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Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time Netscape Navigator
4.7 and Internet Explorer 6.0 web browser have been tested and recommended for use
with this program. CM/ECF court users process cases through the federal courts’
restricted intranet while attorneys and other public users will submit pleadings and view
case data from the internet. Both court and external users have different levels of
access to screens via menu selections and functionality as determined by their needs.

STEP 1

NOTE:

STEP 2

To access the court web site, open Internet Explorer and enter the
URL (www.insb.uscourts.gov) in the browser’s Location field. (See
Figure 1.) Familiarity with browser navigation and functionality is
recommended for successful and efficient use of this system.

b Showlndesx - Netscape
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Figure 1

For quick access to this site in the future, set a bookmark or
create a button on your navigation bar, (See Figure1.)

The Back button { on your Netscape navigation bar
Back

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

Farveard

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.
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STEP 3

Lertificate Mame Check - Hetscape

The certificate that the site 'tewb-test-dcn.teo.uscourts. gov' has presented
does not contain the correct site name. It is possible, though unlikely, that
someone may be trying to intercept your communication with this site. If you
suspect the certificate shown below does not belong to the site you are
connecting with, please cancel the connection and notify the site
administrataor.

Here is the Certificate that is being presented:

Certificate for: Administrative Office of the United States
Signed by: Courts
Encryption: RSA Data Security, Inc.

Export Grade {RC4-Export with 40-hit
secret key) __More Info..._ |

=
&3  Certificate Name Check |’

Figure 2

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

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECEF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered
Internet users will see a login screen as pictured below. (See
Figure 3a.)

ECF/PACER Legin

Motice
This iz a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the .5, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and paseword for electronic filing capabilities. If you do not need filing capabilities, enter
srout PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. You may register online at hitp‘pacer.psc.uscourts. gov or call the PACER Service Center
at (300 676-6256 or (210) 301-6440

A access fee of §.07 per page, as approved by the Judicial Conference of the United 3tates at ite September
1998 session, will be assessed for access to this service. All inguities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by clent. This code can be up to thirty two
alphamunetic characters long,

Authentication

Login
Pagzword:

client code: |

Login Clear

CMIECE has been tested and works correctly with Netscape 4.0, Netscape 4.7x and Internet Explorer 5.5

Figure 3a
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NOTE:

Participants will initially enter their CM/ECF login and password
which has been issued by the court on this screen. This login and
password allows electronic filing of documents, not access to
reports or queries.

This court considers the registered user’s login and password the
electronic equivalent of their signature. This concept is
incorporated into the court’'s General Order on Electronic Filing or
by Local rule.

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

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

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

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

Effective April 1, 2002 the maximum number of billable
pages for pdf documents will not exceed 30 pages. This
cap applies to pdf documents only.

PACER information and registration is available at

http://pacer.psc.uscourts.gov/.

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

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

Southern District of Indiana

July 2004



CM/ECF Attorney

Accessing CM/ECF - Tab 1 -4

STEP 4

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

Access to this resource is available at
http://www.pacer.psc.uscourts.gov/ecfcbt/.

The court user CM/ECF login screen is pictured in Figure 3b.

CM/ECF Login

Notice
This iz a Resiricted Web Site for Official Court Business only. Unauthotized entry is prohibited and subject to
prosecution under Title 18 of the U3 Code. All activities and access attempts are logged.

Authentication

Lagin: ||

Password: I
Lagin Clear

CMIECE has been tested and warks correctly with Netscape 4.0x, Netscape 4.7x and Internet Explorer 5.5,

Figure 3b

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

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

U.S. Bankruptcy Court
Systems Deployment and Support Division

Official Court Electronic Document Filing System

Figure 4

Access to the various modules are provided by the blue Main
Menu Bar at the top of the screen. Each selection is a hyperlink to
another set of options or hyperlinks allowing participants to file
documents, query, view or print a docket sheet, generate reports
or maintain the system.
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This menu is also used to exit the system. The preferred method
to exit CM/ECF is to click the Logout hypertext link on the
CM/ECF Main Menu Bar.

Public Access

Bankruptcy case information on CM/ECF is available to the
public through participating court Internet sites. For instance, the
bankruptcy court in the Southern District of Indiana can be
accessed by typing this URL, www.insb.uscourts.gov, in the
Location Box of your browser. PACER logins are universal and
may be used at multiple courts for access to reports and queries.

Inquiries can be made through Public Case Query which provides
search capabilities by case number or name. (See Figure 5.)

_3E

Query

2l
Query + Reports + Utilities . Logout o_

Search Clues

Casobumber | (Example 5960013

Last Mame I— (Examples: Desoto, Des™)

First Name l— Middle Mame l—
zEN [ Tax ID [

Type i
Run Cuery Clearl
Figure 5

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

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

The CM/ECF system is a web based software program. At this time Netscape Navigator
4.7 and Internet Explorer 6.0 web browser have been tested and recommended for use
with this program. CM/ECF court users process cases through the federal courts’
restricted intranet while attorneys and other public users will submit pleadings and view
case data from the internet. Both court and external users have different levels of
access to screens via menu selections and functionality as determined by their needs.

STEP 1

NOTE:

STEP 2

To access the court web site, open Internet Explorer and enter the
URL (www.insb.uscourts.gov) in the browser’s Location field. (See
Figure 1.) Familiarity with browser navigation and functionality is
recommended for successful and efficient use of this system.

b Showlndesx - Netscape

File Edit ‘iew Go Communicator Help

v & 1 4 2 3 & @ @

Back  Forward  Reload  Home  Search  Metscape  Print Secuity  Shop atap

w!'Bookmarks 4 Location:Ihttp:fﬂstudenﬂ.aotx.uscourts.govf j
1 [E) 775D Home  [{Dre this to creste 5 nk to tis pagelnplemen 5] CM/ECF Develope |3 CM/ECF Bankupt |5 TTSD Stant

Figure 1

For quick access to this site in the future, set a bookmark or
create a button on your navigation bar, (See Figure1.)

The Back button { on your Netscape navigation bar
Back

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

Farveard

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.
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STEP 3

Lertificate Mame Check - Hetscape

The certificate that the site 'tewb-test-dcn.teo.uscourts. gov' has presented
does not contain the correct site name. It is possible, though unlikely, that
someone may be trying to intercept your communication with this site. If you
suspect the certificate shown below does not belong to the site you are
connecting with, please cancel the connection and notify the site
administrataor.

Here is the Certificate that is being presented:

Certificate for: Administrative Office of the United States
Signed by: Courts
Encryption: RSA Data Security, Inc.

Export Grade {RC4-Export with 40-hit
secret key) __More Info..._ |

=
&3  Certificate Name Check |’

Figure 2

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

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECEF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered
Internet users will see a login screen as pictured below. (See
Figure 3a.)

ECF/PACER Legin

Motice
This iz a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the .5, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and paseword for electronic filing capabilities. If you do not need filing capabilities, enter
srout PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. You may register online at hitp‘pacer.psc.uscourts. gov or call the PACER Service Center
at (300 676-6256 or (210) 301-6440

A access fee of §.07 per page, as approved by the Judicial Conference of the United 3tates at ite September
1998 session, will be assessed for access to this service. All inguities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by clent. This code can be up to thirty two
alphamunetic characters long,

Authentication

Login
Pagzword:

client code: |

Login Clear

CMIECE has been tested and works correctly with Netscape 4.0, Netscape 4.7x and Internet Explorer 5.5

Figure 3a
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NOTE:

Participants will initially enter their CM/ECF login and password
which has been issued by the court on this screen. This login and
password allows electronic filing of documents, not access to
reports or queries.

This court considers the registered user’s login and password the
electronic equivalent of their signature. This concept is
incorporated into the court’'s General Order on Electronic Filing or
by Local rule.

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

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

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

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

Effective April 1, 2002 the maximum number of billable
pages for pdf documents will not exceed 30 pages. This
cap applies to pdf documents only.

PACER information and registration is available at

http://pacer.psc.uscourts.gov/.

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

All users are personally responsible for activity with their logins.
Participants can also be given access to maintain their login and
password, address and e-mail preferences.
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STEP 4

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

Access to this resource is available at
http://www.pacer.psc.uscourts.gov/ecfcbt/.

The court user CM/ECF login screen is pictured in Figure 3b.

CM/ECF Login

Notice
This iz a Resiricted Web Site for Official Court Business only. Unauthotized entry is prohibited and subject to
prosecution under Title 18 of the U3 Code. All activities and access attempts are logged.

Authentication

Lagin: ||

Password: I
Lagin Clear

CMIECE has been tested and warks correctly with Netscape 4.0x, Netscape 4.7x and Internet Explorer 5.5,

Figure 3b

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

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

U.S. Bankruptcy Court
Systems Deployment and Support Division

Official Court Electronic Document Filing System

Figure 4

Access to the various modules are provided by the blue Main
Menu Bar at the top of the screen. Each selection is a hyperlink to
another set of options or hyperlinks allowing participants to file
documents, query, view or print a docket sheet, generate reports
or maintain the system.
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This menu is also used to exit the system. The preferred method
to exit CM/ECF is to click the Logout hypertext link on the
CM/ECF Main Menu Bar.

Public Access

Bankruptcy case information on CM/ECF is available to the
public through participating court Internet sites. For instance, the
bankruptcy court in the Southern District of Indiana can be
accessed by typing this URL, www.insb.uscourts.gov, in the
Location Box of your browser. PACER logins are universal and
may be used at multiple courts for access to reports and queries.

Inquiries can be made through Public Case Query which provides
search capabilities by case number or name. (See Figure 5.)

_3E

Query

2l
Query + Reports + Utilities . Logout o_

Search Clues

Casobumber | (Example 5960013

Last Mame I— (Examples: Desoto, Des™)

First Name l— Middle Mame l—
zEN [ Tax ID [

Type i
Run Cuery Clearl
Figure 5

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

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

1. Hyperlink to docket sheet
2. Date and time stamp information
3. Case title
4. Docket text
. Text produced from docket event
. Annotated text in italics
. Attachment type, description and attachment number
which is a hyperlink to the PDF file of the attached
document.
5. Associated PDF documents:
. Document description: Defaults to the Main Document
being filed.
. Original filename: Filer's full directory path from firm or
court’s PC or network.
. Electronic document stamp: Unique identifying name of the

document being filed for security
purposes. Key file of the court used
for encryption.

* Attachment PDF documents:

. Document description: This would be the first document
that was entered on the attachment
screen by the filer. (If any exist.)

. Original filename: Filer’s full directory path from the
firm or court’s hard drive or network.

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

2 Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address(s) with the
court will be listed here with their current e-mail address, not their street
address.
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2 Notice will not be electronically mailed to:

Name and traditional mailing address of other parties on the case who
have not registered their e-mail address with the court.

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

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.

Queries and Reports

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

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

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

Users must already be registered with the PACER system to have a
login and password. See example on next page.
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EECF Bankruptcy  + Adversary  + Query + Reports  +  Utiities +  Logout
PACER Login

Notice
Thds is 4 Restricied Weh Siie for Offiial Court Business only, Unsuthorized entey is probibited subject to
proseevtion under Title 18 of the 1.3, Code. All sctfvites end access attempts ate logged

Instructions
Enter your BCF login end password for eletronic fling capabilites. [fyou do not need fling eapabilties, enter
your PACER lugin and password, [fyou do not heve a PACER lugin, vontact the PACER Service Centerto

estahilish et accousd, You mey tegister online of Bitp:fpacer poc uscoutts guv ot el the PACER Service Center
af (00 £75.6856 or (10) 3016400

Ainaocess foe of U7 per page, s approved by the fucdciel Corfetence of th Uribed States ot s September
1998 session, will be assessed for aeess to this service. AN ingwines wil b charged to your PACER login that
is kegt on fle. [fyou do nob neec! filing eapabilities, enter your PACER login and password. The Clid eode is

provided to the PACER wser a5 ameans ofteacking transaetions by chiend, This eode can be vp to thiry two
dlpharmmeic characters long,

Authentication

Lagin:
Passord:

Client code ’

" Wlake this my default PAGER login

Figure 9b
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Bankruptcy Case Opening

For Attorneys

This process shows the steps and screens required for attorneys to open a bankruptcy
case on CM/ECF.

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

+ Utilities + Logout

Figure 1

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

[Bankruptcy Events

Open BE Case File Claims
Open BE Case - Upload  Claim Events
Open Involuntary Case

Creditor Maintenance.

T&

Figure 2a
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* For further information on each of these categories, click the
HELP icon on the CM/ECF Main Menu Bar (the question mark,
pictured below). That will bring up a help screen. (See Figure 2b.)

ontext Help - Netscape

Bankruptcy Events

Select one of the menu options available and subzequent screens will prompt vou for the
nformation required to

o s e Eﬂe an;is;v:;’;;esponse, ot reply to a motion/application in a
|Appeal |Pile an appeal to a case.

o File different documents to different {unrelated) cases at the same
Batch F 4 : ;

e lnes tine. (See also Mulh-Caze Docketing). —
|C1aj.m Arctions |Pile documents related to claims that have already been filed.
Court Events File decuments or docket events (e gz, utility events) to which only

court users have access.

Enter the names and addreszes of creditors for a bankruptey case,
Creditor Maintenance |either indrndually or by uploading a creditor matns. Also edit

creditors’ names and addresses.

|Pile Clams |Pile a clain i a banlouptey case.
|Motionszpp]ications |lee a motion or application to a bankruptcy case. =l

Figure 2b

2 This screen gives you more information about the menu
selections. To see information for other options, scroll down using
the arrows or scroll bar on the right. (See Figure 2c.)
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Context Help - Netscape

File Claims File a claim in a banlruptcy case.

|Motionszpp]ications |Pile a motion or application to a banlruptcy case,

File the same document to many unrelated cases at the same time
(the user must make sure that there 15 no case-specific information in
thiz document). (See also Batch Filingz )

Iulti- Case Docketing

|Notic:es |Pile anotice to a bankruptcy case.

|Open a BE Case |Opem"Reopen a Banloruptey Case.

|Orders.l’Opi.nions |Pile an order o an opinion to a bankruptcy case.

|Other |Pile a miscellaneous document to a bankruptey case.
|P1an |Pile aplan (e g, Chapter 11 Plan) to a bankruptcy case.

|TrusteerS Trustee |Pile a document related to the chapter trustee or the 1.3 Trustee.

Allowes the chapter 7 trustee to specify the action to be docketed for

Trustee's 341 Filings each 341 meeting on a given date.

Updated 02530/00 (BankrpteyEvents htrg

close |

L |

Figure 2c
NOTE: Due to user access assignments, your actual
menu options may vary from this list.
2 To close this help screen, click on the “X” in the top right corner of

the screen, or click on the [Close] box at the bottom of the
screen. This will return you to the Bankruptcy Events screen.
(See Figure 2a.)
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STEP 3 At the Bankruptcy Events screen, click on the Open a BK Case
hyperlink. The Open New Bankruptcy Case screen will display
(See Figure 3.)

" 2 B T T v St S o Kl o S el W = e O = B W = |

ess [i&] https:jfecf-test.insb.circ? . denjegi-binglogin, plr498927959342816-L_916_0-1

!
I ‘ F Bankruptcy - Adversary « Query = Reports « Utilities -«

Open New Bankruptcy Case

Case type Im 'I

Date filed 7/27/2004

Chapter I 7 vl

Joint Petition |n =

Deficiencies In 'I
Mext Clear

i oane =
Figure 3

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

2 The current date will always be automatically displayed.

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

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

2 The Case Type will always be bk. Leave it as itis.

2 The default value for deficiencies is n (no); for deficiencies select
y (yes).
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2 When this screen is correct, click [Next] to continue.

STEP 4 The PARTY SEARCH screen displays. (See Figure 4.)

”E Bankruptcy e Adversary - Query - Reports - Utilities -+ Logout ?

Open New Bankruptcy Case

Search for a party

S8 TaxId
Last/Business name

Search | Clearl

Figure 4

2 This screen is for you to enter the parties on the case. Before you
add the debtor, or any party, you should search the database to
see if that party already exists in the database from another case,
to eliminate duplicate records in the system. You can search by
Social Security Number, Tax ldentification Number, Last Name or
Business Name.

. You can enter the last name to search the database. If
this is a business filing, enter the first word or significant
words of the business name to search. The entire
business name is stored in the Last/Business name field.
The field size is 80 characters.

L g In this lesson, we will enter the debtor’s last name and click
[Search].
NOTE: The entire name of businesses resides in the

Last/Business field. Therefore, for business filings,
entering the first part of the name may be sufficient to find
a match.
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STEP 5 If there are no matches, the system will return a No Person
Found message. (See Figure 5a.)

B

ankruptcy +  Adversary + Query + Reports + Utilities + Logout

SECF

Search for a party

SSN I TaxId I
Last/Business name I

Search M

Party search results

o person found.

Create new party

Figure 5a

NOTE: Your name search may find more than one record having
the same name as shown in Figure 5b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

E

Search for a party

Search | Clear

[Party search results

Select name fram list

SSN TaxId
Last/Business name B (Person Address) - Netscape NN - (0] <]

American Express
3091 Fizemore Rd.
Dallas, TX 78555

Create new paty

Figure 5b

Southern District of Indiana
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2 Once you have tried alternative searches and determined that the
party is not already in the database, you can add them to the
database. Click [Create New Party].

Southern District of Indiana July 2004
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STEP 6

[Party Information

The PARTY INFORMATION screen displays. (See Figure 6.)

Last name ILachey First name INichDIas
Middle name I Generation | Title |
SSIN [222-12-5687  222.11.1234 TaxID |

Office |

Address 1 |35 Rodeo Drive

Address 2 |

Address 3 |

City IBeverIy Hills State |IN Fip |45236

County |Mari0n j Country I
FPhone I Fax I

E-mail |

ProSe InD 'l Role |Debt0r(db:pty) j

Party text |

Alias... | Rewienw...

Add all aliases before
clicking the Submit button.

Submitl Cancel |

Clear |

J’@j Done
Figure 6

2

NOTE:

F (B e meme

Enter the debtor's Name and Address information in the
appropriate boxes . (For this lesson, our debtor is Nicholas
Lachey)

Select the debtor’'s County of residence from the pick list box.
Type the first letter of the county name for a faster search.
For this lesson, leave ProSe as no.

Expand the Role Type selection pick list box by clicking on the
down arrow V¥, and select Debtor. The Default is Debtor.

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

It is not necessary to add the attorney representing the debtor.
Because you are an attorney, Your name will be linked to the
party you are representing automatically at the end of this
transaction. Your login will furnish your attorney information to the
system.

Southern District of Indiana

July 2004



CM/ECF Attorney BK Case Opening - Page 9

2 If the party has an alias, click the [Alias] button.
STEP 7 The ALIAS screen appears. (See Figure 7.)
I EEC F Bankruptcy - Adversary = Query = Reports - utilities = Logout ?

lAlias Information (Party Lachey, Micholas )

| LastBusiness name First name Middle name |Generation | Role
[1 [Cachey [rick I I [o= =
[2]f | | | [eka =
Bl | | | [eka =
4] | | | [eka =
[s|f | | | [=ka =

Add aliases Clear I Click the Add aliases button to return to the Party screen and subamit all information for this partsr.

&1 pone [ S | mtermet
Figure 7

2 You can enter up to five alias names. Alias Role selections
include aka, dba, fdba, and fka. The default is aka.

2 Click [Add aliases].

Southern District of Indiana July 2004
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STEP 8 The PARTY INFORMATION screen reappears. (See Figure 8a.)

EECF Bankruptcy . Adversary +  Query = Reports » Utilities  » Logout ?
Farty Information
Last name |Lac:hey First name |N|ch0|as
NTiddle name I Generation I Title I
SSIN |222-12-5687 222.11-1234 Tax ID l—
Office I Address 1 |35 Rodeo Drive
Address 2 I Auddress 3 I
City [Bewverly Hills State [IM Fip [46236
County |Mar|0n ;l Country I
Phone I Fax I
E-mail |
FProSe Ino 'I Role |Debt0r [cbptd ;l
Party text |
Alies.. || Review.. |00 e St btton
Submit | Cancel I Clearl
&) pone R T
Figure 8a
2 Verify the information.
2 Be careful about clicking the [Clear] button, you could accidently
delete information.
2 If you are finished adding information for this new party, click
[Submit] to continue with Case Opening.
NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY

screen would appear next.

STEP 10 The STATISTICAL DATA screen appears next. (See Figure 10.)

Southern District of Indiana July 2004
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E

Open Mew Bankruptey Case

Type of debeor = Ddradual T Cerparatess T Farinessiep T Crther

[C Bakoad [0 Steckbroker [ Comomodity Broker

Fre status | Faid -

Assel notice | 'l

ﬁ"-“':-";:"fﬂ"h"' s Estimnated number of coeditors |75 =
Coluetary |valectary ) = -
Drigin | Jeignal "l r}m:mml e II:“-J‘T- ]
D Estignaned delus |7 50550000 |
Figure 10

L 2 Select the Type of Debtor by clicking in the appropriate box(es).

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

2 Designate the Nature of Debt as Consumer or Business.

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

L 2 Enter the correct Origin code from the values Original, First
Reopen, Second Reopen, Third Reopen, Split or Inter-District
Transfer. No action is necessary if this is the first filing; the
default value of Original is correct for this exercise.

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

2 Choose Yes or No for Asset notice designation. The default is
NO.

. Chapter 7's the designation will be NO.
. Chapter 11, 12, or 13's the designation will be YES.

Southern District of Indiana
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2 Select the range of Estimated Creditors from the pick list box.
< 1-15
« 16-49
+ 50-99
« 100-199
+  200-999

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

+ Under $50,000

. $50,001 - 100,000

. $100,001 - 500,000

. $500,001 - 1 million

. $1,000,001 - 10 million

. $10,000,001 - 50 million
. $50,000,001 - 100 million
«  More than $100 million

2 Select the correct dollar range for Estimated Debts.

« Under $50,000

. $50,001 - 100,000

. $100,001 - 500,000

. $500,001 - 1 million

. $1,000,001 - 10 million

. $10,000,001 - 50 million
. $50,000,001 - 100 million
«  More than $100 million

2 Click [Next] to continue.
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STEP 11 If you have selected y for Deficiencies on the Case Data screen,
the DEFICIENCY LIST screen will appear. (See Figure 11.)

L(';)pen New Bankruptcy Case 2

eficiency List
Check item(s) NOT included in the petition

7 Amd. Pet. wDebtor Signatire
™ Amd. Petition wiExecution Date
7 Amd. Petition wiltty Signature
" Amd. Petition wiTax [D #

I Exhibic B wiAtty Signature

™ Exthibit C

" Chapter 13 Plan

™ Fee Disclosure Strot-Attorney
" Fee Disclosure Stmt-Pet. Prep.
7 Stmt. of Financial Affairs

7 Summary of Schedules

7 Schedules 4-J

™ Schedule A

[T Schedule B

™ Schedule C

|7 Schedule D

J’.&j Dane ’_ l_ E |4 Internet
Figure 11

|4

2 Check the check box(es) of the Incomplete Filing(s)

L 2 Click [Next] to continue.

STEP 12 The SELECT A PDF DOCUMENT screen appears.
(See Figure 12.)
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Dpen New Bankruptey Case

Select the pdl docusent (for ensmple: CAP0ewS01-21pd)

Filename
[ Arowse...
Atrackesenis to Dagument: = Mo © Tez
Figure 12
NOTE: This screen is used for associating the imaged document
with this entry. Attorneys must enter the path and name of
a pdf (portable document format) document here.
L 2 Click [Browse], then click on the down arrow ¥ for the Files of
type field.
L 2 In the drop-down box, click on All Files (*.*).

2 Navigate to the directory where the appropriate PDF file is
located.

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

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

* Click [Next]
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STEP 13 The INCOMPLETE FILINGS DEADLINES screen is
presented. (See Figure 13.)

i| 2 c™M/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer

File Edit  Wiew Favari tes Tools  Help

<=Back ~ =b - i) &} | @ysearch [GElFavorites iMedia B | By S - = ]

€] https:fiecf-test insb, circ? . den/cgi-binflogin. pl 495927959342616-L_916_0-1

*|| Address
I ‘ F Bankruptcy +  Adversary <+ Ouery =+ Reports -« Utilities -

Open New Bankruptcy Case

Mmcomplete Filings due date: 08/11/2004

01/23/2005

Clear

[T & (e meenee

& pone

2 The deadline for filing the remaining petition is calculated
and displayed. This will print on the final docket text and
will exist as a schedule record for queries and reports.

2 The court will monitor the deadline for compliance and will
verify deficiencies.

L 2 Click [Next] to continue.
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STEP 13a The Social Security Statement screen appears (Figure 13a)

ZEC 5
UE F Bankruptcy . Adversary +  Query -« Reports - Utilities -+ Logout ?
Open New Bankruptcy Case

—

A Statement of Social Security Number is required for all individual debtors and must be filed
separately from the petition. The S5N Statement is filed from the Miscellaneous menu.

Clear I
&) pare [ [ |5 (@ nternet

Figure 13a

* Click [Next]

STEP 13b The Notice Of Individual Consumer Debtor screen appears
(Figure 13b)

z Iy u +  Adversar - 1t - Reports - utilities  «
UEC I &

Open New Bankruptcy Case

—

s IMotice to Individual Consumer Debtor included with the petition? & Yes ¢ INo

Mext Clear |

JETeens O B = =

Figure 13b

2 Click the appropriate radio button (yes or no).
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STEP 14 The FEE screen appears. (See Figure 14.)

J| = cM/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer
File

Edit  view Favorites  Tools

Help

=] =<
Gepack = - @ 2% | @asearch [Gravortes  @limedia £ | Eh- o# -=
*|| address [&]) hitps: ffocf-test.insb circ?  den/cgi-binflogin. plP49892 795034281 6-L_916_0-1
Bankruptcy

-+ Adversary -

Query =

Cpen New Bankruptcy Case

Reports
[Fee: B154

& pene

| 1 |2 [&# mntermet
Figure 14

L 2 Click [Next] to continue.

STEP 15 The FINAL DOCKET TEXT screen appears. (See Figure 15.)

ZECF m——

Adversary

Query -

Open Nevw Bankruptcy Case

Reports - Utilities
Docket Text: Final Text

Chapter 13 voluntary Petition with Statement of Financial Affairs, Schedule(s) A,
C,D,E,F, G, H, |l and J, Disclosure of Compensation and Notice to Individual
Consumer Debtor filed by Nicholas Lachey. Summary of Schedules due
8/11/2004. Schedule B due 8/117/2004. {(Attorney, Lynn)

Attention!! ing this its this tr tion. ¥You will have no further
opportunity to modify this submission if you ;i
Ciear |

&) pore

i*“igure 15

& [ nternee

Southern District of Indiana
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STEP 17

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

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

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

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

The Internet Payment screen will be displayed. (See Figure 17).
You will be given the opportunity to either pay your fees now by
clicking on the Pay Now button, or to continue filing and pay all of
the days outstanding fees at the end of the day by clicking on the
Continue Filing option. Refer to the On-Line Credit Card manual
for more information on paying your fees on-line.

Southern District of Indiana

July 2004



CM/ECF Attorney BK Case Opening - Page 19

3 Electronic Payment - Microsoft Internet: Euplu eripr fELISB @[ém@ﬂip |
2003-10-23  Amended Schedules (Fee)(03-30116) $26.00
11:09:34 [misc,amdscha) { 26.00) '

2003-10-23  Chapter 13 Voluntary Petition {03-

11:21:47 30120) [caseupld,13petu] ( 194.00) bl 200
2003-10-23  Chapter 7 Voluntary Petition {03- $209.00
11:30:02 30121) [caseupld,7petu] { 209.00) '
2003-10-23  Voluntary Petition (03-30122) $209.00
11:42:11 [misc,volp7a] ( 209.00) '
Total: $
814.00

' Faw Mo | Continue Filing |

Kl |

Figure 17

STEP 18 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 18)

2 This Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database. It certifies the
that petition is now an official court document.

L 2 Clicking on the document number hyperlink 1, will display the PDF
image of the petition just filed.

* The Notice of Bankruptcy Case Filing hyperlink appears at the top
of the Notice of Electronic Filing. Clicking on this hyperlink
reveals a notice summarizing the pertinent details and participants
of this case. (See Figure 18.)
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/2§ CM/ECF TEST - LS. Bankruptcy Court:insh - Microsoft Internet Explorer ===
File Edit Wiew Favorites Tools  Help |-
GBack ~ = - (D 7t | @ search [GjFavorites EliMedia o4 | B S -

: Address IE] https:/fecf-test.insb. circ?.donfcgi-binglogin. pl 749892 7959542516-L_916_0-1 LI @Go Links *
I UEC F Bankruptcy . Adversary + Query + Reports + Utilities + Logout f 4
JOpen New Bankruptcy Case =2

1.8, Bankruptey Court [TEST]

Southern District of Indiana [TEST]

Motice of Banlouptey Case Filing

The following transaction was received from Attorney, Lynn entered on 7/27/2004 at 1.5¢6 PM EST and filed on /272004
Case Name: Micholas Lachey

Case Number: 04-00048-13

Document Number: 1

]Docket Text:

Chapter 13 Voluntary Petition with Statement of Financial Affairs, Schedule(s) &, C, D, E, F, G, H, T and J, Disclosure of i
Compensation and Motice to Individual Consumer Debtor filed by Iicholas Lachey, Summary of Schedules due 2/11/2004.
Schedule B due 8/11/2004. (Attorney, Lynmn)

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

Figure 18

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

STEP 19 If you click on the Notice of Bankruptcy Case Filing hyperlink at
the top of the Notice of Electronic Filing, the Notice of Bankruptcy
Case Filing will be displayed. This notice summarizes the
pertinent details and participants of this case. (See Figure 19)

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

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

L 2 To print a copy of this notice, click the browser [Print] button or
icon.
* To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.

