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Electronic Case Filing Section 1 Access

Site Entry

Users can access the Case M anagement / Electronic Case Filing system for the Northern
District of Alabama through the Court’s Internet Web Page at:
http://www.alnb.uscourts.gov

STEP1 Click the Public Access option from the side bar on the left of the page.

United States Bankruptcy Court
Northern District of Alabﬁma

| Home | Message from the Clerk | General

Divisional Offices | News | Links |

| Codes and Rules | Opinions | Public Access|
Forms | Calendar

t updated

2002

Last
11/15/.

[Note: If our home page is ever down, you may access ECF by using the following link:
https.//ecf.alnb.uscourts.gov]

STEP 2 Select the ECF/Pacer link then click on Norther n District of Alabama-
Document Filing System.

Login

STEP1 The CM/ECF Login screen will appear prompting you for aL ogin and
Password.

Authentication

Login: |
Password

client code I

Lagin Clear

CMIBCF has been tested and works correctly with Netscape 4.0x, Netscape 4.7x and Internet Explorer 5.5,
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Electronic Case Filing Section 1 Access

STEP 2

¢
¢
¢

Enter your Login, Password and Client Code in the appropriate fields.
Click on L ogin to transmit information to the system.

If an invalid combination is entered, the system will respond with an error
message. Click on Back to retry.

The entry of avalid login and password combination will prompt the
system to display the Main Menu.

Choose from the Main Menu options at the top of the page:

O O O O O

EEC F Bankruptcy

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject
to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011, Evidence of unauthorized or criminal
activity will be forwarded to the appropriate law enforcement officials under 18USCI152 and 3571.

[Welcome to the U.S, BANKRUPTCY COURT for the NORTHERN DISTRICT OF ALABAMA Electronic Document Filing
[System. This service is for attorneys and firms participating in the electronic filing system.

=
Reports + Utiliies . Logout P

U.S. BANKRUPTCY COURT
NORTHERN DISTRICT OF ALABAMA

Official Court Electronic Document Filing System

This is the LIVE DATABASE for Case Management.
If you are not an authorized user please EXIT NOW!
This systen will be OFFLINE FOR MAINTENANCE during 4:45-5:15am each day.

Bankruptcy - brings up the Bankruptcy Events menu from which you
make a selection to open bankruptcy cases, docket pleadings, etc. in a
bankruptcy case.

Adversary - brings up the Adver sary Events menu screen from which
you make a selection to open an adversary proceeding, or docket
pleadings, etc. in an adversary proceeding.

Query - brings up the Query screen, allowing retrieval of avariety of
information for specific cases.

Reports - brings up the Reports menu from which you may access a
number of reports for single cases or multiple cases.

Utilities - brings up the Utilities menu, allowing maintenance of user
accounts, notification, etc.

L ogout - returns you to the L ogin screen.

Help - Click on thisimage
for help at anytime.

at the top right corner of the window
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Electronic Case Filing

Section 2 Your Account

Maintaining Your ECF Account

This function allows you to update your personal information and instructions about emall

notification.

STEP1

Sdlect Utilities from the Main Menu, click on Maintain Your ECF Account
hypertext link from the Your Account menu. The Maintain User Account screen

appears.

EE F Bankruptcy « Adversary e+ Query +« Reports -« Utilities

MMaintain User Account
Last name !Dc-e First name |John
Middle name !E— Generation I_
Title | Type aty
(fice iDoe & Deer
Address1 1111 Anywhere Ave
Address 2 |
Address 3 |
City |canton State [om Zip |24702
Comtry [ County [Stak ]
Phone [330-123-4567 Fax |
ssw [ Tax1d [
BarId Bar status Mail group
Initials DOB AO code End date
Ernail mformmation... | hlare usar information. I
Submit | Clear |

C Make appropriate changes or additions to your name, address telephone
number and/or fax number.

[Note: Do not enter SSN, Tax ID or DOB].

C Email infor mation... button alows you to specify how you want to be
notified of CM/ECF filings and the email address at which you want to
receive notification, see Step 2.
More user information... button allows you to change your password.
(see Sep 3)

C Click on Submit button upon completing all changes/additions.

C Click on Clear button to clear changes you may have made.
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Electronic Case Filing Section 2 Your Account

STEP 2

Click on the Email infor mation button, the following E-mail information screen
will appear.

CF Bankruptcy + Adversary + Query + Reports « Utilities + Logout
E-mail information for John E Doe

Primary e-mail address dos_ deerfusnet.com -
Kl »
Send the notices specified helow
¥ to my primary e-mail address
doejohnfusa.net =
[T to these additional addresses =
< _'l_I

¥ Send notices in cases in which I am involved

[¥ Send notices in these additional cases [01-s51z00

& Send anotice for each filing
" Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

 text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen | Clear |

C Primary e-mail address - specify the complete address.
C Send the notices specified below - select one or both options.

< tomy primary e-mail address
< to these additional addresses and add additional email addresses
in text box.

C To receive notices for a case in which you are not involved, check the box
for Send notices in these additional cases and key the case number(s) in
the text box.

C Select appropriate radio button to receive notice of electronic casefiling
for each case (Send a notice for each filing) or asummary report
containing al cases (Send a Daily Summary Report).

C Format notices - select appropriate format.
< html format for Netscape or 1SP e-mail service
< text format for cc:Mail, GroupWise, other e-mail service
Click on Return to Account screen to continue making changes to your
account and/or to submit changes once compl eted.

Click on Clear button to clear changes you may have made.
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STEP 3 Upon clicking the M or e user information button, more information from your
account will appear.

E Bankruptcy +  Adversary + Query +« Reports
More User Information for John E Doe
Login Idemn Lastlogin 12-27-2001 14:22
Password I*””””” Current login  12-27-2001 14:22
Prid =512 Create date 06/26/2001
Registered T Update date 0&/26/2001

Groups Attorney

Return to Account screen | Clear |

C L ogin - may not be changed without court approval.

C Password - you may change your password. Note: When you type a new
password, it is readable. Whenever this screen is displayed again, the
password will be hidden as seen above.

C Click on Return to Account screen to continue making changes to your
account and/or to submit changes once compl eted.
C Click on Clear button to clear changes you may have made.

STEP4 After making appropriate changes/additions, click on the Submit button, the
system will display all casesin which you are involved.

EE F Bankruptcy + Adversary + Query + Reports -+ Utilities « Logout

Searching for existing Attorney Records
Select the cases to be updated

(CALTION: [f you modified name, SEN, Tax ID, or Bar ID on the previous screen, the new values will be recorded for
VALL cases to which the person is knked. Modifications of other items will be recorded ONLY for those cases you select
balow. Click the question mark on the meny bar above for more information.

2001- Rocket J. Squirrel
2001-10035 Debhie smith

2001-10037 Geaorge YWashington
2001-60002 Geaorge YWashington
2001-60003 George Yashington
2001-61200 Gearge Washington
2001-61200 Gearge Washington

Submit | Clear

Update All - default selection, click Submit button to have address
information spread to all cases.

To have address update spread to specific cases but not all, hold down
<Ctrl> key on keyboard while clicking on specific cases.

Click on Submit button to update your account.

Click Clear button to clear selection.

OO0 O O
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STEPS The Update Per son information screen will be displayed, to continue click on the
Main Menu option of your choice.

EE F Bankruptcy + Adversary -+ Query

Updating person record...
Update Person Prid: 813

The update was successful .. prid 813 - Tohn E Doe

Updating user record
The user update was successfil

The update was successful ...

Set up automatic e-meal notfication complete for John E Doe
Send MNotification in all cases for which you represent a party = on
Send Notification to primary e-mail address = on

Case list

(01-61200 Georee Washington

E-tnail notice of electronic filings for selected cases=on
Sumnmary e-mai = off

Pritary e-mail Address: doe_deer@usnet com

A dditional e-mail Address:

doejohnfusa. net

Review Billing History

The Review Billing History option, displays the number of CM/ECF pages accessed and
chargesincurred for the PACER account currently being used. If you enter client codes when you
access CM/ECF, the charges are totaled for each code.

STEP1 Select Utilities from the Main Menu, click on Review Billing History hypertext
link from the Your Account menu.

EEC F Bankruptcy -  Adversary

Review Billing History

Transactions
dated:

Sort: IDate 'l
Submit | Clearl

ftzvoirzoo1 to 12/27/2001

C Transactions dated: - enter adate range for the report to display.
C Sort: - click down arrow to the right of the box to select how you would
like the report to sort.
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STEP 2 Click on Submit to continue or Clear to reset display criteria. Billing history will
display.

EE F Bankruptcy + Adversary + Query =«

PACER User: wied5y

Court: 0647 Morthern District of

Date Time |Pages |Client Code Description |Search Criteria
Laanl 09E2E2 Search Clain 00-51200-D0T
12201 11124 Filer List 00-51200-DOT

122m1 112341
L2aml 11:5402
122m1 12320

Trustee List 00-61200-DOT
Hot Doc Qry | 00-61200-DOT
Open Case 00-83455-DOT

[0 S Rl B WA ]

C Click Back to return to the Utilities Main Menu or you may click on Main
Menu option of your choice.

View PACER Account Information
Displays the current PACER login and client code, if applicable.

STEP1 Sdlect Utilities from the Main Menu, click on View Pacer Account | nformation
hypertext link from the Your Account menu.

EEC F Bankruptcy .

Your current PACER. account is URL21981

Your current clhient code s doejohnll

C System displays the account information and client code, if applicable,
used to log into PACER.

C To continue, click on Main Menu option of your choice.
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Electronic Case Filing Section 2 Your Account
View Your Transaction Log

Displays details of all transactions (docketing) that the current user has entered into CM/ECF for
a specified time period.

STEP1 Select Utilities from the Main Menu, click on View Your Transaction Log
hypertext link from the Your Account menu. View Transaction Log screen

appears.

EE F Bankruptcy  «  Adversary

View Transaction Log

Enter the Date Selection Critenia for the Transaction Log Eeport

Start Date; |[09/01f2001  |End Date: |12£28£2001
Submit | Clearl

C Click in the dialog boxes of Start Date: and End Date: and type the dates
for the report you want displayed.
C Click on Submit after completing date selection or Clear to reset search
criteria.
STEP 2 The Transaction L og screen appears.

EE F Bankruptcy + Adversary + Query -+ Reports -« Utilities -«

Transaction Log
Report Period: 09/01/2001 - 12/28/2001

Id Date Case Number Text
7369 09/13/2001 10:51:05  01-12345  Notice of Transfer of Case Filed by John Doe
7373 05/13/2001 10:56:34 1-01-bk-12345 Deleted creditor juygiveyy, creditonid 268 fom creditor table
8135 12/13/2001 11:02:1%  00-61200  Opened New BE Case 00-61200
8136 12/13/2001 11:08:56  01-61001  Creditor matrix load: & creditors loaded.
8160 12/18/2001 08:3140  01-56111 Opened New AP Case 01-6111
8162 12/18/2001 08:37:11 01-6111 Opened New AP Case 01-6111
8164 12/18/2001 10:17:5%  01-61200  Opened New BE Case 01-61200
8180 12/20/2001 09:5542  01-42000  Opened New BE Case 01-42000

8236 12/28/2001 03:00:11 016120 “mended Answer 1 Filed by Amy Surplus Inc

Total Humber of Transactions: S

C To print transaction log, click on Print from your Browser’s toolbar.
C To continue, click Main Menu option of your choice.
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Electronic Case Filing Section 3 Miscellaneous
L egal Research... Law Dictionary

This option links to aWeb site “researched, written in plain language and provided free of charge
by lawyer LIoyd Duhaime.”

STEP1 Select Utilities from the Main Menu, click on L egal Resear ch hypertext link
from the Miscellaneous menu. Select Law Dictionary.

STEP 2 The Law Dictionary screen displays..

EE F Bankruptcy . Adversary +  Query - Reports . utilities:

Duhaime & Company | Lloyd Dubaime | Website History & #Awards | Site Map | Home Page
— &5 |
& 0 NN =
DUHAITEORE = I

AFFORDABLE JU:

Sounds so-so Sounds sensational
B O Sounde cencation Duhaime’s LAWisdom:

“The law is what itis - a
majestic edifice, sheltering
all of us, each stone of
which rests on another.”
John Gallsworthy

# This we

DUHAITES 't-.,‘__',.wt:; )
\\ff‘\ﬁ" A%

Duhaime £ Company QCOMWW

DUHAIME'S LAW DICTIONARY

Researched, written in plain language and provided free of charge by lawyer Lioyd Duhaime

ALPHALINKS

L egal Research... Medical Dictionary

This option links to the On-Line Medical Dictionary provided by the CancerWEB Project
(sponsored by British Telecommunications).

STEP1 Select Utilities from the Main Menu, click on L egal Resear ch hypertext link
from the Miscellaneous menu. Select M edical Dictionary.

STEP 2 The Medical Dictionary screen appears.

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout

Help | Subjects Randorm Feedback | Search OMD

[Entries starting with:

* Other characters

* Entries by subject area

* Help with OMD (Freguently Asked Questions)
* About the Dictionary

* Acknowledgements

+ Recently added or modified entries

+ Tell us what you think
+ Disclaimer statement
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Electronic Case Filing Section 3 Miscellaneous
L egal Research... Westlaw viathe Inter net
This option links to Westlaw’s commercial web site. A subscriber account is needed.

STEP1 Select Utilities from the Main Menu, click on L egal Resear ch hypertext link
from the Miscellaneous menu. Select Westlaw via the I nternet.

STEP 2 The Westlaw via the I nter net screen appears.
t] [ necemeen - JANUARY | Introducing Person Profile
‘if'\fes 5 A fast, easy way to gather public records
AW, ‘ Work information about a persan.
sccessihility What's new on
Information westlaw.com?
Y estFindaprint
* Print at Sign Off option is
Credit Card Access now available for attached
Westhoc printing
* Now you can use KeyCite
lawschool westlaw.com e
to find citing references
for all lave reviews.
Wiestlaw Datahase . p | | and dical
Directory aralegal and Medical
Malpractice tabs now
Other Legal Products available
Online CLE Programs More Information

Mailings... Creditor Mailing Matrix

The Creditor Mailing Matrix report displays the list of creditors for a specific case. The list
contains those creditors uploaded at case opening and may or may not include parties who have
filed/docketed a pleading to the case.

STEP1 Select Utilities from the Main Menu, click on M ailings hypertext link from the
Miscellaneous menu. Select Creditor Mailing Matrix.

STEP 2 The Creditor Mailing Matrix screen appears.

EECF Bankruptcy +  Adversary + Query =« Reports
Creditor Mailing Matrix

Case numher |01-61200

Special mailing group |All - (Highlight blank field for no special mailing group)
L

Format & 1 column
© raw data format

Run Report Clear

Enter Case Number.

