ECF CHANGES EFFECTIVE 9/16/2006

Open BK Case (Manual Open)

The manual case open procedure remains basically the same as before the upgrade,
except for the few changes noted in the procedure below:

SECF o
o Bankruptcy

Bankruptcy Events . \ , .
_ After clicking on '‘Bankruptcy’, you must select 'Open a
AnswenTesponse/Ob) ECE

gl Voluntary BK Case.” (Formerly ‘Open a BK Case’).
Creditor Mantenance. .

File Claims

JudgeTrustee Assionment

Mizcellaneous BE . . .
YR —— A warning message regarding mandatory credit

Hotices counseling will appear on the next screen. Click [Next].
Open a Weoluntary BE Case

Plan

Casze Tpload z
UE F Bankruptcy

Open Voluntary Bankruptcy Case

The next screen remains unchanged. The

'Office’ field is always set to 'Denver’ and you Office Denver v
will select which chapter and whether or not Case type bk
this is a joinT peﬁ'rion. Click [NCX"']. Date filed 6/12/2007

Chapter |7 +
Joint Petition §f +

The screen used to search for the
debtor remains the same except for
one change - notice the screen now
reads 'Search for a debtor’ instead of
'Search for a party’. Search for the

EE F Bankruptcy « Adversary + Query

Open Voluntary Bankruptcy Case
Search for a debtor

S8N |789-65-4301 Tax Id
Last/Business name |lones

First Name Jameas|

Middle Name debtor using the name and social
security number. Click [Search].
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In this example, the debtor's name was SECF Bankruptcy +  Adversary
not found. To add the debtor, click on eI RCE s

SSN || TaxId
[CI"eClTe new pClr'TY] Last/Business name

First Name

Middle Name

[Party search results

No person found.

Create new party

The Debtor Information

EECF Bankruptcy +  Adversary + Query + Reports «+ Utilities + Lo

screen has changed slightly. Dibtor Information
The sys.‘.em now r.ecognizes Last name |Janes First name  |James
Middle . .
the party as a debtor, so name Generation e
there is no need to select a SSN 789664301 | ;2111234 pa
Office Address 1 03
role type for the debtor ——
. . . Address 2 Address 3
anymor‘e FI” n a” flelds' City |Denver State |CO Zip (80202
making sure you use your Comty [DEWER v Comtry
client's mailing address. Also, Phone Fax
don't forget to select the Fomail
county! R

To add an alias, click on [Alias]. To add
: r[\B 1 Add all alfnses and corporate pasent .
[NI&S-\-] orgorate parent... H Review... ]befm ck;ﬁ;i;ﬁ;ﬂﬁﬁ;ﬁ“ a corporate parent, click on [Corporate

Parent]. To submit the debtor

information, click on [Submit].

SECF
. Bankruptc +  Adversar +  Quer
At the next screen, you will be v Py Y Y

prompted to search for the joint Open Voluntary Bankruptcy Case
debtor (if you selected the ST

designation for Joint Debtor at the SSN |676.77.7676 Tax Id
first screen.) Enter the name and
social security number of the joint
debtor and click [Search].

Last/Business name |Jones
First Name Sally|
Middle Name
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Bankruptcy Adversary

SECF

Search for a debtor

SSIN || Tax Id

Last/Business name
First Name

Middle Name

Party search results

No person found.

Copy previous party's address

Create new party

The Debtor Information screen will
appear. If the 'Copy previous
party's address’ was checked at the
previous screen, the address
information entered for the debtor
should appear as the address for
the joint debtor. Ensure that all
information for the joint debtor is
entered correctly. Click [Submit].

Bankruptcy  «

Adversary + Query « Reports

Type of debtor
© Indiwidual
Prior filing within last 8 years no v

Utilities  +

O Corporation (nchudes LLC & LLP)

Feerir B O Partnership
v
‘ee status | Pai O Other
Nature of debt | consumer ¥ Nature of business
Assst notice [No B O Health Care Busmess

O Smgle Asset Real Estate

Estimated number of creditors |1-43 ¥ O Raikoad
Estimated assets |0 to $10,000 v O Stockbroker
O Coramodity Broker
Estimated debts O Clearing Bank
O Other

hext

June, 2007

[ Tesz-Exeerupt Enity

The joint debtor's name was not found. If
the joint debtor's address information is

the same as the debtor's, ensure that the
box to the left of 'Copy previous debtor's
address’ is checked. Click on [Create new

party].