NOTE: If this case had been opened by the court, the time stamp
would not appear on the seal. It appears only for cases
opened electronically by non-court users.

| 3 CM/ECF TEST - U.S. Bankruptcy Courkiinsb - Microsoft Internet Explorer = -8 %

In
Epack - = - @ &t | @search GFavorites  @ivedin o | 5 S e =

*| address [) https: fecf-tost insb <irc?. donfegi-binjlogin, pl7251520308044822-L_916_0-1 ~| @co |inks =

United States Bankruptcy Court =
Southern District of Indiana [TEST]

Notice of Bankruptcy Case Filing

& bankruptey case concerning the debtor(s) listed below was filed under
Chapter 7 of the United States Bankruptoy Cods, sntered on
07/15/2004 at 12:56 PM and flod on UF/15/2004 at 9:00 AKL

Toby Keith
826 Old Orchard Drive
Indianapolis, I 46236
SSIT: 555-55-5555

The case was fled by the debtor's attorney:

1
T@ivere [ B @ e

Figure 19
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How to Convert a Creditor

Matrix to a .txt File

The following instructions will guide you to correctly format a creditor matrix and save it

as a .txt file.

A creditor matrix contains each creditor’s name and mailing address. This information is
used for noticing and also for claims information when applicable. The creditor matrix
must be in an ASCII file format with an appropriate text extension such as .txt before it
can be successfully uploaded into the CM/ECF system.

Suggested Creditor Matrix Specifications

2

The name and address of each creditor cannot be more than 5
lines. If a record is more than 5 lines, the 6™ line will be combined
with line 5 and the 7" or 8" lines will be truncated.

Each line may contain no more than 50 characters including
blanks.

Names and addresses must be left justified.

Spaces in the first position of a line will cause an exception report
for that creditor record.

Special characters such as ~, 72 or A will cause problems. The #,
C/O and & characters have not been reported to cause errors.

“Attention” lines should be placed on the second line of the
name/address.

City, state and ZIP code must be on the last line.

Nine digit ZIP codes must be typed with a hyphen separating the
two groups of digits.

All states must be two-letter abbreviations.
Each creditor must be separated by at least one blank line.

Do not include page numbers, headers, footers, etc.

Southern District of Indiana

July 2004
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L 2 The creditors on Schedules D, E & F should be identical to the
creditors listed on the diskette.

2 The same creditor with the same address should list only once on
the matrix
2 Do Not type account numbers, phone numbers or amounts on any
of the lines.
2 Foreign addresses MUST be entered as follows:
Creditor Name enter as usual
1% line of address: enter as usual
2" line of address: include city and zip OR
include city, region and zip
4" line: enter the foreign country

Southern District of Indiana July 2004
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To Save the Creditor Matrix File with a .txt Extension

STEP 1 After creating the creditor list in WordPerfect or Microsoft Word, open the file.

Click on File in the WordPerfect or Microsoft Word toolbar to display the drop
down list. (See Figure 1.)

\\ Corel WordPerfect - B:ATRAININGAECF\Shirley\M atnix T
Q E“E Edit “iew Inzert Fomat Toolz wWindow  Help

NEHSG ) =285
Figure 1

RBEA

STEP 2 Click Save As in the drop down list. (See Figure 2.)

[F=W Edit “iew |nzert Format Tool: Window  Help

%ew... Etrl+52iftl+g (= /'%' 2 [@ 1~

Lpen... brl+

Cloze ChiFs  F O = |<Honer )

Save Chrl+5 AR s g
s e I b b b [ [

Figure 2

If in Microsoft Word, Skip to Step 4.
If in WordPerfect:

STEP 3 Click the drop down menu arrow in the File Type box.
(See Figure 3.)

'Q hearingz. wpd 1B36EE  Corel*ordPerfect 3 Dod
E abj_matian.wpd 1.453KE  Carel "W ordPerfect 8 Dog
'Qnrder_ ) A Pro 3.0 il
E worki [2 ARSI [wfindows) Delimited T ext

AMSI M indows] Generc Ward Processar
ARSI Windows Test

ASCI DOS) Delimited Text

ASCI[DOS) Generic Word Processor
ASCI DOS Temt

W} Displayiw/rite 4.0 3 ﬂ

File name:

Cle type: 'Q WiordPerfect B/7/8

Figure 3
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4 Select the file type ASCII DOS Text.
STEP 4 If in Microsoft Word:

4 Click on the drop down box arrow in the Save As Type box.
(See Figure 4.)

Fir[:%ﬂles that match these search criteria:

File name: I ""I
Files of tvpe: '-'I
Figure 4
L 2 Select the file type of Text Files(*.txt) or Text Only(*.txt).

STEP 5 Enter the file name in the File Name: box. (The system provides the same file
name with a .txt extension.)

STEP 6 Click the [Save] button.

Southern District of Indiana July 2004



CM/ECF Court & Attorney Uploading a Creditor Matrix - Tab 4 - §

This Page Intentionally left Blank

Southern District of Indiana July 2004



CM/ECF Court & Attorney Uploading a Creditor Matrix - Tab 4 - 6

Uploading a Creditor Matrix

A creditor matrix contains the names and addresses of creditors. This information is used
for noticing and also for claims information, when applicable. The creditor matrix must be in an
ASCII text format, usually a .txt file, before it can be successfully uploaded. Refer to the
procedure, How To Convert A Creditor Matrix To A .txt File. All other file types within CM/ECF
will be portable document format (PDF) files. The process of uploading a list of creditors .txt file is
described below.

STEP 1 After accessing the CM/ECF system using the Netscape Navigator web browser,
click on the Bankruptcy hypertext link. (See Figure 1.)

= >
UECF Bankruptcy + Adwversary + Query + Reports « Utilities + Logout o_

Figure 1

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

i| 2l CM/ECF TEST - U.5. Bankrupkcy Court:insb - Microsoft Internet Explorer - . =
File Edit View Favori tes Tools Help |-
Back v = - 3 A | @isearch [aiFavortes medis # | By S [ - = 2]
|| Address |g‘] https:)fecF-test.insh, circ 7 . den/cgi-binflogin pl7608955679780872-L_916_0-1
= o)
o Bankruptcy +  Adversary ¢+ Query + Reports -+ Utilities + Logout >
[Bankruptey Events
Open BE Case File Claims
Open Inwolunt: Case Claim Events
Creditor Maintenance Trustee/US Trustee
Trustes's 341 Filings
Court Evente Batch Filings
Motions/Applications Ifulti-Case Docleeting
Objection/ResponselInvol. Answer.
MMiscellaneous Judge/Trustee A ssignment
Plan
IMotices
Orders...
LppealRelated Events
IC & T[S (@ meenee

the Creditor Maintenance hyperlink.

NOTE: Bankruptcy Events menu selections will vary according to permission
levels. Attorneys will not have all the items listed above or on the next
screen.

Southern District of Indiana July 2004
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STEP 3 The CREDITOR MAINTENANCE screen displays. (See Figure 3.)

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

Creditor Maintenance

Enter mdwidual creditors
Upload a creditor matriz file
Edit creditors

Figure 3

1. Click on Upload a creditor matrix file hyperlink.

STEP 4 The UPLOAD A FILE screen displays. (See Figure 4.)

EECF Bankruptcy + Adversary « Ouery + Reports -« Utllities + Logout
Creditor Processing - Upload a File Method

Case Number

0o-10132 0012345, 1:99-bk-12345 or 1-00-bk-12345
Mext Clear

Figure 4

2 Enter the case number in yy-nnnnn format, including the hyphen.

NOTE: If the system prompts that you have entered an invalid case number,
click the browser’s [Back] button and enter the correct number.

2. Click the [Next] button to continue.

Southern District of Indiana July 2004
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STEP 5The LOAD CREDITOR INFORMATION screen will display. (See Figure 5a.)

= C 2
UE F Bankruptcy + Adversary + Query + Reports «+ Utilities + Logout Q_

Load Creditor Information

Case number 00-10122

Enter name of file and click ?n Next IO: YWECF Students'Matrices)chapter 7 matri Browse...
Example: ¢:'\ereditor.scn = =

Figure 9

Use the Browse feature to navigate to the appropriate directory and file of the
creditor matrix file. To do this:

1. Click on the [Browse] button to display the FILE UPLOAD
screen.

2. Click in the Look In box and select the appropriate drive name.

3. Change Files of types: to Text (.*txt) or All Files.

4. Highlight the appropriate text file with a click of the mouse.

. For quality assurance, right-click with the mouse and select

Open from the pick-list that is displayed.
(See Figure 5b.)

Verify that this is the correct matrix file for this case and then
close or minimize the application being used to view the creditor
matrix. (ie: NotePad, WordPerfect, Word)
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B

Lock ir: IaMatlices j = £ E-

k3l chapt11l matriz.wpd
chapkter 13_maktrix,kxt

""" dana'schapter St

Jobri's Ch7 . [
JohnsCopyCh? Prink
newmaktiz, wpd

Scan For Wirlses, .

Make Awailable Offline

Open With »
Quick Wigw Plus
Quick. Print

3 WinZip 3

File narne:

send To S = [_oeen |
Filez of type: Bt j Caticel |
P

L1t

Figure Sb

. If correct, double-click the matrix file to select it or click on the
[Open] button to attach the matrix file to the bankruptcy case.

Click on the [Next] button to continue.

STEP 6 The TOTAL CREDITORS ENTERED screen appears.

(See Figure 6.)

Bankruptcy

Adversary + Query + Reports «+ [Utilities + Logout

SECF

Add Creditor(s)

Total Creditors Entered 54

Figure 6

If the total number of creditors entered is not the same as the total
number of creditors on the submitted matrix, click the browser’s [Back]
button and research the error.

If the total number of creditors displayed is correct, click on the [Submit]
button.

STEP 7 The CREDITOR RECEIPT screen displays. (See Figure 7.)

Southern District of Indiana
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EE F Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout

Creditors Receipt

|Case Mumber [00-10122
|Total Crediters Added to Database ‘54

File & Proof Of Clam

Eeturn To Crediter Maintenance Menu

Figure 7

] The information displayed confirms the number of creditors added to the
case.

STEP 8 Click on the Return to Creditor Maintenance Menu hyperlink to continue and
repeat steps 4 - 6 for each creditor matrix. If there are no other matrices to add,
select another option on the Main Menu Bar or select Logout to exit CM/ECF .

NOTE: Creditor Mailing Matrix available via Utilities/Mailings.
The Creditor Mailing Matrix is also available thru PACER.

Attorney users will have the opportunity to upload the
creditor matrix one time.

Any additional modifications to the creditor matrix
will normally be handled by court personnel.

ie: new disk (will append), add creditor, edit creditor

NOTE: Creditors MUST be uploaded for the automatic judge/trustee/341
selection to function properly.

Southern District of Indiana July 2004



CM/ECF Attorney Application To Pay Filing Fee in Installments - Tab 5 Page - 1

Application To Pay
Filing Fee in Installments

This procedure explains how to file an application to pay filing fees in installments using
the electronic case filing system (CM/ECF).

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

EECF Bankruptcy  +  Adversary  Query + Reports -« Utilities « Logout

.
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen dlsplays (See Figure 2.)

i 2 cM/ECF TEST - U.S. Bankruptcy Courtinsh - Microsoft Internet Explorer _=]x
Fie Edt View Favorikes Tools Help ‘
<=Back ~ = - @} | @isearch GdFavorites @Meda 8 | - S S E= |

: Address |’e_1 https:/fecf-test.inst circ?.donjcgi-binflogin. pl?6 089856 7978087 2-L_916_0-1 Ll &0 |Links ¥

EECF Bankruptcy  + Adversary + Query s+ Reports + Utilities + Logout "?
[Bankruptcy Events

Open BE. Case File Claims

Open Involunt: Case Claim Ewents

Creditor Maintenance Trustee1TS Trustee

Trustee's 341 Filings

Court Events Eatch Filings

Motions/Applications Iulti-Case Docketing

ObjectionFesponze/nvol Answer...

Idiscellaneous JTudgeTrustee Assisnment

Flan

MNeotices

Orders.

AppealRelated Events
_|&) pone [ [ [& [@ mtemet

.
Figure 2

2 Click on the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

Southern District of Indiana July 2004



CM/ECF Attorney Application To Pay Filing Fee in Installments - Tab 5 Page - 2

ZEC >
UE F Bankruptcy +  Adversary + Query + Reports «+ [Utilities + Logout o_
=

File a Motion

Case Humber

o0-101zz 0012345, 1:00-bk-12345 or 1-00-bk-12345
MNext Clear |

Figure 3

2 If you have already accessed a case in this session, the number
of the last case accessed will be displayed. Leave this number if
it is the correct case for this application, or enter the correct case
number (yy-nnnnn), including the hyphen.

L 2 Click [Next].

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

STEP 4 The MOTION/APPLICATION SELECTION screen displays.
(See Figure 4.)

Bankruptcy +  Adversary + Query s+ Reports « Utilities + Logout

File a Motion

00-10122 Dale A Daniels

Frelirminary Injunction
Prohibit Use Cash Collateral

Protective Order =l
Figure 4
2 Scroll down to display the selection Pay Filing Fee in Installments.

2 Highlight that selection and Click [Next] to continue.

Southern District of Indiana July 2004
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STEP 5 The case verification screen will appear next. If this is the correct
case, click [Next] to continue. (See Figure 5.)

Bankruptcy + Adversary s+ Query + Reports « Utilities + Logout

File a Motion:
00-10122 Dale A Daniels

Figure 5
STEP 6 The JOINT ATTORNEY SELECTION screen may appear (See
Figure 6.)
J| 3 cM/ECF TRAIN - US. Bankruptcy Court:insb - Microsol ft Internet Explorer e ==
File Edit View Favorites Tools  Help ‘n
SBack - = - @) 74 | @rsearch  [EiFavorites @media OB | Eh- SF -
‘|| address [&] hrips:ieci-train.insb. circ7 . denfegi-binglogin. plrs2s715370837277-L_916_0-1 | @en |uinks >

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

File a Motion:

04-07855-BHL -7 Micholas Ray Smith

I Toint filing with other attorney(s)

Mext| Clear |
@1 pene T T
Figure 6

L 2 If you are filing this motion jointly with another attorney, select the

check box and then click [Next] to continue.

Southern District of Indiana July 2004
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STEP 7

STEP 8

The PARTY SELECTION screen will appear (See Figure 7.)

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

File a Motion:
00-10122 Dale A Daniels

Select the Party:

Add/Create MNew Party

Julian Mayfair [Trustee]
Zane Woodring [U.S, Trustee]

Next Clear

Figure 7

Click on the debtor(s) for whom the application is being filed on
the party selection screen, then click [Next] to continue.

The PDF DOCUMENT screen displays. (See Figure 8a.)
The current date appears as the file date by default. This will be

the Date Filed on the docket sheet. If this is not the correct date
for the filing of this application, enter the correct date.

_3E

Daate document filed (mandatery)

10/24/2000

» Utilities « Logout

Bankruptcy Adversary + Ouery -+ Reports

Enter different document mumber than would automatically be assigned? & Mo € Tes

Document Number:

Select the pdf document (for example: Ci199cw301-21.pdf).

Filename

| Browse...

Attachments to Document: & 7o © Tes

Figure 8a

Southern District of Indiana

July 2004
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Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.
(See Figure 8a.)

To make certain you are about to associate the correct
PDF file for this entry, right-click on the filename with your
mouse and select Open. (See Figure 8b.)

21
Look ir: | 31 PDF Files =] - =+ ER-
Ezﬂlargest.pdf EBNC_S‘II MEc. pdf E Hearinght
EAFFidavit. pdf ﬂCertSvc.PDF E Inwventory
ﬁnmended Schedules, pdf ﬁclaimform. pdf E Inwvalunta
EANSWER.de Ecomplaint.pdf ﬁjointmotio
'F'"opy of application to Employ, pdf ﬂList of all
" application 2elect REDDISK.FDFE T Mation ML
o Application aniels_Dale_¥PCh7.pdf T Mation ta
Application prink eclaration, pdf ﬁ Mation ko
Eapptsucc. ocument. PDF E Motion to
Eappttr.PD Scan for Viruses. .. hibit A - wal Petition. pdf El\ﬂotlon 2]
THENC Orde paoke dwailable OFfline hibit. pf B Motion.PC
‘4 I Open With » _’I
Quick, Wisw Plus
File name: Quick Print df LI Open I
3 WinZip 3
Files of type: vl Cancel I
Send To > E

Figure 8b

This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document
is correct.

Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue
box. (See Figure 8c.)

Look ire |3 PDF Fies x| & & erE-

T 20largest. pdf ﬂBNC_S‘HNtc. pdf ﬁHearingNt
a Affidavit, pdf 'ECertSvc.PDF IElnventory
a Aamended Schedules, pdf IEclaimform.pdf 'Elnvolunta

| ANSWER . pdf IEcomplaint .pdf IEjointmotio
‘fpplication - Filing Fees pdf ﬂc:-py of Application to Employ . pdf EList of all
a Application for Compensation.pdf IECF{EDDISK.F‘DF IEMotion T
a Application to Employ, pdf I@Daniels_DaIe_\xl'PCh?.|3|:IF IEl‘ﬂotion da}
= application, pdf IEDeclarationq:ucIF IEl‘ﬂotion ko
[ apptsucc POF ﬂDocument.PDF EMotion ko
[ appttr. POF TExhibit & - val Petition, pdf TMation ta
THBNC Order of Dischg.pdf THExhitit. pof THmation.PC
[

File narne: IAppIication - Filing Fees.pdf j Open I

Files ot type: [l Files ) =l Cancel |

A

Figure 8¢

Southern District of Indiana
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2 Accept the default setting of No to the Attachments to
Document prompt. Attachments will be covered in another
module.

L 2 Click [Next].

STEP 9 The Minimal Requirements Screen will then display

(See Figure 9)

| 2 c™/ECF TEST - U.S. Bankruptcy Court:insh - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help |-
dEBack - = - @ @4 | @search [Favorikes @veda OB | By S -3

*|| address [ &) https: jfecF-test.insb.circ? denfcgi-binflogin. plr60BIS5E79780872-L_916_0-1 x| oo |unks *

I ‘ F Bankruptcy +  Adversary « Query « Reports - Utlities « Logout

File a Motion:
04-07855-FJO-7 Dale Earnhardt and Jill Marie Earnhardt

[Pursuant to an Order of this Court, minimum requirements for the payment of filing fees in installments have been
established. Click here to review required payment schedules

Clear

& pane BRE

Figure 9

STEP 10 The FINAL TEXT screen will then display. (See figure 10.)

i| Zh CM/ECF TRAIN - U.S. Bankruptcy Courtinsb - Microsoft Internet Explorer =
File Edit View Favorites Tools  Help [ =]
Back ~ = - @ o | @usearch  [GiFavorites  @imedia o | By Zp =

|| address [&) hetps: fjecF-train.insh. cire? .denfegi-binflagin. pl?326715370837277-L_916_0-1

EECF | roroorey

File a Motion:
04-07855-BHL -7 MNicholas Ray Smith

—
o iy © @m0 Moms o FEm o lemme | G

Docket Text: Final Text

Application to Pay Filing Fee in Installments filed by Lynn Attorney on behalf of
Debtor Nicholas Ray Smith. (Attorney, Lynn)

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

Clear

[@ioene RN 3 T—

Figure 10

Southern District of Indiana July 2004
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NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

2 If the text and the event is correct, click [Next] to submit the
transaction

STEP 11 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 11)

: )
UECF Bankruptcy +  Adversary + Query + Reports -« Utilitles + Logout ?

File a Motion:
00-10122 Dale & Daniels

Motice of Electronic Filing

The following transaction was received from Bruce Wilkams entered on 4/30/2002 at 1:40 P2 CDT and filed on 10/24/2000
CDT

Case Name: Dale & Dariels

Case Number: 1:00-bk-10122

Document Numher: 7

Docket Text:
Application to Pay Filing Fee in Installments Filed by Debtor Dale A Daniels {Wilson, Dana)

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

Document description:1fain Document
Original filename: OECF_Students\PDF Files\Apphcation - Filing Fees. pdf

Electronic document Stamp:

[STAMP bkecf3tamp ID=%28411093 [Date=4/30/2002] [FleMNumber=37%7-0] [8
26eBbbE 74099992k 3742667 2a605bac 9231566722220 1ad160a03H0032a3da3 1H70a
TbT9hal775d7120a524a d50b4a6237 1c5bbIbE4036f4 13e695199d1]]
1:00-bk-10122 Notice will be electronically mailed to:

Bruce Wiliams  bwilliamsif@atty.net,

1:00-bk-10122 Notice will not he electronically mailed to:

Tulian b ayfair

Figure 11

L 2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

L 2 Clicking on the document number hyperlink will display the PDF
image of the document just filed.

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

browser menu bar and select Save Frame As.

Southern District of Indiana July 2004
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Order On Application To Pay Filing
Fee In Instaliments

This procedure explains how to docket an order granting an application to pay the filing
fee in installments using the electronic case filing system (CM/ECF). '

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

)
EECF Bankruptcy  +  Adversary  Query + Reports -« Utilities « Logout o_

Figure 1

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

=Y
EE F Bankruptcy  »  Adversary » Query « Reports « Utilities « Logout o

Bankruptcy Events
AnswerResponse Trustee/ TS Trustee
Appeal Trustee's 341 Filings
Batch Filings
Claim Actions File Claims
Court Events Creditor Mamtenance. ..

Motions/ Applications Judee/Trustee/341 Assion
ulti- Case Docketing

Wotices

Open BE Case

Open Inveluntary Case

Orders/Opinions

Other

Dlan

Figure 2

2 Click on the Orders/Opinions... hyperlink.

STEP 3 The ORDERS/OPINIONS screen displays. (See Figure 3.)

EE

Orders/Opinions

Bankruptcy +  Adversary

+  Utilities

+ Query + Reports + Logout

Eeference an Existing motionfapplication
Other Orders

Figure 3

Southern District of Indiana July 2004
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*

STEP 4

STEP 5§

STEP 6

Since this order refers to an application, click on the Reference an
Existing motion/application hyperlink.

The CASE NUMBER screen displays. (See Figure 4.)

z 3
UECF Bankruptcy + Adwversary + Query + Reports -« Utilities + Logout ?

File an Order

Case Number

|F30- 10122 09-12345, 1:09-bl- 12345 or 1-99-bk- 12345

Mext | Clear |

Figure 4

If you have already accessed a case in this session, the number
of the last case accessed will be displayed. If that is not the
correct case for this order, or if no case number is displayed,
enter the correct case number (yy-nnnnn) including the hyphen.

Click [Next].

The CASE VERIFICATION screen displays. (See Figure 5.)

EECF Bankruptcy »  Adversary + Query + Reports -« Utilities + Logout
File an Order

00-10122 Dale A Daniels

C\earl

Figure 5

If this is the correct case, click [Next].

The next screen will display any pending motions/applications in
the case, allowing you to make the appropriate selection(s).
(See Figure 6.).

= C o
UE F Bankruptcy + Adversary « Query « Reports -« Utilities -« Logout o_

File an Order:
00-10122 Dale A Daniels

Select the applicable motion(s)fapplication(s).
¥ 10/2472000 7 Application to Pay Filing Fee in Installments Filed by Debtor Dale A Darels

(Wilson, Dana) (Entered: 04/30/2002)
Iext Claar |

Figure 6

Southern District of Indiana

July 2004
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*

STEP 7

STEP 8

Click in the check box next to the motion/application, then click
[Next].

The ORDER ACTION screen displays. (See Figure 7.)

EECF Bahkruptcy « Adversary + Query + Reports -« Utlities « Logout
File an Order:
00-10122 Diale & Daniels

Date # Docket Text

1072472000 7 Application to Pay Filing Fee in Instaliments Filed by Debtor Dale A Daniels (Wilson, Dana) (Entered:
04/30/2002)

Action Motion Part

j Pay Filing Fee in Installments

Denying
Dismissin

Granting in part, Denying in part

Muooting

Rescinding

Ternporarily Denying

Ternporarily Granting

Temporarily Granting in part, Denying in part
Under Advisernent

Figure 7

Click on the down-arrow next to the action box to display the
possible actions.

Select Granting as the ruling the judge issued on the
motion/application, then click [Next].

The PDF DOCUMENT SELECTION screen displays.
(See Figure 8a.)

EECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout
File an Order:
00-10122 Dale A Danels

Date document fled (mandatory)

10/25/2000

Enter different document nurnber than would automatically be assigned? & No € Yes
Document Mumnber: I

Select the pdf document (for example: C1199cw501-21 pdf)

Filename

| Browse... |

Attachments to Document: & Mo O Ves

M Clear

Figure 8a

Southern District of Indiana

July 2004
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*

the Date Filed on the docket sheet.
for the filing of this event, enter the correct date.

The current date appears as the file date by default. This will be

If this is not the correct date

Click [Browse], then navigate to the directory where the
appropriate PDF file is located and click on it to select it.

To make certain you are about to associate the correct
PDF file for this entry, right-click on the filename with your
mouse and select Open. (See Figure 8b.)

Look i

File Upload ' d B |
[ POF Files =l - o B
ﬁ Motionz ., pdf . ~CoAEM.
ﬁMotionS.de EOrder - Granl SAzEE anse
T Mationd . pdf T order Distrib DO
ﬂMotionS.de ﬁOrder Mulki P Print dule
Motice of Appearance.pdf EOrder.de dule
ENotlce.de Eplan.pdf S (el U0, dule
ﬁNntice\-’nlCnnvtn?.de Prncessing Pt Make Available OFfline dule
| MT CABN.PDF TProof of Clair open with b bdule
ﬁobjection ko Plan.pdf Eproposed Ort Quick Wiew Plus dule
Cbjection, pdf Reaffirmatior quick Print dule
ﬁOrder - Denying.pdf ﬁReceipt.de o) wWinzip y pdule
LI Send To 3 _PI
File name: IDlder - Filing Fees. pdf Cut I
3 Copy
Files of type: IAII Files [*.*] E_II

Figure 8b

Create Shortout

o

This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is

correct.

Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue box.
(See Figure 8c.)

File Upload

=l

+ E cf E-

Loak in: |@ PDF Files

ed e

ﬁMotionZ.de

| Order - Filing Fees. pdf

Southern District of Indiana

EMotionS.de ﬁorder - Granking, pdf ﬁResponse
T Mations. pdF T order Distribution. pdf T SCHED Q.|
IBMntionS.pcIF IEOrt:Ier rMulti Part, pdf E Schedule
ENotice of Appearance.pdf ﬁOrder.de ESchedule
ENotice.de ﬁplan.pdf Schedule
@NoticeVolConvto?.de Processing Proofs of Claim. ppt ﬁSchedule
IBI\ITL’_.Q.BI\\I.PDF IEPrDDF of Claim_formb 10new.pdf IESchedule
Eobjection to Plan, pdf ﬁproposed Crder, pdf ﬂSchedule
EObjection.de EReaFFirmation. pdf E Schedule
IBOrt:Ier - Denying. pdf IEReceipt.m:IF IESchedule
Kl [ — M
File name: IDrder - Filing Fees.pdf j Open

Files of type: | 4l Filess [+.%) = Cancel

A
Figure 8c
July 2004
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2 Accept the default setting of No to the Attachments to Document
prompt. Attachments will be covered in another module.

L 2 Click [Next].

STEP 9 A SCHEDULING screen displays. (See Figure 9)
J[ 23 cM/ECF TEST - U.S. Bankruptcy Courtinsh - Microsoft Internet Explorer = _|Ex
File Edit View Favortes Tools  Help ‘-
deback ~ < - (D [F 4| Disearch GgFavortes Eveda o | BY- Sp [ - 5] [
: Address [&] https:jfeck-test insb.circ?.denfegi-binflogin, plP622989231 152375-L_216_0-1 j 6o | Links *
| CF Bankruptcy s Adversary + Query + Reports s Utilities

Docket an Order:
0406063 JKC-13 Brody Ray Smith

[First Installment Payment due date: [07/14/2004

[Final Installment Payment due date: |08/13/2004

[goere T8 (@ e
Figure 9
L 2 The final installment payment date will default to 120 days from the

file date on this order. This screen shows a payment will be due
every 30 days, according to Southern District of Indiana Local
Rules.

L 2 Only deadlines with dates appearing in these windows will be set.
If a date is deleted from this window, the deadline will not be set.

NOTE: Make sure the Final Installment Payment remains set in
this process. This will ensure the case flag will be removed
when it is paid.

NOTE: The scheduling screen is dependent on the order action
code and will not appear if the motion is denied.

2 When this screen is correct, click [Next] continue.

Southern District of Indiana July 2004
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STEP 10

NOTE:

NOTE:

The FINAL TEXT EDITING screen will then display.
(See Figure 10.)

o
EE F Bankruptcy  +  Adversary s+ (Query + Reports « Utilities + Logout o

File an Order:
00-10122 Dale & Daniels

brder Granting Application To Pay Filing Fees In Installments. (Related Doc # ;I
[7]1) - Signed on 5/1/2002. First Installment Payment due by 5/31/2002. Second
Installment Paywent due by 6/30/2002. Third Installment Paywent due by

7/30/2002. Final Installment Paywent due by 8/29/2002. (Wilson, Dana)

MNext Clearl

Figure 10

Review the docket text carefully and ensure the information is
correct.

Modify or enter text as necessary.
If any of the dates are incorrect:

. Click the browser [Back] button to display the
SCHEDULING screen and make corrections.
(See Figure 10.)

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

If the information displayed in the docket text is correct, click
[Next] to continue.

Docket each installment payment using the corresponding
receipt event (i.e., Receipt of Installment Payment (First),
Receipt of Installment Payment (Second), etc.).

Southern District of Indiana

July 2004
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STEP 11 The NOTICE OF ELECTRONIC BNC NOTICE screen displays.
(See Figure 11.)

§| 3l cm/ECF TEST - U.S. Bankruptcy Courtiinsb - Microsoft Internet Explorer | x
Tools  Help |-
EBack - & - @ &4 | Dsearch [GlFavortes @@Media ¢8| B~ S -3

*|| address |&] https:ject-test.insb.circ? .denjcgi-bin/login. 88408 7374982781 -L_916_0-1 =] e |uks »

File  Edt  View

= C 5
UE F Bankruptey +  Adversary + Query + Reports + Utlities - Logout

Docket an Order:
04-06063_ I C-13 Brody Ray Smith

[Please note: The docket event has been entered. The otice of Electronic Filing will display after forms processing

The following form(s) have been requested. Remove the check mark from any you do notwish to generate.
F SFO10171 - Notice on Instalment Fee Case

Mext Clear

J&1oene Inkernet
°

Figure 11

Click Next
The Next screen appears is a confirmation screen for the BNC

Notice on Installment Fee Cases and Notice of Pending Dismissal
L 2 Click Submit

L R 4

Southern District of Indiana July 2004
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STEP 12 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 12)

3 CM/ECF TEST - U.S. Bankruptcy Courtinsh - Microsoft Internet Explorer (7%
Fle Edt View Favortes Tools Help ‘-

GBak - = - (4 & | Qsearch  iFavories Media @‘ -5 -

| Address I’—eﬂhttps:Hecf-test‘insh‘circ?‘dcnfcg\-hinﬂng\n‘p|7884057374952781-L_9IE_D-I j e | Links *

= 2
UECF Bankruptcy +  Adversary + Ouery + Reports + Utilities + Logout ?