Select All to include all special mailing groups

Click to select appropriate Format radio button.

Click on Run Report or Clear to reset search criteria.

Sear ch Results screen appears listing creditors for case specified.
To print, click on Print button from browser toolbar.

)OO OO
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Electronic Case Filing Section 3 Miscellaneous
Mailings... Mailing Info for a Case

Displays alist of those who receive e-mail notices and those who require manual noticing for a
specific case.

STEP1 Select Utilities from the Main Menu, click on M ailings hypertext link from the
Miscellaneous menu. Select Mailing Info for a Case.

STEP 2 The Mailing Info for a Case screen is displayed..

EE F Bankruptcy « Adversary

Mailing Information for a Case

Enter the case number to view the recipient list.
Case Number: |'31—512 alu}

Submit | Clear |

C Case Number - enter case number.
C Click on Submit to continue or Clear to reset.

STEP 3 Mailing Information screen for specified case appears.

EECF Bankruptcy «  Adversary + Query + Reports « Utilities + Logout
Mailing Information for Case 01-61200

Electronic Mail Notice List

The following is the list of attorneys who are currently on the list to receive e-mail notices for this case.
* (Mo e-mail recipients)

Manual Notice List

The following is the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual
noticing). Tou may wish to use your mouse to select and copy this list into your word processing program in order to create
notices or labels for these recipients.

William € Green

FO Box 29

123 W High

Mew Philadelphia, OH 44663

Mailings... Mailing Labels by Case

Displays name/address datain label format for a specific case. Parties who appear on this report
consist of both uploaded creditors from schedules AND parties who have filed a pleading in the
case.

STEP1 Select Utilities from the Main Menu, click on M ailings hypertext link from the
Miscellaneous menu. Select M ailing L abels by Case.
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Section 3

STEP 2 TheMailing Labels by Case screenisdisplayed .

EE F Bankruptcy +  Adversary

Mailing Labels by Case

Case numher "3 1-e61200

W ANl Select ALL participants for case
OR

Select any combination of the following

Participants Special mailing group

Reports

Creditors

Print format |2 columns
3 columng =]

Nextl Clearl

3,2 2
3rd Party Plaintiff sg1 Creditor Cormmittee Members

3rd Pty Defendant Jhd| =l Creditors who have filed claims x|
[~ Judge [T Attorneys [” Dehtor's attorney(s)

[7 US Trustee [7 Trustee

Case number - enter Case Number .

more.

OO0 OO0

Verify a Document

Print format - select and click print format from list.
Click on Next to continue or Clear to reset.

Miscellaneous

All - select al participants for case or select specific criteria.
Participants - select and click specific participants.
Creditors - select and click specific participants.

Judge/Attorneys/US Trustee/Trustee - click in box to include one or

Verifies that the electronic “signature” of a document is the same as when the document was

filed. If it is different, the document has been altered.

STEP1 Select Utilities from the Main Menu, click on Verify a Document hypertext link
from the Miscellaneous menu. Verify Document(s) selection screen appears.

EE F Bankruptcy s+ Adversary « Query

'Verify Document(s)

Case Humber

01-61200 0012345, 1:99-bl-12345 or 1-09-bk-12345

[Specify the number of the doclet entry containing the document to be verified.

Document Mumber: |1
Mext Clear

1To select two or more items from the above fields, press <Ctrl> button then click on each item to be included.
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STEP3

C Case Number - enter case number.
C Document Number - enter document number.
C Click on Next to continue or Clear to reset.

Verify document(s) screen appears displaying information regarding pdf
document. To continue click on Main Menu option of your choice.

Section 3 Miscellaneous

EE F Bankruptcy + Adversary « Query « Reports -« Utilities

Verify Document(s)

01-61200 Gegrze "Washinoton

Date # Docket Text

12/18/2001 1 Chapter 7 Voluntary Petition. Eeceipt Mumber cc, Fee Amount $200. Filed by
George Washington .

File zize 1z 3120

Original Signature(s)

Document No: 6164

Document description: Ilain Document

Original filename: C/PDF Documents/00-61200volp pdf

Electronic document Stamp:

[STAMP blecfStamp_ TD=985501243 [Date=12/18/2001] [FleMumber=6164-0] [
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Electronic Case Filing Section 4 Document Preparation
Format
Only PDF (Portable Document Format) documents may be filed using the court’ s electronic

filing system. If you attempt to upload a non-pdf file, or submit a standard docket entry without a
document, an error message appears.

EE F Bankruptcy +  Adversary + Query » Reports

File a Notice:
01-61200 George Washinston

ERE.COR: Document is not a well-formed PDF document (no further information 15 avatlable).

Back |

Converting a Document to PDF Format

Conversion of any word processing document to a Portable Document Format (PDF) is required
before submission to the court’ s electronic filing system. To accomplish this you must have
Acrobat PDFWriter or other PDF Writer software. The conversion processisrelatively simple
and can be accomplished in afew ways depending upon the word processing program you use. In
the following pages, we will walk you through the basic steps of converting any file created by a
Windows based program. In some instances, some of these steps may be eliminated depending
on what software you are using and how your system has been configured.

Converting a Word Processing Document to PDF For mat

STEP1 Open the document to be converted. Click on the File drop down menu to select
the Print option. The Print dialog box appears.

Print to '\cantonZkHP Color LaserJet 4500 P B x|

Main | Layoutl Advancedl

— Degtination

Mame: “heantonZkhHP Color Lager)et 4500 PCL & j Properties... |

Type: “heantonZkhHP Color Lager)et 4500 PCL 6
: Acrobat Distiller Printers... |

EIEU 2crohat PO Fdriter

Where: o Laseretll Status.. |
Comment: [ Print ta file
— Print Range Copie:

& Full document | Selected text Number of copies: lq

" Current page | Document summary
" Pages: Iﬂ ™| Collate

[ Print in reverse order

Settings: | Default j EditSettings...l
Firt I Cloge | Help |
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C Select Acrobat PDFWriter.
C Click the Print button in the dialog box.?

STEP 2 The Save PDF File As screen will appear.

Save PDF File As = 2] %]
Save ir: Ia PDF Documents j = i E5-
File name: |DD-E1 200_raation_far_relisf Save I
Save as lype: |PDF files [*FDF] =] Cancel |
Edit Document Info. | ¥ View FDF File

C File name - type a name using the preferred naming convention.
C Save as type - window needs to display PDF files (*.PDF).
C Click on the Save button to save the file as a PDF document.

2The file will not actually print out; you will receive the option to save the file as a PDF.
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Electronic Case Filing Section 5 Creditor Matrix

Creditor Matrix File

A creditor matrix contains creditor information such as the name of the creditor and the
creditor’ s mailing address. Thisinformation is used for noticing and claims information when
applicable; therefore, the accuracy of the information provided isimperative.

The following instructions will guide you through the process of uploading creditor information
(-.txt file) to the Electronic Case Filing (ECF) system as well as how to enter creditors manually.

Uploading a Creditor Matrix Fileinto the CM/ECF System

STEP1

STEP 2

STEP3

Create the creditor matrix and save it as a .txt file.

Select Bankruptcy from the Main Menu, and click on Creditor Maintenance
from the Bankruptcy Events menu. The Creditor Maintenance Menu appears.

EEC F Bankruptcy

Creditor Maintenance
Enter indiwidual creditors
Upload a creditor matnx file
Edit creditors

C Select Upload a creditor matrix file from the Creditor Maintenance
Menu screen.

The Creditor Processing - Upload a File M ethod screen appears.

Creditor Processing - Upload a File Method

Case Number

|PU- 61200 9912345, 1:99-bk-12345 or 1-99-bk-12345

M Clear |
C Enter Case Number.
C Click on Next to continue, or Clear to restart.
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STEP4 The Load Creditor Information screen appears.

EE F Bankruptcy + Adversary + Query « Reports « Utilities « Logout

Load Creditor Information

Case 00-61200-mss already contains creditors!
Case number 00-£1200

015 nme;iﬁn;f;iif:tﬂ?;rm.:;t Ic::\DD—GlZDDcred_matrix.txt Browse... |
Mext | Clear |
C Enter name of file, or click on Browse to search. File must bein .txt
format.
C Click on Next to continue, or Clear to restart.

STEP5 The Add Creditors- Total Creditors Entered verify screen appears.

EE F Bankruptcy

Add Creditor(s)
Total Creditors Entered 6

Submit |

C Verify the creditor count information.

C If correct, click on the Submit button.

C If incorrect, click on the Back hypertext link to return to the previous
screen. Thiswill return you to Step 5 so that the file uploaded may be
checked and/or replaced.

STEPG6 The Creditors Receipt screen appears, acknowledging the total number of
creditors added to the database. Creditors are now attached to the bankruptcy case.

Creditors Receipt

Case Number 00-61200

Total Creditors Added to Datahase 6

File a Proof Of Claim

Return To Creditor Maintenance Menu

C File A Proof Of Claim - takes you to the Proof of Claim entry screen.
C Return To Creditor Maintenance Menu - returns you to the Creditor
Processing menu.
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Entry of Individual Creditors

STEP1 Select Bankruptcy from the Main Menu, then click on Creditor M aintenance
hypertext link from the Bankruptcy Events menu. The Creditor Maintenance
Menu appears. Select Enter Individual Creditors.

STEP 2 The Creditor Processing screen appears.

N
E : Bankruptcy +  Adversary + Query

Credit

Mext

Case Number

|PU- 61200 9912345, 199-bk-12345 or 1-99-bk-12345

or Processing - Upload a File Method

Clear

G
¢

Enter Case Number.
Click on Next to continue, or Clear to restart.

STEP 3 The Add Creditor (s) screen appears.

EE F Bankruptcy + Adversary + Query

Mext |

\Add Creditor(s)

Case 00-61200 already contains creditors!
Case number 00-61200- George Washington and Martha Washingion

Address 1 1234 Sowewhere St
Address 2 |Canton, Oh 44702
Address3 |
Address 4 |
Address 5 |

Creditor committee & 1Mo © Yes
@ Contirie To Enter © Last Entry

Name IBlue Coats Inc.

Type |Credit0r |

Clear |

¢

O O O O

Using the [Tab] key to advance to each field, enter creditor name and
address with city, state, and zip on same line.

Type - select the appropriate type of creditor using the down arrow to the
right of the dialog box.

Creditor committee - select whether or not the creditor added isa
member of a creditor committee.

Continueto Enter - resets the screen so additional creditors may be
added.

Last Entry - select this option after all creditors have been entered and
click Next.
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STEP 4 Add Creditor(s) - Total Creditors Entered screen appears.

EEC F Bankruptcy

Add Creditor(s)

Total Creditors Entered 1

Subrmit |

C Click on Submit to continue.

STEP5 Creditors Recelpt screen appears, acknowledging the total number of creditors
added to the database. Creditors are now attached to the bankruptcy case.
Creditors Receipt

Case INumber 00-61200

Total Creditors Added to Datahase 1

File a Proof Of Claim

Return To Creditor Maintenance Menu

C File A Proof Of Claim - takes you to the Proof of Claim entry screen.

C Return To Creditor Maintenance Menu - returns you to the Creditor
Processing menu.

C Select option from CM/ECF Main Menu.
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Bankruptcy Section 6 Case Opening

To file abankruptcy petition in the ECF system, the attorney must Open a Case. During this
process the attorney will enter the required information about the debtor and statistical
information. The attorney uses the information from the voluntary petition, lists, schedules and
statements. To open a bankruptcy case, follow the steps outlined below:

STEP1 Click on Bankruptcy from the Main Menu, and then click on the Open a BK
Case hypertext link from the Bankruptcy Events menu.

STEP 2 The Open New Bankruptcy Case screen appears.

Open New Bankruptcy Case

Case type bk|v
Date filed 2/25/2004
Chapter |7 |~
Joint Petition n|v

Deficiencies [n |+

Case Type: - select ‘bk’.

Case Number: - ignore thisfield, the case number will be automatically
assigned.

Date Filed: - the date field defaults to the current date and cannot be
changed.

Chapter: - select the appropriate chapter.

Joint Petition: - select appropriate‘y’ or ‘n’.

Deficiencies. - select ‘n’ if al schedules and statements are included.
Select 'y’ if any schedules and/or statements are to befiled later.

Click on Next to continue or Clear to reset.

O OO0 O 00

STEP 3 The Sear ch for a party screen appears.

EE F Bankruptcy + Adversary + Query -+

Open New Bankruptcy Case

Search for a party
SSN [123-45-6789 TaxId |

Last/Business name ImsshingcnnJ
Search | Clear

¢ SSN - enter debtor’s Social Security Number or if business enter Tax Id
number.
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Bankruptcy

STEP 4

Click on Search

search.’

G
G
¢
¢

The Party Information screen appears.

Section 6 Case Opening

Last/Business Name - enter debtor’s last name or the business name.
Search for a party screen will appear again to give you the results of your

If Party/Business is not found, click on Create New Party.

sECF

Bankruptcy

[Party Information

Adversary + Query =

Last name IUEShingtDn

Middle name

SSN  |123-45-6789 333.11-1234

Office |

Reports « Utilities

First name |George

Generation | Title |

TaxID I

Address 1 1111 Valley Forge Rd

Address2 | Address 3 |
City [canton State [or  Zip [sa702
County lm Country l—
Phone l— Fax l—
E-mail |
ProSe m Role |Deblor(db:pty) j
Party text |

Alias | Review. | Add all aliases hefore
— = clicking the Swhmit button.

Submit | Cancel | Clearl

OO0 00000 O OO0 O

Last Name - the debtor’s Last name will default to Last/Business name
searched. Use your [7ab] key to advance to the next field(s).

First Name - type the debtor’s First name.

If applicable, enter the debtor’s Middle Name, Generation (exp. Jr., Sr.)
and Title (exp. Mr., Ms.).

The debtor’s SSN (with dashes) or Tax ID number will default to SSN or
Tax Id you searched on, if applicable.

Enter the debtor’s Mailing Address.

Select the appropriate County.

Only use Country field if country is not U.S.A.

Phone, Fax, E-mail fields are NOT required for debtors.

Pro Se field defaults to (no). If (yes), click on down arrow to change.
Select the appropriate Role (i.e. Debtor db:pty)

If there is text you wish to include on the docket after the debtor’s name,
(i.e. D.D.S., a Virginia corporation, etc.) key this in the Party Text
window.

If your search is successful and your debtor’s name appears in the Party Search result list (1) verify that it is
the correct name (2) click on the name to highlight it and (3) click on Select Name from List.
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¢ Click on Alias to allow for inclusion of one or more aliases of the debtor.*
¢ Click on Review, if you would like to review/change debtor’s Alias
information.
Click on Submit to continue, or Cancel to restart, or Clear to reset
defaults.’
STEP 5 The Information Regarding Debtor & the Statistical/Administration screen
appears.