SECF

Bankruptcy Adversary + CQuery + Reports + Utilities + Lo
Debtor Information
Last name |Jones Firstname  |Saly|
I‘E:;Hz Generation Title
SSN 676-77-7676 | 200.11-1734 TaxID
Office Address 1 PO Box 555
Address 2 Address 3
City |Dermer State |00 Zip |A0202
County | DENVER v Country
FPhone Fax
E-mail
Party text

Logd

This screen is now arranged differently
and has an additional field for the
indication of whether there are prior
filings within the last 8 years. Ina
Chapter 11 case, there is also a designation
for Small Business, whether the plan
accompanies the petition and whether or
not votes have been solicited on the plan.
Enter the information according to the
voluntary petition. Click [Next].



Click the [.Browse] bu’r‘rf)n to locate EECF Bankruptcy
the PDF file that contains the

Voluntary Petition PDF. (See the

procedure on the ECF website
. ' . Select the pdf document (for example: CAlS2cwd01-21 pdf)
itled 'Requireme

tit quirements for a Filename

Complete Voluntary Petition’ for /\ECFPDFDacs\Chapter \PETITION.POF| [ Erowse.. |
instruction on what should be Attachments to Document: & Mo O Yes
included in this PDF.) View the

document before bringing it into
the Browse field. Click [Next]

Open Voluntary Bankruptcy Case

EE F Bankruptcy - Adversary

Open Voluntary Bankruptcy Case Enter the total number of creditors.

Enter Total Mummber of Creditors Uploaded 13 Deadlines applicable to the chapter being
filed will appear. A selection must be made
('yes' or 'no’) in Chapter 7 cases depending

Section 521 Incomplete Filings due date: O7¢30/200°7

o csumnption Arises 1ot on whether or not the presumption of
abuse arises. Click [Next].

5 3
UECF Bankruptcy ¢+ Adversary + Query + Reports + Utilties + Logout ?

The next screen will list the filing fee,
and the Summary of Schedules will

appear. Information for the Summary
of Schedules is taken from Schedules

Open Voluntary Bankruptcy Case

Fee: $29%

SUMMARY OF SCHEDULES
A B D,E F, I, J, Form22and the ;
. . epott the totals from Schedules 4, B,D,E F, 1], Fom 22, and Nondischatzesble Debt in the boxes provided.
Statistical Summary (Form 6). Ensure
that the information is entered NAME OF SCHEDULEFORM ASSETS | TIABILITIES OTHER

correctly. The amount for ARl Doy
Dischargeable Debt should compute B - Prsu Bropety
automatically if amounts are entered | DGt Hobing Seewed Clans

into all fields. A partial screen shot is | & Cedos Eisg seed sty Cins
shown here. Click [Next]. - s il Do) ' s

Click [Next] at the final two screens, ensuring that final docket text reads
correctly. Don't forget to upload your creditors and run the Judge/Trustee
assignment, as usual.
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Open an Adversary Case
There are some significant changes to be aware of when opening a new adversary
proceeding. The changes are as follows:

3
0 CELUTIEIRLEER] Click on 'Adversary’ from the blue menu bar
and select 'Open an AP Case'.

Adversary Events

Answer to Complant(E-Filers Only)
AnswerBesponse/Oby ECE
Appedl

Complamt

iscellaneous AP

Motions/ Apps/Stips

Netices

Open an AP Case
SUTHONS

Make sure that 'Complaint’ is set to 'y’ and click [Next]. RESIUAUSR A e

Case type ap
Date filed 6/14/2007

Complaint §f v

Open Adversary Case Enter the underlying bankruptcy case number into
Lead case number 07-102] the 'Lead case number’ field. The 'Association Type'
Association type | Adversary o| should always be 'Adversary. Click 'Next".
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The Judge Assignment screen and confirmation of the  |open Adkersary Case
lead Bankr‘upfcy case appear‘s. CIICk [NeXT] Case 15 assigned to Denver Diwision, JTudge Tallman
ased on the lead Banlouptcy case 07-10220-HET.