To see the form, click on the hyperlink below:
04-06063-JKC-13: Final SFOI017N form (3 recipients)

| i o e v el i i et E

T.S. Bankruptcy Court [TEST]

Southern District of Indiana [TEST]

Natice of Electronic Filng =

The following transaction was recewed from las, entered on 6/15/2004 at 9:27 AM EST and filed on 6/15/2004
Case Name: Brody Ray Smith

Case Number: 04-06063-JEC-13

Document Nurber: 10

Docket Text:
Crder Granting Apphcation to Pay Filing Fee m Installments (re: Doc # [2]). First Installment Payment due by 7/15/2004. Final
Mnstallment Payment due by 816/2004. (LAT)

_J""'j [ r‘él@ Internet
Figure 12
2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.
2 Clicking on the document number hyperlink will present the PDF
image of the application and order just filed.
L 2 To print a copy of this electronic receipt click the browser [Print]
* To save a copy of this electronic receipt, click [File] on the browser

menu bar and select Save Frame As.

Southern District of Indiana

April 2004
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Motion to

This lesson shows an example of a filing of a Motion to Avoid Judicial Lien.

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

EECF Bankruptcy + Adwersary + Query + Reports + Utiities + Logout

Figure 1

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

I 2 cM/ECF TEST - u.S. Bankruptcy Courtinsb - Micresoft Internet Explorer B & x
Fie Edt Wew Favoritss Tools Help EBE
ek v =+ (@D [2] A | QSeach GFavorites neda B | By S [E - 5

*| Address [&] hitps: /1 ssb. circ7. denfegi-binflogin, plP365363314673193-L_916_0-1

= o)
& Barkruptcy = Adversary + Query - Reports o« Utlities - Logout Q)
[Bankruptcy Events

Open BE Case File Claims

Open Inwoluntary Case  Claim Actions

Creditor Mamtenance.

Idotion: ) Judge/Trustee it

Objection/Respense.

Miscellanecus

Flan

Neotices

Appeal

&) hitps: fecf test. insb.cie?. dencgi-bin{FilngClams. pl [ [& @ mtemet

Figure 2

2 Click the Motions/Applications hyperlink.

Southern District of Indiana July 2004
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

[File a Motion

i -09-k-7055

Mext| Clear

|&ipone [ [ (B [ memst

Figure 3

NOTE: If you have already accessed a case in this session, the number
of the case accessed will be displayed. Leave this number if it is
the correct case for this application, or enter the correct case
number (yy-nnnnn), including the hyphen.

L 2 Click [Next].

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

Southern District of Indiana July 2004
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STEP 4

*

The MOTION/APPLICATION SELECTION screen displays. (See
Figure 4.)

J| 3 CM/ECF TEST - U.S. Bankruptcy Courtinsh - Microsoft Internet Explorer

rites  Tooks  Help [ ]
o A | 2% | @scarch GilFavorites Media ¢4 | By S E]

*|| address [&] hitps:jjecr-test insb, e denjeai-binjl 3193-L_016_0-1 =] @eo |Lnks >

= —3
UE F Bankruptcy +  Adversary - Query - Reports < Utllites - Logout O

Fle Edt View Favo

[File a Motion

04-07855-F10-7 Dele Earnhardt and Jill }Marie Eamhardt

Final Decree |
Hardship Discharge
Joint Administration
|
Modify Plan
More Definite Statement
Pay Filing Fee in Installments
Pay Trustes Dirsctly =

MNext Clear

€] Done [ 5 [#@ mtermet

Figure 4

Scroll down to display the selection Lien Avoidance

Highlight that selection and Click [Next] to continue.

The CASE VERIFICATION screen appears (Figure 4a)

L 2
*

Southern District of Indiana

Fuedo (B | Bo- &6 he N |

File a Motion:

i

3] [ [ [@ teemet

Figure 4a

Verify case is correct
Click [NEXT]

July 2004
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STEP 5 The JOINT ATTORNEY FILING screen appears next (See
Figure 5)

)| 2k CM/ECF TEST - U.5. Bankrupkcy Courkiinsb - Microsoft Internet Explorer

Fle Edt View Favorites Tools  Help

4Back + = - @) [F] A} | @seach [EiFavorites @ivedia £ | B S [E] - =] [T
*| Address

€] hitps: j/ecF-test.insh.circ? denfegi-binglogin. pl? 542717327 102109-L_918_0-1

~| eo |Links »
I ‘ F Bankruptcy -  Adwversary .

Query - Reports -« Utilities -«
Miscellaneous:
04-00010-AM-T Civic Ray Smith

I~ Toint filing with other attorney(s)

Mext Clear

&l pene [ 8 (@ wternee
Figure 5
.

If you are filing with another attorney, you would check the
box.

* Click Next

Southern District of Indiana

July 2004
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STEP 6 The PARTY SELECTION screen appears next. (See Figure 6.)

[File a Motion:
4-07855-FI0-7 Diale Buusbier db s Jill Daric Bz di

Select the Parey:

AdACrvule New Pty

Figure 6

L 2 Select the filer from the Select the Party list, in this case, joint
debtors, both debtors must be selected.

NOTE: To select more than one party, highlight the first party and
“Shift” key with the left click for the second party.

L 2 Click [Next] to continue.

STEP 7 The PDF DOCUMENT screen appears [See Figure 7]

i3 cM/ECF TEST - U.s. Bankruptcy Courtzinsh - Microsoft Internet Explores

Fle Edt view Favortes Tooks Help

&pack -~ = - @ 24 | Dusearch [hiFavortes (Emeda (| v S§ v

‘|| Address [@&) https:ifeci-test insb.circ7. denicgi-bin/login 736535391 4873193-L_916_0-1

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

[File a Motion:
04-07855-FJO-7 Dale Earnhardt and Jill Marie Earnhardt

Select the pdf document (for example: C1199c501-21.pdf)

Filename
[ Browse
|Attachments to Document: & No € Yes
Next| | Clear

[&ene

[ [ [ mtemet

Figure 7

Southern District of Indiana July 2004
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2 Click [Browse], then navigate to the directory where the

appropriate PDF file is located and select it with your
mouse. (See Figure 7a.)

f| 5 CM/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer

FonEms I = =

Files of tpe: [ Fites - =] Cancel 1
[ &@oene [ @ wteme
Figure 7a

2 To make certain you are about to associate the correct

PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 7b.)

-5 cM/ECF TEST - ULS. Bankruptcy Courtinsh - Microsoft Internet Explorer

1] x

EdRS) utilities ¢ Logout 2.

F e add to

o
kit ke S -
Send Ta >

cut

el
B

roperties

&10one

Figure 7b

[ [ [ e

Southern District of Indiana July 2004
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2 This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is
correct.

2 Close or minimize the Adobe application after verifying the

correct file and click Open on the File Upload dialogue box.
(See Figure 7c.)

il -2 CM/ECF TEST - ULS. Bankruptcy Courk:insb —

File Edit  Wiew  Faworl tes Tools Help |_
cBak - = - @ 2 | Qisearch [EFavertes livedia o | b oF S
|| address [ hetps:prech-test.insb. crc7 . denicabinflogin pl7 36536391 4873193-L_916_0-1 | @eo |Links >

EAES) udilities +  Logout

= « &= oF ER-

TIPETITION
IR eaffirmation
FRelief from Stay

File name: Jraction-tien =] open
Filz of type: [an Files =71 =1 Cancel /L
&l pone [T [ meemee
Figure 7c
2 There is often a need to submit a supporting document with

a pleading. To illustrate the feature of CM/ECF that allows
attachments, to the main document, click the Yes radio
button to the right of the Attachments to Document
prompt to attach the affidavit to the motion. (See Figure 7d.)

Southern District of Indiana July 2004
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Bl 3 cM/ECF TEST - U.S. Bankruptcy Courtiinsb - Microsoft Internct Explorer 2 . =
File Edit “iew Favorites Tools  Help |_
GaBack ~ = - &) 4 | search [ElFavorites @liMedia B | Bh- S N E= N = |

*|| Address [&] hitps:jiecF-test.insb.circ? . denfegi-binjlogin. pl? 36536391 4873193-L_916_0-1 =] @so |Lnks »

=
Iﬁ ‘ F Bankruptcy -+ Adversary -+ Query - Reports - Utilities + Logout  ¥F
il

e a Motion:
04-07255 FI0-7 Dale Earnhardt and Jill Inarie Earnhardt

Select the pdf document (For example: CA199cv501-21 pdf)

Filename

[M3DatatCMECF Test Files\Motion-lien | Browse

lAttachments to Document: ¢ Mo & Yes

MNext Clear
& tore I B Y v —
Figure 7d
NOTE: Please note that the PDF file for the Motion to Avoid Lien is

not an attachment. An attachment is another supporting
document, such as supporting affidavits, exhibits, proposed
orders etc.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by
clicking on the hyperlink within the docket text.

L 2 Click [Next].

STEP 8 If you clicked the yes radio button, the ATTACHMENT screen will
display. (See Figure 8.)

Southern District of Indiana July 2004
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J| 3 cM/ECF TEST - U5, Bankruptcy Courtinsb - Microsoft Internet Explorer =
Fle Edt View Favorites Tools Help E
Greda 3| E-SE- 3

365363514673193-L_516_0-1

utilities  «

Adversary

Bankruptcy + Query » Reports o

[File a Motion:

04-07855-FI0-7 Dale Earnhardt and Jill Marie Earnhardt

Select one or more attachments.

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

Filename

I Browse.

2) Select a document type andior eater a description.
Type Description

2) Add the filename to the list box below. I you have more attachments, 2o back to Step 1. When the list of filenames is
complete, click on the Next button

MADatalCWECF Test Files\Order Granting pef Addto List

MNext
&] Done [ [ [ intemnet

Figure 8

L 2 Click [Browse], then navigate to the drive and directory where the
appropriate PDF file for the proposed order is located and select it.

2 Select Affidavit as the attachment type.

L 2 If appropriate, enter a description in the Description Box.
NOTE: You must enter an attachment type or a description or both.

* When you click [Add to List], the path and file name are added to
the List box. (See Figure 8.)

. To attach additional supporting documents, repeat this
process.

L 2 Click [Next].

Southern District of Indiana July 2004
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STEP 9 The File a Motion Screen displays.
(See Figure 9.)

/3 CM/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer B & x
File Edt Wiew Favorites Tools  Help ‘-

GBack -+ = - ) o | @search [GFavotes veda oF | BY- S -

*|[ Address |ej https:{/ecf-test.insb . circ? denfcgi-binflogin. pl? 3653639148731 93-L_016_0-1 j Ee | Links ¥

EECF Bankruptcy +  Adversary - Query - Reports - Utilities -

[File a Motion:
04-07855-F10-7 Dale Earnhardt and Till IMarie Earnhardt

s this a judicial len? © Yes © No

[Enter creditor name |American General|

|4 20-day objection notice must be served on all appropriate parties and filed with the Clourt (through the Notice menu, a
detailed certificate of service must be attached to the notice. Clicl here for sample forms

Mext Clear

&) pane [ [ [ [ mtemet
Figure 9

L 2 Enter the appropriate information in the boxes. The information
typed in the windows displayed above will appear in docket text
only.

NOTE: Select the appropriate radio button for Judicial Lien. You will be
unable to continue without selecting type of lien. [See Figure 9a]

Southern District of Indiana July 2004
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J| 2 cm/ECF TEST - LS. Bankrupt:

File Edt Wew Favor Tools  Help =3
EBack ~ = - @ & | @search Garavorites @tvedia (8 | By S - 1=

| &] https: jfecf-test.insb.circ?.denfcgi-bin/login. pl7 3653639146731 93-L_916_0-

*|| address

‘ F Bankruptcy - Adversary - Query - Reports -

[File a Wotion:
04-07855-FTO-7 Dale Earnhardt and Jill Marie Earnhardt

[[s this a judicial Ben? © Tes © Mo

[Enter creditor name [smerican General Microsoft Internct EXDIGIE =

A 20-day cbiection notice must be served on & Ploase select one of the radio buttonsfourt (through the Motice menu); a
detailed certificate of service must be attache:

Mext Clear

J@amene I T =

Figure 9a

NOTE: For additional noticing information see Noticing Module in Tab 6
Noticing

L 2 Click [Next] to continue.

STEP 10 The FINAL TEXT EDITING screen displays. (See Figure 10.)

This is the last opportunity to make any changes to this event.

1 =} CM/ECF TEST - U.5. Bankruptcy Court:insb - Microsoft Internet Explorer
File Edit Views Favorites Tools Help |_
$=Back - = - 724 | @search [ElFavorites @@Media o | By &b - =

4] https:iecf-test.insb.circ? . denfegi-binflogin. pl?S427 1 7327 102109-L_916_0-1

Address

EBankruptcy Adversary - Query - Reports -

File a Motion:
04-00010-A1M-7 Civic Ray Smith

Docket Text: Final Text
Motion to Avoid Judicial Lien re: Citimotors filed by Lynn Attorney on behalf of
Creditor Citimotors. (Attorney, Lynn)

Attention!! Submitting this screen its this tr tion. ¥ou will have no further
TTEErET AT O el HEy (5 crlbmefoeen BY pem cerfuns
Mext Clear I
&) pene (2 |4 Internet

i?‘igure 10
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2 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

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

2 Court staff have the ability to edit any part of the text on this
screen.

2 If the docket text is correct, click on the [Next] button to continue.
STEP 11 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 11.)

L 2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

L 2 Clicking on the document number hyperlink will present the PDF
image of the application just filed.

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

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

i 2l cm/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer

=] x
Fle Edit  View Faw =
dBack - & - D Garswortes Gmedin (8 | Eh- Sp [ - 2 )

|| Address [&] hitps:jjecr-test i £I7340062776173¢17-L_916_0-1 =] @60 |unks >

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

[File a Motion: =
04-07855-FJ0-7 Dale Earnhardt and Jill hfarie Earnhardt

U.S. Bankruptcy Court [TEST]

Southern District of Indiana [TEST]

[otice of Electronic Filing

[The following transaction was received from Mark Zuckerberg entered on 4/23/2004 at 3:33 PM EST and filed on 4/23/2004
Case Name: Dale Earnhardt and Jill Marie Earnhardt

Case Number: 04-07855-FIO-7
Document Number: 7

Docket Text:
Mfotion to Avoid Lien re: American General filed by Debtors Dale Eamhardt Ir., Jill Mane Earnhardt (LAS)

[The following document(s) are assosiatad with this transaction:

[Document description:Main Document
([Original filename: MWDt CMECF Test FilesMotion-lisn. p-df

“[@1ene [ & [@ et

Figure 11
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Multi-Part Motions

For Attorneys

This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection with an attached Exhibit.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)
EECF Bankruptcy  +  Adversary + Query + Reports « Utilities + Logout
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen will display similar to the
one shown in Figure 2. Your menu selections may vary from this
screen.
SECF sty o oy ooy me oot o B
Benkruptey Evarts
Figure 2a
2

Click the Motions/Applications hyperlink.

Southern District of Indiana
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
File a Motion
Case Rumbor
Figure 3
2

Enter the case number, including the hyphen.
L 2 Click [Next].

NOTE: You may use the browser [Back] button at any time during

this process to verify former screens until the final
submission.

STEP 4 The DOCUMENT SELECTION screen displays next.
(See Figure 4.)

File a Motion

Figure 4

Southern District of Indiana July 2004
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L 2 Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. There are now
two reliefs identified and selected for this motion.

L 2 Click [Next].

STEP 5 The JOINT FILING screen displays. (See Figure 5.)
|E CF Banirupicy » hdversary = Quary  » Reports  + Utiltkes -« Logowt ?;.
File a Motian:
I Tt Sy wah achyer sty
Figure 5
2 This screen is only used if another attorney is joining in a filing, do

not check this box.

If this is a joint filing with another attorney(s) you will be presented
with a pick list of attorneys on the case to select as joint filers.

L 2 Click [Next].

Southern District of Indiana July 2004
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STEP 6

The SELECT PARTY screen displays. (See Figure 6.)

Filz a Mation:

Select the Party

Figure 6

STEP 7

Since the party, American General Finance, is not listed, it must
be added. Click the Add/Create New Party hyperlink.

The PARTY SEARCH screen appears. (See Figure 7.)

Search for a party

syl Tmm[

LastBusiness name |Jeerizan Gensra

Seaich ‘Clil

Figure 7

Enter the first part of the business name and click [Search)].

Southern District of Indiana
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STEP 8 If there are no matches, the system will return a No Person
Found message. Make sure your search criteria is accurate. If the
party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8a.)

CF Barkruptcy 1 «  PReports +  Utiites «
Search for a party
S8 || TiLY.Ill|
Last'Business name
Seanch | | Clear

Farty search results

Mo person found.

Creste new party
Figure 8a
2 Since the party is not already on the database, proceed to add the
creditor, American General. Click [Create New Party].
NOTE: Your name search may find more than one record having

the same name as shown in Figure 8b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

E

Search for a party

S8 | TaxId |
LactBosinssname [ | [ PersaniAdisess e ]
American Express
MM 3091 Fizemore Rd.
Dallas, TX 78555
[Party search results

Select name from list | Create new paty

Figure 8b

Southern District of Indiana July 2004
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STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

Party Information
Last name  [awerican Conssal Figze nasme |
Middle mame Ii CRoneratinn I— Title Ii
BEN Iim-:l-lzz: Tax IT1 Ii
Cffice | Address 1 [
Adidress 2 Aaldress 3|
cie [ S [ oo [
Couty [ =] Coantey [
Phone [ Fax [
E-mail |
PeoSe [or ¥ Tale [Croure for ey =
Party text |
Submit Cancel ﬂ]
Figure 9

g Enter ONLY the creditor's Name.

Leave pro se as no.

2

L 2 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

L 2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (An Indiana Corporation, Guardian of the State,
etc.)

2 It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

&  Click [Submit].

Southern District of Indiana July 2004
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STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

File a Motion:

ACHIEE Tober |

Selen the Fatys

1|
‘*'F_"I iy
Figure 10
L g The new creditor's name, American General, is highlighted.

L 2 Click [Next] to continue.

STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

.....

Figure 11

2 Click the box to establish the association between you and
American General.

&  Click [Next].

Southern District of Indiana July 2004
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STEP 12

The PDF DOCUMENT SELECTION screen displays.
(See Figure 12.)

File a Motion:

Q2-30053 Tobm Humile Brbaker

SFelect the pdf docuanens (For mample: CATHc-501-21, pdEx
Filewnme

[FeiTeaining  FEF_ ECF_TraamangiMorio | Browst..
Leeachunents to Documene: = o & Yes
Figure 12
2 Click [Browse], then navigate to the directory where the

appropriate PDF file is located.

2 To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

File Upload |
Loak jr: I £ P j ﬁl
) ANSWER. pdf T Motion. FOF T TrustesFinalbee. pdf
BN A A =, D||:I|:Ilj|:

) CertSve. PDF [ S eieet

B Complaint pef WI
'@ Declaration.p Errint

'@ HearingMte. P Corel Yersions k
& AddtoZip

&l Add to Application. zip

o Y FE@ Zip and E-kMail Application. zip Doen I
Ele A F Scan for Yiruses. .. j' o |
Send Ta k
Figure 12b

2 This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

L 2 Close or minimize the Adobe application and if that is the

correct file, click Open on the File Upload dialogue box.
(See Figure 12c.)

Southern District of Indiana

July 2004
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File Upload ]|
Loak in: |El Pd j ﬁl
) ANSWER. pdf T Motion. PDF T TrusteeFinalce. pdf
4 pplication. POF S s ==l T volp.pdf
T CentSve. POF T Order. pdf
E Complaint. pdf E ProofClaim. pdf
'@ Declaration. pdf E Schedules.pdf
T Hearingtc POF T8 SUMMONS.pdf
File name: I.-'-‘-.ppliu:atiu:un.F'DF gpen[ I
Files of type: [l Fies (+) =l Cancel |
Figure 12c
2 To illustrate the attachment feature, click the Yes radio button at
the right of the Attachments to Document prompt to attach the
proposed order to the motion. This exercise will show the process
of an attached proposed order.
2 Click the Yes radio button to the right of the Attachments to
Document prompt to attach the proposed order.
L 2 Click [Next].
STEP 13 When you click the yes radio button, the ATTACHMENT screen

displays. (See Figure 13a.)

Southern District of Indiana

July 2004
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[File a Mofion:

02- 30053 Jotn Humble Enibaker

Selert ane or more attachments.

1) Enter tre pf decument that costins attachment (far example; Clappendo: pdf)
Filename
[ErvTratmannier | £or Temsnangioreer | Browse..

2 Belact a dornent bipe andlor enter a descnption

Type

Dem'ipliun

|Fr i Chidier

J e Frem Stay / Adequate Pr

3 Add the Blename to the bzt bow helove, [0 have more attachments, go back to Step 1 When the st of Senames = complete, chek onthe Meot bton

F

7

Figure 13a

L 2

* & o o

Add s List

Rinave flom ..l‘5|

Please note that the PDF file of the motion is not an attachment.
An attachment is another supporting document, such as
supporting affidavits, exhibits etc.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by clicking
on the hyperlink within the docket text.

Click [Browse], then navigate to the directory where the
appropriate PDF file for the proposed order is located.

Double-click the PDF file to select it.
Highlight EXHIBIT in the Type pick list.
Enter detail concerning the attachment in the Description Box.

Click [Add to List] and the path and file name are added to the
List box. (See Figure 13b.)

Southern District of Indiana
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File a Maotion:
0230053 Tokm Fisnhls Bnsheer

Select one or paore attachments.

1) Enter the pdf docunent Bt contans sttackment (for example: Clappendst padl)

Filename
] Heowrae
)
Typ
) Add the Slename to the bist box below, Ewou have more aftackements, go back to Step 1, When the List of Benpmes is complete, <ok on the Nest button
g POF_ ECF_Tiaming\eden #1.pf 2] R L
=l Ramove fiom List
Mgt ]

Figure 13b

L 2 Click [Next].

NOTE: An additional screen may appear depending on the type of
motion being filed. The screen may set a deadline, prompt
the user for additional information, or require “CC” to be
inserted into the receipt field. An example is shown here
on the motion for relief from stay. A prompt appears
asking the user “What”. At the prompt insert the type of
collateral. A deadline has also been generated for
objections to be filed. The receipt prompt indicates to the
user that a fee is require for this type of pleading. (See
Figure 14.)
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File a Motion:

(2. 30053 Tehn Hurble Bnibaker

What? E.UU. Nonds accornd

Oibgections to Pleadmg due date 050672002

EXTERNMNAL USERS: For Receipt % Enter OO Tor Credit Cand

Eecept & I':': Fre 1" =

Mexl Cloas E

Figure 14

STEP 14 The MODIFY DOCKET TEXT screen appears. (See Figure 15.)

Dockat Text: Modify 25 Argroprizte.
|_ *| Alotion for Adegzate Pretectian | - | j Alzsion for

Felicl Fram Stz 2001 Handa Acerrd | . Receipt Sumber CU, For Ampet 373, Filed by

American Genezal . Dlections 1o Pleading dae by 202000, iAzachmezts: # (1) Froposed Ocder Beliel Frem St/
Adeguare Pracestiond (Craven, §)

Figure 15
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STEP 15

If appropriate, choose a prefix such as Emergency from the
Prefix Text pick list

In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

Click [Next] to continue.

The FINAL TEXT EDITING screen displays. (See Figure 16.)

Figure 16

*

File a Motien:

0320033 Fobe Hurble Boibaices

Duocket Text: Fimal Texi

Matinn far Aderquate Pratection,, Motion Foe Helief Trom Seay 2002 Handa Accord, Recgipe Munsher CC, Fea
Aenount 575, Filed by Ameacan General. Otjections 1o Fleading due by £62002. {Atachments: 8 (1) Froposed
Cirdar Reliel From Sray £ Adequate Proteerion) (Craves, ¥)

Jaeention?! Bubmisting this seeeen comevdts this transactian, Yoo will have oo farther apportunity tn nuodify this
submission i yeu contine.

Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case.

If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

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

If the final docket text is correct:

Click [Next].

Southern District of Indiana
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STEP 16 The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 16.)

EECF Bankruptcy  » Adversary + Query + Reports « Utilities + Logout

File a Motion: ~
04-07855-7 Micholas Ray Smith

T.5. Bankrupicy Court [TEST]
Southern Disirict of Indiana [TEST]

Maotice of Electronic Filing

The following transaction wag received from Steven Andrews entered on 7/22/2004 at 9:57 PM EST and filed on 772272004
Case Name: Hicholas Ray Smith

Cage Number: 04078557

Document Number: 17

Doclet Text:
IIotion for A dequate Protection , Motion for Relief from Stay filed by Steven Andrews on behalf of Creditor Indianapoliz Motor Speedway .

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

Document description:hain Document

Original filename:C\Documents and Settings\Lynn'\by Documentshpetition pdf
[Electronic document Stamp:

[STAMP bkecfBtamp [D=1072195184 [Date=7/28/2004] [FileMumber=7228-0] [
Q3TAD 254277 al B0AR1T eff diacPBafaa30 d289dad] ol 3fecdefra’l di984e elhias
T4 chdb e TaddasT a5 d24b 1 hTThA2050950 &7 e b6 T3 dab J8TE 54b ]

04-07855-7 Notice will be electronically mailed to:

04-07855-7 Notice will not he electronically mailed io:

teven Andrews
Bleecker, Brodey & Andrews -
S @ A
Figure 16
L 2 Clicking on the document number hyperlink will present the PDF
image of the petition just filed. Attorney users will be presented
with a PACER login screen to access these features.
2 To print a copy of this receipt click the browser [Print] icon.
* To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
2 The Notice of Electronic Filing will also be accessible as an

option from the docket sheet. However, attorneys and public
users will be charged a PACER access fee.
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Notice of Electronic Filing:

Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document if there is one.

Associated (PDF) documents:

Document description:

Original filename:

Electronic document stamp:

Document description:

Original filename:

Electronic document stamp:

Defaults to Main Document being
docketed.

Filer’s full directory path from firm or
court’s hard drive or network.

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

First attached document’s
description that was entered on the
attachment screen by the filer.

Filer’s full directory path from the
firm or court’s hard drive or network.

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

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,

not their street address.

Southern District of Indiana

July 2004
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Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.

Southern District of Indiana July 2004
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Objections to Motions

For Attorneys

This lesson explains how to docket an objection (or a response) to a motion or
application. The example used is an objection to a Motion to Avoid a Lien.

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

EECF Bankruptcy +  Adversary + QOuery + Reports « Utilities + Logout

Figure 1

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

Bankruptcy - Adversary - Ouery - Reports - utilities - Ld

tankrupicy Fremis

Open BI Case

Open Inwvahant. Case
Creditor IWlaintenance
LI ot lications

Appe lated Events
File C1.
Claim FEvents

Trustee TS Trustee
Trustee's 341 Filings

Eatch Filings

Iulti-Case Docketing

Judge Trustee S ssignment

Figure 2

2 Click the Objection/Response hyperlink

Southern District of Indiana July 2004
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STEP 3 The CASE NUMBER screen displays (See Figure 3.)

File an answer to a motion

Case Number

[ =
p-02-nk-30053 BRI, | 99 185 o A A5

Figure 3

Enter the correct case number, including the hyphen.
Click [Next].

STEP 4

The DOCUMENT TYPE SELECTION screen displays.
(See Figure 4.)

SECF

Adversary
File an Objection/ResponselAnswer

Bankruptcy

Query -

Reports Utilities

o
-+  Logout 2>
000010 £ T0-7 Civic Ray Smith

O bjection
Feply
Fesponse

Fesponse-Withdrawal of Reference

= (==

Figure 4

Southern District of Indiana
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2 Highlight OBJECTION from the pick list

L 2 Click [Next].

STEP 5 The SELECT PARTY screen displays. All participating parties on
the case will appear on this list. (See Figure 5)

Adversary

Filix an answier to a molion:

0203 Tk Huesible Brgbaes

Selest the Party:

ewalie] Bl AddiCorate Hew Paty
]
Figure 5
2 The party for whom you are filing the objection in this example is
Householder Finance.
2 Since the party name (Householder Finance) does not display in

the Select The Party box, they need to be added to this case.

2 Click the Add/Create New Party hyperlink.

STEP 6 The PARTY SEARCH screen displays. (See Figure 6.) You must
first search the database to retrieve the party record. If the party is
new to the court, a new party record must be created.

Southern District of Indiana July 2004
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Search for 2 party
i TaxId

LastBusiness name [Hzzsha lee

Snanhk | :L:
Figure 6
¢ It is very important to search carefully and thoroughly before adding a

new party so duplicate records for the same person or entity do not
reside on the database. Additional search hints are provided below.

Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Searching is case sensitive. (Smith, not smith)

. Include punctuation. (O’Brien, Garcia-Barrera)

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

. Partial names can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)
2 Click in the Last/Business name box and enter the last (or

partial) name or business name of the party. We have entered
Householder for Householder Finance.

2 Click [Search] .

STEP 7 The system will search the court database and then display a list
of all parties whose names match the search criteria you entered.
However, in this example, no matches were made for
Householder Finance. (See Figure 7a.)