EECF Bankruptcy + Adwversary + Query + Reports -« Utilities +« Logout
Open New Bankruptcy Case

Type of debtor ¥ {In ! 7 Corporation [ Partnership [ Other
[T Railroad [T Stockbroker [T Comunodity Broker

Fee status lF‘aid—;I
Nature of debt W
Voluntary lm

Origin [Orginal 7]
Date splititransfer l—

Mext Clearl

Asset notice INo -
Estimated number of creditors |1-15 'I

Estimated assets I F0-$50,000 j

Estimated dehts |1 $0- 50,000 j

¢ Type of Debtor - select by clicking appropriate check box.
¢ The remaining fields are completed by clicking the down arrow to the right
of the drop down box and highlighting the appropriate information
matching the Voluntary Petition:
Fee Status - select ‘Paid’ or ‘Installment’.
Nature of Debt - select ‘business’ or ‘consumer’.
Voluntary - select ‘voluntary’ or ‘involuntary’.
Origin - leave this field at the default value of 0 (zero).
Date Split/Transfer - leave this field blank
Asset Notice - select ‘No’ or ‘Yes’ for Chapter 7 cases, select ‘Yes’
for Chapter 11 and 13 cases.
Estimated Number of Creditors - field defaults to ‘1-15.' Modify
if applicable.
< Estimated Assets - ficld defaults to ‘$0-$50,000.” Modify if
applicable.
< Estimated Debts - field defaults to ‘$0-$50,000.” Modify if
applicable.
¢ Click on Next to continue, or Clear to reset defaults.

NNNNNNAN

N

*You may add up to 5 Aliases.

3You will be prompted to repeat Steps 3 and 4 if you indicated the case to be a joint filing.
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STEP 6

STEP7

Section 6 Case Opening

The Select the pdf document screen appears.

EEC F Bankruptcy  «  Adversary

Open New Bankruptcy Case

Select the pdf document (for example: CA1990w301-21 pdf).
Filename

|\ Browse... |
Attact sto D s & Mo O Yes

Mext | Clear |

)OO

OO0 OO0

The Receipt screen appears.

Type file name in blank; be sure to include the .pdf extension or
Click on Browse to navigate to the appropriate directory and file.

Attachmentsto Document: - defaultsto ‘No’, click ‘ Yes' if attachments
exist.

< If ‘Yes isselected, the Select one or mor e attachments screen
will appear.

EE F Bankruptcy  +  Adversary s+ (Query + Reports -+ Utilities + Logout

[Select one or more attachments.

1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)

Filename

I Browse...

[2) At your option, select a document type andfor enter a description
Type Description

I =
[3) Add the flename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is
omplete, click on the Next button.

Add to List
R’amnve frorn List

Next

Select the filename of your attachment by using Browse.

Click on the arrow next to Type and click on type of attachment, if listed.
Click in Description box and type in any additional description, or add
description, if not listed under Type.

Click on Add to List.

Continue to add attachments using the steps above as necessary.

Once al attachments have been added, click on Next.

EE F Bankruptcy -+ Adversary  + Query

Open New Bankruptcy Case

or Receipt #, Enter CC for Credit Card or O for Other Payment.

Beceipt #: Iccl

Fee: §J200

IMext | Clear |
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STEP 8

STEP9

STEP 10

¢ Receipt #. - type ‘CC’ for Credit Card, ‘Check’ for payment by check or
‘installments’.
¢ Click Next to continue.

The Docket Text screen appears.

EECF Bankruptcy  +  Adversary + Query « Reports -« Utilities
iOpen New Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition IWIJE necessary info here | Receipt Number cc, Fee
Amount $200. Filed hy George Washington . (Attachments: # (1)) (demo, )

Next Clear

¢ Verify docket entry to ensure that information is correct.
¢ If correct, click on Next.
¢ If docket entry isincorrect, click on Back to make corrections.

The Docket Text: Final Text screen appears.

E=

Open New Bankruptcy Case

Reports + Utilities

Adversary + Query -«

Bankruptcy

Docket Text: Final Text

Chapter 7 Voluntary Petition fype necessary info here. Receipt Number ce, Fee Amount
$200. Filed by George Washington. (Attachments: # (1)) (demao, )

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

Clear

¢ Verify docket entry.
¢ If correct, click on Next to submit filing to court.

The Notice of Bankruptcy Case Filing screen appears.
EECF Bankruptcy +  Adversary + Query -« Reports « Utilities

Open New Bankruptcy Case
Metice of Banloruptey Case Filing

The followmg transachon was recewved fom deme, on 12/14/2001 at 159 PM EST

Case Name: George Washngton
Case Number: 01-60003

Document Number: 1

Docket Text:
Chapter 7 Voluntary Petition. Receipt Mumber ce, Fee Amount $200. Filed by George Washington

The followmg decument(s) are associated with this transachion:

Document description: Main Document

QOriginal filename: C:'FDF Documents/00-61200volp pdf

Electronic document Stamp:

[STAMP bkect3tarnp_TD=385%01243 [Date=12/14/2001] [FileMumber=56151-0] [
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¢

Section 6 Case Opening

The Notice of Bankruptcy Case Filing screen confirms that the system has
received the case and is now an official bankruptcy case and provides the
following information:

< Date & Time case was filed.

< Name of filer, Case Name & Case Number.

< Document Number & Document Text.

< Name & Address of persons that will receive Electronic Notice of
Filing.
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Adversary Section 7 Case Opening

To open an adversary proceeding begin by selecting Adver sary from the CM/ECF toolbar, then
select Open an AP case.

STEP1 The Open Adversary Case screen is displayed.

Open Adversary Case

Case type |ap |~
Date filed 2/25/2004
Complaint |y |+

(e

Case Type- select ‘ap.’

Date Filed - will always default to current date.

Complaint - select 'y’ for acomplaint, ‘n’ for a Notice of Removal.
Select Next to continue, or Clear to reset defaults.

)OO

STEP 2 The Add Associated Cases screen displayed.

EEC F Bankruptcy . Adversary

Open Adversary Case

Lead case number 03-01836
Association type Adversary v

¢ L ead case number - typein the number of the main case in the format
shown in the example.

Association type - select * Adversary’

Select Next. The next screen gives you the Division and Judge the caseis
assigned to.

Select Next. The Search for a party screen is displayed.

OO0

Open Adversary

Bearch for a party

SSN || Tax Id |
Last/Business name '

Search | Cleérl
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In this step you will be adding the parties to this adversary proceeding (plaintiffs and defendants),
and their attorneys (if applicable). Parties may be added in any order.

¢ Begin by searching the database for your first party to the adversary
proceeding. The search may be done using either the SSN/Tax Id or the
L ast/Business name of the party.® Select Search.

STEP 3 The Party sear ch results are displayed.
SECF  cowoe
Search for o party
&SN | Fax Id
LastEnsimassname |
Party seqasch resulis
Washington, Ganme =]
Galaet nans fom it | Lt N ey |
If the party’ s name appears in Party search results window, highlight the
name and click the Select name from list button.
If the party’ s name does not appear in the Party search results window or
you see a No person found response, click on the Create new party
button and proceed to Step 5.
STEP 4 The Party Information screen is displayed.
EECF Bankruptcy + Adversary + Query + Reports -+ Utilities
Party Information
George Washington SSN:123-45.6730
Office | Address 1 [1111 valley Forge Rd
Address 2 | Address3 |
City [camcon State [on  Zip [eamoz
County [Stak 7] Cowntry [vs2 |
Phone [(330) 123-9567 Fax [
E-mail |
ProSe [0 =] Role [Plaintif (pla:piy) =1
Party text |
aomey | Aias | _Revew | S
Submit | Cancel | Clear |
¢ Role - used to reflect the role of your party, either a plaintiff or defendant.

6The |ast/business name search is case-sensitive.
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STEPS5

STEP 6

Section 7 Case Opening

Pro Se - select appropriate status for the party in thisfield.

Party text - if thereistext after the party’s name (i.e. * Alabama
Corporation,” ‘Trustee,” etc.) typeit in thisfield.

Alias - select this button if the party has any known aliases.

Attorney - select this button to enter an attorney if the party is represented
by one. Proceed to Step 6.

OO OO

If your party does not appear in the pick list or you receive a No person found
message, you will need to add the party to the database. Select Create new party.

The Party Information screen will be displayed.

Party Information
Last name | First name |
Middle name | Generation | | Tile [
58N 222111234 Tax ID
Office | Address 1 |
Address2 | Address 3 |
City ,— State l_ Zip ,—
County lﬁ Country l—
FPhone ,— Fax l—
E-mail |
ProSe m Role |P\amt|ﬁ(p\a pty) j
Party text |
Attorney. | Alias: | Review. |ﬁ$m:§:?jg&nﬁ;ﬁfewm”
Submit Cancel M

¢ Refer to Step 4 for adding party information.

After the Party Information has been added, click on the Attor ney button to add
an attorney to the case. The Sear ch for an attorney screen will be displayed.

EEC F Bankruptcy

earch for an attorney

BarId ||
Last name I

Search | Clear

¢ Bar 1d - thisfield isfor information only; do not do a search for an
attorney using the Bar Id.

¢ L ast name - typein up to 10 letters’ of the attorney’ s last name and click
on the Sear ch button.

¢ The Attor ney sear ch results are displayed. If the attorney’ s name appears
in the Attorney search results window, proceed to Step 8.

7The search is case-sensitive.
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STEP7

STEP 8

Section 7 Case Opening
G

If the attorney’ s nameis not listed, or *No person found’ appears, click on
the Create new attorney button.

Attorney search results

No person found.

Create new attarney |

After clicking on the Create new attorney button the following Attor ney
I nfor mation screen will appear.

EECF Bankruptcy + Adversary e« Query - Reports « Utilities o
Attorney Information
Lastname |  TFistname |
Middle name ,— Generation l—
Tide [ Barld [
office [ Addressl |
Address2 [ Address3 [
ciee [ State | |
m Cowtry [
Phome [ Fx [
Emal [ Leadattomey [yes 7
Click the Add attormey or Cancel attomey button to retur to
Add attarney | Cancel attomey | Clear | the Party soreen and add other attomeys, add aliases, or
submit all information for this party

¢ Enter name and address of attorney for the party.
¢ Select Add attorney.
¢ The Party Information screen appears. Select Submit if you do not have

another attorney to add for this party. If you have another attorney to add
for this party, select Attorney and repeat Step 6.

A successful attorney search will display the Attorney sear ch results screen with
the attorney’ s name listed.
SECF

earch for an attorney

BarId
Last name
Search | Clear

Bankruptcy +  Adversary  +

[Attorney search results

L iches S
Listen, Will L
=
Select name from list | Create new attorney
¢ Select the attorney’ s name from the resullts.
¢ Click on Select name from list.
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STEP9

STEP 10

STEP 11

STEP 12

Section 7 Case Opening

The Attor ney Information screen is displayed.

\Attorney Information (Party BUSBY, JOE K)

JIM SMITH Bar Id:BOCKMAN Bar Status:Unknown

Office Address 1
Address 2 712 ROCKY ROAD Address 3
City TUSCALOOSA State AL
Zip 35401 Country
Phone Fax
E-mail Lead attorney |yes [v]

Click the Add attorney or Cancel attorney button to return to
[ Add attorney l I Cancel attorney I the Party screen and add other attorneys, add aliases, or
submit all information for this party.

¢ If needed, you may change the contact information. Any changes made to
the attorney’ s contact information will apply only to this adversary
proceeding. If you determine that thisis not the correct attorney, select
Cancel Attorney and return to the last instruction of Step 4.

¢ Lead attorney - select ‘yes' if thisisthe lead (or only) attorney for this
party.

¢ Select Add Attorney.

The Party Information screen is displayed again.

¢ Verify information. Selecting the Review button allows you to view all
aliases and attorneys you have added for this party.

¢ Select Submit. Thiswill add the party to this adversary proceeding.

The Search for a part

y screen displays again.

un Advercary

carrh fir w g
EL

|| T, I

Vax i |

Refer back to Step 2 to add remaining parties.
When all parties have been added, select End Party Selection.

The Open Adversary Case screen with statistical information is displayed.

iy Balworaary

Pty rad [SLIE

Mntrwrn-of wux |43 8 |CE =amc iem Dlacharges

Hragm [T 7iagre Frrmrie

Tusinifes i |
Fele 10 rhae wrmg 1 =

ddary damaand [Raw
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STEP 14

STEP 15

Section 7 Case Opening

Party code - select the role of the United States in this adversary
proceeding.

Nature of Suit - select the relief being sought.®

Origin - select the origin of this complaint.®

Transfer date - leave thisfield blank.

Rule 23 (class action) - select ‘y’esor ‘n’o.

Jury demand - select party requesting a jury or None.

Demand ($000) - if this adversary complaint seeks monetary relief, enter
the amount in thousands of dollars.

Select Next.

OO0 O

0

The Select pdf document screen is displayed. In this step you will be attaching
the complaint document file.

EEC F Bankruptcy . Adversary

Open Adversary Case

Select the pdf document (for example: C:\199¢cv501-21.pdf).
Filename

Browse...

|Attachments to Document: @ No O Yes

¢ Refer to Step 6 of Bankruptcy Case Opening (page 23).

The Receipt screen appears.

rpan Adversary

OIFET USERY OFLY: Il this is & 7270852 ctine tu Davchinge, Sot 73708 Flug Naxt

'['-q Rosplprd, Endur 00 S Cradin Dl sw O T Crrley Paymoss

HER

Tkl =T

¢ Receipt # - type ‘' CC’ for Credit Card, ‘Check’ for payment by check or
‘installments’.
¢ Click Next to continue.

8t there are multi ple counts to the complaint, select the one that appears first on the list.

®Thisfield will usually be the default * Original Proceeding.’
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STEP 16 The Docket Text: Modify as Appropriate screen is displayed, allowing for
addition of prefix and/or additional text.

EECF Bankruptcy  «  Adwersary + Query + Reports «+ Utilities
Open AdversaryiMP Case

Docket Text: Modify as Appropriate.

Amended ~| Complaint |‘:D determine dischargesbi by Error: party not known
against George Washington . Receipt Number cc, Fee Amount . (bpeel, )

¢ In the first box you may add a prefix if applicable.
¢ In the second box you may type any additional information about the

complaint.™
¢ Select Next.

STEP 17 The Docket Text: Final Text screen is displayed.

EECF Bankruptcy + Adversary +« Query -+ Reports - Utilities
Open Adversary/MP Case

Docket Text: Final Text
Amended Complaint fo determine dischargeability of debi by Error: party not known
against George Washington. Receipt Number cc, Fee Amount. (bpeel, )

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

'N_g_xt_‘ Clear

¢ Verify the text docket entry. Thisiswhat will be displayed on the docket
and is your final chance to correct any errors. Any text you added in the

previous step will appear initalics.
¢ Select Next to submit filing.

