ECF CHANGES EFFECTIVE 9/16/06

Open BK Case (Manual Open)

The manual case open procedure will be basically the same as before the upgrade, there are just a
few changes noted in the procedure below:

Hemerngoy Bventx After clicking on bankruptcy, you must select ‘Open a Voluntary BK
e Case.” (Formerly ‘Open a BK Case’).
Creditor Maintenance...
Judge/Trustee Assignment . . . .
File Claims At the next screen, the warning regarding mandatory credit counseling
Mizcellaneous BE . . ¢ s .
Mohonspes/Shns will appear. Click ‘Next’ at this screen.

Motionsf A ppsfStips ECE

Nosices 4 Uk

Open a Veluntary BE Case

Plan Jpen Voluntary Bankruptcy Case
Iotion Batch
Case Upload

Office | Derwver v
Case type bk
Date filed %/2/2006

Chapter |7

The next screen remains
unchanged. The ‘Office’ field is always set to ‘Denver’
and you will select which chapter and whether or not this _ -
is a joint petition. Lodind ]

e
Jpen Voluntary Bankruptcy Case

e The screen used to search for the debtor remains the same,
SSN 789654301 Tax Td except for one change - notice the screen now reads ‘Search for
LastBusiness name |Jones a Debtor’ instead of ‘Search for a ‘Party’. Search for the
fam: e e debtor using the name and social security number.
Middle Name
Search | [Clear

Search for a debtor

SSIN Tax Id
. Last/Business name
In this example, the debtor’s name was not found. To add the | rurst Name
debtor, click on ‘Create New Party.’ Midile Name

Party search results

No person found.

Create new pary




T The Debtor Information screen has changed slightly. The system now
Last name |Jones First name |James . .
Midde Coneeation e recognizes the party as a debtor, so there is no need to select the role
SN gy TeD of the party anymore. Please fill in all fields, making sure you use
Office Address 1 P.O. Box 555 . Py eqe 9
Mairens e your client’s mailing address. Also, don’t forget to select the county!
City [Denver State |CO Zip [B0202
County v Country
Phone Fax
E-mail
Party text
T | TR v rre To add an alias, click the Alias’ button.
3 Bankruptey . Adversary . q
Alias Information (Party Jones, James )
Last/Busmess name Frstname  Middle name |Generation Role
Add the alias names and role and click the ‘Add Aliases’ | fin a ¥
button. 2 a v
3 aka v
Click the ‘Submit’ button to submit debtor information. 4 sha g
5 aka v

Click the Add atiases button to retun 10 the Party sereen and subnit all infarmation for this party.
Open Voluntary Bankruptcy Case

Search for a debtor

SSN E76-767676 TaxId .
At the next screen, you will be prompted to search for the
joint debtor.(If you entered the case as ‘Joint’ at the first

Last/Busimess name |Jones

Fust Name Sally scre en)
Middle Name
Enter the name and social security number of the joint

debtor and click ‘Search.’

search for a debtor

SSIN TaxId

Last/Business name

L. . First Name
The joint debtor’s name was not found. Click on ‘Create New Party’ ..
‘to add the joint debtor to the case. “Search |

2arty search results

No person found.

Create new pary



Debtor Information
Last name |Jones

Middle

name

SSN B76-76-7676 222-11-1234

Office
Address 2
City [Denver
County v
FPhone
E-mail

Party text

First name | Sally
Generation
TaxID
Address 1 P.O. Box 555
Address 3
State |CO
Comntry

Fax

[ Corporate parent

| [ Review:

Title

Zip 80202

Add all aliases end cotporate parents
hefore cicking the Submit button.

There has been a change in the jointer debtor screen. The system
will no longer automatically fill in the fields with the same address
as the debtor, you must enter the joint debtor address information.

After entering all joint debtor information, click ‘Submit.’

B N B o R ) o S G |
Open Voluntary Bankruptcy Case
. . . . L. Type of debtor
The information on this screen remains the same, but it is ® Indivicual
: 13 ’ ¢ C Corporation (ncledes LLC & LLF)
arranged differently. Please enter the ‘Fee Status,” ‘Nature O Partoerstip
of Debt,” ‘Asset Notice” (Ch7 is always ‘no asset” and Fee starus | CETINNNNN. v &

Ch11,12 &13 are always ‘asset’), ‘Number of Creditors,’
‘Asset Amount’ and ‘Debt Amount.” and click ‘Next.’
(Chapter 11 also has a Small Business option)

Open Voluntary Bankruptcy Case

=elect the pdf document (for example: CA19%cw501-21 pdf).

Filename

Browse...