Southern District of Indiana July 2004
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+  UbiEties  +  Logout ‘?ﬁ

Swoarch for a party

5509 ] Tax1d |
Last/Business name
Search | Clear

Party search resulis

Mo persan Tonnd,

Craate new pady
Figure 7a

NOTE: Your name search may find more than one record having
the same name as shown in Figure 7b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

]
Bankruptcy - Adversary - Query - Reports -« Utilities - Logout o_
Search for a party
SSN | TaxId |
LastBusiness name [ | B CEersaniRiie e - 1]
Iwerican Express
MM 3091 Sizemore Rd.
Dallas, TZ 78555
Party search results

Armerican Express,
Armerican Express,

I

Select name from list | Create new party

Figure 7b

2 Click the [Create new party] button.

STEP 8 The PARTY INFORMATION screen will then appear.
(See Figure 8.)

Southern District of Indiana July 2004
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STEP 9

| @

Party Infermation

Last natte  [Houaehslder Fizanse First e
Middle nane Generation Tisle
25N LT Tax I

offiee [ Addmssl [
addess2 [ AMes2 [
ciy [ swe [ omp [
Comy [ 3 Comry [
Phone [ Fax [
Emad |
Fro¥z m

FParty toat |

Figure 8

Complete all appropriate name fields. The entire business name
should be entered in the Last Name field. Do not add address
information.

Since this party is represented by an attorney, do not change the
pro se default value of No.

Click to expand the Party Role list arrow ¥ and highlight Creditor
(cr:cr).

Click [Submit].

The SELECT PARTY screen displays again with the new party
filer highlighted at the top of the list (Householders Finance).
(See Figure 9.)

Southern District of Indiana
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File an answer to a motion:

[i2-30053 Jatn Humble Brcbaker

Select the Party:

L 2 Click [Next].

STEP 10 The ATTORNEY/PARTY ASSOCIATION screen appears.
(See Figure 10.)

& creabed for s o

Figure 10
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2 Since your party, Householder Finance, is new, this screen will
establish you as counsel for them on this case. S. Craven is used
as an example.

2 Check the box and click [Next].

STEP 11 The PDF DOCUMENT SELECTION screen displays.

(See Figure 11.)

[
File an answer to a mokion:

(3-30053 Jotn Humbls Enubakes

Select the nal docierrsest (For exmample: CA 59ew301-21 pad)
Filaname
|3:'.?::.'.:'.'.:.:'-.'-ZF ECF TraininghObgec Brawse...

Atackssents oo Decument: & e © Tes

Figure 11

L 2 Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.

L g Double-click the PDF file to select it.

2 There will not be any Attachments to the objection in this lesson.
Accept the No default radio button.

L 2 Click [Next].

Southern District of Indiana July 2004
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STEP 14 The LINKING screen appears. (See Figure 14)

File an answer to a motion:
0230053 Jokn Hunble Brubaker

Pleaze gelect the categoay of decigrents 1o wiith youwr dotizne refers

o
Figure 14

Select the category of documents to which your document will be
linked to. For this lesson highlight and select Motion due to our
objection is to the Motion to Avoid Lien. (See Figure 14)

L 2 Click [Next].

Southern District of Indiana July 2004
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STEP 15 The PENDING MOTIONS screen appears. (See Figure 15a.)

File an answer to a maotion:
C2- 30053 Jole Humble Bodhaker

Incliede  Trate  #

Trockes Text

rC Gt 2 Wotion bor Adequate Prot
frcord Eecemt Mumbes

Objections to Fleadng dos by J&R002 (4

P

ttachments: & (1} Froposed Order
uate Fresecton) en, )

Eekaf From St

3 DE22002 5 Manon te Awed

Armerstan General regarding washer & dryer. Fled by
John Hiznble Brubaleer. Cbjections to Pleadmg due by 502002, {Attemey, Toe)

Figure 15a

Select the appropriate motion you wish to objection to by clicking
in the box next to the date. If there is more than one possibility,

click on the document number hyperlink to view the imaged
application or motion.

Southern District of Indiana July 2004
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STEP 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)

£ KYWB Testing Database - Netscape
File Edi View Go Communicator Help

ﬂi&ﬁﬁad@@l:ﬁ

Back  Fowcid  Reload  Home  Seach Meiscope  Pint  Secuity  Shop  Giop

J uf Bookmatks  f Location Iths #lectest kywb.uscouts gov/cg-bin/login pl?382433240366445-L_20_01-1 =l 17 What's Related
[&] Instant Message Jet Intemet PwDD Home Fage FIC: Intranet H A0-0DIT-TTSD Hom United States B UsCourtsTravel OED Onine - 'we

EEC F Bankruptcy . Adversary ¢ Query . Reports . flities . Logout
File an answer to a motion:
02-30053 John Humble Brubaker

Docket Text: Modify as Appropriate.

| ~| Ohbjection to Iﬂﬂtlﬂn to Avoid Lien of A Filed by Householder Finance (related
“~Kraven, S)

Agreed

Alias

Amended

JEmergency

Ex Parte

Expedited

Fifth

Final

First

Fourth

Interim

Intervenar's

Joint

Munc Pro Tune |

Omnibus

Opposition

Proposed

Renewed

Sealed 2

3 =b=| [Document Done
" @AStant| ) Susen Craven - In..| I WardPerfect 9- 1., | [BlMistosalt Image U | KYWB Tosting. .. B Miosaf Evcel 0 A SO sman

Figure 16

e

L 2 These prefixes are optional. (See pop-up menu above.)

2 Complete the docket text with the appropriate prefix and
descriptive detail.

L 2 Click [Next].

STEP 17 The FINAL DOCKET TEXT screen appears. (See Figure 17.)

Southern District of Indiana July 2004
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B

File an answer ta a molian:

02-3005% Fokn Femble Brobaker

Docket Text: Final Teal

(ection to Mastem do Aveld Lizn of Awertazn Gemernd repaandrog wasker & dorer Filed by Hoaseholder Finanee
{related document (g3 1. {Craven, %)

Attentien!! Sufmitting this screen commits this transaction. Yo will kave no Farther opportanity o medfy chis
sebmdssion i you contEnue,

M Clagr

Figure 17
2 Use caution on this screen and proof the contents of the entry
carefully.
NOTE: To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.
2 When you click [Next], the entry is sent to the court’s database.

STEP 18 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 18.)
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File an ansser to a motion:

0230053 Jahn Hoeble Brubaker

Metce of Blectronis Fitng

Cane Hame: Jates Humble Brohaker
Case Mumber: 0230053

Document Furber: &

Docker Text:
Obgechion te Mbtion ta Avaid Lien of American Cemeral regarding washer & dryer Filed by Houserolder Prance (related documests)[3]) (Cramen, 5)

[Tee Elloweg documens(s) are sssocated with fhes transactoa

Diveierment deseeptaon: am Dacmen
Original flename: S Traneg PO ECF TrammgObpchon pd
Electrozic document Stamps

[STAME biecBtamp ID=000602403 [Date=rE2m 02 [FieMimber=304-0] [0x
T TEl TR Nal Saheddoc TR R 248 B IchdaT a5 daa 0.

FTRANST1 L BT H 24 S0B VSRS OT AT 54 LaTal1 364 T3ba3 7282 38]]

102-30053 Nodce will he elecmardcally mailed to:

L!-JIIDSH Notice will not be electranically matled to:

Toe Aftcmney

Figure 18

2 Users should scroll down to view entire notice.

L 2 Click the browser [Print] button to print a copy of this notice.

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

Southern District of Indiana July 2004



CM/ECF Trustee/Attorney Application To Employ - Page 1

Application To Employ

For Trustees and Attorneys

This lesson shows the steps of submitting an Application to Employ filed by a Chapter 7
trustee. The same process can be applied to filing other motions or application.

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

STEP 2

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

Your screen may appear different. Menu selections are assigned
by user permissions and vary by types of users.

ECF Bringtty  +  Adwrsry ¢ Ouny ¢ Reporls « Ufities < Logout ??
Berreptey Evanns

B rrari T e
e el f

2 Click the Motions/Applications hyperlink.
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STEP 3 Enter the case number in YY-NNNNN format in the CASE
NUMBER screen and click [Next]. (See Figure 3.)

File a Motion

Casn Bumbuer

Figure 3

STEP 4 The DOCUMENT SELECTION screen is displayed.
(See Figure 4.)

Evterd Excluziits Po =

Figure 4
2 Scroll the File a Motion box to select the “Employ” relief.
NOTE: To locate your event quickly, type the first letter of the

entry (E for Employ) and the highlight bar will immediately
select the first event beginning with E.

L 2 Click [Next].
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STEP 5 The PARTY SELECTION screen will be presented listing all the
participants presently on this case. (See Figure 5.)
ﬂF Bakrapley ¢+ Advereary ¢ Quey ¢+ Repors < D ¢ Logowt ?;
“ile a Motion:
Selert tar Pacty:
Z C
|
Figure 5
2 Locate and select the trustee in the Party Selection window.

L 2 Click [Next] to continue.

STEP 6 The ATTORNEY/PARTY ASSOCIATION screen may
appear. (See Figure 6.)

ienls, Thomats &) repeeeenbed by Aloemer, Jar (aly]

Figure 6

Southern District of Indiana July 2004
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2 This screen presents a check box to link the filer to the attorney.
As a trustee, if you are not filing this application in the
capacity of the attorney for the trustee, skip this screen.

If an attorney is filing this for another party she or he represents
and this screen is presented, check the box to establish this
relationship.

STEP 7 The PDF DOCUMENT SELECTION screen displays.
(See Figure 7a.)

E

File a Motion;

§2:30053 Jobn Humhle Bnshaker

Sedeck the pal St (far £x

Filenzewe

[I Browse.., |

Attarluments to Dacument: F Bo © Yes

Mot Clear

e

Figure 7a

2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 7b.)

Southern District of Indiana July 2004
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File Upload |

gt 5 5l sl
E.&N SWwWER.pdf E ation. PDF E TrusteeFinaléco. pdf

mL: mmr ﬁ‘l'. I:Ilppdf
@ CenSvc.PFOF Select

'@ Hearinghtc. P

Corel Wersions
&l AddtoZip
Bl Add to Application.zip

File name:

() Complaint p wl
'@ Declaration.p Prirt

F Bl Zip and E-Majl Application. zip

k

Open I

e o i F Scan for Yinses...

SendTo

j Cancel |

Figure 7b

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

the document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the FILE UPLOAD dialogue

box. (See Figure 7c.)

File Upload HE|
Look in: I'a Pdt j | IiFl |
R NS WER, el T Motion. PDF T TrusteeFinalbee. pof
-4 pplication, PO F R e T ==l T alp.pdf
2 CentSve. PDF T Order. pdf
'@ Complaint. pdf '@ ProofClaim. pdf
'@ Declaration. pdf '@ Schedules. pdf
" HeaingMte POF TR SUMMONS. pdf
File name: I.ﬁ.pplicatiun.PDF Open [ I
Files of type: I.-'l'-.II Files [*.7] j Cancel |

Figure 7c
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NOTE: Please note that the PDF file for the Application to Employ
is not an attachment. An attachment is another
supporting document, such as affidavits or exhibits.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

L 2 Click [Next] to continue with the attachment process.

STEP 8 If you selected the yes radio button, the ATTACHMENT screen is
presented next. (See Figure 8.)

TEGE

File a Motion:
0330053 John Humle Ershaker

Felect gae oF gore aackments,
1) Enter e pdf daciamest Bt contams altachmest (fr example: Clapeeniot pdb)
Filesate

=1t Teadnteg POF_ ECF_Trateing Ceder | Hiowseo

33 SeleCt & dodumnenl Bpe an&ar ealer & deftrphicl
Tape Dezcrption

[Propused Quder =1

T Audd the Bezame o the Bt boot helow. [0 yo have moce axsctenents, go beck 1o Siep | When the Bt of Elensrets is complete, cbek on the e beton
Add £ List
Rr erg 1o Lis I

Flgure 8
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2 There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory
where the appropriate PDF file for the proposed order is
located and select it with your mouse.

. To make certain you are about to associate the
correct PDF file for this entry, right click on the
filename with your mouse and select Open. This
will launch the Adobe Acrobat Reader to display
the contents of the imaged document.

. Double-click the PDF file to select it.

. Verify that the document is correct and minimize or
close the Adobe application by clicking on “-“ or “x”
in the control box in the upper right hand corner of

the PDF document.

2. Select Proposed Order as the attachment type from the
drop down list.

. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A “ to signify this is Exhibit A. This
description goes into docket text.

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1 - 3..

L 2 Click [Next].
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STEP 9 A DOCUMENT INFORMATION screen displays next.
(See Figure 9.)

| BECF = mtwir - Moy - by - twan - owme o owe

File a Maotion:

Figure 9

* The information typed in the windows displayed above will appear

in docket text.

2 Click [Next] to continue.

STEP 10 The MODIFY TEXT screen will display a supplemental text box

and a prefix box to add more detail to the docket text.
(See Figure 10.)

File a Motion:

Dcknl Text: Madify ag Apprapri s,

—j Application te Employ Fred Sampsen as Awctioneer , Filead by
Thomes W, Frensy  (Anaclments: # (1) Propased Opder) (Amtmmey, Joe)
Mt Clear

Figure 10
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STEP 11

2 Click the down arrow V¥ to display the prefix options.
Select a descriptive prefix, if it is appropriate.

L 2 If necessary, add detail to the final text.

L 2 Click [Next] to continue.

The FINAL APPROVAL screen will appear. (See Figure 11.)

File a Motion:

[ncked Taxt: Einal Text

AppSsatian 1o Ersploy Fred Samgden o Avctianeer. Mled by Thomas W, Freat, (Alschments: ¥ (1) Progased Onder
[Aflarmey, Jag)
i en!! Sabniitting this sereen conumies this tarcsetisa. Vi will kave no ferthas oppactenity (o madify this
submissien i Fou continge.
[ | [z
.
Figure 11

Verify the final docket text. Read the warning message and
proceed.

If the final docket text is incorrect:

. Click the browser [Back] button to find the errors(s) and
proceed with the event..

. To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.

If correct, click [Next]

Southern District of Indiana
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STEP 12 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 12a.)

B
File a Motion:

012-5005% Jokn Humhle Bothaker

Hetce of Electrone: Fitng

The fillowng ransecbon was recerved fron Attoorey, Joe enbered on 40220002 a8 1044 AN EDT and Dled o 42202002
Case Name: Jobkn Husoibie Brobaleer
Case Numher: 02- 1

Dovumient Nusnher: T

[rocket Text:
Apghrasen to Emplay Fred Sacrpsom as Auctoneer. Fled by Thomas W Frentz (Attachreants: & (1) Proposed Order) {Attamey, Joe)

The follzaing document(s] ane assocaated weth thiz fransachon:

[hocuwment description: e Doceness

Original Blename: 5 Traseng FIF_ BCF_TramengfAppliczhon to Bmplor pdf
Elertromic dncument Stamp:

[STAMP bkecfStamn IDeS5668% 02 [ DatesdlZ3003] [Flelumber=397.0] [62
T I'II'I'I-'I“ﬂril"r-"-"-‘"rﬂ 9453 ST T M DEzad a0

3436731 Fie 262062
[kncument descriptom: Frooo r
{rdpinal Blename: 3 Tras .ng PI:F_ D F_Tramng/Trder #1 pdf

IC=GS 000002 [ Date=4220002] [Fletiumbe=307-1] [22
s 5-ﬂﬁ35‘f1dd_ﬁ- E3653345h1 BT eELIjI‘“_' A6 PREIATIT
fhidardTofalDeD: folTe 364025 co 103246 32 daTT8 00 i T0E] |

02-30055 Motice will he electranicalls mailed tn:

Figure 12a

L 2 Clicking on the document number hyperlink will present the PDF
image of the application just filed.
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Application For Compensation
For Attorneys and Trustees

BEFORE YOU BEGIN: These instructions will guide you through docketing an
Application for Compensation in a Chapter 7, 11, or 12 case.

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

In this process the user records as many applicant requests as necessary and has the
option of permanently adding those parties to the case. If there is no need to have each
professional applicant 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,
* by trustees for their own fees and expenses,
* by attorneys for their own fees and expenses.

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

3 =)
UECF Bankruptcy +  Adversary » Query + Reports .« Utiities + Logout ?

Figure 1

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

Figure 2

L 2 Click the Motions/Applications hyperlink.

Southern District of Indiana July 2004



CM/ECF Attorney/Trustee Application For Compensation - Page 2

STEP 3 The CASE NUMBER screen displays the last case number used
in this CM/ECF session. If this is the correct case, accept it by
clicking on [Next]. Otherwise, enter the correct case number in
YY-NNNNN format and click [Next]. (See Figure 3.)

File a Motion

Case Membir

Figure 3

2 Enter the case numberin YY-NNNNN format and click [Next].

STEP 4 Select the Compensation event from the EVENT SELECTION
screen. (See Figure 4.)

File a Motion

2= 20053 John Humble Brubaker

Eorrows
Change of Venue
Compel

i

Confirm Sale

Conzolidate
Cont=mpt
Continug Hisaring =
el | Clear
Figure 4
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NOTE:

STEP 5§

To find the application or motion you need fast, type the first letter

of the event (C for Compensation) and the highlight bar will

immediately select the first entry beginning with C. Scroll or press

the Down Arrow until you locate the event you want.

Click [Next].

The attorney JOINT FILING screen may then display.
(See Figure 5.)

E Bminglty +  Adersey o Quey -+ Repors o Ulles o« Logowt

File 2 Mation:

-

Figure 5

This screen is used only if another attorney is joining in a filing,
such as a stipulation. If you are the trustee or the only attorney

filing this application, skip this screen.

Click [Next].

Southern District of Indiana
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STEP 6 The PARTY SELECTION screen will be presented listing all
the participants on this case. (See Figure 6.)

File a Motion:

0230053 Tohn Eumwinle Erobaker

Select the ]"'.:.11}':
=] AddTrente Hew Darty
=
Figure 6
NOTE: Adding the professional to the party list at this point does not add

them as a party to the case. They will appear on the pick list solely
for the purpose of recording the request for fees and expenses.

STEP 7 The PARTY SELECTION screen will then temporarily list all
professionals required for this pleading. (See Figure 7).

&
File a Motion:

(2-30053 Jahn Harhle Brubaker

Seleet the Pasty:

American Genstal [orer El AddiCreate Mew Party

Figure 7
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If you are the attorney filing for compensation on your own behalf,
select the party you represent.

If you are the attorney filing for compensation for another
professional, select that party.

If you are the trustee filing for compensation on your own behailf,
select your name.

If you are the trustee filing for compensation for other
professionals, select your name as well as the party or parties.

If the PROFESSIONAL is already a party on the case, you will be
able to select them from this screen. Otherwise click on the
[Add/Create New Party] hyperlink to add the new applicant(s) to
the party list. If there are multiple applicants on one application,
each applicant should be added at this time.

Select [Next].

Southern District of Indiana
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STEP 8

The ATTORNEY/PARTY ASSOCIATION screen may appear. This
screen presents a check box to establish the client/attorney
association. If the attorney/trustee does not represent the

(See Figure 8).

professional, do not check the box.

I Formtz. Themas ) repanpenind by AHomer, Joe (aby)
Figure 8
L 2 Click [Next].
STEP 9 The PDF DOCUMENT SELECTION screen will then
display. (See Figure 9a.)

ok

File a Motion;

2-30053 Jobn Humhble Brobaker

Filenaeme

£act e Pl doremsnk (Car example; CHI%s

Mt Clear

Figure 9a

Atteclunents bo Dacument: = e

Browse... |
e ]
i Yar

Southern District of Indiana

July 2004



CM/ECF Attorney/Trustee Application For Compensation - Page 7

L 2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 9b.)

#% KYWB Testing Database - Netscape PIFET S

File Edt View Go Communicator Help

Hi&aﬁédé@&:ﬁ
| Back Foped  Reload  Home  Seach Metscape  Piit  Seeuity Shop S

J § " Bockmatks A anatmnlhttps #/ecftest kywib uscourts.oov/ogibin/login pl7468R4536801 7578-_20_0-1 =l (7 What's Related
% ] Instant Message JNetInternet F/DD Home Page FIC: Inkianet H AD-OIT-TTSD Hom United States B UsCoutsTravelv OED Online - e

z —-3
o Bankruptcy . Adversary - Query =+  Reports +  Logout ‘?

File a Motion:
02-30053 John Humble Brubaker Lokiz  [aror e e 5] @ cf| [EE

[ Matrices B application for Installments pdf T Cor

) affidavit pdf 5 aspplication to Emplay pdf T Disc

) smendment pef ) asppraisal MC pdf Fooc

) nswer to Complaint.pdf T sppraisal pof TEhi

) Appeal pdt T Balict pe Fina
= =

2 ¢ pplication for Compensae [hancae of Aderece ook Ity

Select the pdf document (for example: CA15%cv301-21.pdf)

Filename

[ Browse...

Attachments to Document: & o © Tes

Select

Dpen H
Filename:  [Application_ Efint
Files of type:  [All Files (=) Sean for Vises,

uick View Plus
Mot | | Cloar | ——————————— QuickPint -

AddtoZip

Add to Application for Compensation.zip

Zip and E-Mail Application for Compensation zip

SendTo »

Cut
Copy

Cieate Sherteut
Delete
Fename

Propeties

El=al [Document: Done
-m”wn Testing  fdBest Case Bankiu. | B wardPerect 3-L.. | [Bi MizrosaltImage ... @) Susan Craven - In

Figure 9b

oA ©® mm

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

. Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure 9c.)
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File a Mokion:

02-30053 Tatn Humble Brshabes

Select the pdl dacuest (for exeeple CV5e0S01-21 pdf)
Filenane

| Browsze...

Attachments tn Document; © Ho © Ve

Figure 9c

L 2 The PDF DOCUMENT SELECTION screen will then show the pathway to
the PDF file. (See Figure 9d.)

File a Motion:

hin Hamibls Brubalcer

select the pdl doctment [Bor coampas: LA 121 pdt

I'dename

BEF_Teatnizgh dppld Heowar, .,

Attachments to Docament; & Ho © ez

Figure 9d

L 2 Click [Next].
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STEP 10 The FEE PROCESSING screen in Figure 10a will present yourself
and each party selected from the previous party pick list screen.

Data entered on this screen is recorded in the professional fees
and expenses record for inclusion on the Professional Fees
Applied For/Awarded report.

= =3
UEC F Bankruptcy . Adversary +  Query . Reports . Utilities . Logout ?
File a Motion:
02-30053 John Humble Brubaker
Applicant Joe Attorney Type |Debtor's Attomey B
¥ Filer
From To I
Fee request $ Expense request $ I

Applicant John Humble Brubaker
" Filer

From
Fee request $ Expense request $ I

Figure 10a

2 Two check boxes may appear for each party.

. The Filer check box will appear below each party name.
Select 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 list. The
professional fee record will be created regardless if the
applicant is a formal party on the case. If you check this
Party box, the name will appear on the Party pick list for
this case in future processing. Follow local guidelines on
this issue.

NOTE: The professional fee record will be created regardless if the
applicant is a formal party on the case.
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2 The Professional Type must be selected to record the applicant’s
role in the case. The Professional Type for the applicant will be
listed on the Awarded Professional Fees report. Attorney filers
should choose Debtor’s Attorney, Creditor’s Attorney, or Trustee’s

Attorney.
2 Enter the date or date range for services performed.
2 Enter the amount(s) in the Fee and Expense fields in dollars and

cents. Do not use $ or commas.

To summarize:

If the filer is... Then

Trustee filing for compensation on 1) Check FILER box below trustee’s
behalf of another professional name and select proper

(See Figure 10a) professional type; DO NOT include

date(s), fee and expense
information for trustee record

2) Select professional type, check
PARTY box only, record date(s),
fee and expense information for
professional for which
compensation is requested

Debtor’s attorney filing for compensation | 1) Record professional type, date, fee
on his/her own behalf or on behalf of law and expense information ONLY for
firm (See Figure 10b) attorney or law firm

2) Leave debtor(s) record(s) blank

Trustee filing for compensation on 1) Include professional type, date, fee
his/her own behalf (See Figure 10b) and expense information in one
trustee record.
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2 The FEE PROCESSING screen for the debtor’s attorney
application for compensation would look like Figure 10b.

EEC F Bankruptcy - Adversary

File a Motion:

0230053 Toka Humoble Bataler

Applicant Jos Attorney
¥ Filer

00

A 21S 2
L Expense request § |5.r.

From [5727 E {2002

z
Feo request § (100, 0

Applicant Joho Humble Brubaker
[ Filer
TFrom ]7
Fao roquest § 17 Expense request § Ii

Figure 10b

NOTE: If a trustee is filing for compensation on his own behalf, there will
be one party record. The Filer designation should be checked.

& Click [Next] to continue.
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STEP 11

The MODIFY TEXT screen will allow you to select pretext or add
more detail to the docket text. (See Figure 11)

Dockel Texl: Modity as Approgriate.
R 'i Application For Compen zation |

For Joe Artorey | Dehror's
Artorney, Period: 3402002 o 4252002, Feer 3100.00, Expenses: 3500, Filed by Joe Aitormey . (Aftomey, Joe)

Figure 11

2 Select [Next].

STEP 12

The FINAL DOCKET TEXT SCREEN is then presented.
(See Figure 12.)

File a Motion:

0230053 John Eurhle Eribaker

Uthiitles Lopaurt
Docket Tewt Final Tex

Application for Compensativn for Jue Anomey, Deblor's Awomey, Period: 3342002 w 4252002, Fec: 510000,
Exproses: £50.00. Filed by Jar Attormey. (Attomey, e

Aitention!! Bubrminting this screen commits this transaetoo., You will have no further opportusnity to modily this
submdssion if you continue.

Figure 12
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2 Verify the final docket text. Read the warning message and
proceed.
2 If the final docket text is incorrect:

+ Click your browser’s Back button to the FEE PROCESSING
screen and change the figures there.

» To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.

2 If correct, click [Next].

STEP 13 The NOTICE OF ELECTRONIC FILING is then generated and
displayed. (See Figure 13.)

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

File a Motion:
04-0001 0-AJW7 Civie Ray Srith

U.5. Bankrupicy Court [TEST]
Southern Disirict of Indiana [TEST]

Motice of Electronic Filing

The following transaction was received from Lynn Attorney entered on 7/28/2004 at 931 PM EST and filed on 7/28/2004
Case Name: Civie Ray Smith

Case Number: 04000104 ThI-7

Document Number: 14

Docket Text:
|Application for Compensation for Lynn Attorney as Debtor's Attorney . filed by Attorney Lynn Attorney , Debtor Civic Ray Smith

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

Document description:h ain Document

Original filename:C\Documents and Settings\Lynn' My Documents\petition pdf
Electronic document Stamp:

[ETAMP bkecfStamp ID=1072195184 [Date=7/28/2004] [FileNumber=T225-0] [
c3d04a%al 44a4542e34abh 1 5hecl06A02 a004fdee2 32521 o1 cThe20f5T42Rd7 def525
a0A63R5h3ch31 el fiRadbfbhoef 53 cabi4T 542 a0 5 aff e d2 c4bE e 5T3]]

04-00010-A.JM-7 Notice will be electronically mailed to:
04-00010-AJM-T Notice will nothe electronically mailed to:

Stephen Andrews
46 E Ohio 3t

Dane a

Figure 13
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Clicking on the document number hyperlink will present the PDF
image of the application just filed. One free look at the document is
afforded each e-mail participant.

It is highly recommended that you save a copy of this notification
for your records. To print a copy of this notice click the browser
[Print] icon.

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

Southern District of Indiana

July 2004



CM/ECF Attorney Notice of Appearance - Page 1
Notice of Appearance
and Request for Notice

For Attorneys

This module will provide you with step-by-step instructions on how to file a Notice of
Appearance and Request for Notice. Once the notice has been filed, you will be
shown how to query for creditors that are involved in a bankruptcy case.

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

s
Bankruptcy +  Adversary + Query + Reports + Utiities + Logout o

Figure 1

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

Bankruptcy +  Adversary - Query . Reports . Utilities - Logout ?

Figure 2

* Click on the Notices hyperlink.
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STEP 3 The CASE NUMBER screen is displayed. (See Figure 3.)

E

Wiscellanenus

Lz ek

Figure 3

NOTE: If you have already accessed a case in this session, the
number of the last case accessed will be displayed. Leave
this number if it is the correct case for this application, or
enter the correct case number (YY-NNNNN), to include the
hyphen.

L 2 Click on the [Next] button to continue.

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

02-10001 Jobw Dros

Irwolurdary Petition (Chagier 7 for atiomeys El
Irwelurdary Sumemons Semice Execuled

Matice of Changs of Address J
Pre Trial Compliance

Reafiimation Agreament

Radamption Sgrearment |

Mewt| Clear

Figure 4
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L 2 Scroll to display the Appearance event.
NOTE: Typing the letter “n” will display the first event starting with
that letter.

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

STEP 5 The PARTY SELECTION screen in this example does not include
our filer, American Express (See Figure 5a)

Miscellaneous:
0210001 Joha Dras

select the Pay;

Doe, Joan |piyich] =]
flathison, H;lrr:.u [Ir tr_'
oG ll:l r]

iz I Cliar

Figure 5a

L 2 Click on the [Add/Create New Party] hyperlink to add the creditor.
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L g Enter the creditor's name in the Last name field and click on the
[Search] button to continue. (See Figure 5b)

;ﬁmhl‘muﬁm
SN | T 1d

Las: Business name |marizas Bepres:

Figure 5b

2 The PARTY SEARCH RESULTS screen is displayed.
(See Figure 5c¢)

NOTE: Your name search may find more than one record having
the same name as shown in Figure 5c. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

2 If the creditor was found, click on the [Select name from list]
button to continue. (See Figure 5¢.)
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Fearch fir a party

55K Tax Id
LastBusiess e 8% IPesson Addiess) - Nelacope |

Sewrch | Clear | lemrican Express

091 Zizemape Lans

Dolloa, T& 78555
Party search results

aefiact nane fom [51 | Creala new pardy

Figure 5S¢

2 The PARTY INFORMATION screen will appear. Ensure that
there is no address information for the creditor you are adding to
the case, change the Role to Creditor, and then click on the
[Submit] button to continue. (See Figure 5d.)

LE
Pasty [nformation
Americas Express  S5N:Usingen

Ofice | Address1 |

Address 2 | Address3 |
oy [ sae [ oz [

Cauzty [—3 Cauniry Ii

Phoze | P [

F-mnadl |

Prcte [0 7 Fole | - |
PFarty toxt |
Figure 5d

L g You can now choose your creditor from this screen, then click on

the [Next] button to continue. (See Figure 5e.)
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!H

Miszellangous:

Eiiest the Party

Figure Se

*

Create the Attorney/Party association by clicking in the check-box

provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 5f.)