Receipt of Filing

Once final docket text is submitted, the Notice of Electronic Filing screen is displayed, giving
confirmation of ECF receiving the entry and the Adversary Proceeding number assigned. All
subsequent pleadings in this complaint must be filed using this number. It is now an official court

document.

19 brief description of the complaint is encouraged (e.g. ‘to determine dischargeability of a debt.’
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Application For Compensation Section 8 Docketing

CM/ECEF records professional fee and expense requests filed by trustees, attorneys or other
professionals.

In this process the user selects as many applicant records as necessary and has the option of
permanently adding them as a party to the case. If there is no need to have each professional
application as an active participant on the case, the Person record will appear on the Party pick
list only for this event. Filers will be identified separately even if the filer is requesting fees
and/or expenses on his/her own behalf.

This lesson shows how to process applications filed:

¢ by trustees or attorneys for other professionals,
C by trustees on their own behalf,"'
¢ by attorneys for their own fees and expenses.
STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

o
EE F Bankruptcy  «  Adversary . Query « Reports « Utilities -« Logout ?

STEP 2 The Bankruptcy Events screen displays.

ZECF oo
o Bankruptcy

Bankruptcy Events

AnswerResponse. .
Appeal

Claim Actions

Creditor Maintenance. .
File Claims
MotionsfApplications
Hotices

Cpen a BE Case
Other

Flan

¢ Click the Motions/Applications hyperlink.

If trustee is filing for fees/expenses incurred by trustee, he/she must be logged in as an attorney, not as trustee. If
logged in as trustee, an error will occur which will prevent the application from being filed.
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STEP 3

STEP4

STEP5

The Case Number screen displays.

EECF Bankruptcy + Adversary + (Query

File a Motion

Case Number

ID 1-61200 0012345, 1:90-hk-12345 or 1.90-hk- 12345

MNext | Clear |

Section 8

¢ Case Number - type number in YY-NNNNN format.

¢ Click Next.

The File a Motion screen displays.

[
| EECF Bankruptcy ¢ Adversary

IFile a Mation

Synid Lisr, Mdodior o ﬂ
By, -hbation to
Charge Veats, Moo to
Ciompal Wiution 1o

iI:f"!'i-'li--‘Ia!“ Pelating 1

| Camtampl, kition o1
| Contning: Hearing, Mction Lo |

ezl Cleai |

Docketing

¢ Use the scroll bar to locate the desired motion * Compensation’

¢ Click on the Next button.

The Joint filing with other attorney(s) prompt is displayed.

EEC F Bankruptcy

File a Motion:
01-61200 Georze Washington

7 Jomt filing with other attorney(s).

et | Clear |

Click in the Joint filing with other attorney(s) box to add any additional

attorneys.
Click Next to continue.



Application For Compensation Section 8 Docketing

STEP 6

STEP7

The Party Selection screen appears.

EE F Bankruptcy  +  Adversary

File a Motion:
01-61200 Georze Washington

Select the Party:

White House Finace, [crer] (153717 «]  AddfCreate MNew Party
EArmy Surplus Inc, [orcr] (1536:1)
Demczyk, Michael V. [tritr] (853:1)
Washington, George [pty:db]

=
¢ Select Professional(s) requesting compensation. If the professional(s)

does/do not appear on the party list, click Add/Create New Party to add.
All applicants should be added at thistime.

If you arefiling as attorney for your own fees and expenses, select the
party whom you represent.

Process the party addition(s). Don't forget to select the proper Role Type.

The Party Selection screen now temporarily lists the professional (s) on
the pick list.
¢ Click Next to continue.

OO 0

If attorney/trusteeisfiling on behalf of other professionals and no attorney/party
association exists in the case, the following screen appears.

EE F Bankruptcy  +  Adversary

File a Motion:
01-61200 George Washington

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

[T Army Surplus Inc, (crer) represented by demo, (aty)

Nextl Clearl

¢ If attorney/trustee does not represent professional as hig/her/its attorney,
DO NOT check the box.

¢ Click Next to continue.
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Section 8 Docketing

¢ Refer to Step 6 of Bankruptcy Case Opening (page 23) for uploading a pdf

STEP 8 The Select the pdf document screen displays.
File a Motion:
01-61200 Geerge Was] ot
Select the pdf document (for example: CA19%cv501-21 pdf),
Filename
| Browse...
|Attachments to Document: & Mo © Yes
M Clear
document.
STEP9

The Fee Processing screen displays, presenting you and each party selected on the

party selection screen. Data entered on this screen are recorded in the professional
fees and expenses record for inclusion on the Professional Fees reports.

EECF Bankruptcy » Adversary -+ Query -« Reports -« Utilities - Logout
File a Motion:
01-61200 George Washington
Applicant demo Type |Debtar's Attormey -
¥ Filer
From I To
Fee request § I Expense request §
Applicant Army Surplus Inc Type |Other Professional =
[ Filer " Party
From I To
Fee request $ I Expense request $
M Clear
¢ Two check boxes may appear for each party.
< Filer - Filer check box will appear below each party record. Check
this box for the filer of the application.
< If the party is not currently a party to the case, a Party check box

appears below the professional type pull down list. The
professional fee record will be created regardlessif the applicant is
aformal party on the case. If you choose this Party check box, the
name will appear on the party pick list for this case in future
processing. If the party is aready a party to the case, no Party

check box will appear.

¢ Type - select appropriate professional Type to record the applicant’srole
in the case. The professional Type of the applicant will be listed on the

Page -36-



Application For Compensation Section 8

STEP 10

STEP 11

Awar ded Professional Fees report.
From - Enter adate for services performed, if appropriate.
To - Enter adateif adate range is appropriate.

or‘, (commas).

O OO0

signor‘, (commas).

Docketing

Feerequest $ - enter the amount in dollars and cents. Do not use‘$’ sign

Expenserequest $ - enter the amount in dollars and cents. Do not use ‘$

The M odify Text screen appearsto allow you to select a prefix or add more detail

to the docket text.

> C
E F Bankruptcy +  Adversary + Query + Reports  Utilities

File a Motion:
01-61200 George Washington

Docket Text: Modify as Appropriate.

IInterim 'l Application for Compensation |aEEDrnEY for Army Surplus for Army
Surplus Inc , Accountant, Fee: $600, Expenses: $250. Filed by demo . (demo, )

Nextl Clearl

¢ Click Next to continue.

The Final Text editing screen appears.

3
File a Motion:
01-61200 George Washington

Bankruptcy Adversary «  Utilities

+« Query + Reports

Docket Text: Final Text

Interim Application for Compensation afterney for Army Surplus Inc for Army Surplus
Inc, Accountant, Fee: $600, Expenses: $250. Filed hy demo. (demo, )

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

Clearl

Verify the final docket text. If correct, click Next.

OO

button to the Fee Award screen and change the figures.

If the final docket text isincorrect, you must click on your browser’s Back

To abort or restart the transaction, click on the Bankruptcy hyperlink on

the Menu Bar.
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STEP 12

Docketing

The Notice of Electronic Filing screen will display showing the essential datafor

thisfiling. Scroll down to view the entire receipt.

EECF Bankruptcy + Adversary + Query + Reports « Utilities « Logout
File a Motion:

01-61200 George Washington

Motice of Electronic Filing
The following transaction was received from detno, on 12/18/20071 at 12:21 PM EST

Case Name: George Washington
Case Numbher: 01-61200
Document NMumber: 2

Docket Text:
[nterim Applcation for Compensation atiorngy for Arsny Surplus Ine for Army Surplus Inc, Accountant, Fee: B600,
£250. Filed by demo. (dema, )

The following document(s) are associated with this transaction:

Document description: }ain Document
Original filename: C/PDF Documents/00-61200welp pdf

¢ The Notice of Electronic Filing appears each time you submit afiling to
the court through the ECF system. Each notice will include the following:

Who filed the document

Date and Time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

NNNNNNNNAN

¢ Print receipt

< Click on File at the top of the Netscape Navigator screen and

select Print Frame, or
< Click onthe Printer I con at the top of the page.
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Motion For Relief From Stay Section 9 Docketing

The following instructions will guide you through the process of Filing and Docketing a Motion
For Relief From Say in the Electronic Case Filing (ECF) system.

STEP1

STEP 2

STEP 3

STEP4

Select Bankruptcy from the Main Menu, and then click on M otions/
Applications hypertext link.

The Case Number entry screen appears.

EE F Bankruptcy +  Adversary ¢+ Query

File a Motion

Case Number

01-6z100] 99-12345, 1:99-bk-12345 o1 1-99-bk- 12345

Mext Clear

C Case Number - enter a case number in YY-NNNNN ** format and click on
the Next™ button to continue.

The select the type of motion/application being filed screen appears.
zECF Bankruptcy  +  Adversary
L&)

File a Motion

01-61200 George Washington

Reinstate Case, Motion to ;I
Reinstate Stay, Motion to

Reject, Mation to

Release of Unclaimed Funds, Mation for

Relief from Co-Debtor Stay, Mation far —
Remand, Motion for
Remove Debtor as Debtor in Possession, Motion to j

et Clear

¢ Using up and down arrows to the right of the box, scroll the optionsto
highlight the type of document being filed. In this case choose Relief from
Say.

¢ Click on Next to proceed, or Clear to repeat selecting options.

The Joint filing with other attorney(s) prompt is displayed.

EE F Bankruptcy

File a Motion:
01-61200 George Washington

™ Joint filing with other attorney(s).

Mext | Clear |

121y pe case number in Y'Y-NNNNN format (ex.02-61000)

i you are prompted that you entered an invalid case number, click on the Back button hypertext link to re-enter.
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¢ Click in the Joint filing with other attorney(s) box to add any additional
attorneys.
¢ Click Next to continue.

STEP5 The Select the Party screen appears.
EECF Bankruptcy  +  Adversary

File a Motion:
01-61200 Gecrge Washington

Select the Party:

Army Surplus Ine [oreor] | AddiCreate Mew Party
Washington, George [pty:db]

|
¢ If name of party appears, click on the name and click Next and proceed to
Step 10.

¢ If name does not appear, click on Add/Create New Party.

STEP 6 The Search for a party screen appears.

Bankruptcy  +  Adversary  + Query «

Last/Business name |AITHY
Search | Clearl

C Searches* may be done using SSN (Social Security Number), Tax Id
number, or Last/Business name.
¢ Click on Search.

STEP7 The Party search results screen is displayed.

Search for a party

SSN Tax Id
Last/Business name

Search | Clear

Select name from list | Create new party

i searching with Last/Business name, enter at least one character (and up to 10) of party’slast name or business
name, using upper and lower case characters.
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¢ If party’ s name appears, click on it so that it becomes highlighted and click
on the Select name from list button.
NOTE: If you are an attorney filling on behalf of a creditor, you must
enter the creditor’ s name in care of you the attorney. See STEP 9.

¢ If party’s nameis not found, click Create new party button and proceed
to Step 9.

STEP 8 The Party Information screen will be displayed.

Almzstfl:zlus - Address 1
Address2 [ Address3 [
Gy [ State [ Zp [
Comty [ =] Comtry [
Phome [ Fx [
ProSe :ﬁl Role [Creditor (crer)
Party text |
¢ Modify and/or verify information, if applicable.
¢ If you are an attorney filling on behalf of a creditor, enter the creditors
name in care of you the attorney. Type the c/o John Doe statement in the
Address 1 field and then, starting in the Address 2 field, enter the your,
the attorney’s, mailing address.
¢ Role - click on drop down box and select appropriate party role (e.g.
Creditor (cr:cr)).
¢ Party Text - add additional information such as ‘A Virginia Corporation’
in the box provided.
¢ Click Clear to re-key party information or Cancel to go back to the Select

the Party screen.
¢ Click on Submit to continue and proceed to Step 10.

STEP9 If you selected Create New Party from the Select the Party screen, anew Party
I nfor mation screen appears.
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¢ Enter the party information in the appropriate fields. Use the L ast name
field for last name or full business name. Press the [ Tab] key to advance to
the First name field and enter first name.

C If you are an attorney filling on behalf of a creditor, enter the creditors
name in care of you the attorney. Type the c/o John Doe statement in the
Address 1 field and then, starting in the Address 2 field, enter the your,
the attorney’s, mailing address.

Role - Click on the arrow in the box to the right and select the new
person’srole (e.g. Creditor (cr:cr)).

Party Text - add additional information such as ‘A Virginia Corporation’
in the box provided.

Click on Submit to continue, Clear to re-key party information or Cancel
to return to the Select the Party screen.

STEP 10 The Select the Party: screen appears with your party highlighted.

EECF Bankruptcy  +  Adversary -+

File a Motion:
01-61200 George Wasl

f -] Add/Create Mew Party

¢ Click on the Next button to continue.

STEP 11 Click to check the box to associate you as the attorney for the party
sel ected/added.

EE F Bankruptcy +  Adversary -«

File a Motion:
01-61200 George Washington

The following attornew’party associations do not emst for this case.
Please check which associations should be created for this case:

¥ Arroy Surplus Inc, (oror) represented by demo, (aty)

Mext | Clear |

¢ Click Next to continue.
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STEP 12

STEP 13

The Select the pdf document screen appears.

File a Motion:
01-61200 George Washington

Select the pdf document (for example: CA199cw301-21 pdf)

Filename

[c:\POF Documents\00-g1200rifstay.pd  Browse..

Attachments to Document: & No € Yes

et Clear

Type the path and file name in the blank box, or

Click on the Browse button to navigate to the appropriate directory and
file.

If there are no attachments to document, click on the Next button and
proceed to Step 14.

If there are attachments to document, (e.g. an exhibit, appendix)

< Click on the radio button next to * Yes.’

< Click on the Next button.

O OO0

The Select one or mor e attachments: screen appears. All pleading exhibits must
be attached at thistime.

EE F Bankruptcy  +  Adwversary + Query « Reports « Utilities + Logout
File a Motion:

01-61200 George Washington

Select one or more attachments.
1) Enter the pdf decument that contains attachment (for example: Clappendiz pdf)

Filename

IC :4PDF Documwents)00-61zZ00exhibita.p Browse...

2) At your option, select a document type andfor enter a description.

Type Description

| Exchibit =l

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is
complete, click o the MNext button

- Add to List
Rernove from List
o Removefiom Lt |

et |
¢ Use the Browse button to navigate to the location of all necessary files.
¢ Type - click on the down arrow to select the type of attachment, if listed.
¢ Description - type in any additional description if needed.

¢ Add to List - click this button to add selected attachment to list.

¢ As documents are added to list, they will appear in the filename list box.
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EECF Bankruptcy +  Adversary + Query + Reports -+ Utilities + Logout
File a Motion:
01-61200 George Was

Select one or more attachments.
1) Enter the pdf document that contains attachment (For example: Cappendiz pdf)

Filename

[ Browse...