Attachments to Document: @ Mo O Yes

Nature of debt  consumer » [] Health Care Business

[ Single Asset Real Estate
[J Ralroad

Asset nofice No

Estunated number of creditors 1-49 i [ Stockbroker
Estunated assets  §0-§50,000 ~ L Commodity Broker
[ Clearing Bank
Estunated debts  $0-550,000 bt ] Nonprofit Organization
Mext| [Clear

Click the ‘Browse’ button to locate the PDF file that contains, the
Voluntary Petition, Statement of Financial Affairs, Summary of
Schedules, Statistical Summary, Schedules A-J, Declaration
Concerning Schedules, Verification of Creditor Matrix, Means Test,
Pay Advices and Certificate of Credit Counseling and click ‘Next.’

Jpen Voluntary Bankruptcy Case

Enter the number of creditors and select “Yes’ or ‘N0’ tO inter Total Mumber of Creditors Uploaded|

‘Presumption Arises’ and click ‘Next.’
The next screen will list the filing fee. Just click ‘Next.’

At the docket text screen click ‘Next.’

Jeclaration Ee: Electronic Filing due date: 0%/1%/2006

section 316 Incomplete Filings due date: 10/24/2006

At the final docket text screen, click’Next to submit the

casec.

After the case has been opened, you will upload your
creditors, by selecting ‘Bankruptcy’ and then ‘Creditor

Maintenance’ as usual.

no
resumption Arises || yes



Open an Adversary Case

There are some significant changes to be aware of when opening a new adversary proceeding. The changes are
as follows:

el e Click on ‘Adversary’ from the blue menu bar and select ¢
Lngwer to Cornplaint(E-Filers Only) Open an AP Case.’
Appeal .

Complamt
Mizcellaneous AF

Motionsf AppsStips
Hotices
Open an AP Casze

Open Adversary Case

Make sure that ‘Complaint” is set to ‘Yes’ and click ‘Next.’ Case type ap
Date filed 2/3/2006

Complaint §§ ~

[Next ] [ Clear l

Enter the leading or underlying bankruptcy case number.
Jpen Adversary Case

The‘Association Type’ should always be ‘Adversary.” Click ‘Next
Lead case number | J5-10052 The next screen will confirm the underlying case number. Click
Association type | Adversary v ‘Next.’

N chowseFtcof
Jpen Adversary Case

You will now need to search for your plaintiff vearch for a plamtiff
based on name. Notice the screen reads ‘Search
for a Plaintiff.” It used to read ‘Search for a
‘Party.” The system knows that the first party is
the plaintiff.

Last/Business name |¥¥Z Corporatior]|
First Name

Maddle Name

Search



XY¥YZ Corporation

The party appears twice. In both instances, the parties have an address.
P.O. Box 750

e s Go ahead and select the party by clicking on ‘Select Name From List’
County: DENVER

_ast/Busi
First Nan

Viddle

Search

£ Corpol

L
<Y Z Carpa @jDone é & Intern:

Select name from list ] [ Create new pary

e D s o |
Plamtiff Information

As before, there should be no address for the Plaintiff in an ~ xvz Coporation $8N:tuuomn

Adversary proceeding. Remove all address information from Offce | Address 1 7.0, Box 750
the Plaintiff Information screen. After you have removed Adiress? Address 3
address information, you must add yourself as an attorney for City Denr State 0| Zip B0
the Plaintiff. Do this by clicking on the ‘Attorney’ button Comty DEWVER v Comtry

Phone Fax

Notice there is no ‘Role’ field on this screen since the system Fanil
recognizes the party as a Plaintiff.

Party text
[ Aftorney.. Catporate parert... H R, ]?;:r:ncr;&n;{;’e;]:;;tm&rfmepmms
Ry Search for your attorney record by name and/or Bar ID

Bar Id

Last name

Search for an a
Bar Id

2 https:flecf-test.cob. uscourts.gov - Per.

Kathi Hindes

Last name Bar Id:
T2l Easy 3t

Search || Clear | penver, co s0z02

The correct name has appeared. Click ‘Select Name From List.’

Attorney searcl

@;‘] Done é G

Select name fraom list ] [ Create new attormey ]




Attorney Information (Party Y7 Corporation, )

Make sure your address and phone number information is

Kathi Hindes Bar Id:Unknown Bar Status:Unknown

o PRI correct. Do not enter email address information. Click
Address 2 Address 3 ‘Add Attorney.’
City |Denver State |CO
7 fomty .Click the ‘Submit’ button to add your Plaintiff.
Phone |303-555-5555 Fax
E-mail Lead attorney | yes

Click the Add attorney or Cancel attorney button to teturn to
[ Add attormey ] [ Cancel attorney ] the Party screen and add other attomeys, add aliases, or
submit all information for this party.