= Ar |

L G0 ) el SF Al

Figure 5f
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STEP 6 The PDF document selection screen appears (See figure 6)
ZEECF T - R

File a Notice:
04-00010-AJMM-F Civic Ray Smith

Date document filed (mandator)
8/1/2004

Select the pdf document (For example: C199cw301-21 pdf)

Filename

ChDocumen ts and SettingsiLynmydy O| [CBiowae..
o Doc @& Mo O ¥es

= S

Figure 6

2 Click on the [Browse] button, then navigate to the directory where
the appropriate PDF file is located and select with your mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right-click on the filename with your
mouse and select OPEN

. This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify the document is
correct.

. Close or minimize the Adobe application after verifying the

correct file and click [Open] on the file Upload dialogue
box.

* Click [Next]
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STEP 7 The FINAL DOCKET TEXT screen will be displayed.
(See Figure 7.)

A -
.
Miscellaneous:

2. 10001 John Doe

Dncked Texl: Final Trxt

Noliee ol appearance and Boeguest fr Notice by Joe Attezmey. Fled by on heball ol Assesfean Express [Alormey. Jog)

Attention!? Submiting this screen commits this tansaction Y will have no frther opporbazdty fo madify this
suhmissizz Hwon continne,

Figure 7

L 2 Click [Next] to continue.
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STEP 8 The NOTICE OF ELECTRONIC FILING screen is displayed.
(See Figure 8a.)

K
Miscellaneous:

0210008 John Coe

Hutee of Elactiero: Fikng
]

& recevad Bum Aceney, Joe entered on M102002 & 504 PM EDT and fed oo 41102000
(e

The folowumg raeachs
Caze Name:
Case Mumber, 02
Croeament Sumber 21

Dacket Text:

Hosee of Appeimance and Reqosst fir Hotize by Joe Attwnes, Fled by on hebalf of Amencin Sxpress (Altorsy, Jee)

dncumentls) are apsociatad with hes ansashio

T
The {nderen

il

Docwent deseription: M= Document

Crriginial Blemamne: SiTranenpPDF ECF TramngMotce of Appearance pdf
Fleetrosie documest Samp:
[ETAMT fBtzen ID=53660

rhe=124-0] (70
e7edc Babedl

LA

[2- 10001 Motice will be elertmonically mailed 1o

(2 D001 Motice will not be electrondcally mailed to:
Joe Atomey

Figure 8a

2 Clicking on the document number hyperlink will display the PDF
image of the document just filed.

L 2 To print a copy of this electronic receipt click the browser [Print]
icon.
2 To save a copy of this electronic receipt, click [File] on the

browser menu bar and select Save Frame As.
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Creditor Maintenance

In CM/ECF the creditor matrix is uploaded into the system as a text (.txt) file. Creditors
submitted from the matrix are stored in a separate database from other parties to the
case and these records are used for noticing and proofs of claims. Another CM/ECF
module illustrates uploading the matrix.

Special processing is required for maintaining these records.

Creditor records can be individually added, amended, or deleted. The following steps
illustrate how these records are managed within the creditor database.

STEP 1

STEP 2

*

To access the creditor database click Bankruptcy on the
CM/ECF Main Menu. (See Figure 1.)

b3 )
UECF Bankruptcy + Adversary + Query  Reports « Utilities « Logout o

Figure 1

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

J] 58 cM./ECF TEST - U.S. Bankruptcy Courtiinsh — Microsoft Internet Explorer

File Edit View Favarite |_
pack -~ = - & Freda B |- S E - H E]
: Address .pI?675101619787265-L_916_0-1 N
I E nkru -  Adversar ° " - Reports =+ Utilities -
[Bankruptcy Events
Open BE Case File Claims
Open Inwolunt: Case Claim Ewvents
Creditor Maintenance Trustee/TTS Trustee
Trustee's 241 Filings
Cowt Events... Batch Filings
IlotionsiApplications Ilulti-Case Docketing
Objection/Responseilnvol An er.
MMiscellancous Judge/Trustee Assignment
Plan
Motice
Orders
AppealRelated Events
& |2 |4 Internet
Figure 2

Click the Creditor Maintenance hyperlink.
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STEP 3

STEP 4

The CREDITOR MAINTENANCE menu will then display.
(See Figure 3.)

| SE

Creditor Maintenance

=Y
Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Enter individual creditors

Upload a creditor matris file
Edit creditars

Figure 3

Select the Enter Individual Creditors hyperlink to show how a new
creditor can be added to the creditor database.

To edit a creditor, proceed to STEP 8.

The CASE NUMBER screen is the next screen in this process.
(See Figure 4.)

Creditor Processing

i
Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?
H

Case Number

00-10122 00-12345, 1:00-blk- 12345 or 1-09-hl- 12345
Mext | Clear

Figure 4

Enter the Case Number in the format yy-nnnn, including the
hyphen.

Click [Next] to continue.

Southern District of Indiana
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STEP 5§

NOTE:

NOTE:

*

NOTE:

2

The CREDITOR INFORMATION screen displays. (See Figure 5.)

=3
EE F Bankruptcy +  Adwersary + Query + Reports « Utilities « Logout ?

Add Creditor(s)

Case 00-10122 already contains creditors!
Case number 00-10122 Dale &4 Daniels

Name IHomeDwnErs Finance

Address 1 [accc. # 74355-5999-2

Address 2 [S000 Beluway

Address 3 [pallas, Tx 77550

Addressd |

Address5 |

Type |Crednor j

Creditor committee & No & Tes
@ Continue To Enter © Last Entry

Figure 5

CM/ECF will warn the user if the case already contains
creditors. (See Figure 5.) This message may prompt the
user to perform a creditor search/query prior to manually
adding the creditor, thus avoiding the possibility of a
double entry.

Creditor search/query is the only protection against
“Duplicate” entries. There is NO protection against
Bad Addresses.

Enter the creditor name and address information.

Remember: 5 line maximum
Each line no more that 40 characters
Avoid special characters (# & C/O are okay)
Account number/attention line placed on line 2
City, state and zip on last line
Zip + four must include hyphen
State must be 2 letter abbreviation

Foreign Addresses have specific instructions.
See Converting a Matrix (Tab 4).

Creditor Type defaults to “Creditor.” Other values available may
be:

Southern District of Indiana
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STEP 6

STEP 7

Administrative,

Limited Notice,

Notice of Appearance,

20 Largest Unsecured Creditors.

If the creditor being added is a member of the creditor committee,
click the [Yes] button after the Creditor Committee button.

If you have multiple creditors to add, accept the default of
[Continue to Enter] button and then click [Next] to continue.

. When you have entered the final creditor, click the [Last
Entry] button, then click [Next] to continue.

. If you have only one creditor to add, click the [Last Entry]
button then click [Next] to continue.

The TOTAL CREDITORS ENTERED screen will appear.
(See Figure 6.)

= =
UECF Bankruptcy s+ Adversary + Query +« Reports -« Utilities + Logout ?

Add Creditor(s)

Total Creditors Entered 1

Figure 6

Verify the number of creditors you have entered.

If the number is not correct, click the browser [Back] button to
investigate your entries.

Otherwise, click [Submit] to continue.

The CREDITORS RECEIPT screen will then display.
(See Figure 7.)

Southern District of Indiana
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ZEC ]
UE F Bankruptcy  »  Adversary + Query s Reports « Utilities + Logout o

Creditors Receipt

|Case Number [00-10122
‘Total Creditors Added to Database |1

File & Proof Of Claim

Return To Creditor Mamtenance Menu

Figure 7

This screen confirms the number of creditor records that have
been added to the creditor database. The example in STEP 7
shows just one creditor added in this manner.

When claims are filed in CM/ECF, they are attached to the specific
creditor record of the claimant.

The Proof of Claim module is accessible on this screen so a claim
can be added to this new creditor in one continuous operation.
There are instructions for filing claims in another lesson.

L g Click Return to Creditor Maintenance Menu to continue creditor
processing.
STEP 8 To edit an individual creditor record...

Click Bankruptcy on the CM/ECF Main Menu. (See Figure 1.)
Click Creditor Maintenance. (See Figure 2.)
Click Edit Creditors (See Figure 3.)

2 The CREDITOR SEARCH screen appears so you can identify
which creditor you wish to work with. (See Figure 8.)

In order to edit, creditor records must first be found and retrieved
from the creditor database. The Enter Name of Creditor field
allows you to enter search criteria to locate the creditor you wish to
modify or delete.
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o
EE F Bankruptcy » Adversary « Query =+ Reports -« Utilities « Logout ?

Edit Creditor(s)

Case numher IDD— 10122

Enter name of creditor |Finance

@ Edit a creditor

© Delete creditor(s)

Figure 8

Entering “Finance” as a significant word search clue will find all
creditors for this case with “Finance” anywhere within the name.

* Select Edit a creditor and click [Next] to continue.

Search Hints:

° Searching is case sensitive. (Smith not smith)

° Include punctuation. (O’Brien), (Zeta-Jones)

° Partial names can be entered (Smi)

° Significant words in names are effective. (Radio for
Northwest Radiology and Radio Shack)

] Try altemate search clues if your first search is not
successful

] Wild cards are not required.

STEP 9 The SEARCH RESULTS screen for the search clue of Finance

appears below (See Figure 9a.)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout
Edit Creditor({s)

Case number 00-10122 Dale & Damels

Creditor |Ace Finance 57

Ace Finance
Action Finance
Next | Clea|B and F Finance
—Central Finance
[Homeawners Finance

Figure 9a

In this example there are several creditors found in this search.
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2 Highlight the creditor to be edited. Click [Next].

NOTE: If no search criteria are entered in the search window, all
creditors belonging to the case will appear on the next screen.
To view and scroll the entire list, click and hold the mouse on
the creditor name window. (See Figure 9b.)

Bankruptcy +  Adversary + Query + Reports =+ Utilities + Logout

Edit Creditor(s)

Case number 00-10122 Dale A Danels
Creditor i

ce
Mext Cleg|Amarillo Mational Bank

~|B and F Finance

Eeneficial

Catholic Consultation Center

Central Finance

Chevron —

Christopher L. Taylor

Dillards

Dr. Arthur Hernandez, M. D

Eson

Federal Housing Adrministration

First Mationwide Mortgage Corp

Foleys

Heard, Goggan, Blair and William

Figure 9b

STEP 10 The EDIT CREDITOR screen will display. (See Figure 10.)
2 Complete any appropriate corrections or amendments.

* Click [Submit].

EE F Bankruptcy » Adversary « Query e« Reports -« Utilities « Logout
Edit Creditor(s)

Case number 00-10122 Dale & Daniels

Name [fomecwmers Finsnoe

Address 1 |nccn. # 74355-m998-2

Address 2 [s000 Beltway

Address 3 |pallas, Tx 77550

Address 4 |

Address 5

Type ICrednnr j
Creditor committee & INo ' Tes

Subrmit | Clear |
Figure 10

STEP 11 A screen will then appear with the message, “Modify Completed!”
(See Figure 11.)
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z —
UECF Bankruptcy  +  Adversary « Query « Reports < Utilities « Logout o_

Modify Completed!

Edit Creditor

Figure 11

2 To continue editing creditors, click the Edit Creditor hyperlink.

* To perform another operation in CM/ECF, select another menu
option from the Main Menu Bar.
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Proofs of Claim

When a proof of claim is filed in CM/ECF, the claim will be attached to the creditor
record of the claimant. One must first locate the creditor by searching the creditor
database and then enter the corresponding claim.

Most often the creditor filing the claim already resides in the creditor data base. If the
creditor cannot be located on the case, they should first be added (by the court staff)
and then the claim added to the new creditor record.

In the following exercise, the creditor is already on the case. Other lessons show how to
add creditors to the creditor database by uploading the matrix or adding each record

separately.
STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

[ 8 [ et

Figure 2

2 Click on the File Claims hyperlink.
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STEP 3 The CREDITOR SEARCH screen will display. (See Figure 3.)

s .+ utlities - Logout

Search for Creditor
oy ;?:j fiu:::: |DG:E/:Z}
Type of creditor [Crectar =]
& o [ [ [ nrermer
Figure 3
* Click in the Case Number box and enter the correct case number

in yy-nnnnn format.

L 2 Enter the Name of creditor filing the claim. Additional search
clues are shown below.

Search Hints for Creditor Database:

Searching is case sensitive. (Smith not smith)
Include punctuation. (Garcia-Barrera)
Partial names can be entered. (Smi)

Significant words or names are effective. (Radio for Radio
Shack and Northwest Radiology)

Try altemate search clues if your first search is not successful.
Wild cards are not required but may be used.

PoON -~

oo

CAUTION: Do not change the default of Creditor in the Type of
Creditor box. When a matrix is uploaded into the system,
the Creditor Type field defaults to Creditor.

The Creditor Type must match the creditor information. If
creditors are stored on the database as a different Creditor
Type you will have to search by that Type. A creditor with a
Creditor Type of Notice of Appearance will not be found
unless the Creditor Type field is changed to Notice of
Appearance.

2 Click [Next] to search the creditor database for this claimant.

Southern District of Indiana July 2004
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STEP 4 The CREDITOR SELECTION screen will then display the
creditor(s) who match the search criteria. (See Figure 4)

n BE-SE-EBE

&1 0ane [0 5 [ temat

Figure 4

NOTE: If no search criteria was entered in the search Name of
Creditor field, all creditors belonging to the case will be
found. Click on the drop-down arrow to display all of the
creditors (See Figure 4a)

'Select a Creditor for Claim

(& [y =

Figure 4a

2 Select the desired creditor by clicking on it with your mouse if using
the drop-down select window.

If you are unable to find a creditor after using different search
criteria, the Add Creditor hyperlink allows you to add a creditor to
the case (refer to the Creditor Maintenance module for instructions
on how to add a creditor).

2 Click [Next] to continue adding a Proof of Claim.
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STEP 5§

The PROOF OF CLAIM INFORMATION screen displays fields for

each claim. (See Figure 5.)

i -3 CM/ECF TEST - U.5. Bankruptcy Courtiinsb - Microsol ft Internet Explorer B ==
File Edt view Favori tes Tools  Help | um |
Back - = - & 2% | @rsearch [GiFavorites  adtvedia o | e Sf B

*|| Address [&] https: ifecf-test.insb.circ? . don/cgi-bin/login, plPSe4061454122033-L_916_0-1

=
=]

utilities  «

Bankruptcy

Adversary - Query - Reports - Logout

Proof OFf Claim Information For =

23 - GMAC
PO Box 458
Aurora
Michigan

TOS67T
Case Mumber: 04— Amends Claim # Duplicates Claim #: Filed By
06063-7 Sk Creditor =]
Tast Diate To File Last ]E)éfvgo File n?/?]t;/gl':ultzd T ate: lﬁﬂ = Status: =
Amount Claimed
Tnsecured Secured Friority Tnknown Total (Display Only)
[ [ [ [
Aamount Allowed
TInsecured Secured | Priority | TTnknown | Total (Display Only) [
I I I I I -
Diescription: [
1| Bemartcs: [ =
&) pene [ [ & [#@ mternet
.
Figure 5
2 If necessary, change the date filed and enter the data in the

appropriate fields for the claim:

CAUTION: Do not enter the “$” or commas in the dollar amount
fields.
Values default to whole dollars.
Decimals are accepted but not required.

2 There is an Amount Claimed and Amount Allowed section to

record. Do not enter Amount Allowed at this time. Both of these
amounts will appear on the Claims Register.

|DESCr‘iption: |Igasoline purchases

|Rema.rks ||

M Clear

Figure 5

* The Filed By field offers the options of attorney, creditor, debtor,
or trustee.

2 The optional Status field displays the Claim status of Allow,
Amend, Expunge, Reclassify, Reduce, Withdraw. These values

Southern District of Indiana
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are controlled by the court. Certain events in your court dictionary
(such as Withdrawal of Claim) can automatically update this field.

2 The Description and Remarks fields will appear on the Claims
Register. Both fields are 255 characters long.

L 2 The Total Amount Claimed and the Total Amount Allowed fields
total the values of Unsecured, Secured, Priority and Unknown. An
aggregate total of all claims is included at the end of the Claims
Register.

NOTE: The Total Amount Claimed and Total Amount Allowed
Fields are Display Only. Users may not manually enter
an amount in these fields.

* When you have completed this screen, click [Next] to associate
the PDF file of the claim with this filing.

STEP 6 The PDF Document screen displays. (See Figure 6)

Next | Clear

[T e [ [ [# tnrermer

Figure 6

L 2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct
claim file for this entry, right click on the filename with your
mouse and select Open. (See Figure 6a)
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File Upload !

21

Lok i |ea FDF Files

=+ @EckE-

EZDIargest.pdf

T affidavit, pdf

ﬂ#\mended Schedules, pdf
T AMSWER.
@F\pplication - Filing Fees.pdf

'@F\pplication to Employ, pdf
ﬂ Application. pdf
IEapptsucc.F‘DF

T appttr POF
EBNC Order of Dischg. pdf

Kl I

ﬂnpplication for Compensation. pdf

E Hearinght

TENC_341Mtc. pdf

File name: ICIaimform.pdf

Files of type: | &l Files %]

IECEH:SVC.PDF IElnventory
Claimform, pde Tiresnlunka
Ecomplaint.pd Select rnokio
@CDD'}-’ of Appl F all
‘ECREDDISK.MW in.pd
'@Daniels_DaIe o ML
EDecIaration.p Scan For Yiruses. ., on ko
ﬁDDcument.P[ Make Available Offline ko
TExhibit & - ve Open With y fonto
EExhibit.de ik View Plus on ko
Cuick Print _,I
3 WinZip [
Send To 3 j
|
Cuk ~

Figure 6a

This will launch the Adobe Acrobat Reader to display the

image of the claim. Verify that it is correct.

Close or minimize the Adobe application after verifying the

file, then click on the Open button on the File Upload
dialogue box. (See Figure 6b)

File Upload

21|

Lack ir: | 3 PDF Files

x| = ® k3

BMC_341Mtc. pdf
CertSwe POF

complaint . pdf
CREDDISE.PDF

Daniels_Dale_YPCh7 pdf

Exhibit & - Yol Petition, pdf
E:chibit. pdf

Copy of Application to Employ., pdf ﬁList of all Creditors,pdf

-

EMotion.PE

ﬂHearingNtc.PDF

Elnventory of Property.pdf EMotionz.p
ﬂlnvoluntary Petition. pdf ﬁMotionS.p
Ticintmation.POF TMotiona.
@MotionE.p

'Er\’lartin.pdf 'ENc-tice of
EMntion Mulki Part, pdf ENotice.pd
EMntion ko Avoid Lien, pdf ENoticeVolt
T Mation ta Dismiss 00_10006.pdF  TL]NTCABN. |
TMotion ta Dismiss 00_10029,pdf T Objection
TMotion ta Dismiss 00_10054.pdf T Objection
[

File: narme:

ICIaimerm.pdf

Files of type: Iﬁ.ll Filez [*.%]

j Open
j Cancel

v

Figure 6b

The PDF Document screen will reappear displaying the complete
path of the associated PDF document that was selected. (See

Figure 6c)
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SETES
K

Figure 6¢
. PDF attachments to claims (contracts, invoices, or other

supporting documents) can be linked to this claim. To attach
supporting documents, click the Yes radio button to the right of the
Attachments to Document prompt to attach the PDF document.

NOTE: Please note that the PDF file of this claim is not an
attachment. An attachment is other supporting document
or collateral information.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by a
separate hyperlink within the docket text.

&  Click [Next].

STEP 7 The NOTICE OF ELECTRONIC CLAIMS FILING is then produced
and displayed. (See Figure 7.) This claim is now part of the official
court record.
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STEP 8

Clicking on the case number hyperlink on the Notice of Electronic
Claims Filing will present the case docket report.

Clicking on the document number hyperlink displays the PDF
image of the claim itself. If the claim includes imaged attachments,
they will be accessible also through a separate hyperlink.

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

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

To continue claims processing, click again on Bankruptcy, File
Claims. Your prior case number will be preserved for further claim
entries to the same case. For a new case, simply type in the new
number and repeat the process outlined above.

CLAIMS REGISTER

To run the Claims Register, click Reports on the Main Menu Bar
and then Claims Register hyperlink.

1’3 CM/ECF TEST - U.5. Bankruptcy Courtiinsb - Microsoft Internet Explorer E eI

olp
G Frverites Brede B |- S E-EHE

_916_0-1

- utilities -

U.S. Bankruptcy Court [TEST] .
Southern District of Indiana [TEST]
[Motice of Electronic Claims Filing
[The following transaction was received from Smith, Lynn on 7/%2004 at .10 AM EST
Case Name: Brody Ray Smith

Case INumber: 04-0B063-7
WARNING: CASE CLOSED ON 07/08/2004

GMAC
PO Box 458
Creditor Name: Aurora
Michigan
70567
Claim Number:

1
Total Amount Claimed:  $500.00

[The following s) are with this

|[Pocument description: Main Document

J&i0one [ (55 [ wnternet

Figure 7

Southern District of Indiana

July 2004



CM/ECF Court

Claims Register - Tab 13 Page - 9

Claims Register

The Claims Register report can be generated from the Reports hyperlink on the
CM/ECF Main Menu Bar.

STEP 1

STEP 2

STEP 3

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

& [T S @ ke

Figure 2

Select the Claims Register hyperlink.

The CLAIMS REGISTER INFORMATION screen displays next.
(See Figure 3.)

Southern District of Indiana
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|3 c™1ECF TEST - U.S. Bankruptcy Courtinsb - Microsoft Internet Explorer

[ rie e vew Tools el N [
Back - = - @ 4 | @search [ElFavorites a@fMedia o | B oF - =
*|| Address [&) hetpsigrect =b.circ7 .den/coi-binjlogin. pl7S6406 1 454 122035-L_916_0-1 =1 @ee |unks

Claims Register

Case number [04-G063
Creditor type Creditor [

Creditor number
Administrative =1

Creditor name [

Claim number to
= Filed

B oa  [PAO0T o [7Eizona

Sort by [Claim Number =
Filed Date -

Fun Feport Clear

&1 pone (|

I |5 [ tiermet
Figure 3

2 Claim Register information can be requested by and limited by:
Case Number, (a required field)
Creditor Type,
Creditor Number,
Creditor Name,
Claim Number or Number Range,
Filed On/Enterd On Date or Date Range,

2 To view all claims activity for the case, enter only the case

number.

2 Claim Registers can be sorted by
Claim Number,
Creditor Name,
File Date,

* After selecting the criteria, click [Run Report] to generate the

Claim Register.

NOTE: A creditor number is assigned by the system when the
record is added to the database. It is used internally and
also identifies creditors on BNC certificates of service.

Southern District of Indiana July 2004
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STEP 4 The SEARCH RESULTS screen will then display (only for court
users). (See Figure 4.)

Search Results

Case# Case Name Claim# Date Filed Creditor# Creditor Name

© Edit olaime

€ Add attachment(s) to claims

© Nladify the description of flaims
© Dielete attachment(s) (not claims)

Figure 4
2 To produce the Claims Register report for the selected criteria,

click the Claims Register radio button.

2 This screen will also give you access to either edit or delete
claims if you have permission for those functions.

. Click to highlight the appropriate creditor and then click
either the Edit Claims or Delete Claims radio button.
STEP 5 The CLAIMS REGISTER screen displays. (See Figure 5.)
E rtinsb - Microsoft Internet Explorer P .| E
GilFevartes Greda (3| B 9 B - H [
Bankruptey  +  Adversary 7 uEry + Reports - Utiites «
Southern District of Indiana [TEST] B
Claims Register
04-06063-7 Brody Ray Smith CASE CLOSED on 07/08/2004
Debtor Name: SMITH,BRODY RAY
g EERRETE
Clam oo s [0S _ B L]
Unsecured $3500.00
‘Total $500.00
i Claims Register Summary
T T[S @ et ]
Figure 5
2 Figure 5 shows the format of each claim included on the Claims

Register. The case number and title provide a hyperlink to the
docket sheet.

2 The Claim Number is a hyperlink to the PDF file of the claim and

Southern District of Indiana July 2004
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any supporting attachments.

Additional data from each claim is displayed in the upper right
hand corner of the claim.

Last Date to File Claims Claims bar date set at the §341
Meeting setting or trustee’s asset
notice.

» Last Date to File (Govt) Governmental claims bar date set
when the petition was filed for asset
cases.

* Filing Status Status of claim (expunged,
disallowed, withdrawn, etc.) updated
at the time of filing the claim or from
the edit claims utility.

* Docket Status Status of claim updated by
docketing events such as withdrawal
of claim, order disallowing claim, etc.

* Late Yes or No flag signifying when

received according to the claims bar

date.

This report reflects immediate updates. Internet PACER users
have access to each case’s Claims Register.

A CLAIMS REGISTER SUMMARY provides totals.
(See Figure 6.)

Freda B | Eh- S FE - H B

e —

bin/login.pl?E64061454122033-L_916_0-1

rrrrrr . it + Reports =

Total $500.00 -
Description:

Claims Register Summary

Case Name: Brody Ray Smith

Case Number: 2004-060532-7

Chapter: 7

Date Filed: 07/08/2004
Total Number OFf Claims: 1

Total Claimed [Total Allowed
Unsecure d $500.00
Secured
Priority
TUnknown
Administrative
Total $500.00

[0 (& [ e

T[@tone

Figure 6
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STEP 6 To print the Claims Register, click on the Print icon on the
browser toolbar. The Claims Register can be saved to a file by
clicking File - Save As at the menu.

Southern District of Indiana July 2004
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Reaffirmations

This lesson shows an example of a is filing a Reaffirmation Agreement for the

debtor.

STEP 1

STEP 2

2

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

Bankruptcy + Adwersary + Query + Reports + Utiities + Logout

Figure 1

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

icrosoft Internet Explorer _[&]x
GBack » = - @D [2] A Qoeach Garavoies Pveda (B | By S [ - [H
‘| Address |’e_1 hitps: ffecf-test.insh circ7. denfogi-binflogin. pIF365363914873193-L_916_0-1
Bankruptcy +  Adversary .+ Query + Reports . Utiities « Logout

[Bankruptcy Events

Open BE Case File Claims

Open Involuntary Case Claim Actions

Creditor Mamtenance

IMotion: | TJudze/Trustee

Objection/Response...

IMiscellaneous

Plan

Motices

Appeal
[ https:Jiect test.nsb.circ?  denfcar-bin/FiingClams.pl [ 2 [ merer
Figure 2

Click the Miscellaneous hyperlink.

Southern District of Indiana
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STEP 3 The MISCELLANEOUS screen displays. (See Figure 3.)

J| 2l CM/ECF TEST - U.5. Bankruptcy Courtinsb - Micrasoft Internet Explorer

File Edt Vew Favortes Tools Help BE
d=Back ~ = - @ &Y | Qsearch [GEFavorites @veda o4 | BN+ S e

| Address [&] https:ect-test insb circ? . den/cgi-binflogin. pi?754960262295393-L_516_0-1

ind
=] c o)
UE F Bankruptcy -  Adversary + Ouery + Reports -« Utilities « Logout  ¥2)

Miscellaneous

n4-7855

MNext Clear

&) Done [ [& @ mtemet

Figure 3

NOTE: If you have already accessed a case in this session, the number
of the case accessed will be displayed. Leave this number if it is
the correct case for this application, or enter the correct case
number (yy-nnnnn), including the hyphen.

L 2 Click [Next].

NOTE: If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again.
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STEP 4 The MISCELLANEOUS screen displays. (See Figure 4.)

| 2 cM/ECF TEST - U.S. Bankruptcy Courtiinsh - Microsoft Internet Explorer _{\x
File Edit View Favorites Tooks  Help |-

d=Back - = - @ @} | @search [CaFavorites Meda o | Bh- S - =
~| a0 |Links *

' address @j https: /fecf-test.insb.circ?.denfegi-binflogin. plP754960262295393-L_916_0-1

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

Miscellaneous

04-07855-FIO-7 Dale Earnhardt and Jill Marie Earnbardt

Imoluntary Summons Service Executed -]
Imvoluntary Summons Service Unexecuted
Letter/Correspondence

R en
Report - Monthly Operating
Rieport - Post Confirmation =l

MNext Clear

EEN

[@pene

Figure 4

2 Scroll down to display the selection Reaffirmation Agreement
L 2 Highlight that selection and Click [Next] to continue.

STEP 5 The CASE VERIFICATION screen will appear next. [See figure 5]

/3 CM/ECF TEST - U.S. Bankruptcy Courtiinsh - Microsoft Internet Exnplorer
Fle Edt View Favorites Tools Help |
&Back - = - & | @usearch [dFavortes fimedia (4 | By S -3

‘| address | @] https:jiecF-test.insb.cire?. denjegi-bin/login. pR7S4960262295393-L_916_0-1

|E ‘ F Bankruptcy +  Adversary + Query - Reports - + Logout

Miscellaneous:
04-07855-FJ0-7 Dale Earnhardt and Jill karie Earnhardt

Mext Clear

[T [2 [@nkemet

& ere

Figure 5
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*

STEP 6

*

2

If this is the correct case, click [NEXT]

The JOINT FILING ATTORNEY screen appears.
(See Figure 6.)

| 2 CM/ECF TEST - U.s. Bankruptcy Courtiinsb - Microsoft Internet Explorer =7 x

File Edit View Faworites Tools  Help ‘
<S=Back ~ = - % | @hSearch [GFavortes EhMedia o8 | Bh- S - =

‘| Address [&] hitps:/ject-test.nsh.circ7 denjcgi-binflogin plr542717327102109-L_916_0-1 =] @G0 |Lnks >

= > i
UE F Bankruptcy +  Adversary - Query - Reports « Utlites - Logout P

Miscellaneous:

04-00010-AdM-T Civic Ray Smith

I Toint filing with other attorney(s)

Mext I Clear

&) oone Inkernet
& Free

Figure 6

If you are not filing with an another attorney, do not check the box

Click [Next] to continue.