2) At your option, select a document type and/or enter a description.
Type Description

3) Add the flename to the list box below. If you have more attachments, go back to Step 1. When the fist of flenames is
~omplete, click on the Nest button

CFDF Document\00-61200exhibita pdf <]
CAPDF D 0051 200index. paf Addiolst |

Remove fiom List
=

Next

STEP 14 The Receipt screen displays.

=
LE CF Bankruptcy = Adversary = OEeey

ile a Motion:
L6200 Georer Washinicron

Fr Receipe #, Ewtor CC for Credit Card o O for Other Payment.
Becagt & foe Fee:3f7s

e Clear |

¢ type ‘CC’ for Credit Card, ‘Check’ for payment by check or
‘installments’. Click the Next button to continue.

STEP 15 The M odify Text screen appearsto allow you to select a prefix or add more detail
to the docket text.

> C
E F Bankruptcy « Adversary + QOuery + Reports « Utilities

File a Motion:
01-61200 Georee Washs

Docket Text: Modify as Appropriate.

I "i Motion for Relief from Stay Iﬁlnti regquired exhibits . Receipt
Number cc, Fee Amount $75. Filed by Army Surplus Inc .
(Attachments: # (1) Exhibit # (2)) (demo, )

et | Cleat I

¢ Click Next to continue.
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STEP 16

STEP 17

The Final Text editing screen appears.

EE F Hanfouptcy  «  Aeharsary o« Query «  Eoporis

[File 2 Motion:

L6 L2000 | Se o= Wartmuton.

Trackoet Text: Flnal Tuxi

Amondied Motion for Belie! fram Sway axd meguired wekibio, Rocelpe Momber or, Foo
Amoant %75 Filed by Army Suapihey Tne. (Astnchments: # (1)
Eahihit # () Treidex) (Dos, Jakis)

Attuntion!! Submitting thes screon commats thiv transaction. Yoo will kavo oo further
opportuety to modify this subdesion i yoo continee,

¢ Verify thefinal docket text. If correct, click Next.

¢ If the final docket text isincorrect, you must click on your Browser’s

Back button to correct your entries.

¢ To abort or restart the transaction, click on the Bankruptcy hyperlink on

the Menu Bar.

The Notice of Electronic Filing screen will display showing the essential datafor

thisfiling. Scroll down to view the entire receipt.

Section 9 Docketing

EECF Bankruptcy + Adversary + Query + Reports «+ \Utilities « Logout
File a Motion:

01-61200 George Washington

Notice of Electronic Filing
The following transaction was received from demo, on 12/20/2001 at 12:38 P EST

Case IName: George Washitgton
Case Number: 01-61200
Document Number: 3

Docket Text:
Amended Motion for Relief from Stay and required exhibits. Receipt Number cc, Fee Amount $75 Filed by Army Surplus
Objections due by 1772002, (Attachments: # (1) Esxhibit # (2)) (demo, )

The following document(s) are associated with this transaction:

Document description:Ifain Document
Driginal filename: Z/PDF Documents/00-61200exhibit] pdf

¢ Refer to Section 8 page 39 for details on what appears on the Notice of

Electronic Filing.
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Answer/Response Section 10 Docketing

The following instructions will guide you through the process of filing and docketing an
Answer / Response in the Electronic Case Filing (ECF) system.

STEP1

STEP 2

STEP 3

Select Bankruptcy from the Main Menu. Click the Answer/Response hypertext
link from the Bankruptcy Events menu.

ZECF oo
S Bankruptcy

swer/Response
Eeference an Exstine moton/application
Oither Answers

¢ Choose either option:
< Reference an Existing motion/application, or
< Other Answers

The Case Number screen appears.

EE F Bankruptcy + Adversary + Query

File an answer to a motion

Case Number

Jo1-g2100 00-12345, 100 bk 12345 ar 190 bk 12345

¢ Case Number - type the case number in * YY-NNNNN’ format, click Next
to continue.
¢ If the computer prompts that you have entered an invalid case number,

click on the Back hypertext link to re-enter case number.

The select type of Answer/Response screen displays.

EE F Bankruptcy

File an answer to a motion

01-61200 George "Washington

Answer 'I
Mext | Clear |

¢ Click on arrow to the right of the box to open the selection drop down box.
¢ Highlight type of document being filed.
¢ Click Next to continue, or Clear to repeat process.
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STEP 4 The Joint filing with other attorney(s) prompt is displayed.

EEC F Bankruptcy

File an answer to a motion:
01-61200 George Washinston

™ Toirt filng with other attorney(s):

Mext | Clear

¢ Click in the Joint filing with other attorney(s) box to add any additional

attorneys.
¢ Click on Next to continue.

STEP5 The Select the Party: screen appears.
EECF Bankruptcy  «  Adversary

File an answer to a motion:
01-61200 George Washington

Select the Party:

-] AddiCreate New Party

Army Surnlus Inc [cr.cr]
Eyiashington, Gearge [pty:dh

Mext C\earl

C Click on the name of the party * filing to highlight.
¢ Click on Next to continue.

STEP6 The attor ney/party associations screen'® is displayed.
=ECF Bankruptcy +  Adversary -
Qi

File an answer to a motion:
01-61200 George Washington

[The following attorneyiparty associations do not exist for this case
Please checl which asseciations should be created for this case

W Washington, George(pty:db) represented by demo, (aty)

Nextl Clear

¢ Click to check the box to associate you as the attorney for the party
sel ected/added.
¢ Click Next to continue.

L party is not listed and Add/Create New Party is required, refer to Section 9, page 42 for instructions.

%y ou may receive this message if an attorney has not previously been associated with the party.
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STEP7 The Select the pdf document screen appears.
EECF Bankruptey  +  Adversary  +

File an answer to a motion:
01-61200 George Was

Selest the pdf document (for example: C\199cy501-21 pdf)

Filename

C:\PDF Documents)00-61200answer . paf Browse...

lAttachments to Document: & No € Yes

Mext Clear

Type the path and file name in the blank box, or

Click on the Browse button to navigate to the appropriate directory and
file.

If there are no attachments to document, click on the Next button.

If there are attachments'’ to document, click on the radio button next to
‘Yes!’

OO0 OO

STEP 8 The ‘Please select the category of documentsto which your document refers
screen displays.

File an answer to a motion:
01-61200 George Washington

[Please select the category of dosuments to which your document refers

¢ Scroll through the available options to locate the category of choice. Click
on the category to highlight.
¢ Click on the Next button to continue.

STEP9 Therefer filing to an existing document screen appears.

File an answer to a motion:
03-01836-TBB13 Roderick Deneal Golden

Select the appropriate event(s) to which your event relates

0] 02/26/2004 3 Interim App!
Tohnnie At

$1000.00, E> ses:
Attorney (Al
[ 02/26/2004 4 Agreed Mot
e,
G

[ 03/03/2004 9 Fis
of

oer
Fe $150,
Exhibit dfive) (Attorne;

Next | [ Clear

¢ Click in the box that the Answer refersto and click the Next button.

M Refer to Section 9, Step 13 (page 45) if you need to add attachments to the document.
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STEP 11

The Modify Text screen appearsto allow you to select a prefix.
EECF Bankruptcy + Adversary - Query -+ Reports -« Utilities

File an answer to a motion:
01-61200 Gecrge Washington

Docket Text: Modify as Appropriate.
Armended ~| Answer 1 Filed by George Washi (related d

($)3). (demo, )

M Clear

¢ Click Next to continue.

STEP 12 The Final Text editing screen appears.

EE F Bankruptcy + Adversary + Query -+ Reports . Utilities

File an answer to a motion:
01-61200 George Washington

Docket Text: Final Text

Amended Answer 1 Filed by George Washi (related d

[3]). (demo, )

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

:Nwll Clear

¢ Verify thefinal docket text. If correct, click Next.

If the final docket text isincorrect, you must click on your Browser’s Back
button to correct your entries.

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

STEP 13 The Notice of Electronic Filing screen will display showing the essential datafor

thisfiling. Scroll down to view the entire receipt.
EECF Bankruptcy +  Adversary +« Query + Reports

File an answer to a motion:
01-61200 George Washington

Meotice of Electronic Filing

The following transaction was received from demo, on 12/26/2001 at 11:41 AM EST

Case Name: George Washington
Case Number: 01-61200
IDocument Number: 4

IDocket Text:
\Amended Answer 1 Filed by George Washington (related document(s)[3]). {demo, )

[he following document(s) are associated with this transaction:

IDocument description:Main Document
(Original filename: C/PDF Documents/00-61200answer pdf

¢ Refer to Section 8 page 39 for details on what appears on the Notice of
Electronic Filing.
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Notice of Hearing Section 11  Docketing

The following instructions will guide you through the process of filing and docketing a Notice to
the Electronic Case Filing (ECF) system.

* n order to enter a Hearing Date/Time/L ocation you MUST obtain prior approval from
the presiding judge. Contact the Courtroom Deputy for the assigned Judge *

STEP1 Select Bankruptcy from the Main Menu, then click on the Notices hypertext link
from the Bankruptcy Events menu.

STEP 2 The Case Number screen appears.
EECF Bankruptcy -+  Adversary + Query

File a Notice

Case Number

0i-61200 0012345, 1:09-0l-12345 o 1.00-bie-12345
Mext Clear

¢ Enter a Case Number, and click on the Next button to continue.

¢ If the computer prompts you that you entered an invalid case number, click
on the Back hypertext link to re-enter.

¢ Click on Next.

STEP 3 The Select the Type of Notice screen appears.

EE F Bankruptcy »  Adversary

File a Notice

01-61200 George Washington

Motice Appointing Successor Trustee -
Motice of Deposition
Notice of Dismissal

Motice of Motion

Motice of Objection =l

¢ Using up and down arrows to right of box, scroll the optionsto find and
highlight type of notice being filed.

¢ If more than one type of notice being filed, click on one notice while

holding down the [Ctrl] key on your keyboard and click on each additional
type of notice.
¢ Click on the Next button to proceed, or Clear to repeat selecting options.
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STEP 4 The Joint filing with other attorney(s) prompt is displayed.

SECE v
(3] Bankruptcy

File a Notice:
01-61200 George Washington

I™ Toint filing with other attorney(s)

Mext | Clear |

¢ Click in the Joint filing with other attorney(s) box to add any additional
attorneys.

¢ Click on the Next button to continue.

STEP5 The Select the Party: screen appears.

File a Notice:
01-61200 George Washington

Select the Party:

AddiCreate Mew Party

et Clear

C Click on the name of the party*® filing to highlight.
¢ Click on Next to continue.

STEP6 The attor ney/party associations screen® is displayed.

L EECF Bankruptcy  +  Adversary

ile a Notice:

01-61200 George Washington

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

[~ Washington, Georze(pty.db) represented by demo (aty)

MNext | Clear |

18 party is not listed and Add/Create New Party is required, refer to Section 9, page 42 for instructions.

¥you may receive this message if an attorney has not previously been associated with the party.
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STEP7

STEP 8

¢ Click to check the box to associate you as the attorney for the party

sel ected/added.
¢ Click Next to continue.

The Select the pdf document screen appears.

EE F Bankruptcy  +  Adversary + Query

File a Notice:
01-61200 George Washington

Select the pdf document (for example: CA198cw501-21.pdf).

Filename

IC:\PDF Documentsl 00-61200noticenfhe Browse... |

lAttachments to Document: & No © Teg

Pt | Clear |

Type the path and file name in the blank box, or
file.

continue.

O OO0

44 for further instructions.

The Hearing Information screen is displayed.
EECF Bankruptcy + Adversary + Query -+ Reports -« Utilities -+« Logout ?

File a Notice:
01-61200 Georse Washington

Hearing Information

[n order to enter a hearing dateftime/lscation, you must obtain prior approval from the presiding judge. Contact the Chambers of|
Tudge Mo Judge Assigned.

Flezting Date: [D1718/2001 Calendar | Hearing Time: [10:00) & 434 € BM

Location: |Frank T Bow Fed Bldy |

3 Dees this filing refer to an exsting document in this case? (If yes, click on the box)
NOTE: If'the event you are docketing is an answerfresponse, vou will be prompted on a subsecuent screen for its related
motion. Therefore, do not click on this box to establish a relationshup to the motion you are answenng.

Mext | Clear |

¢ Enter the Hearing Date, Hearing Time and L ocation which was
determined after calling the Courtroom Deputy for the presiding Judge.

Page -52-

Section 11  Docketing

Click on the Browse button to navigate to the appropriate directory and
If there are no attachments to the document, click on the Next button to

If there are attachments to the document, refer to Section 9, Sep 13, page



Notice of Hearing Section 11  Docketing

¢ Click in the box to the left of ‘Doesthisfiling refer to an existing
document in this case?’

¢ Click on the Next button.

STEP9 The ‘Please select the category of documentsto which your document refers
screen displays.

EE F Bankruptcy + Adversary + Duery

File a Notice:
01-61200 George Washington

Please select the category of documents to which your document refers.

BNC =~
answer
appeal
claims
cmp
court
misc
mation
notice
order
plan
trustee

utility |
MNext Clear

¢ Scroll through the available options to locate the category of choice. Click
on the category to highlight.

¢ Click on the Next button to continue.

STEP 10 The Docket Text screen showing all related documents pertaining to the category
chosen in Step 8 is displayed.

EE F Bankruptcy +« Adversary =« Query e« Reports -« Utilities -

File a Notice:
01-61200 George Washington

Include  Date # Docket Text

r 12(18/2001 2 Interim Apphcation for Compensation aiiormgy for Arsey Surpius Inc for Army

Surplus Inc, Accountant, Fee: $600, Ezpenses: $250. Filed by demo. (demo, )
v 12/20/2001 3 Amended Meotion for Relief from Stay and reguired exhilits. Receipt Number cc,

Fee Amount $75. Filed by Army Surplus Inc. Objections due by 17772002
(Attachments: # (1) Exhibit # (2)) (demo, )

Mext | Clear

¢ Click in the box to the left of the motion(s) for which the hearing refers.
¢ Click the Next button to continue.
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STEP 11

STEP 12

STEP 13

The schedule associated recor ds screen displays.

EE F Bankruptcy  +  Adversary - Query - Reports - Utilities - Logout

File a Notice:
01-61200 George Washington

[The following schedule records will be associated with the docket entries specified below.
Twpe hrg

Date 1/18/2001

Tume 10:00

Location [Frank T Bow Fed Bldg

Prompt

[Select from the following docket entries those which the above schedule records should be associated with.

¥ Create Schedule record for current docket entry.