You are now returned to the Plaintiff search screen. If you have UneiLRdvETaaTy (e

multiple Plaintiffs, you may continue to search for and add Search for a plaintiff

Plaintiffs as outlined in the previous steps. If this is your only SSN | Tax Id
Plaintiff (or when you are finished adding Plaintiffs to the
case), you MUST click the ‘End Plaintiff Selection button.
(This is new).

LastBusiness name
First Name

Middle Name

[ End plaintiff selection ] /

Ipen Adversary Case . .
Now, on to adding Defendants. You are presented with the screen to

search for a Defendant, the same way you searched for the Plaintiff in
the previous steps.

earch for a defendant

.astBusiness name |Jones|
st Name

JTiddle Name

Search

2 https:/fec-test.cob. uscourts.gov - Person Addr.

James Jones

Our Defendant appears with no name, address or social security number so

i i i&] Done 8 @ intemet
it can be selected from the list - the address should be added at the next i
Sereet o

ones, Joe L v

Select name from list ] [ Create new party




Fedend st Lisfewvn sivom

Pames Jomes SN Unbaorn

Ml Akl i -

Ablen Mares3 Defendants are always entered as Pro Se. Notice there is no longer a
— ; S ‘Pro Se’ field. There is also an ‘Attorney’ button, but don’t click it.
e = You will never add defendant attorney information. Click the ‘Submit’

Pty o button.

If there are multiple Defendants, you may now search for them as
outlined in the previous steps. If you have finished adding

Defendants, you MUST click the ‘End Defendant Selection’ button.

EEC F Bankruptcy .

Jpen Adversary Case

search for a defendant
SSN Tax Id

Last/Business name

Furst Name
(Thls 1S neW) Middle Name
Search /
End defendant selection |
Open Adversary Case
The next screen has changed. The main §|
1 1 unary nature of suit
Change 18 that yOll can .SeleCt a prlmary and Party code 3 U.S not a Pary ~ 424 [ObjRevocation Discharge 727) »
Secondary natul‘e Of Sult‘ Rule 23 (class action) n v Secondary nature[s] of st
. ! 3 e _________ I3
The other fields remain the same. T ﬂ 426 [Dischargeabilty 523)
Demand ($000) 434 {Injunctive Relief)
435 (Validity/Pronty/Extent Lien)
454 (Recover Money/Property)
455 (Revoke Plan Confirmation)  »
Clear
Open Adversary Case Use the ‘Browse’ button to locate the PDF file on your computer that

contains your Complaint.
Select the pdf document (for example: C1189cw501-21 pdf).

Filename

Browse...

Attachments to Document: & Mo O Yes

Open Adversary Case

Enter the appropriate number that corresponds with the fee options.  &dversary Status Deadline 01/8/2007

Click ‘Next.’

The next screen confirms the filing fee. Click ‘Next..’
Click ‘Next’ twice.

At the Final Docket Text screen, click ‘Next’ to submit the case.

Enter 1 If Fee Is Being Paid At The Time Of Filing.
Enter 2 If Fee Is Being Deferred.

Enter 3 If Fee Is Mot Eecuired.

Enter Value: |1



New Payvment Options

If you have elected to pay filing fees in installments when opening your case, you will now have the ability to
make installment payments online via credit card. You must first file the Application to Pay Filing Fees in
Installments:

Jankiuptcy Events

AnswerResponse/Ob) ECE . .
Appeal Select ‘Bankruptcy’ from the blue menu bar and then select ‘Motions, Apps and Stips.’
Creditor Iaintenance. .

JudgeTrustee Assignment

File Claimns

Wliscellanecus BE

MotionslAppe/Stips

MotionsfApps/Stips ECE
MNotices

Bankruptc
Open a Voluntary BK Case
Plan File a Motion
Wlotion Batch
Case Upload J6-10116 Dionald Duck
Objection to Claim ”
Objection to Exemption

After entering the case number, select ‘Pay Filing Fees in Installments.’

y Creditors

Pay Wages To Trustee

Preliminary Injunction

Prohibit Use Cash Collateral

Protective Order s

File a Motion:
e After selecting the party your represent, you will need to locate the PDF file that
contains the application.

Select the pdf document (for example: CA1%9cv501-21 pdf)

Filename

Browse...

Attaclunents to Docmnent: & Mo O Tes

MNext Clear

You may either make installment payments by bringing an Attorney check or money order to the court, or online
by credit card. To make the payment online, you would proceed with docketing the appropriate event as outlined
in the graphic below and on the next page.