Southern District of Indiana
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STEP 7 The PARTY SELECTION screen appears. (Figure 7)

| 5 cm//ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explores
File  Edit  Wiew Favorites

dpack ~ = - @) &} | Disearch [Favorites @fweda o4 | Ehe S e N
‘|| Address [&] hitps: tec-t

circ? denjcai-binflogin. plF754960262295393-L_916_0-1

Q

04-07855-F.JC-7 Dale Earnhardt and Jill Marie Earmhardt

- i =
Tools  Help

+ Query . Reports - Utilities =

Select the Party:

AddiCreate Mew Party

@oe

Figure 7

E

L 2 Select the filer from the Select the Party list, in this case, joint

debtors both debtors must be selected.

NOTE: To select more than one party, highlight the first party and
“Shift” key with the left click for the second party.

L 2 Click [Next] to continue.

Southern District of Indiana
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STEP 8 The PDF DOCUMENT screen appears [See Figure 8]

| 2l CM/ECF TEST - LS. Bankruptcy Courtiinsb - Microsoft Internet Explorer

§ =l x
File Edt wiew Favarites Taols Help E
<=Back - = - D 74 | @ search [EFavorites GMedia o | B~ b -3
: Address @htt fecf-tast.insb.circ 7 denfcgi-binglogin, pl?754960262295393-L_916_0-1

Bankruptcy +  Adversary

Query - Reports -«
Miscellaneous:
04-07855-F 0.7 Dale Earnhardt and Jill Marie Eambardt

[Date document filed (mandatory)
6/16/2004

Select the pdf document (for cxample: C119%ew501-21.pdf
Filename

[1A\DatalCAE CF Test Files\Peaffirmati | Browse:
|attachments to Document: = Mo © Yes

Mext Clear I

[&) vore

Figure 8

[ & [@ internet

Click [Browse], then navigate to the directory where the

appropriate PDF file is located and select it with your mouse.
(See Figure 8a)

§| -5k c™M/ECF TEST - .S, Bankruptcy Courtsi —|&x
[ Fio Eot vew Favorites Took el

[k - » - @ 3 | Dusearch (EiFavorites livedis | - S BENE]
1

adtiress [12) nitps: octtostineb.crc7 denfogr bilogn pI7O65353314573193-L_915_0-1

| P
e Look in: [ CMECF Test Files - « cF EF-

|_1EK Court Documents.

T Motion-lien

T Order Denwing

T Order Granting
FjreriTion

TlReaffirmation

TEIRelief From Stay

File name: [

Open |
Cancel
A

Z

L L«

Files of type: [ Fites -

[@ees

Figure 8a

T e
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2 To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open (See Figure 8b)

J73 crecr rest -

wes Preda 3| B- S E - H B

35536391 4873193-L_916_0-1

BRI} utilities « Logout

T o R [ [ [ et

Figure 8b

2 This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is
correct.

2 Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue box.
(See Figure 8c)

T R - |

= B cf B

—
- utiities « Logout P

tion
T Relief from stay

File name: [noTice = Open |
Files of type: [anFiles () =1 Cancel
i
[ Browse
lAttachments to Document: & Mo © Yes
next | Clear
@1oone [T 13 [ memet
Figure 8c
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2 Verify correct file in filename window. (Figure 8d)

/23 CM/ECF TEST - U.S. Bankruptcy Court:insh - Microsoft Internet Explorer

File Edt View Favorites Tools  Help : ‘_
W=Back - = - @ 4% | @search [GdFavorites GlMedia o | B~ S e

*|| Address [&] https:/iecf-test.insb.circ7 denfcgi-binflogin. plr754960262295333-L_916_0-1

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

Miscellaneous:
04-07855-F J0O-7 Dale Earnhardt and Jill arie Earnhardt

[Drate document filed (mandatory)
E/16/2004

Select the pdf document (for example: CA199cw501-21.pdf)
Filename

[hADatadCMECF Test Files\Reaffimmati  Browse
lAttachments to Document: * IMo ¢ Tes

Mext Clear I

[&] pere [ [ [& [# internet

Figure 8d

* Click [Next]

STEP 9 The ENTER CREDITOR NAME screen appears. You must insert
creditor name [Figure 9]

B| 3 cM/ECF TEST - UL ptcy Courtiinsb - Micrasoft Internet Explorer —[E]x
Fle Edt View Favorites Tools Help | == ]

J[eek - > - @ 2% | @rsearch [Favorkes @Media o | B &b =

j address [&] httpsject-test.insb. circ7. denicgi-bin/login.pl? 754960262295393-L_916_0-1 =] @G |unks >

Bankruptey +  Adversary + Query + Reports + Utilities

Miscellaneous:
04-07855-FJO-7 Dale Earnhardt and Jill Marie Earnhardt

[Enter Creditor Mame]American General

[[s debtor representing himselfherself (Pro Se)?  Yes ¢ Mo

Next | Clear

[&lene [0 8 @ weme

Figure 9

. Click [Next]

Southern District of Indiana July 2004
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Reaffirmation Agreements - Tab 14 Page 9

STEP 10

The ATTORNEY DECLARATION screen displays [Figure 10]

i| = cM/ECF TEST - LS. Bankruptcy Court:insh - Microsoft Internet Explorer
File Edit Wiew Fa

Tools  Help

daBack - = - (D (3] &} | @search [Egravorites Eimedia o# | BN S [ - =] [E]

|| Address [&] https: ffec-test.insh.circ? .den/eai-bin/login pl7 754960262295393-L_916_0-1

5E F Bankruptcy +  Adversary + Query + Reports -« Utilities -

Miscellaneous:
04-07855-FJ0-7 Dale Earnhardt and Jill Marie Earmnbardt

[l the attorney declaration included in the reaffirmation agreement but not as a separate document? € Yes ¢ No

Mext Clear

&) pone

Figure 10

[ [ rernet

NOTE: You must select a radio button for debtor

representation.

&  Click [Next]

Southern District of Indiana

July 2004



CM/ECF Attorney Reaffirmation Agreements - Tab 14 Page 10

STEP 11 The FINAL TEXT EDITING screen displays. (See Figure 11)

This is the last opportunity to make any changes to this event.

I| 28 CM/ECF TEST - LS. Bankruptcy Courktiinsb - Microsoft Internet Explorer B =]
File Edit “iew Favorites Tools  Help |-
dmBack - = - ) 4% | usearch [ElFavorites EFMedia £ | Eh S - =

*|| Address [&] https:fiecF-test.insh.circ? . denfogi-binflogin, pl?5427 1 7327 102109-L_916_0-1 LI @G0 | Links #

d _ _—

I o C F Bankruptcy . Adversary + COuery + Reports « Utilities + Logout ?

Miscellaneous:
04-00010-AJ0-T Civic Ray Smith

Docket Text: Final Text

Reaffirmation Agreement Between Debtor and Countrywide Home Loans with
Attorney Declaration filed by Creditor Countrywide Home Loans. (Attorney,
Lynn)

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

Clear I

J@1pene R e
Figure 11
2 Verify the accuracy of the docket text. This is what will print on the

docket sheet.

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

2 Court staff have the ability to edit any part of the text on this
screen.

2 If the docket text is correct, click on the [Next] button to continue.

Southern District of Indiana July 2004



CM/ECF Attorney Reaffirmation Agreements - Tab 14 Page 11

STEP 12 The NOTICE OF ELECTRONIC FILING screen displays. (See
figure 12)

] a CM/ECF TEST - U.S. Bankruptcy Court:insb - Microsoft Internet Explorer =& x
File Edt Wiew Favortes Tools Help n
GuBack - = - | @y5earch [EiFavorites iMedis < | BN S e

‘|| Address [&] https:iect-test.insb circ . denicgi-binflogin, pli 5496 0262295393-L_916_0-1 =] 6o |Links

I EE F Bankruptcy <+  Adversary - Query - Reports -« Utilities « ¢

|Miscellaneous: ]

04-07855-F I0-7 Dale Earnbardt and Jill Marie Earnhardt

U.S. Bankruptey Court [TEST]

Southern District of Indiana [TEST]

[Motice of Electronic Filing

The following transaction was received from Mark Zuckerberg eatered on 6/16/2004 at 10:56 A0 EST and filed on 6/16/2004
Case Name: Dale Earnhardt and Jill Marie Earnhardt

Case Number: 04-07855-FIO-7

Document Number: 12

Docket Taxt:
[Eeaffirmation Agreement Between Debtor and American General filed by Debtors Dale Earnhardt Jr., Jill IMarie Earnhardt;

|Attorney Declaration Attached. (LAS)
IThe following document(s) are associated with this transaction:
[[Pocument description: Main Document

@0 T : : S D
Figure 12

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

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

L 2 To print a copy of this notice click the browser [Print] icon. You
may also save the notice through the browser File/Save option.

Southern District of Indiana July 2004



CM/ECF Attorney Noticing CMIECF - Tab 15-1

BNC Noticing &
CM/ECF

The Southern District of Indiana will continue to use the Bankruptcy Noticing
Center (BNC) for all noticing from the Clerk's office.

The Notice to Public effective June 2003 requiring certain notices to be served
on parties by the Movant remain in full force and effect.

Southern District of Indiana July 2004



CM/ECF Attorney Amendments - Page 1

Amendment to Schedules

For Attorneys

This module will provide you with step-by-step instructions on how to file an
Amendment to Schedules. Once the amendment has been filed, you will be shown
how to add/modify creditor(s), if applicable.

NOTE: If the case is closed, a Motion to Reopen must be filed. The Motion to
Reopen must have the required reopening fee.

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

z s
UECF Bankruptcy +  Adversary + Query + Reports + Utiities « Logout o

Figure 1

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

Southern District of Indiana July 2004
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CM/ECF Attorney

Amendments - Page 2

Click on the Miscellaneous hyperlink.

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

E

Wizcellanenus

Lasa Hurebsa

Figure 3

NOTE: If you have already accessed a case in this session, the

STEP 4

number of the last case accessed will be displayed. Leave
this number if it is the correct case for this application, or

enter the correct case number (YY-NNNNN), including the
hyphen.

Click on the [Next] button to continue.

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

|Misce|lanenus

02-10001 Jahn Dios

Affidaat -
Armendod Ao

Arasnded Camplaing

Amended Creddor Matriz [Fee)

| Amendad Schedules |
Agoraiga

Agorzisal Mot Conducted

Bill of Costs ;l

[ext I Clear

Figure 4

Southern District of Indiana

July 2004



CM/ECF Attorney Amendments - Page 3

2 Scroll to display the Amended Schedules event.
NOTE: Typing the letter “a” will display the first event starting with
that letter.

L 2 Click to highlight, then click on the [Next] button to continue.

STEP 5 If not filing with another attorney, just click [Next]. If filing jointly,
click in the check-box provided, then click on [Next].
(See Figure 5.)

Miscellaneous:

02-10001 John Doe

™ Tomt fikng with other attorney(s)

Mext | Clear

Figure 5

NOTE: If filing jointly, you will be provided with a screen listing the
attorney(s) on the case.

STEP 6 The PARTY SELECTION screen appears next. (See Figure 6)

Southern District of Indiana July 2004



CM/ECF Attorney Amendments - Page 4

Miscellaneous:
0210001 John Das

Select the Party:

Dae, John [piy:cb] -;! AddiCreate Hew Party
Witz on, H:lrr:,-' [I| :r;
S [erar]

Mkt I Clear |
Figure 6

2 Select the debtor from the pick list.

STEP 7 The PDF DOCUMENT screen is displayed. (See Figure 7a.)

|Miscellanaaus:
sl

Zelact the pdldocusmens (for exemole CIR%H1-2| pdf)
Flaname

] Hrgwie.., |

lttachrents to Daeumest: & Ho © Tes

Figure 7a

Southern District of Indiana July 2004



CM/ECF Attorney Amendments - Page 5

L 2 Click on the [Browse] button, then navigate to the directory where
the appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right-click on the filename with your
mouse and select Open. (See Figure 7b.)

3 KYWB Testing Database - Netscape @]

Fie Edit Yiew Go Communicalor Help

ﬂd@taﬁéd@@;ﬁ

Back  rovzd  Relad  Home  Gemch Metscape  Pint  Seeuily  Shop  Sion

j 4§ Bookmarks £ catmnlhltps {/echtest kb uscourts. gov/cgibindlogin.pl?5R56I0374755653-_20_0H =] 7 what's Related
7 el Instant Messag Net Intemet PWDD Hame Page FJC: Inbianet 0-0IT-TTSD Hom jted States B UsCourtsTravelM OED Online - e

Il =
Bankruptcy - Adversary - : . lti - Logout by )
" File Upload
Miscellaneous: iD= HE
02-10001 John Dee B =3 PO ECF T =] & =
|1 Matices B spplication for Instalments.pdf T2 Corr
M) adfidavit pof T application to Employ.pot T0isc
B et Foec
P Answer to Loy Scleet r Tewi
Select the pdf document (for example: CA199cw501-21 pdf) M) Appeal pof T Tlrina
Filename M pplication fo ~ pring dress. pof Tinte
| Browse... | 4| Sean for Vinses. j
Quick Ve Plus
|Attachments to Document: & ITo C Tes File name: |K Quick Print
AddtoZip
Files of wpe: [ e -
e 5 e ﬂl

= o ——————— Zip and E-Mail Amendment zip

Send To 3

Cut
Copy

Create Shortcut
Delete
Rename

Propetties

@ H=| |Document: Done
A Stant| @) Coaverls Addhess | B WordPerect 8- || Kyw Tosting... |5 Miswosoll Eroel | [B Miorosoit Image C

Figure 7b

AM

a3 & BEIO® 942

. This will launch the Adobe Acrobat Reader to display the contents of the
PDF document. Verify that the document is correct.

. Close or minimize the Adobe application after verifying the correct file
and click Open on the File Upload dialogue box. (See Figure 7c)

Southern District of Indiana July 2004



CM/ECF Attorney Amendments - Page 6

ol File Upload T
Lockix |43 PDF_ECF_Tszining =l E-“J] rjf-] =
7 Matices ﬁ:].&nplinnlinn far Inskallnents, pdl E [Ty
'@.ﬁ.lf'ﬂaﬁt.pcf m.-’\pr.licali-:un 1o Emplay.pdl m Diieg
T appraisal MC paf T noc
E.ﬁ.n:-.x-e: 1o Comglainl pdl m.-fq:prai:al pdi m E uhi
TE] &pnoal pdf ] Batict pi T Fina
T Applation o Comperaation.pd T Cheras of Addiess. pdi T e
| | L]
File nams I:’-‘qnlcm_'lncnl i gpq:_ln
Flas ol pe: I.~'-‘¢|| Fitzz "] j Cancel | [
Figure 7¢
L 2 Click on the [Next] button to continue.
STEP 8 The SCHEDULES DUE screen will be displayed. (See Figure 8.)
3 CM/ECF TEST - LS. Bankruptcy Courktiinsb - Microsoft Internet Explorer =
File Edit View Favorites Tools Help |“
= Back ~ = - @ 7t | @Search (Gl Favarites @Media @ | %v = -
'_ Address I’.cﬁ https: /jecf-test.insb. drc? .donfcgi-binflogin, plF 72444650900624 1 -L_916_0-1 j ﬁ‘Gu Links *

EE F Bankruptcy  « Adversary + Query + Reports ilities Logout

Miscellaneous:
04-03834-7 Robin L Deputy and George R Deputy

M&hich schedules are being amended?
[~ Schedule &

[ Schedule B

" Schedule C

¥ Schedule D

¥ Schedule E

v Schedule F

" Schedule G

[~ Schedule H

" Schedule I

" Schedule J

¥ Summary of Schedules

et | Clear |

[@oe B [@nem
Figure 8
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Amendments - Page 7

CM/ECF Attorney

2 Indicate in the “Which schedules” field the schedule(s) that
is being amended.

L 2 Click on the [Next] button to continue.

2 If creditors are being added, click on the appropriate radio

buttony orn. (See Figure 8a)

/28 CM/ECF TEST - .5. Bankrupkcy Courtiinsb - Microsoft Internet Explorer — ==
File Edit Wiew Favorites Tools Help |-
EBack ~ = - (@ &% | Disearch [alFavorites @PMedia (# | By S -

~| e |Lnks »

*|| Address |&] https:/iecF-test.insb.cire?. denjegi-binflogin. pl?724446509006241-L_916_0-1

IE ‘ F Bankruptcy - Adversary + Query -« Reports
M

iscellaneous:
04-03834-7 Robin L Deputy and George R Deputy

\Are creditor(s) being added? & Yes ¢ INo

Utilities

ext | Clear |

|&ipone [ [ [& | tnternet
Figure 8a
2 Click [Next]
2 The fee screen appears next (See figure 8b)
July 2004
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CM/ECF Attorney Amendments - Page 8

rosoft Internet Explorer $ =1 <
File Edit Wiew Favorites Tools  Help

| =Back -~ > - & 8 | @Asearch [ Favorites @ Media 08 | By 6 =

j Address @https',l’,l’ecf—test.|nsb.clrc7.dcn,|’cg|—b|n,|’lngln.pl?724446509DD6241-L_91E-_I:I-1

040253347 Robin | Deputy and George B Deputy

nkruptoy - Adversary - Query - Reports -

- Logout

14 fee is not required if Schedule D, E, or F iz amended to:

a. Thange the address of an existing crediter
b Add an attorney representing an existing creditor
c. Eespondto alNotce of Deficient Filing,

If no fee is required, do WO T charge this filing to your credit card. Send an e-mail to MNoFee@inst uscourts. gow with filing,
information (e g, case number, filing date, fee armount, decurment filed) and the fee will be removed from the system

Fee: 526

Clear I

&) pone

Figure 8b

[ & [ mternet

* Click [Next]

2 The Certificate of Service screen appears (See figure
8c)

23 CM/ECF TEST - U.S. Bankruptcy Courtzinsh - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

dBack - = - @ &} | @usearch [jFavorites ivedia 8 | By S - =

*| Address I7724446509006241-L 916,
IE Bankruptcy . Adversary - Query - Reports - = Logout
Miscellaneous:

04-023834-7 Robin L Deputy and George & Deputy

The amended schedule along with a copy of the 341 meeting notice and mest recent plan (chapter 13 cases) must be served on all
added creditors

14 detaled certficate of service must be filed with the Court isting items served and names and addresses of parties served.

I[s the detailed Certificate of Service inchided with the amended schedules? @ Tes O Mo

Nextl Clear

&) Done

Figure 8c

BRI} T a——
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CM/ECF Attorney Amendments - Page 9

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

L 2 Click [Next] to continue.

Miscellaneous:
03-30116 Let It Rain

Docket Text: Final Text

Amended Schedules F-adding a creditor and Certificate of Service. Fee
Amount $26. Filed by Debtor Let It Rain (Craven, S)

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

Mt Clear |

Figure 9

STEP 10 The Internet Payment screen will be displayed. (See Figure 10).
You will be given the opportunity to either pay your fees now by
clicking on the Pay Now button, or to continue filing and pay all of
the days outstanding fees at the end of the day by clicking on the
Continue Filing option. Refer to the On-Line Credit Card manual
for more information on paying your fees on-line.

Southern District of Indiana July 2004



CM/ECF Attorney

STEP 11

Amendments - Page 10

Summary of current charges:

Date Incurred Description Amount

2003-10-23 Abandon(03-30071) [motion,mabn] $ 150.00
07:50:45 (150.00) '

2003-10-23  Amended Schedules (Fee)(03-

07:51:39 30071) [misc,amdscha] ( 26.00) 912000
2003-10-23  Amended Schedules (Fee)(03- $ 26.00
11:09:34 30116) [misc,amdscha] ( 26.00) '
Total: §
202.00
' Pay Mo [ Cantinue Filing |
Figure 10

The NOTICE OF ELECTRONIC FILING screen is displayed.
(See Figure 11)

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

Clicking on the document number hyperlink will display the PDF
image of the document just filed.

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

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

**NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge.
To avoid later charges, download a copy of each
document during this fir st viewing.

Southern District of Indiana

July 2004
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3
Miscallaneous:

02-10001 JTokm Do

Motsee of Electrensc Filing

The Bliowng transaction was recerved from Attomey, Joe entered on 42552002 at 905 AM EDT and Eed on 472372002
Case Name: Jokm Dios

Case Number: 02-10001

Decument Number: 27

Diocket Text:

Amended Schedules D, addng crediiors and Certbicate of Sernce. Becest Humber CC, Fee Amount $20.. Filed by Joba Dioe (Aftorney, Joe)

The folownng document(s) are assocuted wath thes bransaction

Document deseription: bax Docamens
Original filename: S/ TrarangPDF_ ECF_Traming/Amendment pdf
Eleemronic document Stasmp: o

[STAWE bkeck

02- 10001 Notice will be elzctrorically mailed to:

02 10000 Hotice will not be electronically mailed to:

Figure 11

STEP 12 If adding/modify creditor(s) in Schedule(s) D, E, or F, refer to the
local requirements for submitting creditors after initial upload. See
Administrative Procedures for Southern District of Indiana.

Southern District of Indiana July 2004
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ORDER UPLOAD

This procedure explains how to upload orders into the CM/ECF system. The
requirements of submitting proposed orders still remain and this section will explain the

process.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

(See Figure 1.)
EECF Bankruptcy  +  Adversary + Query + Reports « Utilities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the
one shown in Figure 2. Your menu selections may vary from this
screen.

I| 3 CM/ECF TRAIN - U.S. Bankruptcy Court:insb - Microsoft Internek Explorer ===
File Edit Wiew Favorites Todls  Help |-
EBack - = - @ &3 | @mearch  GFavorites  Evedia (B | By S - =

‘| Address [&] hteps: fiect-train insb.circ7. denjcgi-binflogin, plr 32871 537083727 7-L_916_0-1 | PEo |Lnks @

ZEC )
UE F Bankruptcy . Adversary + Query + Reports « Utilities + Logout ?

[Bankruptcy Events

Open BE Case File Claims
COpen BE Case - Upload Claim Events
Open Invelunt Case

Creditor Mantenance Order Uplead

IeotionsiApplications
ObjectionFesponse
IMiscellaneous
Plan/Disclosure Statement
Iotices

AppealRelated Events

& [ (& & mternet
Figure 2

L 2 Click the Order Upload hyperlink.
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Tab 17 Orders - Page 2

STEP 3 The UPLOAD SINGLE order screen displays. (See Figure 3.)

_I <2 CM/ECF TRAIN - U.S. Bankruptcy Courkt:insb - Microsoft Internet Explorer

=
File Edit Wew Favorites Tools  Help |-
duBack ~ = - 3 | @search [GaiFavorites @Media (8 | BN Zh - 2 E
Address I@https:,l’p’E(F—traln.|n5h.(lr(?.d(nj(gl—blnjlngln.pl?32871537DEE7277—L79167D—1 | @so |Lnks #
5E F Bankruptcy + Adversary + Query s Reports « Utiliies «
Order Upload for Bankruptcy
Telead Smgle
&) pone

(B e

Figure 3

2 Click on the Upload Single hyperlink

STEP 4 The CASE NUMBER SELECTION screen displays next.

(See Figure 4.)

i| i CMECF TRAIN - ULS. Bankruptcy Court:insb — Microsoft Internet Explorer ==
File Edit View Favorites Tools  Help

ek - = - @ 7% | @search [ElFavorkes @@Media o | G- oF BE]

Address [&] hetps: fiecf-train.insb. circ?.denfcai-binflogin.pl?3267 1537083727 7-L_916_0-1

=] @so | Links »

- Query - Reports
Upload a Single Order

Case Number [04-7555 Examples: 99-12345, 199 bk-12345 or 1-99-blk 13345

Mexd I Clear I

&) Done

Figure 4

=N —
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2 If you have already accessed this case number in this
session, it will be displayed. Leave this number if it is the
correct case for this order or enter the correct case
number (yy-nnnnn), including the hyphen.

* Click [Next]

STEP 5 The RELATED DOCUMENT NUMBER screen displays. (See
Figure 5.)

i| =i CM/ECF TRAIN - U5, Bankruptcy Courktiinsb - Microsoft Internet Explorer

i File Edit “iew Fawvorites Tools Help |n
ek - > - @ 4t | usearch CEFavorites GliMedia o8 | 5y b - =

j Address [&] https: (fecf-train.insb. circ? . denfegi-binflogin. plP3267 1537083727 7-L_916_0-1

EE F Bankruptcy - Adversary = Query = Reports - Utilities -

Upload a Single Order

04-07E55-BHI.-7 IMicholas Eay Srmith

Related Document Number || Enter the document number of the related matter for which the order is heing submitted

Iote: If you don't know the related decument rmumber, chck on Next to continue

Nextl Clear I

& pane [ [ [& & reernet
Figure 5

NOTE: If you don’t know the related document number click Next to
Continue, otherwise type the related document number in the
box.

&  Click [Next].
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Tab 17 Orders - Page 4

STEP 6 The CATEGORY SELECTION screen displays. (See Figure 6.)

i| -l CM/ECF TRAIN - U.S. Bankruptcy Courtiinsb - Microsoft Internet Explorer ==
File Edit Wiew Favorites Tools Help

t=Back - =» - &) 4} | search [GFavorites GMedia B | Y- S -

Address |’.c.£| https:fjecf-train.insb. circ? . denjeai-binglogin. pl? 3287 1537083727 7-L_916_0-1

5E F Bankruptcy . Adversary

Upload a Single Order

= Query =« Reports - Utilities - Logout

Select the category to which your event relates:

Tvpe
answer
appeal
claims
cmp
court
crditcrd
misc

notice  —|

Filed |
Documents | wl
MNext|  Clear |

[&] pene

Figure 6

& mense

2 To select the category scroll down to highlight the correct

category. In this lessen, we will choose motion.

* If you know when the motion was filed and the document number,

you may insert in the boxes.

NOTE: If you leave the “filed” and “documents” fields blank, you will

receive in a list ALL of the motions that are pending .

&  Click [NEXT]

Southern District of Indiana

July 2004



CM/ECF Attorney Tab 17 Orders - Page 5

STEP 7 The RELATED MOTION screen appears. (See Figure 7.)

<7 CM/ECF TRAIN - U.5. Bankruptcy Court:insb - Microsoft Internet Explorer - — = =
File  Edit View Favorites  Tools  Help |“
dmpack -~ = - Q) @ | Bsearch G Favorites  Media O | B S -

|| mddress [&] hteps: .insb. 3 bin/login. pl?328715370837277-L_916

Bankruptcy Adversary + QOuery + Reports + U + lLogout

Upload a Single Order

\Select the appropriate everi(s) to whickh your event relates:

071372004 2 hotion to Awveid Judicial Tien re: American General filed by hfark Zuckerberg on
behalf of Debtor IMicholas Fay Smith. (las)

07/13/2004 5 hdotion to Awveid Judicial Lien re: Beneficial aof Heaficsna filed by Lynn Attorney on
behalf of Debtor IMicholas Fay Smith. (Attorney, Lynn)

07/13/2004 & Ioton to Awveid Judicial Lien re: Beneficial af fowa filed by Sandi Attorney on
behalf of Debtor IMicheolas Fay Smith. (Attorney, Sandi)

07/13/2004 13 Application for Compensation for TI. 5. Trustee as Trustee Chapter 7 (Fee
£2000.00, Expense: $50.00) filed by 1.5, Trustee. (caf)

07/13/2004 14 Motion for Adequate Protection, IMotion for Relief from Stay filed by Steven
Andrews on behalf of Creditor Citimotors. (las)

07/28/2004 17 Motion for Adequate Protection , Motion for Eelef from Stay filed by Steven
Andrews on behalf of Creditor Indianap olis Motor Speedway .

™ 08/0%/2004 18 Application te Pay Fiing Fee m Installments filed by Lynn Attorney on behalf of
Debtor Micholas Ray Smuth. (Attorney, Lann)
Mext | Clear |
& pere [ & |4 mkernet
.
Figure 7

m m m & &

2 If more than one motion appears, select the appropriate
motion for this order. In this lesson we will chose the
Motion to Avoid Judicial Lien with Beneficial of lowa

* Click [Next]

STEP 8 The ORDER SELECTION screen appears (See Figure 8)

File Edit Wiew Favorites Tools  Help KEa
| =Eack - = - @ 2% | rsearch [siravorites @Media 3 | Eav o e

i
*|| address [&7 hetpsisiecrtrain.insk cre7 . denicar binflogin, plrs2s7 15a70sa727 7 L_o1e_0-1

Bankruptcy Adversary - OQuery -

Upload a Single Order

Case NMNumber: 04-07855-BHIL.-7

Case Name: Micholas Fay Smith

Related Document Number: &

Related Document Description: MMotion to Awvoeid Tien

Order Type [Suspense (2o-cdew cbjy -1
Hearing Date | Examples: 03719,2002 or 03/19/02
File to Upload [pMADatatCRECF Test FilesyOrder Granting.p __Browse |

TMote: You can only upload files with a .pdf extension. If you use Adobe Acrobat Writer version 3 or 4 to convert
orders to pdf, your orders should be prepared using the Courier, Helvetica, or Times INew Roman font (regular, bold,
litalic, and bold italic). If you use Adobe Acrobat Writer version S, your orders should be prepared using the Arial,
Courier, or Times New Roman font (regular, bold, italic, and bold italic). Other fonts will not process correctly through
the court's noticing center.

|sttention!! Submitting this co its this trar i ¥ou will have no further opportunity to modify this
submis sion if you continue.

Plext | Clear |

=T Bere B 1= T T =

i?‘igure 8
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2 On the pick list menu, scroll to select the appropriate order type.
2 If a hearing was scheduled, type the date in the hearing date field

2 Select the Order to Upload using the Browse button.

NOTE: All orders must be saved in .pdf format and be prepared
using Arial, Courier or Times New Roman font (regular,
bold, italic and bold italic). Other fonts will not process
correctly.

L 2 Once you have verified the information is correct, click [Next]

Southern District of Indiana July 2004
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ORDER FORMAT

1. The top margin on the FIRST PAGE must be four (4) inches. All other pages
of the order will have a top margin of one inch.

2. To assist the Court in verifying that the “entire” body of the submitted order
been properly transmitted, the LAST LINE in the order must be three (3)
pound symbols (###), centered in the middle of the page, to indicate the
order is complete.

3. Aline for the date and a signature line for the judge is omitted. All orders
will be signed electronically by the judge in the space provided by the top
margin on the first page.