W Amended Motion for Relief from Stay and required exhibits. Receipt Humber cc, Fee Amount §75. Filed by Army
Surplus Inc. Obiections due by 1/7/2002. (Attachments: # (1) Exhibit # (2)) (demo, )

Next Clear

¢ This screen verifies the type of record (hrg) with the date and time set.
¢ Click the Next button to associate the hearing record with the current
docket entry.

Y ou will receive aprompt to ‘Go to the Utilities Section and Generate the BNC
Notice after the completion of thisevent.” [ Disregard this prompt] .

EE F Bankruptcy « Adversary + Query + Reports « Utilities

File a Notice:
01-61200 George Washmgton

Go to the Utilites Section and Generate the BINC Notice after the completion of this event.

iNext. Clear |

¢ Click the Next button to continue.

The M odify Text screen appearsto allow you to select a prefix and add any
additional docket text if needed.

EE F Bankruptcy  +  Adversary + Query + Reports + Utilities

File a Notice:
01-61200 George Washington

Docket Text: Modify as Appropriate.

I vI Motice ufHea.ri.ng Ian Awended Motion for Rel Fi.ledby Geurge
‘Washington (related d (5)[3]). Hearing scheduled for 1/18/2001 at 10:00 AM at
Frank T Bow Fed Bldg. {demo, )

Mext | Clear

¢ Click Next to continue.
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STEP 14

STEP 15

The Final Text editing screen appears.

EE F Bankruptcy + Adversary + Query + Reports s Utilities

File a Notice:
01-61200 George Washington

Docket Text: Final Text

Notice of Hearing on Amended Motian for Relief from Stay Filed by George Washington
(related document(s)[3]}. Hearing scheduled for 1/18/2001 at 10:00 A% at Frank T Bow
Fed Bldg. (demo, )

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

C\earl

¢ Verify the Final Docket text. If correct, click Next.

¢ If the Final Docket text isincorrect, you must click on your Browser’s
Back button to correct your entries.

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

The Notice of Electronic Filing screen will display showing the essential datafor

thisfiling. Scroll down to view the entire receipt.

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

File a Notice:

01-61200 George Washinston

Notice of Electronic Filing
The following transaction was recetved from demo, on 1272720071 at 1144 AW EST

Case Name: George Washington
Case Number: 01-61200
Document Humber: 5

Docket Text:
Motice of Hearing an Amended Mation for Relief from Stay Filed by George Washington (related document(z)[3]). Hearing
scheduled for 1/18/2001 at 10:00 AN at Frank T Bow Fed Bldg (demo, )

The following document(s) are associated with this transaction:

Document description: Ifain Document
Original filename: C/PDF Documents00-61200notceothearng pdf
Electronic document Stamp:
STAMP blecfStamp ID=985901243 [Date=12/27/2001] [FileMNumber=£6187-0]

¢ Click on the Bankruptcy hyperlink from the Main Menu.
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Electronic Case Filing Section 12 Claims Procedures

Filing a Proof of Claim

The following instructions will guide you through the process of Filing a Claim to the Electronic
Case Filing (ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, then click on the File Claims hypertext
link from the Bankruptcy menu.
STEP 2 The Search for Creditor screen appears. Search Hints for Creditor Database:
= C _ _ j 1. Searching is case sensitive. (Smith not smith)
UE F Bankruptcy - Adversary - Query 2. Include punctuation. (O’Brien or Garcia-
Search for Creditor Barrera)
3. Partial names can be entered. (Smi)
Case Number | 4. Significant words or names are effective.
(Radio for Radio Shack and Northwest
Mame of creditor | Radiology)
Type of creditor [Creditor | 5. Try alternate search clues if your first search is
not successful.
Mext | Clear | 6. Wild cards are not required but may be used.

Case Number - enter Case Number (include hyphen).
Name of creditor - leave blank for the system to display pick list of all
existing creditors for the case selected.

Type of creditor - select one of the available options from the drop down
menu.

Click on Next to continue, or Clear to re-enter search data.

O OO0

STEP 3 The Select a Creditor for Claim screen appears. This screen will access existing
creditors in the case for selection.

EE F Bankruptcy +  Adversary « Query

Select a Creditor for Claim

Case 01-61200; George Washington

[5213 - Army Surplus - 111 Winchester ST. Charleston, W 93777 7]

Add Creditor

Nexll Clear

¢ Click on the down arrow to the right of the dialog box to display a list of
all creditors for the selected case.

¢ If there is an exact match, click on the creditor to highlight and click Next,
proceed to Step 5.

¢ If creditor is not listed or listed with a different address, click on Add
Creditor hypertext link and see section 5 - page 18.
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STEP5

STEP 6

Proof Of Claim Information For screen appears.

Case Mumber. Amends Claim # Duplicates Claim # Filed By:

01-61200 LR Creditor =
Statu
Last Date To File LastDate To i B 121312000 | Late: [No = =L

Proof Of Claim Information For

5213 - Army Surplus
111 Winchester ST.
Charleston, WV 93777

File(Gowt)
Amount Claimed
Secured Priority Unknown Total (Display Only)

[ [ I
Amount Allowed
Total Disglay Only)

Amends Claim # - enter claim number this claim amends.

Duplicates Claim # - if claim isaduplicate of one already filed, enter
claim number this claim duplicates.

Filed By - system defaults to creditor, click on down arrow to the right to
select from the available options.

Late- isthisclaim filed after claims expiration date? Click on down
arrow to the right to select No or Yes.

Status - leave blank or click on down arrow to the right to select one of
the appropriate options.

Amount Claimed - enter amount of claim in appropriate field(s) including
decimal (do not include dollar sign).

Description - use for any additional information you may want to include.
Remarks - use for any additional information you may want to include.
Next - click this button when all claim information has been entered.

The Select the pdf document screen appears.

EE F Bankruptcy +  Adversary + Query

Caze 01-61200
Select the pdf document (for example: CA19%ew501-21 pdf)

Filename

IC:\PDF Docurents) 00-61200claim. pdf  }

Attachments to Document: & 1o ¢ Yes

MNext | C\earl

¢

Refer to Section 9, Step 12 (page 44) for upload instructions.
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STEP7

The Notice of Electronic Claim Filing screen appears confirming the document
was received and is now an official court document.

EE F Bankruptcy +  Adversary + Query + Reports

Motice of Electronic Claims Filing

The following transaction was recetved from Doe, Tohn on 12/31/2001 at 11.3% AWM EST

Case Name: George Washington
Case umber: 01-61200
Army Surplus
Creditor Name: 111 Winchester ST.
Charleston, "W 93777
Claim Number: 1

Total Amount Claimed: $3500.00
The following document(s) are associated with this transaction:

Document description: l{ain Document

Original filename: C/PDF Documents/00-61200clatm pdf

Electronic document Stamp:

[STAMP bkecfStamp TD=%35%01243 [Date=12/31/2001] [FlleMumber=£208-0] [

a5e880aee7 2b 3 atbe558fde37ad55bb 1226 a26fccf 5006 98fdBbIE Bbi2edbiTh0de0d
B4f7b285188e1c4094e2%96ebdeTb 74806402034 80eecibbeedf1875]]

¢ The Notice of Electronic Claims Filing displays the date and time the
transaction was received by the court, creditor name, claim number, and
other case participants.

¢ Print a copy of the Notice of Electronic Claims Filing screen as areceipt
of docketing for your records.

Assignment/Transfer of Claim

The following instructions will guide you through the process of Assigning or Transferring a
Claim in the Electronic Case Filing (ECF) system.

STEP1

STEP 2

STEP 3

STEP4

STEPS5

Select Bankruptcy from the Main Menu, then click on the Claims Actions
hypertext link from the Bankruptcy menu.

Enter the Case Number, then click on the Next button.

Assure that the case number and debtor name are correct, then select Notice of
Transfer and Assignment of Claim and click on the Next button.

Skip the next screen, which allows you to select Joint filing with other attorney(s).
Click on the Add/Create New Party link to add the party to whom the claim is

being assigned or transferred. (NOTE: Always follow the instructionsin the Style
Guide when adding a new party.)
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STEP 6

STEP7

STEP 8

STEP9

STEP 10

STEP 11

Once the assignee’ g/transferee’ s party information has been added, click on the
Submit button.

Create an attorney/party association by clicking on the button in the next screen.
Skip this screen if you are a Claims Agent whose address is the same as the
assignee/transferee.

Attach the PDF of the claims transfer document.

Enter the Claim Number(s) in the provided field and the chose the Status of the
Claims.

Enter the name of the Transferor and the Transferee, in the correct fields. Enter
the Trustee claim number if different than that on the claims register. Click on the
Next button.

Modify the docket text as appropriate. Click on the Next button and verify that the
docket text is correct. Click on the Next button and the Notice of Electronic Filing
will be displayed.

Withdrawal of Claim

The following instructions will guide you through the process of Withdrawing a Claim in the
Electronic Case Filing (ECF) system.

STEP1

STEP 2

STEP 3

STEP4

STEP5

STEP 6

Select Bankruptcy from the Main Menu, then click on the Claims Actions
hypertext link from the Bankruptcy menu.

Enter the Case Number, then click on the Next button.

Assure that the case number and debtor name are correct, then select Withdrawal
of Claim and click on the Next button.

Skip the next screen, which allows you to select Joint filing with other attorney(s).
Select the party who iswithdrawing the claim. If that party’ s name does not

appear in the Select the Party box, click on the Add/Create New Party link.
(NOTE: Alwaysfollow the instructions in the Style Guide when adding a new

party.)

Once the assignee’ s party information has been added, click on the Submit
button. (NOTE: Always select Creditor in the Role box.)
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STEP 8 Select the party and click Next.

STEP9 Attach the PDF of the withdrawal of claim document.

STEP 10 Enter the number of the claim being withdrawn in the provided field and choose
the Status of that claim. Click the Next button to continue.

STEP 11 Modify the docket text as appropriate. Click on the Next button and verify that the

docket text is correct. Click on the Next button and the Notice of Electronic Filing
will be displayed.
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Query Index

The Query function alows the user to view avariety of data categories and reports for individual
cases, such as docket report, filers, or associated cases.

Case number or characteristics are first specified on the selection screen shown below. If more
than one case/person meets the criteria, the user selects one and then chooses what data to view.

* You will beasked to enter your PACER login and password to view case information if you are
not already logged into PACER *

STEP1 Select Query from the Main Menu, the Sear ch Clues Query® screen appears.

EECF Bankruptcy + Adversary + Query + Reports -« Utllities
Query
Search Clues
Case Number [ors1zon | (Example: 93-60013)
Last Mame l— (Examples: Desoto, Des™)
First Marne l— Middle Name l—
= — Tax ID —
Type |—;[
Run Query | M

Case Number - enter the Case Number in “ YY-NNNNN' format.

Run Query - click this button to Run Query.

Last Name - if Case Number not known, enter Last Name and click on
Run Query.

Type - select a person Type to narrow the search.

Other fields can be used if additional information is needed.

OO0 OO0

STEP 2 The Query selection screen displays.

01-61200 Georze Washington
Case type: bk Chapter: 7 Asset: o Vol: v
Date filed: 12/13/2001 Date of last filing: 12/22/2001

Query
Alases Historg/D ecuments
ted Cases Notice of B Case Filing
Attorneys Parties
Case Summary Related Tt
Creditors Status

DeadlinesiHearmgs Trustee
Docket Report
Filers

2y ou must enter at least one search criterion for Query function to work.
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ALIASES

STEP1 Click on the Aliases hypertext link. The Parties with aliases screen appears
showing al parties with aliases.

Bankruptcy + Adversary - Query -« Reports -« Utilities

01-61200 George Washington
Case type: bk Chapter: 7 Asset: No Vol: v
Date filed: 12/18/2001 Date of last filing: 12/23/2001

Parties with aliases

George Washington aka  (George's Bed & Breakfeast
1111 Valley Forge Rd dea
Canton, Oh 44702
(330)122-4567

S 123-45-6789

{dh)

George's Amo Supply

Associated Cases

STEP1 Click on the Associated Cases hypertext link. The Associated Cases screen
appears, displaying any associations™ to the queried case.

Bankruptcy + Adversary + Query + Reports « Utilities

01-61200 George Washington
Case type: bl Chapter: 7 Asset: Mo Vol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Associated Cases

Case Assoriated Case Type
01-06111 |01-61200 George Washington |Adversaty

Attorneys

STEP1 Click on the Attor neys hypertext link. The Attorneys information screen will
appear, displaying all attorneys associated with the queried case.

Bankruptcy +  Adversary « Query « Reports « Utilities

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol:
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Attorneys
John E Doe repregenting pty  George Washington
Doe & Deer 1111 Valley Forge Ed
1111 Anywhere Ave Canton, Oh 44702
Canton, OH 44702 (33001234567
330-123-4567 (@h)
doe_deer@usnet.com
Assigned: 12/27/2001
Donald Little representing o Army Surplus Inc
1400 Market Ave N (er)

Canton, OH 44714
330-456-0001
Assigned: 01/02/2002

2LClick onthe hypertext link (ex.01-06111) of the Associated Case to receive the docket report screen.
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Case Summ

STEP1

Creditors...

STEP1

STEP 2

ary

Click on the Case Summary hypertext link.

Section 13  Query Index

SECF

Bankruptcy Adversary + Query + Reports
01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v

Date filed: 12/13/2001 Date of last filing: 12/28/2001

Case Summary

Office: Canten Filed: 121182001
County: Stark Terminated:

Fee: Paid Discharged:

Reopen: 0 Reopened:

Previous Term: Converted:

Disposition: Dismissed:

Joint: n

Pending Status: Avwaiting First Meeting

Flags:

Party 1: George Washinpgton (123-45-678%) (db)
Atty: Jolm E Doe Represents party 1: db Phone:330-123-4567

Email: doe_deer@uenet.com

+ Utilities

¢

button to continue.

Click on the Main Menu hypertext link of choice or the Browser’s Back

Click onthe Creditors... hypertext link. The Creditor Selection screenis
displayed.

SECF

Bankruptcy +  Adversary

Creditor Selection

Creditor type

Creditor
Administrative

Run Query | Clear |

¢

Run Query - click on the Run Query button.

The Creditors screen, showing all creditors associated with the queried case is

displayed.