Open Adversary Case The name of this screen has changed to
Search for a plaintiff ‘Search for Plaintiff'. It used to read

SSN TaxId 'Search for a party’. Enter the name of
Last/Business name Y7 Corgoratior| the plain‘riff into the 'Last/Business name'
First Name field and click on [Search].
Middle Name

h. 2 https://ecf-train.cob.uscourts.gov - Person Add... E@
The party appears. In this case, there is no Y xv2 corporacion

address associated with the party. Select the
party by clicking on 'Select name from list'.
(NOTE: You will select the party even if there is
an address associated with the party and the
address is incorrect. You will remove the
address at the Plaintiff Information screen, .
which will appear next.) 07 Corzoraion,

Mi @Done é Q Inkernet

Search

Select name from list ] [ Create new party

June, 2007 6



Plainilt Iformation As before, there should be no address for

XYZ Corporation SSN:Unknown

e Addbess 1 the Plaintiff in an Adversary proceeding.
Adires2 Address 3 _ Remove all address information from the
czz = Cf::y » Plaintiff Information screen. After you
B B have removed address information, you
o must select the Role the Plaintiff has in
Fary text — the underlying Bankruptcy case. You also
f:n]jmﬁw,“:yc, [ e e gggincmmasnuasxmnmmpms must add yourself as an attorney for the

Plaintiff. Click on [Attorney].
Search for an attormey

Search for your attorney record by name and/or Bar Id ||

Bar ID. Last name Hunter

[ Search ] [Clear]

Search for an attorney

The correct attorney record appeared. Click
[Select name from list].

<} https:/fecf-train.cob, uscourts.gov - Person Add... m@@

Diane Hunter
[EE Bar Id: 11234
721 19th 3t
Denver, CO §0202

Attol
Hu
Hu

m@ [one é Q Inkernet

’ Select name from list H Create new attorney ]

Make sure your address, e-mail address and phone number information is correct.
Click [Add attorney].

You will be returned to the Plaintiff Information screen. Click [Submit] to add the
plaintiff to the case.
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Open Adversary Case
The ‘Search for plaintiff' screen appears. ¢ ;oo
If you have multiple Plaintiffs, you may SSN | TaxId
continue to search for and add plaintiffs as @ .stBusiness name
outlined in the previous steps. When all First Name
plaintiffs have been added, you MUST click |ysade Name
the [End plaintiff selection] button.
[ End plaintiff selection
ﬂd : The 'Search for defendant’ screen
pen Adversary Lase appears. When the defendant is the
Search for a defendant debtor, you should search by social
SSI 750.66.4301 TaxTd security or tax id number and name.

When the defendant is not a debtor,
search by last name only. Click [Search]
at this screen once the search

Middle Name information has been entered.

Last/Business name | Janes

First Name James

Search for a defendant

The PClr'Ty search r'eSUH'S W|” be ) https:/fect-train.cob. uscourts.gov - Person Add...@@
displayed. Click on [Select hame from LastBY es onss
list] if the party is listed. Otherwise, FustNg o0 e

Denver, CO 80202

click on [Create new party] to add your — [Midde} o y: vemver

party. In this example, the party we want Bore Yy
to select is listed so we will click on e

[Select name from list].

Select name from list ] ’ Create new party
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The Defendant Information screen
appears. Do not add an dlias, dba, fka or
social security number for the
defendant. However, you may select a
debtor defendant that is already in the
system with social security number.
Enter the address for the defendant if
known. If the defendant is not a debtor
in the underlying case and the address of
the defendant is unknown, the address
field may remain blank. Be sure to
indicate the Role that the defendant

Defendant Information

James Jones  SSNuoeme4701

ffice
Address
City Denvar
County | DENVER A
FPhone

E-mail

Party text

Role in Banlauptcy Case | Debtor

Address1 PO Box 555
Address 3

State €O Zip (80202
Country

Fax

A4

l Attomey. HAMas.. H Corporate parent... H Revienw.. l

A all attomeys, sases and corporats patents
before clicking the Submdt button

plays in the underlying bankruptcy case.