4. All orders prepared by legal counsel shall indicate the name of the law firm,
name of the attorney responsible for the order, mailing address and phone
number for the firm and, if desired, the fax number and /or e-mail address.
This information shall be included on the order, after the line containing the
three (3) pound symbols (###)

5. If the submitting party wishes to indicate to whom copies of the signed order
should be sent, these parties names and addresses shall be included on the
order, after the line containing the three (3) pound symbols (###).

Southern District of Indiana July 2004
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Adversary Case Opening

For Attorneys / Trustees

Opening an Adversary proceeding involves entering the necessary information
regarding the plaintiff, defendant, and basic statistical data. The complaint is
incorporated into this process and will not need to be docketed separately. At this time
when the filer is the attorney, he/she must also be added as a party to the case. This
is the only time this process is required. (Refer to Step 7.)

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

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

Figure 1

STEP 2 Click on the Open an AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

—
‘ F Bankruptcy . Adversary «  Query Reports . Utilities . Logout ?
|Adversary Events

Answers/Respeonse...
Appeal
Complaint & Summons

Ifiscellaneous
Iotions
Natices

Open an APMP Case

Figure 2
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STEP 3 The CASE DATA screen displays. (See Figure 3.)

-+  Reports - Utilities -

Open Adversary Case

Case type | ap ~ Case number
Date filed [5/1/2004

Complaint |~

Figure 3

2 The case number will be generated at the end of this process.
Make sure you take note of it on the final screen.

2 The current date is displayed next to Date Filed.

2 The Case Type values are ap for adversary proceeding

* The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint such as a Notice

of Removal, select (n) for no.

&  Click [Next].
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STEP 4 The Legal Case Association screen appears (Figure 4)

Bankruptcy

Open Adversary Case

Lead case number |0<-10]

Association hype | Adversans ~

Figure 4
2 Insert the legal case number in which this adversary is
associated
* In the Association Type field, select the appropriate
association. For this case, select adversary
* Click [Next]
STEP 5 The PARTY SEARCH screen appears. (See Figure 5.)

Bankruptcy

Scaxch for a pariy
SSIv Tax 14

LasuBusiness mame ||

Figure 5

= 8
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2 Before adding a party, it is recommended that one search the
database for the filer. One can search by Social Security
Number, Tax Identification Number, Last Name or Business
Name.

. Enter the last name of the party to be to searched. If this is
a business filing, enter the first word of the name to search
the database. The entire business name is stored in the
Last/Business name field. The field size is 80 characters

Search Hints:
. Enter one field of data for each search.
. Format Social Security Number or Tax ID with hyphens.
. Searching is case sensitive. (Smith, not smith)
. Include punctuation. (O'Brien, Zeta-Jones)
. Try alternate search clues if your first search is not successful.
. Partial names can be entered.
. Wild cards (*) are not required at the end of search strings.
. Wild cards may be used before or within search strings. (*son, Gr?y)
. Do not search only by the asterisk * itself.
¢ Enter the plaintiff's last name or other search clue and click

[Search]. In Figure 4 we have entered the first word or the
plaintiff's name (Financial).

NOTE: Do not use the asterisk * by itself as search criteria. If just
the asterisk is used, the entire database will be searched
and require unnecessary systems resources and may
degrade response time.

Southern District of Indiana July 2004
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STEP 6 The SEARCH RESULTS screen appears. (See Figure 6.)

Search for a party
855 |1 Tacd |

LastBusiness nante
Search | | Clzar

Party search results

Mo person Mo,

Creste new parly

Figure 6

NOTE: If the designated party was already on the database, the

Party Search Results screen would provide a listing of
parties matching your search criteria. In that situation you
would select the party by highlighting the name with your
mouse and click on the [Select Name From List] button.

¢ Since our party, Photo Express is not on the list, click the
[Create New Party] button.
NOTE: Your name search may find more than one record having

the same name as shown in Figure 6b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

Southern District of Indiana
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&
E Bankruptcy  +  Adversary + Query + Reports -« Utilities + Logout

Search for a party

SSN TaxTd
Last/Business name F {Person Addvess) - Netscapa NN -~ ]

Iwerican Express
ﬂlﬂl 3091 Sizemore Rd.

Dallas, TZ 78355

Party search results

|
Select name from list | Create new party
Figure 6b
STEP 7 The PARTY INFORMATION screen appears. (See Figure
7.
2 Enter the plaintiffs Name and Tax ID or SSN information in the
appropriate boxes.
I EEC F Bankruptcy Adversary + Query . Reports . Utilities . Logout
Party Information
Last name IPth.o Express First name I

Middle name I Generation | Title |
SN | 222111234 TaxTD [61-54325141]

Office | Address 1

|
Address2 | Address3 |
ciy [ State | | Zp |
Comty [ 5| Comery [ |
Phone [ Fax [ |

E-mail |
ProSe |no = Role IF‘Iamtlﬁ (placpty) j
Party text |
" 2 Add all attorneys and aliases before
fattnie | a2 | e clicking the Submit button.
Submit | Cancel | Clearl
Figure 7
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STEP 8

Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Plaintiff.

The Party Text field is used for further party description, such as
An Indiana Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 6.)

For adversary openings ONLY, you will need to add yourself as
the attorney representing the plaintiff(s). Steps 7 - 9 will show how
this is done.

Your attorney record already exists on the court’s database in an
attorney roll that is maintained by court staff.

The ATTORNEY SEARCH screen allows you to retrieve your
attorney record by either State Bar ID or Last Name (or partial
Last Name.) (See Figure 8.)

Search for an atomey

Beld[
Last name |craver]
Sewh ri]

Figure 8

This exercise illustrates how one could search for the attorney SM
Craven. The search clue entered in the Last Name field is the
beginning of his/her last name.

Click on [Search].

Southern District of Indiana
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STEP 9 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 9.)

Adversary

Seareh for an attormey

BarId ]
Last name

Seatch | Claar

Attarney search results

]|
Select name fom list | Creale new sllomey
Figure 9
2 When your name appears, highlight it with your mouse and click

on [Select Name From List].

STEP 10 The ATTORNEY INFORMATION screen displays the master
attorney record from the court attomey roll. (See Figure 10a.)

Audvarsary Reports . utillites »  Logout ?F‘

Attorney Information (Party Phaoto Expross, )
S0 Craven Bar IdiUnd=mcsn Bar Stams:Undncem

Office | Addregs 1 [605 Beat Sroadeay
Addrese 2 | Address 3 |
City [Lowisville State [rr
Zig lm‘i Country Ii
Fhone ’|7 Fax Ii
E-wiail | Lead attomey [res =]

Click thee Add altomey or Cancel sltomey butlon to rebuen to
the Party screen and add other alicmeys, add akases, or
et al widamatios By us pany,

Add atlomey | Cancel aliomey | Claar

Figure 10a
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2 Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this
screen. This will change professional and mailing information
FOR THIS CASE ONLY.

2 After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

2 The main PARTY INFORMATION screen again appears. (See
Figure 6.) At this time you could click on the [Review] button to
verify attorney and alias information for this party.

. Click on the [Return to Party] button.

* When the Party Information screen appears again, Click
[Submit].

STEP 11 You have added the plaintiff and if there are no more plaintiffs, the
next step is to add the defendant(s). The PARTY SEARCH screen
will appear again for that purpose. (See Figure 11.)

EECF Bankruptey * [ . : . +  Logout Q.'-"'

Open AdversanyiMP Case
Search for a party
ssw [ ot
LastBusiness vame [Boiakes|
End party zalection

Figure 11

2 Enter party information for the defendant John Humble Brubaker.
Search by last name.
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CM/ECF Attorney

STEP 12 When the SEARCH RESULTS screen appears, the party will be
displayed because John Brubaker is already a debtor on the

bankruptcy case. (See Figure 12.)

Search Tor a party
SN |

LastBusiness name
E?a!-:hl Clear

Party search resules

TaxTd |

=

Select name from list E Craale new pady

Figure 12

2 Highlight the name and click on [Select name from list].

July 2004
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STEP 13 The SEARCH RESULTS screen appears next with this party’s
data and address as it is recorded in the database from the
bankruptcy case. (See Figure 13.)

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

[Party Information
[Dale A. Daniels SSMN:301-426561
Office | Address 1 [15103 sun Trail
Address 2 | Address 3 |
City [Pleasantville State [1a | Zip [saims
County [Essex ] Comtry [
Fhone I— Fax I—
E-mail I
ProSe lﬂ Role IUnknown {unk: pty) j
Party text | D
Aftorney... | Alias...l Review... &imﬁ:gﬁiﬁiﬁfesmmm
Figure 13

* If an address for the defendant appears, REMOVE IT. You must
select the Party Role by clicking on the ¥ down arrow for the
Party Role field. Highlight Defendant and click on [Submit].
The defendant’s attorney information will be added at a later
time.

2 The Party Search screen will reappear. Since all parties have
now been entered, click on [End Party Selection]. Statistical
information will be entered on the next screen.
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STEP 14 The ADVERSARY STATISTICAL screen appears.
(See Figure 14a).

EECF Bankruptcy . Atversary + + Reports  «  Udlitles +  Logout ‘?-—

Open Adversary/MP Case

Party code 2

Nature of suit [424 (CbjRevezation Discharge 727) 7]

Origin. [T Crgnat Frocecng 3
Transfer date I—
Fule 23 {class action) Ir_Ll
Jury demand li'ur_ﬂ
Deneand ($000) I—

Figure 14a

2 Unless the US is a plaintiff or defendant in your case, accept the

default US is not a Party in the Case as shown in Figure 13b.

3 LS. Mot a Party in the Case j

1115 is a Plaintiff
2115 is a Defendant

Figure 14b

2 Select the Nature of Suit of the complaint from the list. (See Figure

14c.). Only one suit can be selected during the opening of an
adversary case.

Southern District of Indiana July 2004



CM/ECF Attorney Adversary Case Opening - Page 13

426 (Dischargeability 523) j
424 (Obj/Revocation Discharg
A6 (Dischargeability
434 {Injunctive Relief)

435 Malidity/Priority/Extent Lien)
454 (Recover Money/Property)
455 (Revake Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate Claim/nterest)
458 (Approval For Sale)

459 (Application For Remaval)
498 [Other Action)

Figure 14c

=
a.4a)

NOTE: If one of the multiple suits is a 727 Objection to Discharge, it
is important to enter 424 as the first NOS.

2 The Origin code defaults to original proceeding. (See Figure 14d.)
No action is necessary to accept the default. Other values are:

1 Criginal Proceeding j

1 Original Proceeding
2 Remowed From State

4 Reinstated/Reopened
& Other District Trans In

Figure 14d

2 The default in the Rule 23 (Class Action) box is n. Change the
default to y only if this is a Class Action suit.

2 The default in the Jury Demand box is n (None). (See Figure
14e.)

Mone j
Emth
Defendant
Mone
Flaintiff

Figure 14e

* Highlight the appropriate selection.
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L g Dollar Demand. If there is a dollar demand, enter the amount in
thousands to the nearest thousand. For example, if the Dollar
Demand is $4550, $5,000, or $5499, you would enter 5 for $5000,
leaving off the 000.

* Verify the data on your screen and then click [Next].

STEP 15 The PDF DOCUMENT SELECTION screen displays.
(See Figure 15a.)

Open Adversary/MF Case

Select the pdl dociznent (for esarple: CU9%:w90 121 pdf)

Filenzme
[ Rrowse...
Attachments tn Dncament: F Mo & Ves
Figure 15a
2 To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct

PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 15b.)
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File Upload EE|
Laak, i I £ P j gl
] AMNSWER pdf T Motion. PDF T TrusteeFinalbec. pdf
Y AL A e =, D||:I|:Ilj|:

Ml Cot5vc POF |

] Complsint pef wl
'@ Declaration.p Errint

'@ HearingMtc.P Carel Yersions k
& AddtoZip

& Add to Application. zip

A FE@ Zip and E -k ail &pplication. zip W= I
Eles e F Scan far Yizes. .. j' e |

SendTo 3

Figure 15b

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
(See Figure 15c.)
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File Upload

Lookin: | PDF_ECF_Training

= & &l = E

E.ﬂ.pplicatiun for |nztallments. pdf

E I

— '@.ﬂ.pplicatiun to Employ. pdf '@Disclusure Statement. pdf '@ kah
'@.ﬂ.ppraisal M. pdf '@ Docurment. pdf kah
T Appraisal. pdf T2 E whibit, pdf T Mot
] Ballat. pdf T2 Final Repart pdf T Mati
'@ Change of Address. pdf '@ Interrogatories. pdf '@ kot
Kl ]
File name: |I:|:|m|:ulaint.|:udf Open
Files of type: I.fl'-.ll Files [*.7] j Cancel

i*“igure 15¢

L g There will be no attachments in this exercise. Attachments will
be covered in another lesson. Therefore, leave the radio button

indicating No.

L 2 Click [Next] to continue.

Southern District of Indiana
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STEP 16 The FILING FEE screen will display prompts for fee. (See Figure
16.)

Open Adversary Case

Fee: /150

= &

Finéure 16

2 The Fee Amount defaults to the amount of the complaint filing fee,
$150.00. If the fee does not apply or will be deferred, remove the
fee amount from the fee box.

2 Click [Next] to continue.
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STEP 17 The FINAL DOCKET TEXT screen displays. (See Figure 17.)

Qpen AdvarsaryiMP Case

Dockel Trxt: Final Tex

226 {Diseharge ahiliee 322: Camplaine by § 3 Craven, Pheta Exprogs on hehalf of Phate Evprecs sgainse John
Humhle Brubaker. Becsipt Sumber 6, Fee Amount 1500 {Cranvcen, 5)

Atlension!! kit this soereen canunits ehis transactizz, Yoo will hive ne further spporbz2y to medify this
hllhllli'\.'lill.'.if_lfl'lll pestinig,
][]
Figure 17
2 Proof this screen carefully! No further editing in the case opening

process is allowed after this screen.

* If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: When an adversary is opened, the complaint information is
spread over to the main bankruptcy case. (The case humber
does not appear in the docket text.)

NOTE: To abort or restart the transaction at any time up until the final
docket text screen, click the Adversary hyperlink on the Menu
Bar.

STEP 19 The Internet Payment screen will be displayed. (See Figure 20).
You will be given the opportunity to either pay your fees now by
clicking on the Pay Now button, or to continue filing and pay all of
the days outstanding fees at the end of the day by clicking on the
Continue filing button.
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11:21:47

2003-10-23  Chapter 7 ‘v’«:nluntarj,r Petition (03-
11:30:02 30121) [caseupld,7petu] ( 209.00)

2003-10-23  Voluntary Petition (03-30122)
11:42:11 [misc,volp7a] ( 209.00)

2003-10-23  Complaint{03-03007) [cmp,cmp]
12:15:36 ( 150.00)

$209.00
$209.00

$150.00

Total: $
264.00

-F'a},r NUWI [ Continue Filing |

Figure 19
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STEP 20

I!|I-I|

The NOTICE OF ELECTRONIC FILING screen appears.
(See Figure 20.)

Open Adversary/MP Case

Case Name:
Caze Namher:

Dacameent Musber: _

Case Name: Jokn Humble Berubaker

Case Namber:

Droewrnent Nussher: 11

Docket Text:

Document deseription:hlam Document

Figure 20

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

The case number is a hyperlink to the docket sheet and clicking
on the document number hyperlink will display the image of the
complaint. The case number of both this adversary and the
lead bankruptcy case appear. This indicates that this complaint
entry has spread to the bankruptcy case and will be available to
anyone reviewing the Bankruptcy Docket report. The hyperlink to
the imaged complaint is also accessible from the bankruptcy
case.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,

Southern District of Indiana
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a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice. Attorney users will be presented with a PACER login
screen first.

L 2 To print a copy of this notice, click the browser [Print] icon.

2

To save a copy of this receipt, click [File] on the browser menu

2 Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access to
any Query or Report programs must go through the PACER
system. (See Figure 20b.)

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

An access fee of 507 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. AUl inquiries will be charged to
vour PACER login that 15 kept on file. If you do not need filing capabilities, enter your PACEE.
login and password. The Client code is provided to the PACEE user as a means of tracking
transactions by client. This code can be up to thirty two alphanumeric characters long

Authentication

Login |

Password: I

Client code: |

I Make this my default PACER login

Login Reset |

Figure 20b
2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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Answer to Complaint
For Attorneys

This process shows the steps and screens required for an attorney to electronically file
the answer to a complaint in an adversary case. For this lesson, we’ll assume that you
are logged in to the CM/ECF system as the attorney Robert Louis Stevenson.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

3 =)
UECF Bankruptcy +  Adversary + Query e« Reports « Utilities « Logout o

Figure 1
STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)
EEC F Bankruptcy + Adversary +  Query . Reports + Utilities + Logout o:
Adversary Events
Answers/Response ..
Appeal

Complant & Summens
Miscellaneous

Motions

Notices

Open an APME Case

Figure 2

L 2 Click on the Answers... hyperlink.
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STEP 3 The next screen lists two menu selections for Answers.
(See Figure 3.)

= 31
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout Q_

Answers

Motien/Apphication
Complaint, 3rd, cress, counter

Figure 3

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

2 For this lesson, we are docketing the answer to the original
complaint, so click on Complaint, 3rd, cross, counter.

NOTE: Third-party complaint, cross-claim, and counterclaims are
covered later in this event. If this answer includes these
claims are included in this pleading, continue processing.

STEP 4 The CASE NUMBER screen displays (See Figure 4). The system
will display the number of the last case you accessed in this
session.

|E CF Bankruptcy + Adversary + Query + Reports + Utiittes +  Logout ?

Answer a Complaint

Case Number

pe-3024 00-13345, 100-bk 12345 or 1-00-b1-1 2345

Figure 4
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2 If the displayed case number is the case number you want, just
leave it entered. If it isn’t, enter the desired case number in the
format YY-NNNN.

L 2 Click [Next].

STEP 5 The system will then display a screen to verify the event and case
you are docketing. (See Figure 5.)

—)
| Bankruptcy . Adversary + Query + Reports +  Utilites + Logout Q_

Answer a Complaint

02-03024 Man v Boy [ Jomt Hling with other attomney(s):

Jea| - ta

Figure 5

2 If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If the information is correct, click [Next].

STEP 6 The SELECT PARTY screen then displays all of the parties in the
case. (See Figure 6.)

Answer a Complaint

Seleet the Party:

2] AddCreats New Party
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Click on the defendant(s) for whom this answer is being filed, then
click [Next].

STEP 7 The PARTY/ATTORNEY ASSOCIATION screen displays.
(See Figure 7.)

attemeppaty zssocahons do not et for o case
i zssocazhons should be created for fres case

[ By, Litlepty off) sepresented by Attormay, Joe (2y)

No| |
Figure 7
2 Although you have selected the party whom you are representing,
the system doesn’t automatically make that association.
Therefore, you must click in the check box to create this link.
Click in the check box, then click [Next].
STEP 8 The PDF DOCUMENT screen will then be presented.

(See Figure 8a.)
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Answer a Complaint

Salacy the pdf dosuesent (Far enample: CU$9cw301-21,0d6)
Filename
[ Hrowse...

Attarhments o Document; © Ho © Yes

o] o]
Figure 8a
2 To associate the imaged document with this entry:

. Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct

PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 8b.)

Pt W)
Look jr: |'!’:‘l Pdf j ﬁl

) ANSWER. pof T Motion POF T TrustesFinalbee pdf
B AL A =", alp. pdf

E CertSwve. PDF Select

] Cornplairt po wl

'@ Ceclaration.p Erirt

E Hearingh e P Corel Yersions k
e Addta Zip

& Add ta Application. zip

E— F &l Zip and E-Mail Application. zip Toe I
El e F Scan for VWiruses. .. j’ e |

Send To *

Figure 8b
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. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the

correct file, click Open on the File Upload dialogue box.
(See Figure 8c.)

File Upload EHE|
Lookin: |3 Pdf [ | I‘j‘l = |
T AN SWER. pdf T Motion. PDF T TrusteeFinaltes. pf
A pplication. POF T Obi.FOF T volp. pdt

T CertSve. PDF T Order.pd

'@ Complaint. pdf '@ ProofClaim. pdf

'@ Declaration. pdf '@ Schedules. pdf

T HearingMte POF - T SUMMONS. pdf

File narne: IAppIicatiDn.F‘DF Open
Files of type: I.-'l'n.ll Files [*.%] LI Cancel |
Figure 8c
. The system will enter the path and name of the PDF
document selected into the Filename field of Figure 8a.
Click [Next].
STEP 9 The next screen provides secondary complaints to be addressed.

(See Figure 9.) This screen provides the option of combining the
answer with another claim.

Answer a Complaint

[T Does this filing inchide a eross-claim 7 (1f yes, click on the hox)

[T Does this Ghng melude 2 counterclaim 7 (1€ ves, chck on the hox)

e I Clear

Figure 9
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2 Indicate whether this answer includes a third-party complaint, a
cross-claim, and/or a counterclaim by checking the appropriate
box(es), then click [Next] to continue.

L g If this answer contains no other claims, leave the check boxes
unchecked and click [Next] to continue.

NOTE: If you check one of the check boxes, the system will lead
you through entering the information regarding the new
claimant.

STEP 10 The FINAL DOCKET TEXT screen displays. (See Figure 10.)

Answer a Complaint

Docket Texe: Final Text

Answer to Complaint Filed by Linle Boy. (Aftormey, Joe)

Altentiont! Euhomitling this screen carmifs this trangaction. You will have no fother epportienily o nodify this
submdsgsion i you cootinwe,
[Nexi| |Elemr
Figure 10
2 Verify the accuracy of the docket text. This is what will print on

the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

L 2 To abort or restart the transaction, click on the Adversary
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

2 If the text is correct, click [Next] to continue.
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CM/ECF Attorneys/Trustee

AP Answer to Complaint - Page 8

STEP 11

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 11.)

Answer a Complaint

Mot of Electronc Filmg

The Ealawing transackon was recemved from Attorner, Joz entered on A02002 at 404 PM ZOT and Bled on 13002002
Cage Nate:
Case Nunher: 2
Trocument Number: 2

Docket Text:
Answes fo Comglamt Filed oy Latle Boy. [ARomey, Joe)

(The Ealowing document(s) are zssociated with this franszesion:

Document description: Mz Doument

Ol flenanmes3 Trammy POF_ ECF_TrammglAnswver o Comglzrn pdf
Electronic dorument Stamp:

[STAMP bhecBtamn |D=006653202 | Date=2i3002002] [Flsblumber=513-0] [52
=af35703 1675 e Tokd as DS T T a3 641 £37 0 89kedfaa T 31 d L B DR T e
THR06E4IN0 L 2ah ] Tar00edef] dlaTeA ] L3T4afT T0ac 21 593347 5h])

02-05024 Notice will be electvonically mailed to:

02-05024 Notice will not be electronically mailed to:

Figure 11

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
the answer has been submitted by this defendant.

Clicking on the document number hyperlink will display the PDF
image of the document just filed.

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

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

Southern District of Indiana

July 2004



UNITED STATESBANKRUPTCY COURT
SOUTHERN DISTRICT OF INDIANA

*k*k* NOTICE *kk*

EFFECTIVE OCTOBER 12, 2004

CORRECTIVE ENTRIESIN CM/ECF

If you receive an email notification from our court through CM/ECF that indicates NOTICE OF
CORRECTIVE ENTRY, REQUEST FOR CORRECTION BY FILER, OR DISREGARD
CORRECTIVE ENTRY it isan indication that an entry or a document in CM/ECF was deficient
or had some incorrect information (i.e. Incorrect PDF attached, Incorrect Event Used, Incorrect
Linkage). The Corrective Entry events are entered by a court employee only. These entries will
notify you of PERTINENT CORRECTIONS that were made to fix errors within docket entries
or within general case information. These entries will also be used to notify you of any necessary
corrections filing parties will need to make.

Read ALL Corrective Entries carefully

They contain pertinent information to previous filings.

Typesof Corrective Entriesare:

. Notice of Corrective Entry:
Used when the Clerk's Office was able to make the correction and notifies parties
of the correction.

' Request for Correction by Filer:
Used when filer needs to do something to correct the entry

' Disregard Corrective Entry:
Used when the Clerk's Office inadvertently entered a corrective entry on a
document that did not need to have one done.

If you have any questions regarding a Corrective Entry and know the last two digits of the case
number in question, you may contact the Case Manager directly. A list of Case Managers and

their digits are located on our web site at: Www.insb.uscourts.gov under "General Information”
or you may call 317-229-3858 for Indianapolis cases, 812-434-6481 for Evansville/Terre Haute

cases and 812-542-4553 for New Albany cases. Please do not call the help desk for Corrective
Entry issues.


http://www.insb.uscourts.gov

CM/ECF Trustee/Attorney Docket Report - Page 1

Docket Report

For Trustees and Attorneys

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

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

Figure 1

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

Figure 2

2 Click on the Docket Report hyperlink.
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CM/ECF Trustee/Attorney Docket Report - Page 2

STEP 3 The PACER LOGIN screen displays (See Figure 3).

Bankruptcy + Adversary + Query +« Reports + Utilities

+ Logout

An access fee of §.07 per page, as approved by the Tudicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All mquinies will be charged to
your PACER login that 15 kept on file. If you do not need filing capabilites, enter your PACER.
login and password. The Client code is provided to the PACER user as a means of tracking
transactions by chent. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: |

Passward: I

Client code: |

™ Make this my default PACER lagin

Login | Reset |
Figure 3

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

above.
2 Enter your PACER Login and Password. (These fields are case
sensitive).
*

Enter the Client Code (optional). This optional field is used for

billing by PACER users. The data will be included in PACER
billing reports.

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

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

L 2 Click on the [Login] button.

Southern District of Indiana July 2004



CM/ECF Trustee/Attorney

Docket Report - Page 3

STEP 4 The DOCKET REPORT selection screen displays (See Figure 4).

SECF

=
Bankruptcy . Adversary * Query . Reports * Utilities o Logout ?
&

Docket Sheet

Case number [p2-10001

& Filed

€ Entered I

Documents to

¥ Include terminated parties

I~ Include lirdss to Motice of Electronic Filing

Sort by |Oldeat date first

Run Report Clear
Figure 4

H

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

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

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

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

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

Documents — To limit entries by document number, enter the
beginning and ending numbers. This feature enables users
to be charged only for the desired data on large cases.

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

Southern District of Indiana

July 2004



CM/ECF Trustee/Attorney Docket Report - Page 4

2 Sort by — This selection allows you to sort the entries in the report
by “Oldest date first” or “Most recent date first”. This can also
affect the number of pages and PACER charges if you are
interested only in the most current activity.

L 2 The [Clear] button will reset all fields to their default values.
2 After entering your criteria, click on the [Run Report] button.
2 STEP 5: The DOCKET REPORT displays (See Figure 5a):

L5, Banbruptey Conrt
Western Disirict of Kentucky (Bowling Green)
:H:tnkﬂl]l!(‘:.‘ Fetition & 02-10001

Dizte flpd: DUTNRN02

regreacied by Jan Marrls
801 Wez: Broadway
Letsswile, Ew 40202

Jnhz Gine
£0] West Eroadway
Laigzmale, Ky 40202

Drbtar
Joe Alormey

Harry Mathison
FiL Box 43
Henderson, Y 42400
7]

Trusies
. Filing Crate i & Docket Tex
DI0A2002 . 1 | Chapter 7 Walmtary Pethon Recent Humbes 12335, Fee Amount $200. Filed by Jahn Dee. (Craven, 5.) (Ecbered 030702003)
Figure Sa.

NOTE: Any “Case Flags” pertaining to the status of the case will be
displayed at the top-right corner of the report.
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CM/ECF Trustee/Attorney

Docket Report - Page 5

2 If you click on a “blue” document number hyperlink, the following
will be displayed, allowing you to view the associated PDF
document for that docket entry (See Figure 5b).

((Ticial Form 1) (95T)
FORM A1
District of

United States Bankruptcy Court

Valuntary Petition

Mame of Debtor (i individis], enter Last, Firs, Madole):

Mame of Joant Debtor {Speused (Las, Fies, Maddie):

Al Onher Momes used by the Debor in the last 6 years
[(inglude married, maider, and irade names): 'g.l_?

Al Ouber Names wsed by the Joint Debuor in the last § years
{include married, maken, and rade names);

Soe, Sec.Tax 1D, No. (if mare than anc, state sll);

506, Sce.dTax LD, No. (Gt meore than oo, stas il

Sirect Address of Debter (No. & Street, City. Seate & Zip Code):

Street Address of Joint Debtor (Mo, & Sweeet, City. State & Zip Code)

County of Residence or of the
Principal Place of Business:

County of Residence or of the
Frincipal Place of Business:

Mlailing Address of Deblar (if differsot from sioeel address)!

Location of Principal Assels of Business Desiior
[if diffement From sireet sddress abovel;

Figure 5b

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

Query .

i"

Reports

utilities Logout

To accept charges shown below, click on the "View Document' button, otherwise click the 'Back' button on your browser.

‘ Pacer Service Center

‘ Transaction Receipt

‘ FriTan 19 15:08:45 CET 2001

‘Pan:er Login: ‘300055 |C].ient Code:
‘Descr‘ipiinn: ‘Image |Case Numbher: |DU-10122
[Billable Pages: It [cost: [oo7

View Document |

Figure 5¢
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CM/ECF Trustee/Attorney Docket Report - Page 6

* Click on the [View Document] button to view the associated PDF
document.

* After viewing the PDF document, click on the [Back] icon of your
internet browser’s tool bar to return to the previously displayed
screens.

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

Southern District of Indiana July 2004



CM/ECF Attorney/Trustee Queries

CM/ECF
QUERIES

The CM/ECF Queries functions allow court users, as well as external
users to search for and obtain information about a case ranging from
names and addresses of parties to docket reports and calendar
information. External users must have a PACER account to access case
information through Queries, and fees will apply as appropriate.

The Queries category function in CM/ECF are composed of screens and
prompts which are designed to be user-friendly. Queries has its own
section in CM/ECF and all of the available queries functions can be
accessed by first clicking on the Queries link in the CM/ECF application
bar. Then, enter the case number or name search clues to pull up the
case for which is being queried (NOTE: If there are multiple case
matches, you will need to select the correct case before the queries
screen will display).