+  Utilities

Bankruptcy

Adversary + Query + Reports

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/12/2001 Date of last filing: 12/28/2001

Creditors

Army Surplus
111 Winchester ST.
Charleston, W 93777

(ex)

Valley Forge Bank
PO Box 2650
Portland, OF. 7208

(ex)
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¢ Click on the Main Menu option of choice or the Browser’s Back button to
continue.
Deadlines/Schedule
STEP1 Click on the Deadlines/hearings hypertext link. The Sort by screen is displayed.
EEC F Bankruptcy
Deadlines/Hearings
Sort by [{SIEHEE
|
|
Run Cluery | Clear |
¢ Run Query - click on the Run Query button.
STEP 2 The Deadlines/Hearings screen is displayed.
Bankruptcy +  Adversary + Query -+ Reports -« Utilities
01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/15/2001 Date of last filing: 12/25/2001
Deadlines/Hearings
%Z'i' Deadline/Hearing EF‘.;Z? Due/Set |Satisfied Terminated
3 @ Objections Due |12/20/2001 (0140772002
3 QHeamg 12720/2001 (0171872001
at 10:00 Al
5 @ Hearing 12/27/2001 |01/18/2001
at 10:00 AN
¢ Click on the hypertext link ( ex. 3). Thiswill open the pdf document
associated to the Deadline/Hearing and all related documents for viewing.
¢ Click onthe (hypertext link).
STEP 3 The Docket Information and Related Docket Entries screen will display.

Section 13  Query Index

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

01-61200 George Washington
(Case type: bk Chapter: 7 Asset: 1o Veol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Docket Information and Related Docket Entries
Case 01-61200 Document 3

Filed: 12/20/2001
Entered: 12/20/2001
Entered By: John Doe
Event Name(s): Eechef From Stay, Motion for
Full Docket Text for Document 3:
Amended Motion for Relief from Stay and required exhihits. Feceipt Mumber ce, Fee Amount §75 Filed by Army
Objections due by 172002, (Attachments: # (1) Exhibit # (2) (demo, )
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¢ Click on the Main Menu option of choice or the Browser’s Back button to
return to the Query Menu.

Docket Report ...

STEP1 Click on the Docket Report hypertext link. The Docket Sheet screen will be
displayed.

EE F Bankruptcy +« Adversary

Docket Sheet

Case number I 01-61200

* Filed I I
" Entered e
Documents I to I

¥ Public docket
¥ Include terminated parties
[ Include links to Motice of Electronic Filing

Sort by |Oldest date first 4|

Run Report | Clear |

¢ Case number - enter Case number in * YY-NNNNN' format.
¢ Run Report - click Run Report to start query.

STEP 2 The Bankruptcy Petition screen displays.

0.5 Bondoupdey Cownt
Northern Distrdct of

Bankrupitcy Petition @ @01.6 1200
Asrighan fa it Sidsd= 130 Br2mi i
Ehagter T
WVokiminey
Fliy pozend
Geprpe Warkmeton reprezepad by John E Doe
1111 Walled) Pane Eil vz it Tims
HI1T Amreters A
Cargzn, CH 4470
3A0-123 4567

Emal-dor_deeifumat cem

Gegrge’s Hed £ Hraoldenss

Fillsg Ihatn Dot liwd Tiaxi
LRl | | Chapter Y Woluntey Perbon. Erompt blumbe oo, Fee funmnt 1200, Filsd o George Wislingtoa
Tranl j (Extmpnd 1HIE007)
131RE00T | I Intenm Sppicapen Br ©omp=nsahon atéanime Sr dmpe Sepiie e B Ay Sarphs Ine focomnint,
| Fep: B0 Espempeiny €250 Flaed by desnio. [desagd,  (Brnteed | 2A0G0O01 Y

Click on a hypertext link (ex. 1) to view the pdf document related to
docket entry.

Y ou will be prompted to accept additional charges for viewing a
document. Click on the View Document button to continue.

The document will open in Adobe Acrobat for viewing.

Click on the Main Menu option of choice or the Browser’s Back button to
continue.

OO0 0O O
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screen with Transaction Receipt

SurplusInc.).

Electronic Case Filing
Filers...
STEP1 Click on the Filers hypertext link. The Filers
will be displayed.
Query Reports utilities
01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001
Filers
Name Type Added Terminated
Army Surplus Inc cr 12/20/2001
George Washington db 12/18f2001
| PACER Service Center
| Transaction Receipt
[ O1AT/2003 03 4216
|PACER Login: w374z [Client Code:
|Description: [Fiter List  [Case Number: Io1-61200
|Billable Pages: [t [cos: o
¢ Click on the hypertext link (ex. Army
STEP 2 The Filer screen will display.

Utilities

Query

Reports

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Filer Army Surplus Inc

Event Name Filed

@ Compensation, Application for|12/18/2001
1212012001
1212812001
1212812001

@ Relief From Stay, Motion for
@ fnswer
@ fnswer

[ES = R (WA [ 06 (]
g

Click on the hypertext link ( ex. 2) to
with the event.
Click on the hypertext link * a

view the pdf document associated

' to view the Docket | nfor mation and

Related Docket Entries screen, shown below.

Query = Uiy

REpuris

D161} Georpe Washmptou
Unee type: b Chagaer; 7 Avess: He Val; o
Boare filad: THT20001 Dare of lawt fillng: 127550000

Dpcket Informimtion and Related Thocliet Enries

Coze (H-6G12MF Diocromient 2

Filed by Army Surplos bne
Fied
Entered
Entered Hy-
Evont Namefak Cempetonon, Appheshon tee
Frall Droeckert Temit For Diarumend
[mieean fipphranon foo O ooopenes on wocem g e Suepiur de for fomy Sarplos Ine A
!1:.11- Filed bir dem

rreantanl: Fes S50 Bupenses
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¢ Click on the hypertext link ( ex. 2) to view the pdf document associated
with the docket event.

¢ Click on the Main Menu option of choice or the Browser’s Back button to
return to the Query Menu.

History/Documents...

STEP1 Click on the History/Documents hypertext link. The History/Documents
selection screen will display.

History/Documents

)

' Only events with documents

[ Display docket text

Sort hy | Oldest date first |
Run Query | Clear |
¢ Run Query - click on the Run Query button to continue.

STEP 2 The Docket History screen will display.

Query . Reports utilities

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/15/2001 Date of last filing: 12/28/2001

History

Doc.
No.

1 |Filed:  12/18/2001| Voluntary Petition (Chapter 7)
Entered: 12/18/2001

2 |Fied:  12/18/2001|@ Compensation, Application for
Entared: 12/18/2001

3 |Filed: 1212012001 |@ Relief From Stay, Motion for
Entered: 12/20/2001

4 |Fied: 12/26/2001|@ Answer
Entered: 12/26/2001

5 |Fied:  12/27/2001|@ Notice of Hearing
Entered: 12/27/2001

Dates Description

C 1 - click to view the pdf document associated with event.
C  @-click toview full docket text.
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Notice of Bankruptcy Case Filing

STEP1

Party

STEP1

Click on the Notice of Bankruptcy Case Filing hypertext link. The Notice of

Bankruptcy Case Filing screen displays.

Section 13  Query Index

United States Bankruptcy Court
NORTHERN DISTRICT OF ALABAMA

Notice of Bankruptcy Case Filing

A bankruptcy case concerning the debtor(s) listed below was filed under Chapter 13 of the United
States Bankruptcy Code, entered on 04/07/2003 at 09:28 AM and filed on 02/27/2003 at 11:05
AM.

Roderick Deneal Golden
3416 29th Ave North
Birmingham, AL 35207
SSN: xxx-xx-2879

The case was filed by the debtor's attorney: ~ The bankruptcy trustee is:

Paula C. Greenway David P Rogers, Jr.
205 North 20th Street #410 205-323-4631
Birmingham, AL 35203

205-715-4425

The case was assigned case number 03-1836 to Judge Thomas B Bennett.

The filing of a bankruptcy case automatically stays certain actions against the debtor and the debtor's property. If you attempt to collect a
debt or take other action in violation of the Bankruptcy Code, you may be penalized.

If you would like to view the bankruptcy petition and other documents filed by the debtor, they are available at our Jnternet home page
‘www.alnb.uscourts.gov or at the Clerk's Office, 1800 5th Avenue North, Room120, Birmingham, AL 35203.

You may be a creditor of the debtor. If so, you will receive an additional notice from the court setting forth important deadlines.

¢ Click on the Menu option of choice or the Browser’s Back button to

continue.

Click on the Party hypertext link. The Parties associated with the case screen is

displayed.

Query Reports Utilities

01-61200 George Washington
Case type: bl Chapter: 7 Asset: INo Vol: v
Date filed: 12/15/2001 Date of last filing: 12/28/2001

Parties

Army Surplus Inc represented by Donald Little

Added: 12/20/2001 1400 Market fve 1T

fer) Canton, OH 44714
330-456-0001
Assigned: 01/02/02

George Washington represented by John E Doe

1111 Valley Forge Ed Doe & Deer

Canton, COh 44702 1111 Anywhere Ave

(3300123-4567 Canton, OH 44702

S3I: 123-45-6789 330-123-4567

Added: 12/18/2001 doe_deer@usnet.com

fl) Assigned: 12/27/01
¢ Click on the Menu option of choice or the Browser’s Back button to

return to the Query Menu.
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Related Transactions...

Section 13  Query Index

Click on the Related Transactions hypertext link. The Related Transactions

¢ Run Query - click the Run Query button to accept query defaults.?

STEP1
selection screen displays.
SECF o
Related Transactions
Filed | to |
Documentsl to |
Documenttypel 'l
¥ Pending
[T Terminated
Sort byIFiIed Date 'l
Run Query | Clear |
STEP 2

The Related Transactions screen for the queried case is displayed.

SECF

Query . Reports

01-61200 George Washington

utilities

Case type: bk Chapter: 7 Asset: 1Mo Vol: v

Date filed: 12/15/2001 Date of last filing: 12/28/2001

Related Transactions

which ii is relaied.

Doc. No. Event IName
1 @ Voluntary Petition (Chapter 7)

2 @ Compensation, Application for

& Answer

7 Answer

@ Relief From Stay, Motion for
Anzwer
Motice of Heating:

I s o

Note: Back selecied transaciion in this case is shown below in @ box with any other transactions io

Logout

Event Filed

12182001

12182001
12/28/2001
12/28/2001

12/20/2001
12/26/2001
12272001

Event
Terminated

0

Browser’s Back button to continue.

Click on available hypertext links, a Menu option of choice or the

2Defaults - run query with parameters pre-selected by the system. Blank boxes relate to all data found.
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Status

STEP1 Click on the Status hypertext link. The Pending Statuses screen is displayed.

Query . Reports . Utilities

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Pending Statuses

Begin Time in
Date Status
Arating Frrst Meeting  [12/18/2001 16 days |1 | @ Voluntary Petition (Chapter 7)

Status Status Set By

¢ Click on available hypertext links, a Menu option of choice or the
Browser’s Back button to continue.

Trustee

STEP1 Click on the Trustee hypertext link. The Trustee screen is displayed.

Bankruptcy + Adversary + Query + Reports -«

01-61200 George Washington
Case type: bk Chapter: 7 Asset: Mo Vol: v
Date filed: 12/18/2001 Date of last filing: 12/28/2001

Trustee

Steven Davis
ASSIGNED: 01052002

(tr)

¢ Click on Menu option of choice or the Browser’s Back button to continue.
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Reports

Users can access several Reports created for Electronic Case Filing (ECF). From the Electronic
Case Filing system’s Main Menu, click on the Reports hypertext link. A listing of available
reports will be displayed.

E EC F Bankruptcy  »

Reports
Cases

Clamms Eegister

Diocket Eeport
Calendar Events

Creditor MMaling Matrs:

* You will be prompted to enter your PACER login and password to view caseinformation if you
arenot already logged into PACER *

The Cases Report displays Cases Filed, Entered, Discharged, Dismissed, Closed and Converted.

STEP1 Click on the Cases hypertext link. The Cases Report screen will display.

Bankruptcy  +  Adversary + Query -+ Reports

SR ] Case Type Chapter
Cleveland ap 7
Toledo k| bl x| LA
Trustee

Belfance, Kathryn A

Davis, Steve =l
Date Type [Filed Date =] From [T7172001 to [ 123172001
¥ Open cases I Party information
" Closed cases
Sortby [Filed Date =] | =l =

Run Report Clear

¢ From to - enter astart and ending date for the time frame you want the
report to reflect (thisfield isrequired).

¢ Run Report - click on the Run Report button to accept the system
defaults™ and run the report.

Bpefalts - the parameters that the system pre-defines for the report. Blank boxes relate to all data found.
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STEP 2 The Cases Report for designated time will display.
Bankruphoy s Advarsary o« fuery ¢ Roports @ Ubdilies  «  Logesat Q‘.
Cases Reporl for 01/03/2002
(L5, Bankrupicy Court
- = Fapivenfiladetof
Care Mo, ! . J!:dge =

Telated Case Tl iTiI Ch Party Info Traston Datey . Urthsr Tiefo
T-siznn hle. .-" Aend e Wiatkoud o Hifed: 12302007 |rdee Candan

Ciamiz wdssets He

Faa: Pard
ity Stk

Withaen VN Thisaf b
1-5007% bk [fChesteptier-Jobn Gamer and Shea-Stoan | Pl 010422001 [Cffrer Sl
Catherne Lowze Gamer etz Lerrherrpad s Assmt- Ho
Naf20r2en | Fee - Paid
Ceininye: Breng
(10055 bk |7 [Dermic M Fer and BRonda 2 Hodoh Peieeds ISR001 Ciffizes Canten
Feit Ciemeoy .'.'l'.'.'a'k:r."g.'-d": desmps Wa
Qar1aRon feed Fad
Cetemtyes Benacn

C 01-61200* - click on the hypertext link of the case you need to query.

STEP 3 The Docket Sheet selection screen will appear.

Docket Sheet

Case numher ||5-Ul-bk—612EID

@ Filed I

" Entered ) I

Documents I to |

¥ Include terminated parties

Sort by |Oldest date first |

Run Report | Clear |

¢ Refer to Docket Report, Section 13 (page 66) for further instructions on
creating a docket report.

Claims Register

The Claims Register Report displays claimsfiled for a specific case.

STEP1 Click on Claims Register from the Reports Menu. The Claims Register selection
criteria screen appears.

2p hypertext link by default will be underlined and colored blue. The link will turn red after it has been accessed.
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STEP 2

Bankruptcy «  Adversary - Query -

SECF

Claims Register

Case numher |D 1-61200

Creditor type

Creditor |

Creditar numher
Adrministrative hd

Creditor name |

Claim number I to I
& Filed I
" Entered

Sort by ICIa\m Murnber 'l
IF\Ied Diate 'l

Run Report | Clear |

tol

Section 14

Reports | ndex

¢ Case Number - enter Case Number in‘ YY-NNNNN' format.
¢ Run Report - click the Run Report button to accept system defaults or

select optional case criteria.

The Claims Register for the desired case displays.