Never add an attorney for a defendant

as they are to remain pro se until their answer is filed. Click [Submit] to add the

defendant to the case.

Open Adversary Case

Search for a defendant
SSN TaxId
Last/Business name
First Name
Middle Name

[ End defendant selection ]

This screen has changed. The main change
is that you may now select up to five
natures of suit from drop down pick lists.
There is now also a designation for State
Law of 'y’ or 'n'. The other fields remain
unchanged. Click [Next] when you have
entered the required information.
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You will be returned to the Select the
Defendant screen. 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 on the [End defendant
selection] button.

Party
code |3 U.5. not a Party

Rule 23
(class |n v
action)
Jury

MNone hd
demand

Demand

($000)

State
law

Open Adversary Case

Primary nature of suit

Nallins (Dischargeahility -

other)

Second nature of suit
none

Third nature of suit
none

Fouwrth nature of suit
none

Fifth nature of suit
none



Open Adversary Case
Use the Browse button to locate, view and
Select the pdf document (for example: CA199cv501-21pd). bring into the browse field the complaint

Filename . .
rvareany PDF Dacuments\Complaint po Bz PDF file on your computer. Click [Next].

Attachments to Document: & Mo O Yes

©Ppen Adversary Case
Enter the appropriate number that

corresponds with the fee option that

. . \ \ A dwersary Status Deadline: 1071552007
applies to your case. Click 'Next'.

Enter 1 If Fee Is Being Paid At The Tiune Of Filing.

. Enter 2 If Fee Is Being Deferred.
Click [Next] at subsequent screens to e

advance and submit the transaction. If ‘1’
was selected for the fee option, you will be [Enter Walue: |1l

required to pay the adversary filing fee
after accepting final docket text.

Enter 3 If Fee Is Mot Eequired.
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New Payment Options

If you have elected to pay filing fees in installments, you should have selected the
Fee Status of 'Installments’ when filing your case electronically. An Application to
Pay Fees in Installments will need to be filed once the case has been filed. You will
have the option of making the installment payments online via credit card or by
mailing the payment to the Clerk's Office. Information highlighting the changes in
filing of the application and making electronic payment are shown below and on the
next page.

At el Select '‘Bankruptcy’ form the blue menu bar

07-10230-HRT James Jonss and Saly Jonss k and then select ‘Motions/Apps/Stips’.
After entering the case number, select 'Pay

Moratorium “| Filing Fees in Installments (Individual

Mare Definite Statement , .

Objection ta Claim Debtors Only) from the drop down pick

Objection ta Exemption list.

F'a Creditors

F'ay Wages To Trustee
Preliminary Injunction v

After selecting the party you represent, you will need to locate the PDF file that
contains the application and bring it into the Browse field. Don't forget to attach
your proposed order.
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File a Motion:
The next screen displays

a blue message informing

you of the options you
have for making paym ent. Payment To THe Comt Of AUl nstallment Payments May Be Made In One Of The Followmg Ways:

07-10230-HRT James Jones and Sally Jones

1. By Mailing A Cashiers Check or Money Order or Attorney Check to The Court.

2. By Making An Electronic Payment Using The Appropriate Miscellaneous Event Payment of Installment Payment
Or Payment of Installment Payment (Final).

Click 'Next' at the Docket Text and Final Docket Text screens to submit the entry.

Bankruptcy - Adversary + Query -+ Byl make installment
payments online, you
would use one of the
07-10230-HET James Jones and Sally Jones new events indicated
here, based on the
chapter and which
payment is being made.
These event options
are located in the
'‘Miscellaneous BK'
category.

Miscellaneous

You will not be required to

upload a PDF document. You
will be pr‘ompfed fOI" the 07-10230-ERT Jarnes Jones and Sally Jones
amount you are paying at this
screen. If an amount other Change The Amount In The Payment Field Below To The Amount You Are Paying With This Installment Payment.

than '0' is entered, the credit ﬁ g
BE

card payment window will
appear later in the fransaction

so that payment can be made.