The PACER login screen will then be displayed (See Figure 1.)

*’ =
a0,

Anaccess fee of §.07 per page, as approved by the Tudicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. Al inguiries will be charged to
your PACER logn that is kept on file. If you do not need filing capabilites, enter your PACER
login and password. The Client code 15 prowided to the PACER user as a means of tracking
transactions by client. This code can be up to thirty two alphanumeric characters long.

Bankruptcy Adversary + Utilities

+ QOuery + Reports + Logout

Authentication

Login: I
Password: I

Client code |

™ Make this my default PACER lagin

ﬂl Reset
Figure 1
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CM/ECF Attorney/Trustee Queries

1. This screen will appear each time you request a report or query
within PACER.
2. After you enter your PACER login and password, and a client

code, if desired, click on [Login].

The Queries screen will then be displayed. (See Figure 2) The various options
available through the Queries category are discussed below.

EECF Query + Reports + Utiities + Logout ‘?..-,

0230001 varren G Johnson and Katherine B Johnson
Case tvpe: ok Chaprer: 15 Asset: Yes Vol: v Judge: J. L. Cooper
Date filed: 0LN2/2002 Date of ast filing: 02/0&/2002

Query

Alzses History Documents

Agzocizted Cases Muatiee of Bankountey Caze Filng

Altormeys Parties

Caze Sumenary Felated Transactions ...

Crediors .. Status

DeadinesiHearings Trustee

Doclet Bepart

Filers
Figure 2

Aliases: This function will allow the user to view all aliases listed for the
parties in the case.

Associated Cases: When using this query option, all cases and
proceedings related to the selected case will be displayed. By clicking on
the case number of any listed case, the user will be able to view the
docket sheet for the related case (e.g., adversary proceeding,
consolidated case).

Attorneys: This function displays attorney name and address information
for each party in the case, and also displays the date the attorney
appeared in the case and the party’s full name and address.

Southern District of Indiana July 2004



CM/ECF Attorney/Trustee Queries

Case Summary: The Case Summary option provides a one-screen
snapshot of some of the basic information from the case record, including
Trustee information, statistical information, case status, and the
disposition of the case.

Creditors: The Creditors option will display a single-column list of all
creditors associated with the case.

Deadlines/Hearings: This function will allow the user to run a listing of all
deadlines that have been set in the selected case. The table will list the
following information: the name of the deadline, what document number
is associated with the deadline, the date the deadline was entered into
the computer, the date for which the deadline is/was set, and the date
satisfied or terminated, if applicable.

Docket Report: When using this function, the user will be taken to the
Docket Report selection screen, and after selecting the appropriate
criteria, the docket sheet will display. This is only one way in which to
access the docket report; the report can also be produced by clicking on
the case number hyperlink on any screen on which it is displayed.

Filers: The Filers function will list all parties in a case who have filed
documents. By clicking on a name listed on the screen, the user can see
a listing of all documents filed by that party.

History/Documents: This option will produce the docket history for the
case. Unlike the docket report, this can be modified to run for a selection
of dates, although an option for only events with documents attached is
available.

Notice of Bankruptcy Case Filing: The Notice of Bankruptcy Case
Filing is the proof of the filing of the case. It includes the date and the
time the case was filed, a list of recipients who received notice
electronically, and the Court seal.

Parties: Selecting this option will list a parties associated with the case.

Related Transactions: The Related Transactions report will sort all
events in this case according to their linkage. For example, a motion and
objection will be grouped together even if they were filed a month apart
because they are related to each other.

Status: When selecting this function, the user will be able to view the
current status of the case.
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CM/ECF Attorney/Trustee Queries

Trustee: By clicking on the Trustee option, the name and address of the
current Trustee will be displayed, along with the date on which he or she
was assigned.

Southern District of Indiana July 2004



CM/ECF Trustee/Attorney Cases Report - Page 1

Cases Report
For Trustees and Attorneys

The Cases report presents information from the court’s database with a variety of
selection criteria for case management and tracking.

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

STEP 2

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

Reports

o

Figure 2

2 Click on the Cases hyperlink.
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CM/ECF Trustee/Attorney Cases Report - Page 2

STEP 3 The PACER LOGIN screen displays (See Figure 3).

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

An access fee of § 07 per page, as approved by the Judicial Conference of the United States at its
Septernber 1398 session, will be assessed for access to this service. All inguines will be charged to
your PACER login that 15 kept on file. If vou do not need filing capabilities, enter your PACER.
login and password. The Client code is provided to the PACER user as a means of tracking
tratsactions by client. This code can be up to thirty two alpharumeric characters long,

Authentication

Login: I

Paszword:

Client code: I

[T Make this my default PACER login

Login | Reset |
Figure 3

NOTE: The Public Access to Court Electronic Records (PACER)
program provides access to CM/ECF users. Logins and
passwords can be issued by registration with the PACER
Service Center. Current PACER logins and passwords will
be accepted by the CM/ECF system. Note the information
that is provided to the user on the screen above.

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

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

NOTE: If you click in the Make this my default PACER login
box, your login will automatically appear each time you
attempt to access PACER. If you click on the [Reset]
button, all entries will be cleared. To change the client

code within a session, go to Change Client Code under the
Utilities Menu.

2 Click on the [Login] button.
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CM/ECF Trustee/Attorney Cases Report - Page 3

STEP 4 The CASES REPORT selection screen displays. (See Figure 4.)

Trate Type [F o naw =

= Cpen cases r Farty infoomativn
I~ Clozed cases
Rnat I'}'l_'l"!'.'.i' jl jl ;I
Hun Hepod Cloat
Figure 4
2 The following fields are available for selecting/entering criteria for

generating the Cases Report:

. Office — Allows you to specify the divisional office activity
you want cases to be included on the report. The default
is all offices.

. Case Type — The choices are ap - Adversary Proceedings

or bk - Bankruptcy The default is all cases.

. Chapter — Cases can be selected by Chapter 7, 9, 11, 12,
13, or 304. The default is all chapters.

. Date Type — Allows you to specify which date is used
when generating the report. The choices are Filed,
Entered, Discharged, Dismissed, Closed, or
Converted. The default is Filed Date.

. From/to — Enter a beginning and/or ending date. The
default is the current date. For one day’s activity, the
dates should be the same in both fields. Enter dates by
MM/DD/YY or MM/DD/YYYY.

. Open cases — You can restrict activity by open or closed
cases. A check mark is defaulted in this box.

. Closed cases — The option to include or exclude closed
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CM/ECF Trustee/Attorney Cases Report - Page 4

cases is available. The default in this box is no Closed
cases.

. Party information — Placing a check mark in this box will
allow you to include additional party information along with
each party(s) name (i.e., address, SSN, and TAX ID).

. Sort by — Allows you to select up to three sorting order
sequences for the report. The choices are Filed Date,
Entered Date, Case Number, Case Type, or Office. The
default is Filed Date.

L 2 The [Clear] button will reset all fields to their default values.
2 After entering your criteria, click on the [Run Report] button.
STEP 5 The CASES REPORT displays next. (See Figure 5a.) All reports

can be printed by clicking on the browser’s Print button.1

UHilthy

Cases Report fore 0477700002
.5, Tankrapd oy Coonrt
Westeem District of Renducky

]tr':j:u.:n:'f:]nj'u “T".""'. e - f—::.‘:r:
0z 30001 b (I3 ..'-\.'..\,-':J By ot e
T o
FRE
1] 3 o] Sxrple Eradhep
2arasrrcal L 3]
| [T [Py B Pder Fuledl: G 12200
AP
1) -} :,,'..“'._C ey Craven ..'-!v Filad! 1232
Figure 5a
2 The following information will be displayed on the Cases Report:
. Case No./Related Case Info — Displays the assigned

case number, chapter, and debtor. Clicking on the case
number hyperlink will allow you to generate a Docket
Report.

If the Case Type is an Adversary Proceeding (ap), the
“Lead” case number appears beneath the adversary case
number hyperlink.

. Tp (Type Proceeding) — Displays either ap or bk.
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CM/ECF Trustee/Attorney Cases Report - Page 5

. Ch (Chapter) — Displays either 7, 9, 11, 12, 13, or 304.

. Party Info — Displays the debtor (and joint debtor)
information for bankruptcy cases. Plaintiff information will
also be displayed for ap cases. An additional row will be
displayed for some lead bankruptcy case information.

. Judge/Trustee — If there is a trustee on a bankruptcy
case, the name appears directly below the judge’s name.

. Dates — Date information will include the dates the
proceedings were either Filed, Converted, Dismissed,
Discharged, Closed, or Entered.

. Other Info — Other information may include the divisional
office, asset designation, and fee status.

2 A Transaction Receipt will be displayed at the end of the report
summarizing the criteria used, the number of cases that were
included, and number of billable pages. (See Figure 5b.)

[Lotal Mumber of Cases Reported: 199

[open and Closed Cases

PACER Service Center
Transaction Receipt

01718/2001 16:11:06

PACER Login: ao0035 Client Code:
Description: Cases Filed Rpt
Billahle Pages: 14 Cost: 0.9g

Figure 5b

2 Clicking on any of the Case Number hyperlinks will display the
DOCKET SHEET screen, allowing you to enter criteria for
generating the Docket Report. (See Figure 5¢.)

Dokt Sheet

l."alr::nhr.; Cl-ke-2I00L

FH — EE
= Fatered el
llu-_-".'ml L]

Figure Sc
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CM ECF Events Accessi bl e by

Adversary Answers; Motion/ Application
bj ection
Repl y
Response
Response- Wt hdrawal of Reference

Adversary Events; Answers...; Motion/Application
bj ection
Repl y
Response
Response- Wt hdrawal of Reference

Adversary Events; Conplaint & Summons
Anmended Conpl ai nt
Counterclaim
Crossclaim
Summons Servi ce Executed
Sunmons Servi ce Unexecut ed
Third-Party Conpl ai nt

Adversary Events; M scell aneous
Brief

Payment of Cost of Adninistration
Pre-Trial Statenent

Adversary Events; Mbdtions
Amend Conpl ai nt
Amended Mbtion/ Application
Conpel
Conpromise & Settle
Consol i date
Consolidate for Trial
Cont enpt
Conti nue Hearing
Deconsol i date Case Associ ation
Def aul t Judgnent
Deposit Funds into Court Registry
Di smi ss Adversary Proceedi ng
Disnmiss Party
Ener gency/ Expedi t ed Heari ng
Extend Tine to File
I ntervene
Joi nt Administration
Jury Trial
More Definite Statenent
Prelim nary Injunction
Pro Hac Vice
Producti on of Docunents
Protective O der
Quash
Reconsi der
Rei nstate Di sm ssed Case
Renmand
Reopen Adversary Case

07/ 13/ 04
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CM ECF Events Accessible by Attorney

Adversary Events; Motions
Sancti ons
Set Hearing
Strike
Summary Judgnent
Transfer Adversary
Vacat e
W thdraw As Attorney
W t hdr aw Docunent
Wt hdrawal of Reference

Bankruptcy Events; Appeal/Rel ated Events
Appel | ant Designation
Appel | ee Desi gnation
Certificate of Service
Cross Appeal
Leave to Appeal, Mtion for
Noti ce of Appeal
Noti ce of Appeal, Amended
Request for Transcript re: Appeal
St atenent of |ssues on Appeal
Stay Pendi ng Appeal, Motion for
Transcript Re: Appeal

Bankruptcy Events; C aimEvents
Al'l ow d ai m(s)
Di sal | ow d ai n(s)
bj ection to dain(s)
Transfer/Assignment of Caim
Wthdrawal of Claim

Bankruptcy Events; M scel |l aneous
20 Largest Unsecured Creditors
341 Meeting of Creditors, Request to Continue
Affidavit
Affidavit/ Statement in Support of Mdtion for Relief from Stay
Amended Bankruptcy Petition
Amended Creditor Matrix
Amended Schedul e(s)
Bri ef
Certificate of Emergency
Certificate of Service
Di scl osure of Conpensati on
Equity Security Hol ders
Exhibit B
Exhibit C
Exhi bit - O her
Fi nal Report and Account - Chapter 11
Interrogatories
I nvol untary Answer
I nvol untary Summons - Service Executed
I nvol untary Summons Servi ce Unexecuted
Letter/ Correspondence
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CM ECF Events Accessible by Attorney

Bankruptcy Events; M scel |l aneous
hj ection to Debtor's C ai mof Exenptions
Payment of Cost of Adninistration
Reaf firmati on Agreenent
Reaf fi rmati on Agreement, Resci ssion of
Mont hl'y Operating
Post Confirmation
Report - Quarterly
Responsibilities - Chapter 13

Report -
Report -

Rights &
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul es
St at enent
St at enent
St at ement
St at enent
Stipul ati

A
B
C
D
E
F
G
H
I
J

of Postpetition Debt(s)

A-J

of
of
of
of
on

Executory Contracts

Fi nancial Affairs
Intention

Soci al Security Number

Sunmary of Schedul es

Tax | D Nunber

Wai ver of Discharge

Wai ver re:

Rel i ef from Stay

Bankruptcy Events; Motions/ Applications

Abandon

Abandonnent & Relief from Stay

Accountin

g

Adequat e Protection

Adm ni strative Expenses
Amended Mbtion/ Application
Appoint Creditors Committee
Appoi nt Trustee

Assune/ Rej ect

Bor r ow

Cash Coll ateral - Use/Prohibit Use

Conpel

Conpensati on

Conpromi se & Settle
Consol i dat e

Cont enpt

Conti nue Heari ng

Convert

Convert One Debtor Only (Deconsolidate)
Deconsol i date Case Associ ati on
Deconsol i date Joi nt Case
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CM ECF Events Accessible by Attorney

Bankruptcy Events; Mtions/Applications
Def er Di scharge
Deposit Funds into Court Registry
Determne Tax Liability
Det erm ne Val ue of Lien
D sni ss Case
Disnmiss Party
Ener gency/ Expedi t ed Heari ng
Empl oy
Exani nati on 2004
Extend Exclusivity Period
Extend Pl an Paynents
Extend Tine to File
File Tax Returns/Deposit Books and Records
Fi nal Decree
Har dshi p Di scharge
I ncur Debt
I ntervene
Joi nt Administration
Li en Avoi dance
Limt Notice
More Definite Statenent
Pay Filing Fee in Installnents
Pay Trustee Directly
Payment of Uncl ai med Funds
Prelim nary Injunction
Pro Hac Vice
Producti on of Docunents
Protective O der
Quash
Reconsi der
Redeem
Rei nstate Di sm ssed Case
Rel i ef from Co-Debtor Stay
Rel i ef from Stay
Rermand
Renove Debtor as Debtor in Possession
Reopen Bankruptcy Case
Sancti ons
Sel |
Set Hearing
Set Last Day to File Proofs of Claim
Strike
Suspend Pl an Payments
Transfer Case
Vacat e
Wage Assi gnnent
Wage Assignnent, Term nate
Wai ve Appearance at 341 Meeting
Wt hdraw As Attorney
W t hdr aw Docunent
Wt hdrawal of Reference
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Bankr uptcy Events;

CM ECF Events Accessi bl e by

Bankruptcy Events; Notices

Abandonnent & Relief from Stay Notice
Abandonment Noti ce

Appear ance

Change of Address

Conversion to Chapter 7 by Debtor(s)
Li en Avoi dance Notice

Notice of Debtor's Death

Redenption Noti ce

Relief from Stay Notice

Request for Notice

Substitution of Appearance

Bankruptcy Events; bjection/Response

Obj ecti on

Reply

Response

Response- Wt hdrawal of Reference

Chapter 11 Pl an

Chapter 11 Pl an- Amended

Chapter 12 Pl an

Chapter 12 Pl an- Anended

Chapter 13 Pl an

Chapter 13 Pl an- Anrended

Chapter 13 Plan-Immaterial ©Mdification
Chapter 9 Pl an

Di scl osure Statenent

Di scl osure Statenent - Amrended

Di scl osure Stat enent - Suppl enent to
bj ection to Confirmation of Plan
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CM/ECF Attorney User Maintenance/Utilities Tab 21 - 1

Maintain User Account

This process allows both Court users and Attorney users to maintain their own account
information. It also allows the user to receive notices to additional email addresses and this will
be explained in detail in this section. This section also explains how to add cases for
notification.

Maintain Your ECF Account:

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

EECF Bankruptcy + Adversary + Query + Reports + Utliies + Logout

Figure 1

STEP 2 The UTILITIES EVENT screen is displayed. (See Figure 2.)

~ &= ~
° BT

utilities ogout

[
<z

T A CMECF TEST- U.S. ...

Figure 2

2 Click on the Maintain Your ECF account hyperlink.
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CM/ECF Attorney User Maintenance/Utilities Tab 21 - 2

STEP 3 The USER ACCOUNT verification screen is displayed. (See
Figure 3.)

Inirials las DOB AO code

Frail infarmation ] Mare iser N Frrmation 1
Figure 3
L g Click on More User Information button
STEP 4 The USER INFORMATION screen is displayed (See Figure 4.)

Lastlegin 07 21 2004 14:52

Password Curwernt login 07-25-2004 1458
Pria 5 Croate datn MTMRAN

Kegistered [~ Update date US04
Dntermes Credit Cava [[{] ~

1 Pap-Up Blocked ()

7= prpmp——— ) C@®FT S ® nziam
Figure 4

L 4 Here verify all information correct.

2 You may change your password here.
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CM/ECF Attorney User Maintenance/Utilities Tab 21 - 3

L 4 Click the Return to Account Screen button

STEP 5 To access your email information click on Email Information
button. The Email Information Screen appears (See figure
5).

E-mail information for Lynn Smith

Primary e-mail address [Lynn_Smith insh . uscourts . gov
Send the notices specified below
o ey ee e

1o the stio lsmithz005@sheglobal . net|

Send notices in cases in which I am imolved
[J Send notices in these additional cases

@ Send amotice fox each filing
© Send a Daily Summary Report

Formatnotices © il format fox Netscape or ISP e-mail sexvice

[58 1 Pop-Up Blocksd (3
bt # cfecF TEST- Us. ... &) LA @ 1nz4am
Figure 5

2 On this screen you may change your email address and add additional

email addresses to receive electronic notification.

NOTE: If you add additional addresses here, the additional addressee
is entitled to a “free” look. (This is important for attorneys)

2 If you are specifically interested in a case or adversary case, you may
add the case number in the “Send Notices in cases which | am involved”

2 To add cases, put the case number in the box and push enter to add
more case humbers.

NOTE: This feature is beneficial for tracking adversary proceedings.

NOTE: In order to “clean” off the list, you must manually delete.
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CM/ECF Attorney User Maintenance/Utilities Tab 21 - 4

2 As a Court user, you will not be notified via email on every activity on your
cases. Instead, you will be using different Reports. See Reports section
for more detail. However, if you put cases in this screen you will be
notified of the activity.

2 You may chose how you receive your emails, either every time or as a
daily summary. Click the box next to your choice.
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CM ECF Events Accessi bl e by

Adversary Answers; Motion/ Application
bj ection
Repl y
Response
Response- Wt hdrawal of Reference

Adversary Events; Answers...; Motion/Application
bj ection
Repl y
Response
Response- Wt hdrawal of Reference

Adversary Events; Conplaint & Summons
Anmended Conpl ai nt
Counterclaim
Crossclaim
Summons Servi ce Executed
Sunmons Servi ce Unexecut ed
Third-Party Conpl ai nt

Adversary Events; M scell aneous
Brief

Payment of Cost of Adninistration
Pre-Trial Statenent

Adversary Events; Mbdtions
Amend Conpl ai nt
Amended Mbtion/ Application
Conpel
Conpromise & Settle
Consol i date
Consolidate for Trial
Cont enpt
Conti nue Hearing
Deconsol i date Case Associ ation
Def aul t Judgnent
Deposit Funds into Court Registry
Di smi ss Adversary Proceedi ng
Disnmiss Party
Ener gency/ Expedi t ed Heari ng
Extend Tine to File
I ntervene
Joi nt Administration
Jury Trial
More Definite Statenent
Prelim nary Injunction
Pro Hac Vice
Producti on of Docunents
Protective O der
Quash
Reconsi der
Rei nstate Di sm ssed Case
Renmand
Reopen Adversary Case
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CM ECF Events Accessible by Attorney

Adversary Events; Motions
Sancti ons
Set Hearing
Strike
Summary Judgnent
Transfer Adversary
Vacat e
W thdraw As Attorney
W t hdr aw Docunent
Wt hdrawal of Reference

Bankruptcy Events; Appeal/Rel ated Events
Appel | ant Designation
Appel | ee Desi gnation
Certificate of Service
Cross Appeal
Leave to Appeal, Mtion for
Noti ce of Appeal
Noti ce of Appeal, Amended
Request for Transcript re: Appeal
St atenent of |ssues on Appeal
Stay Pendi ng Appeal, Motion for
Transcript Re: Appeal

Bankruptcy Events; C aimEvents
Al'l ow d ai m(s)
Di sal | ow d ai n(s)
bj ection to dain(s)
Transfer/Assignment of Caim
Wthdrawal of Claim

Bankruptcy Events; M scel |l aneous
20 Largest Unsecured Creditors
341 Meeting of Creditors, Request to Continue
Affidavit
Affidavit/ Statement in Support of Mdtion for Relief from Stay
Amended Bankruptcy Petition
Amended Creditor Matrix
Amended Schedul e(s)
Bri ef
Certificate of Emergency
Certificate of Service
Di scl osure of Conpensati on
Equity Security Hol ders
Exhibit B
Exhibit C
Exhi bit - O her
Fi nal Report and Account - Chapter 11
Interrogatories
I nvol untary Answer
I nvol untary Summons - Service Executed
I nvol untary Summons Servi ce Unexecuted
Letter/ Correspondence
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CM ECF Events Accessible by Attorney

Bankruptcy Events; M scel |l aneous
hj ection to Debtor's C ai mof Exenptions
Payment of Cost of Adninistration
Reaf firmati on Agreenent
Reaf fi rmati on Agreement, Resci ssion of
Mont hl'y Operating
Post Confirmation
Report - Quarterly
Responsibilities - Chapter 13

Report -
Report -

Rights &
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul e
Schedul es
St at enent
St at enent
St at ement
St at enent
Stipul ati

A
B
C
D
E
F
G
H
I
J

of Postpetition Debt(s)

A-J

of
of
of
of
on

Executory Contracts

Fi nancial Affairs
Intention

Soci al Security Number

Sunmary of Schedul es

Tax | D Nunber

Wai ver of Discharge

Wai ver re:

Rel i ef from Stay

Bankruptcy Events; Motions/ Applications

Abandon

Abandonnent & Relief from Stay

Accountin

g

Adequat e Protection

Adm ni strative Expenses
Amended Mbtion/ Application
Appoint Creditors Committee
Appoi nt Trustee

Assune/ Rej ect

Bor r ow

Cash Coll ateral - Use/Prohibit Use

Conpel

Conpensati on

Conpromi se & Settle
Consol i dat e

Cont enpt

Conti nue Heari ng

Convert

Convert One Debtor Only (Deconsolidate)
Deconsol i date Case Associ ati on
Deconsol i date Joi nt Case
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CM ECF Events Accessible by Attorney

Bankruptcy Events; Mtions/Applications
Def er Di scharge
Deposit Funds into Court Registry
Determne Tax Liability
Det erm ne Val ue of Lien
D sni ss Case
Disnmiss Party
Ener gency/ Expedi t ed Heari ng
Empl oy
Exani nati on 2004
Extend Exclusivity Period
Extend Pl an Paynents
Extend Tine to File
File Tax Returns/Deposit Books and Records
Fi nal Decree
Har dshi p Di scharge
I ncur Debt
I ntervene
Joi nt Administration
Li en Avoi dance
Limt Notice
More Definite Statenent
Pay Filing Fee in Installnents
Pay Trustee Directly
Payment of Uncl ai med Funds
Prelim nary Injunction
Pro Hac Vice
Producti on of Docunents
Protective O der
Quash
Reconsi der
Redeem
Rei nstate Di sm ssed Case
Rel i ef from Co-Debtor Stay
Rel i ef from Stay
Rermand
Renove Debtor as Debtor in Possession
Reopen Bankruptcy Case
Sancti ons
Sel |
Set Hearing
Set Last Day to File Proofs of Claim
Strike
Suspend Pl an Payments
Transfer Case
Vacat e
Wage Assi gnnent
Wage Assignnent, Term nate
Wai ve Appearance at 341 Meeting
Wt hdraw As Attorney
W t hdr aw Docunent
Wt hdrawal of Reference
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Bankr uptcy Events;

CM ECF Events Accessi bl e by

Bankruptcy Events; Notices

Abandonnent & Relief from Stay Notice
Abandonment Noti ce

Appear ance

Change of Address

Conversion to Chapter 7 by Debtor(s)
Li en Avoi dance Notice

Notice of Debtor's Death

Redenption Noti ce

Relief from Stay Notice

Request for Notice

Substitution of Appearance

Bankruptcy Events; bjection/Response

Obj ecti on

Reply

Response

Response- Wt hdrawal of Reference

Chapter 11 Pl an

Chapter 11 Pl an- Amended

Chapter 12 Pl an

Chapter 12 Pl an- Anended

Chapter 13 Pl an

Chapter 13 Pl an- Anrended

Chapter 13 Plan-Immaterial ©Mdification
Chapter 9 Pl an

Di scl osure Statenent

Di scl osure Statenent - Amrended

Di scl osure Stat enent - Suppl enent to
bj ection to Confirmation of Plan
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Petition Preparation Software with CM/ECF Case Data Upload Functionality

Listed are the bankruptcy petition software vendors that have modified their software to allow for automatic case upload from
their application into CM/ECF. This list is posted for informational purposes only. The U.S. Bankruptcy does not endorse any
views expressed, or products or services offered, on these outside sites, or the organizations sponsoring the sites.

Bankruptcy Vendor /
Software

Contact Person

Phone Number

W ebsite /
E-mail Address

*Best Case Solutions Inc / Best
Case Bankruptcy

Tanya Rice

800-492-8037

Website: www.bestcase.com
E-mail: rice@bestcase.com

Blumberg /
Blankrupter

David Stein
Joe Gonzales

800-221-2972
#565

Website: www.blumberg.com
E-mail: legal@blumb.com

Cerenade Inc. /
Bankruptcy Esq.

Ben Payami

800-617-4202

Website: www.cerenade.com

Cornerstone Computer Group Inc /
Bankruptcy Plus

Jennifer Snooks

800-397-8238

W ebsite:
WwWw.cornerstone-computer.com
E-mail: ccgi@cornerstone-computer.com

EMASON, Inc.

Amy Chenhall

727-507-3440

Website: www.emason.biz

E-mail: info@emason.biz

*EZ Filing Inc. /
EZ Filing

Rick Pontalion

800-998-2424

Website: www.ezfiling.com
E-mail: techsupport@ezfiling.com

Fresh Start /
Bankruptcy Software

Martin L. Laurence

206-523-2445

Website: www.freshstart.com
E-mail: Martin@freshstart.com

LegalPro Systems Inc /
Bankruptcy Pro

Charles Fielder 111
Seville Drewfs

800-887-0939

Website: www.legal-pro.com
E-mail: support@legal-pro.com

Matthew Bender /
Collier Top Form

Chris Longo

800-252-9257 #2089

Website: www.lexis.com
E-mail:
Christopher.M.Longo@]lexisnexis.com

National LawForms Inc.

Amy Huffman

480-706-6474

Website: www.nationallawforms.com
E-mail:

amvyhuffman@nationallawforms.com

*New Hope Software Inc /
Bankruptcy 2004

Frederick Rogovy

800-532-7114

Website: www.bankruptcysoftware.com
E-mail: sales@bankruptcysoftware.com

Puritas Springs Software /
W Bank4

Ernie Zore

330-278-3252

Website: www.puritas-springs.com
E-mail: Ernie@puritas-sprints.com

West-Specialty Software /
Chapter 7 ... 13

Monica Wiese

800-937-8529 #73534

Website: www.thomson.com
E-mail:

Monica.Wiese@west.thomson.com

* Denotes vendor whose automatic case upload feature allows the user to file multiple petitions at the same time in CM/ECF.



http://www.blumberg.com

CM/ECF Attorney Glossary Tab 24 - Page 1

CM/ECF Glossary

Adobe Acrobat

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

Attachment

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

Automatic E-mail Notification

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

Browse

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

Browser

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

Category
In CM/ECF, a category is a classification of similar document types. Category
selections appear as hypertext links under the Bankruptcy and Adversary menu
selections.

CBT
A CBT (computer-based training) is an on-line learning application accessed

over a local area network (LAN) or from a CD. When a CBT is accessed over
the Web, it is referred to as web-based training or a WBT.
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CM/ECF Attorney Glossary Tab 24 - Page 2

Check Box

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

CM/ECF

Case Management/Electronic Case Filing is the Administrative Office’s new

application that will revolutionize the way we do business, completely replacing
BANCAP and NIBS with "next generation" case management capabilities. With
CM/ECF attorneys can file cases and documents electronically via the Internet.

Default

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

Document Type

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

Drop Down Box

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

Hypertext (HTML) Link

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

MR

An MR, or software modification request, is the formal method used in the courts
by users to ask for changes in the program. Changes can be either
enhancements or the discovery of a functional program error. MRs are
submitted via the Intranet at the SDSD website, http://156.132.84.151/mrdb/.

Southern District of Indiana July 2004
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CM/ECF Attorney Glossary Tab 24 - Page 3

Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with all the substantive
information of the case. The Entry Date appears on the local court seal displayed
on this formal notice. When the petition is submitted by an attorney both the date
and the time of filing appear. This official document can be used to enforce
collection and foreclosure activities of creditors.

Notice of Electronic Filing

An electronic document produced by CM/ECF which certifies filing of all
documents and claims with the U.S. Bankruptcy Court. All parties requesting
electronic notification can be sent this certification via electronic mail.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. Each document is secured with a unique encrypted
key. A Il documents in CM/ECF must be in"PDF" format with the exception of the
creditor list (matrix) which must be uploaded in a text (.txt) format

Radio Button

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

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address. The URL for the
Southern District of Indiana Bankruptcy Court is www.insb.uscourt.gov.

Southern District of Indiana July 2004
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