Appoint Trustee
Approve
Assume/Reject
Avoid Lien
Borrow
Compel
Compel Abandonment
Compensation
Compromise
Condition Rights
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Motions (Continued)
Consolidate
Contempt
Continue First Meeting of Creditors
Continue Hearing
Convert Case (TRUSTEES ONLY)
Convert Case 7to 11
Convert Case 13
Convert Case 7
Deconsolidate Case Association
Deposit Funds into Court Registry
Deposit Unclaimed Funds
Destroy Books and Records
Determine Tax Liability
Disallow Claims
Disgorge Fee
Dismiss Case
Dismiss Party
Dismiss/Strike/Withdraw Document
Employ
Examination
Expediting Hearing
Extend Exclusivity Period
Extend Plan Payments
Extend/Shorten Time
Final Decree
Hardship Discharge
Joint Administration
Leave
Leave to Appeal
Limited Notice
Limited Admissions
Modify Plan
Moratorium
More Definite Statement
Objection to Claim
Objection to Debtor’s Claim of Exemption
Objection to Transfer of Claim
Pay
Preliminary Injunction
Prohibit Cash Collateral
Protective Order
Quash
Reaffirmation
Reclassify Claims
Reconsider
Recusal
Redeem
Reduce Claim
Reinstate Case
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Motions (Continued)
Release Unclaimed Funds
Relief from Co-Debtor Stay
Relief from Stay
Remand
Remove Debtor as Debtor in Possession
Reopen Case Ch 11
Reopen Case Ch 7 and 13
Sanctions
Sell
Set Hearing
Set Last Day to File Proofs of Claim
Sever Chapter 11 Case
Sever Ch Ch 7/13 Case
Show Cause
Stay
Stay Pending Appeal
Substitute Attorney
Transfer Case
Use Cash Collateral
Vacate
Vacate Discharge
Waive Appearance
Waive Pay Order
Withdraw as Attorney
Withdraw of Reference
Writ

Notices
Abandon
Appearance (Add Party to Matrix)
Appearance (Attorney)
Appointing Successor Trustee
Assign/Transfer Claim
Change of Address
Consumer Debtor
Intent to Sell
Notice - Generic
Opportunity to Object (14 Days)
Opportunity to Object (15 Days)
Opportunity to Object (20 Days)
Opportunity to Object (30 Days)
Voluntary Conversion to Chapter 7
Voluntary Dismissal

Open a Bankruptcy Case
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Other

Affidavit

Amended Document

Amended Matrix (Add, Modify, Delete Creditors)
Amended Schedules (Fee)

Application to Pay Filing Fees in Installments
Brief

Certificate of Compliance

Certificate of Non-Attorney Petition Preparer
Certificate of Service

Chapter 11 Ballots

Creditor Disk

Creditor Request for Notice

Debtor's Certification Re: Schedules and Statements
Declaration

Disclosure of Compensation of Attorney for Debtor
Equity Security Holders

Exhibit

Interrogatories

Involuntary Petition (Chapter 11)

Involuntary Petition (Chapter 7)

Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
List of Creditors

Mailing Matrix and Verification

Operating Report

Proposed Order

Reaffirmation Agreement

Request for Hearing Date

Request for Telephonic Hearing

Request to Withdraw Document

Schedule A

Schedule B

Schedule C

Schedule D

Schedule E

Schedule F

Schedule G

Schedule H

Schedule |

Schedule J

Schedules A-J

Section 304 Petition

Statement of Financial Affairs

Statement of Intent

Stipulation

Subpoena

Suggestion of Death

Summary of Schedules

Support Document
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Other (Continued)
Voluntary Petition (Chapter 11)
Voluntary Petition (Chapter 13)
Voluntary Petition (Chapter 7)
Witness and Exhibit List

Plan
Amended Chapter 11 Plan
Amended Chapter 13 Plan
Amended Disclosure Statement
Chapter 11 Plan
Chapter 13 Plan
Chapter 13 Plan Recommendation
Disclosure Statement
Objection to Confirmation of Plan

Order Upload
Upload Single
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ADVERSARY MENU
Answers
Motion/Application
Objection
Opposition
Reply
Response

Complaint, 3 Cross, Counter

Complaint/Summons
Amended Complaint
Counter Claim
Cross Claim
Miscellaneous Case Opening
Notice of Removal
Registration of Foreign Judgment
Summons Service Executed
Summons Service Unexecuted
Third Party Complaint
Writ of Garnishment

Motions
Amend/Modify
Amended Application/Motion
Amended Objection to Claim
Appear Pro Hac Vice
Compel
Compromise
Consolidate
Consolidate for Trial
Contempt
Continue Hearing
Deconsolidate Case Association
Default Judgment
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Strike/Withdraw Document
Expedite Hearing
Extend/Shorten Time
Intervene
Joint Administration
Jury Trial
Leave
More Definite Statement
Preliminary Injunction
Pretrial Statement
Protective Order
Quash
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Reconsider

Recusal

Reinstate Case
Remand

Reopen Adversary
Sanctions

Set Hearing

Show Cause

Stay

Stay Pending Appeal
Substitute Attorney
Summary Judgment
Temporary Restraining Order
Transfer Adversary
Withdraw as Attorney
Withdraw Reference

Notices
Answer to Interrogatories
Certificate of Discovery
Defer Fee
Hearing
Interrogatories
Request to Withdraw Document
Stipulated Dismissal in an Adversary Proceeding

Open an AP Case
Open an MP Case

Order Upload
Upload Single

QUERY MENU

Redirects you to PACER to query cases and case information

REPORTS MENU

Cases — Redirects to PACER

Claims Register — Redirects to PACER
Docket Events - Redirects to PACER
Calendar Events — Queries CM/ECF calendar
Mailing List - Redirects to PACER

Claims Activity - Redirects to PACER
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UTILITIES MENU

Your Account
Internet Payment History
Internet Payment Due
Maintain Y our Account
View Your Transaction Log

Miscellaneous
Mailings
Verify a Document
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