Miscellaneous
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Amending Schedules and Adding New Creditors to a Case
There are a few changes to be mindful of when amending schedules o add new
creditors to a case.

You would still file your amended schedules by selecting the ‘Amended Schedules
(Electronically Filed - No Fee Required) event from the Miscellaneous BK category
as the first step. A friendly blue message will appear during the filing of the
transaction, reminding you of the two-step process.

Miscellaneous

@10230—I{E{T James Jones and Sally Jones

Do Not Forget That This Is A Two Step Process If You Are Amending Your Schedules To Add Creditors.
Ensure That This Document Is Linked To The Entiy That Contains The Schedules That Are Being Amended.
Be Swre To File The Miscellaneous Event Amended Creditor Matrix Next.

Bypass The Statistical Screen If You Are Amending Schedules C G or H Only.

welect the apprapriate everifs) o which your event relates:

06/14/2007 1 Chapter 7 Veoluntary Petition. Total MNumber of Creditors Uploaded: 13 Section

521 Incomplete Filings due by 7/30/2007, (Hunter, Diane)

You will also be presented with the new Summary of Schedules screen, as shown on
page 4 of this procedure. Enter the amounts for the schedules that changed only.
Do not change amounts for any other schedules.

As the second step in the process, you will select the 'Amended Creditor Matrix
(Electronically Filed - No Fee Required) event from the Miscellaneous BK category.
You will be prompted for the case number, you will be required to select your
client(s) and enter the number of creditors being added as usual. The difference
comes in that you can actually manually add your creditors during the filing of this
event at the 'Add Creditor(s) screen (see next page) rather than needing to go to
'Creditor Maintenance’ as a separate, third step to add your creditors to the case.
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Again, a friendly blue message will appear, giving instruction in the two step
process.

Miscellaneous

07-10230-HET James Jones and%allv Jones

Did You Remember To File Your Amended Schedules First?

You May Add Your Creditors Individually At The Next Screen Or Upload A Creditor Text File Using The Creditor
Maintenance Menu Option.

Ensure That This Document Is Linked To The Amended Schedules.

Do Not Use This Event To Change The Address Of An Existing Creditor In This Case. File A Change Of Address
For The Creditor Instead Using The Miscellaneous Event Change Of Address.

Welect the apprapriaie event(s) fo which your event relates:

[1 06/14/2007 1 Chapter 7 Voluntary Petiton. Total Mumber of Creditors Tploaded: 13, Section
521 Incomplete Fiings due by 7i30/2007. (Hunter, Thane)

06/18/2007 4 Amended Schedules D and T to add a creditor and update expense mfonmation.

The 'Add Creditor(s) screen will appear as shown below.

Miscellaneous Ly

07-10230-HET James Jones and Sally Jones

Add Creditor(s)

i) Name may be 30 characters.
{2) Address may be J§ lines, 40 characiars each.

{3) Mare than one creditor may be entared. Separate creditars with a hlank line.
(4} Lizait 10 Creditors

Name and Address |Credit Union of Denver
2001 W. Alsmeda
Lakewood, CO @020z

Creditor type | Creditor v
Creditor committee & INo O Yes
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Links to Uploaded Documents After Case is Filed

After your new case is filed, links to all of the documents uploaded will appear on
the 'Notice of Bankruptcy Case Filing' screen. To see the notice of electronic filing
for each document, scroll down or click on the appropriate hyperlink.

Open New Bankruptcy Case:

To see the n%dn:es of electronic filing, scroll down or click on the appropriate hypetlink below:
Petitian

Chapiter 13 plan

Certificate of credit counseling

U.S. Bankruptcy Court
District of Colorado

Motice of Banloiptey Case Filing

The following transaction was recewved from Hunter, Diane entered on 671872007 at 12:18 PIM
Case Name: Gary Wayne Trulle and Sara Trgillo
Case Number: 07-10232

Document Numhber: 1
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