Zile a Motion:

16-10116 Donald Duck

2ayment To The Comrt Of All Installment Payments May Be Made In One Of The Following Ways
L. By MMaling A C'ashiers Check or Money Oxder or Attorney Check to The Cowmt

! By Makmg An Flectvonic Payment Using The Appropriate Miscellaneons Event Payment of Installment Payment Or Payment of Installment Payient (Final).

E Clear |

Click “‘Next’ at the Docket Text and Final Docket Text screens to submit the document.



Making Installment Payments Online

To make future installment payments online, you would use one of the following new events based on which
installment you are paying:

These options are found in the ‘Miscellaneous Bk’ category. i

‘Payment of Installment Payment (Chapter11)’ 26 BUldBonaddibn ok
‘Payment of Installment Payment (Chapter 11-Final)’

‘Payment of Installment Payment (Chapter 12)’ Ll - Final

‘Payment of Installment Payment (Chapter 12 Final)’
‘Payment of Installment Payment (Chapter13)’

‘Pa}’ment of Installment Payment (Chapter 13-Final)’ F‘resumption : nde Hashp re: tion Agreerment
‘Payment of Installment Payment (Chapter 7)’

‘Payment of Installment Payment (Chapter 7-Final)’ Mext|_Clear |

You will not be required to upload a PDF document. You will only be prompted for the amount you are paying
and the credit card payment window will appear so that payment can be made as usual.

U afs DLCY * VErsdry - ] iy - . 2]

Miscellaneous

J6-10116 Denald Ducke

Change The Amount In The Payment Field Below To The Amount You Ave Paying With Thas Installment Payiment.

Fee: $I?5
Mext | Clear |

You will be prompted to enter the amount you are paying. If ‘0' is entered, the credit card payment window will
not appear.



Amending Schedules and Adding New Creditors to a Case

The are a few changes to be mindful of when amending schedules or adding new creditors.

You would still file your amended schedules by selecting ‘Amended Schedules’ from the ‘Miscellaneous BK’
category as the first step.

Next, as the second step, you will select ‘Amended Creditor Matrix’ from the ‘Miscellaneous BK’ category.

You will be prompted for the case number, you will be required to select your client and enter the number of
creditors being added as usual. The difference comes in that you can actually add creditors at the next screen
instead of going to ‘Creditor Maintenance’ to add creditors to the case.

Miscellaneous Y ou may manually enter creditors as shown
in the graphic. City, State and ZIP must be
entered on the same line. If there are
multiple creditors, they are separated by a

06-10116 Denald Duck

Add Creditory: . . .
i e blank line. The ‘Creditor Type’ field is
Neme may be 30 characters. Address may be 5 lines, 40 characters each. always set to ‘Creditor’ and ‘Creditor
More than one creditor may be entered, Separate creditors with a blank Iine.  Committee’ should always be left at ‘No.’ If
Credit Union of Denver - . .
Name and Address 2001 E. Alameda you have a creditor matrix text file to upload,

pemeaRy OREREtE leave this screen blank. You will then go to

Sears ‘Creditor Maintenance’ and then ‘Upload a

F.0. Box 2522 ¥ . . [N .
G : Creditor Matrix File’ to upload a new matrix
Creditor type | Creditor v

as before.
Creditor committee & o O Tes S be ore

Links to Uploaded Documents After Case is Filed

After your new case is filed, there are now links to all of the documents uploaded at the ‘Notice of Bankruptcy
Cas e Filing’ screen as shown:

Bankruptcy . Adversary . Ouery

Jpen New Bankruptcy Case

[o zee the notices of electronic , scroll down or click on the appropriate hyperlink belowr
Perition
Chapter 13 plan

Certificate af credit counselin

TS, Bankruptey Court

District of Colorado

[he followmng transaction was received from Hindes, Fathn entered on 9/11/2008 at 936 AWM MDT and filed on %11/2006

Case Name Gary Wayne Trujile
Case Number: 06-10117
Docmnent Number: 1

Jucket Text

Chapter 13 Veluntary Petition Tetal Mumber of Crediters Upleaded: 7 fled by Kathi Hindes on behalf of Gary Wayne Trujilla, Sarah Lynn Trujill
Declaration Re: Flectronic Filing of Petition, Schedules & Statement, And Statement of Social Security Number(s) due by %/21/2006
Lathi)

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

Jocument description Main Document

Iriginal filename: CAECFPDF\pettion pdf

Zlectronic docmment Stamp:

STAMP bkecfStamp_ID=985638001 [Date=5/11/2006] [Filelumber=63777-0] [
3d062244db55b81fc 2 2e3b1135205FddF] adeBfefd2abd6dfId5d 1aaaRe 31 5dRfdel
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