Adhmsrsary

Bankruplioy

Northern District of
Claims Register

M-61MH George Washington

Debtor Wame: WASHINGTON GEORGE

rech por ilaome: Anuy Sophi
111 Winchesla 3T,

Criataatoo W HETTY

Claim Me: )

« DOuery =+ Reporks

ket Siard

«  Utiithes + Logowt

Lot Lt e Bile Ui
Lazt Diare to Fils (Gowtls
MAling Saha

Lape bl

wAmemds CTarm hk:

[t Tare: TaA1 0001 3 EL
Teswms Dare 12001 00 rininedndd B Dl M

Dugplocmm CTame No:

Do i CTavm Mo

Class A iiat Chalme ] At Albiwed
Unaecueed 5000 [0 Fioo
Eemard 30000 o0
 Teud ' 330000 1000
-Dcxr_'_l.T._-:u.

Docket Report.

creating a Docket Report.

O OO0

continue.
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1 - click to view the pdf document associated with the claim.
01-61200 George Washington - click to receive selection screen for a

Refer to Docket Report, Section 13 (page 66) for further instructions on

Click on the Menu option of choice, or the Browser’s Back button to
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Docket Report

The Docket Report can also be generated through the Query Menu. For instructions on
generating a Docket Report, refer to Docket Report, Section 13 (page 66).

Creditor Mailing Matrix

The Creditor Mailing Matrix report displays the list of creditors for a specific case. Thelist
contains those creditors uploaded at case opening and may or may not include parties that have
filed/docketed a pleading to the case. All creditors on this report were added through the Creditor
Maintenance option of the system and used by the BNC (Bankruptcy Noticing Center) for Court
generated notices.

STEP1 Click on Creditor Mailing Matrix hypertext link from the Reports Menu. A
selection criteria screen displays.

EE F Bankruptcy + Adwversary + Query «

Creditor Mailing Matrix

Case number ID 1-51200

Special mailing aronp 0 (Highlight bank field for no special mailing group)

Format ' 1 column
 raw data format

Run Report | Clear |

¢ Case number - enter Case number in‘YY-NNNNN’ format.
¢ Run Report - click the Run Report button to collect data.

STEP 2 The Search Results screen displaying alist of creditors for the case is displayed.

EEC F Bankruptcy

Search Results

Case Number: 01-61200

Army Surplus
111 Winchester ST,
Charleston, WV 93777

Valley Forge Banl
PO Box 2650
Portland, OR. 87208

George Washington
1111 Valley Forge Rd
Canten, Oh 44702

¢ Click the Menu option of choice, or the Browser’s Back button to
continue.
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United States Bankruptcy Court
Northern District of Alabama
CM/ECF Style Guide

This guide contains the required style practices for all users of the CM/ECF application in the
Northern District of Alabama. The intention of the guide is to make everyone’s task easier, whether
entering data or accessing the CM/ECF database. The application of a common set of styles when
creating docket entries results in information being captured and displayed in more uniform and
predictable ways, thus reducing confusion and errors. In addition, style consistency is the key to
efficient searches in the CM/ECF database, since successful queries require very exact matches on
search data including punctuation, abbreviations and upper or lower case.

Table of Contents
Adding Parties 2
Searching For Parties 2
Adding Debtors 3
Adding Plaintiffs and Defendants 3
Adding Pro Se Creditors 3
Adding Creditors with Attorney Representation 4
Style Conventions for Names and Addresses 5
Preferred Abbreviations 7
Abbreviations for States & Territories 8
Geographic Directions 9
Locator, Directional and Street Designators 9
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Adding Parties

When adding new parties to the CM-ECF database, the names should conform with standard
punctuation and spacing conventions listed in the style conventions for names section of this

guide.

Much of case opening in CM-ECF consists of adding the names of debtors, joint debtors,
plaintiffs and defendants t o cases. As cases progress, creditors and other parties are added as well.
Access to this information is vital to the Court, the bar and the general public.

Searching For Parties

Make sure you search the CM-ECF database for the party you want to add to a case.
Before adding any party to a case, search for that party using appropriate “search clues.” If the
system finds the correct name, select it to help eliminate different versions of the same party

name.

Even something as simple as "United St at es" can cause ambiguit y if everyone is entering it
differently. For instance, following this style guide can help avoid “United States” being in the
database also as “UNITED STATES,” “U.S.,” “US,” “USA,” “U.S.A.,” or “U.S. of A.”

Search Strategies

CM/ECF searches are not key word searches but require exact text matches.

Be sure to use appropriate upper and lowercase characters since the search is case
sensitive.

When searching for debtors, the more search clues you provide, the more likely you
are to find the exact person you are searching for. For example, if you search for a
last name of Grant, CM/ECF may return a list of a hundred parties with that last
name. However, if you search for a last name of Grant with a Social Security number
of 333-22-1111, CM/ECF will ret urn a single party.

When searching for creditors, it may be necessary to conduct multiple searches. Use
the most simple search first (e.g., World). All parties in the database that begin with
the word “World” will appear. If there are too many choices to search through, search
for the entire creditor name (e.g., World Communications). If there are articles in the
title such as "A" or "The," you may or may not need to include the article in the
search. For example, a search request for The Timely Times may not produce a
result. But a search request for Timely Times will be successful. Likewise a search
for Timely Times may not produce a result, but a search for The Timely Times might
be successful.
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Adding Debtors

Add debtors to cases using names and addresses exactly as they appear on the petition or
complaint.

In most cases, you will NOT find debtors or joint debtors when you search the CMECF
database. You will have to add them to the database and the case as a new party.

If a debtor has a title, add the title in the “party text” box.

Any title that you add as party text will show up on the face of the docket report following the
name and separated by a comma.

Make an entry in the SSN box or the Tax ID box even if the social security number for an
individual debtor or tax identification number for a business debtor is unknown.

SSN: 000-00-0000
Tax ID: 00-0000000

Adding Plaintiffs and Defendants

Search for plaintiffs and defendants before adding a new party to a case.
When you search for plaintiffs and defendants, you will probably find them in the database.
Make sure to select the plaintiff or defendant party role.

If you find a plaintiff or defendant in CM/ECF with an incorrect address, change the address fields
before accepting the Party Information screen.

Adding Pro Se Creditors

The following procedure should be used for pro se creditors or creditors who have not yet
identified representation by an attorney:

Search for creditors before adding a new creditor to the database. Select creditors with names
already in the CM/ECF database if at all possible.

When you search for a creditor, you will probably find the party in the CM/ECF database.
Creditors (such as Ford Motor Credit) are added to many different cases. Ideally, there should be
only one Ford Motor Credit party in the CM/ECF database. This greatly simplifies searching
when adding parties and querying cases.
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For instance, it is better to add Ford Motor Credit to all cases as long as it is applicable, even if
that is no t the exact name used on a document being docket ed. The idea is to avoid adding name
variations for a single creditor. For example:

Ford Motor Credit

Ford Motor Credit Company

Ford Motor Credit Co.

Ford Motor Credit Corporation

Ford Motor Credit Company, Inc.

Ford Motor Company

Ford Motor Credit Corp.

Ford Motors Credit Company

Ford Motor Credit Company (“FMCC”)

The proliferation of different names for the same creditor makes searching frustrating
and time consuming.

If you find a pro se creditor in CM/ECF with an address other than the one listed on the
document, simply change the address fields before submitting the Party Information screen.

Do NOT add a title for creditors.

Make sure to select the party role of creditor at the drop-down box.

Adding Creditors with Attorney Representation

The following procedure should be used for creditors represented by an attorney:

Search for creditors represented by an attorney by (1) using the browse button to attempt to
locate the creditor, or (2) if the creditor cannot be found using the browse button, using the same
format as provided on the matrix. Most creditors will be found. Do not add an address, as the
attorney and his/her corresponding address will be linked to the creditor. Again, do not add
mailing addresses for creditors if the creditor is represented by an attorney.

Do NOT add a title for creditors.
Make sure to select the_party role of creditor at the drop-down box.

Stvle Conventions for Names and Addresses

1. Debtor(s) Name Information: The initial entry of debtor(s) name information, which
includes all information on the case cover sheet of the petition, is always made exactly as
it is given including any punctuation. This rule overrides any other rule involving entry
of names which may appear below. For entry of debtor(s) mailing address information,the
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following rules appy:

In the case where a debtor or co-debtor has no middle name or initial, use the
abbreviation (NMN) for “no middle name” and (NMI) for “no middle initial.” Enter in
ALL CAPS and inside parentheses (). These are the only abbreviations to be used when
entering debtor information.

Punctuation: When entering all addresses (including debtor(s) address), and all creditor,
party name, or title information, use no punctuation.

Symbols: % !\ @ | * ~ & ~ are not to be used. Scanners may read them to mean
something else. The correct way to annotate “in care of” is ¢/o, and not %.

Government Agencies: See “Abbreviations & Acronyms” attached for a list of agencies
which frequently file documents.

Federal Agencies: For those agencies not listed with an acronym, use US name of
agency (e.g., US Dept of Education, US Dept of Interior)

State Agencies: For those state agencies not listed with an acronym, enter the two-letter
state code followed by the department or division name, all on the same line. (OH Dept of
Taxation, MI Dept of Justice)

Initial Given as a First Name: (Does not apply to entry of debtor.) When initials are
given as a first name, do not put spaces or periods between the letters. However, if you
can not tell if it is a first name: MC Hammer should be entered with MC in the first name
field; M.C. Hammer should be entered as M in first name field and C in the middle name
field.

“The” as Part of Entity Name: Do not enter the word “the” if it is the first word unless
you are entering debtor information. (The Bank of New York should appear as Bank of
NY)

“United States” as Part of Entity Name: Enter as US.

Hyphenated/Double Last Names: A hyphenated or double last name is treated as one
word.

. Hyphenated example: Lois Ann Lane-Kent
First name: Lois
Middle name: Ann
Last name: Lane-Kent
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. Double name example: Shirley Ann Temple Black
First name: Shirley
Middle name: Ann
Last name: Temple Black.

. Questionable name example: Pat Bowman Smith
First name: Pat
Middle name: Bowman
Last name: Smith

Estates and Trusts:

. Est at es example: Est at e of Wesley H. Hardin
First name: Wesley
Middle name: H
Last name: Hardin
Party text: Estate

. Trustee example: Pat N. Garret , Trustee for the Est at e of Wesley H. Hardin
First name: Pat
Middle name: N
Last name: Garret
Party text: Trustee for the Est at e of Wesley H Hardin

Numbers: Use the numeral rather than spelling out the number (examples: 1 st, 2 na, 10 ,
37 »). Do not abbreviate if the numeral is part of a name (First National Bank).

Two-Part Names: If the street name is a two-part name, separate the two names with a space
(Footville Richmond Rd).

Street Address Order: If a PO Box, Street Address, Building Name and Suite Number are
given for the address, put in this order:

Address 1= Street Address

Address 2 =Building Name

Address 3 =Suite/Apt/Unit #

Address 4 =PO BOX

Phone Numbers: Telephone numbers should be entered with the area code in parentheses,
a space, then the seven digit number (419) 259-6440.

Foreign address: When the address is outside of the United States, duplicate it as closely
as possible. The last line should contain the country name.
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16.  Ampersand: The ampersand is a symbol that should not be used. The word “and” needs to

Appendix - STYLE GUIDE
15.  Attention Lines: If an attention line is given, put it on the first address line using “c/0” and

be spelled out (Bank and Trust, Becket and Lee).

17. State Names: Use the state abbreviation (OH State University, First Bank of PA). If the state

is used as a street name (Washington Ave) spell it out.

Administration
American Express . . .
and
Association/Associates
Attorney

Bank and Trust
Bureau

Company
Corporation
County

County Road
Credit
Department
District

Division

Doctor

Education
Employee
Extension
Federal
Finance/Financial
Hospital
Incorporated
Information
Insurance
Internal Revenue Service
International
Junction

Limited

Lot

Mortgage

N.A.

National

Number

Preferred Abbreviations

Adm
American Express
and
Assoc
Aty
Band T
Bur
Co
Corp
Cnty
CR
Cr
Dept
Dis
Div
Dr
Ed
Emp
Ext
Fed
Fin
Hosp
Inc
Info
Ins
IRS
Intl
Jct
Ltd

#
Mtg
Do not add this to the creditor's title
Natl
#



Post Office Box

Rural route
Saint
Savings

Savings and Loan

Service(s)
Union
United States

AL
AK
AS

AR
CA
CcO
CT
DE
DC
FL
GA
GU
HI
ID
IL

IA
KS
KY
LA
ME
MH
MD
MA
MX
MI
M
MN
MS

PO Box

St
Sav

Sand L

Sve
Un
US.

Appendix - STYLE GUIDE

Abbreviations for States & Territories

Alabama
Alaska
American Samoa
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia

Guam

Hawaii

Idaho

Illinois

Indiana

Towa

Kansas
Kentucky
Louisiana
Maine
Marshall Island
Maryland
Massachusetts
Mexico
Michigan
Micronesia
Minnesota
Mississippi

A-7

MO
MT
NE
NV
NH
NJ
NM
NY
NC
ND
MP
OH
OK
OR
PW
PA
PR
RI
SC
SD
N
X
UT
VT
VA
VI
WA
WV
WI
WY

Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
N. Mariana Isl.
Ohio
Oklahoma
Oregon

Palau
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah

Vermont
Virginia
Virgin Islands
Washington
West Virginia
Wisconsin
Wyoming



North =N
South =S
East=E

West =W

Apartment
Avenue
Boulevard
Building
Court
Center
Department
Expressway
Floor
Heights
Highway
Island
Junction
Lake

Lane
Mountain
Parkway
Place
Road
Room
Station
Street
Suite
Turnpike
Unit
Valley

Ave
Blvd
Bldg
Ct
Ctr
Dept
Expy
Fl
Hts

Is
Jct
Lk
Ln
Mtn
Pky
Pl
Rd

Sta
St

Tpke

Vly
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Geographic Directions

Northeast = NE
Southwest = SW
Southeast = SE
Northwest = NW.

Locator, Directional and Street Designators
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Electronic Case Filing Section 16 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.

Automatic E-Mail Notification

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

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

Browser

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, aclassification of similar document types. Category selections appear as
hypertext links under the Bankruptcy and Adversary menu selections.

Check Box

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

CM/ECF

Case Management/Electronic Case Filing is the Administrative Office’ s case
management application. With CM/ECF attorneys can file cases and documents
electronically viathe Internet.

Default

A common suggested value displayed by CM/ECF on a screen. Like BANCAP, many
fieldsin CM/ECF have common values suggested. If correct, you may accept them; if
incorrect, you type over them.
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Document Type
In CM/ECF, 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 atext 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 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.

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 atype of imaged document created by
Adobe Acrobat. To befiled in CM/ECF, all documents must be in “PDF’ format with the
exception of the creditor list (matrix) which must be uploaded in atext (.txt) format and
proposed orders which are forwarded to the court in aword processing format.

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

URL

Short for Universal Resource Locator. URLs are the naming scheme used to find Web
pages. A URL issimilar to a street address. The URL for the Northern District of
Alabamawebsite is: www.alnb.uscourts.gov .




