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Welcome to Case Management/Electronic Case Filing
(CM/ECF)

Today'’s course is not intended to be an all-inclusive course for all situations- rather it is
designed to present an overview of the system and allow you to become comfortable with
CMI/ECEF. (A list of resources for getting help after today’s session appears at the back of this
manual and on the inside-front cover of your folder.)

We will intentionally bypass some sections of the class materials used today. Certain segments
are targeted toward Creditor’'s Attorney or Debtor’s Attorney filings. lIdentical course materials
will be used in each of the Debtor’s Attorney & Creditor’s Attorney classes with emphasis on

one or the other role. Attorneys may wish to attend both Debtor’s Attorney and
Creditor’s Attorney training sessions, or simply refer to the materials for the
session missed. Attorneys are required to complete one of the take-home exercises
in the back of this folder (Debtor-attorney or Creditor-attorney), but may want to

complete both exercises if they will be representing both Debtors and Creditors.
Materials in this folder will present all the steps you need to perform those exercises.

You are welcome to review and practice sections not covered today using the CM/ECF Training
Database from your office or home.

A Court Trainer will conduct today’s session with the assistance of 1-2 Case Administrators.
Feel free to ask questions as they arise, although some questions may need to be deferred until
after the session due to time constraints. (Note: In some cases your screen may differ slightly
from some of the illustrations presented here.)

Accessing CM/ECF (Training) Database

The CM/ECEF (training) database can be accessed at the following Web address: https://ecf-
train.ilcb.uscourts.gov/

CM/ECF works best with Netscape Communicator Version 4.79 (We covered how to check your
version of Web Browser in the morning session). See our Web site for more information on
Hardware/Software specifications.



Opening a New Bankruptcy Case (All Attorney-filers)

Note: Many Debtor-attorneys use some form of petitioning software package. Many of these
petitioning software packages have *‘Case Upload’ and/or *One-touch Case Upload’
functionality. Depending on your particular software, Case Upload may not work for cases that
are deficient (i.e. do not have all required schedules). The following illustrations open a new
bankruptcy case using CM/ECF directly rather than focusing on any particular petitioning
software-, which will work in all cases (deficient or not).

Opening a new bankruptcy case in CM/ECF is a four-step process consisting of:
1. Adding all parties and uploading the petition.
2. Uploading the Creditor Matrix
3. Uploading the Statement of Social Security Numbers (Form B-21)
4. Running the Auto Judge/Trustee Assignment Feature

In the following example, we will be representing the Joint Debtors William and Mary Johnston. A copy
of the petition is in the front of this folder for reference.



Step 1- Enter Parties and Upload Petition

Using Netscape Navigator 4.79, go to the court's CM/ECF Training Website that can be found at
https://ecf-train.ilcb.uscourts.gov/ (This is the ‘practice’ database- the ‘live’ database link will be
mailed to you with your ‘live login’ once you’ve successfully completed the take-home practice exercises
after training.)

CM/ECF login screen
CM/ECF Login

Notice
This is 2 Restricted Web Site for Official Court Business only. Unauthotized entry is prohibited and subject to
prosecution under Title 18 of the 0.5, Code. All activities and access attempts are logged.

Authentication

Login: |train10

Password:  |[F¥¥ssss

Clear

CMIBECE has been tested and works correcitly with Metscape 4.70

Type your login and password, then Click “Login”

Initially, your Login has been set up as the first letter of your first name followed by the first 3 letters of
your last name- ALL LOWER CASE. (E.g. Robert Smith would login as rsmi). Your password has been
set up initially as your login followed by 123. (Robert Smith’s Password would be rsmil23). We will
learn how to change your password later.



The first screen presented is the main CM/ECF screen. Notice the Blue title Bar across the top
of the screen

Main CM/ECF Menu Screen

r EECF Bankruptcy  +  Adversary s Query « Reports .« Utilities + Logout
4,

Title Bar

U.S. Bankruptcy Court [TRAIN]
Central District of Illinois [TRAIN]

Official Court Electronic Document Filing System

Tlus message 15 contaimed in the file OperationNotice. itm.
You may use this file to alert users to cmrent CVI/ECF operational issues.

Click the various titles to reveal the options in each category.

Clicking the question mark brings up a “context sensitive” help screen to explain options for that
screen.

Context-sensitive Help Screen
CNIECTE Menm

Select one of the options listed across the top of the screen.

|Banktuptcy |To see a menu of Bankruptcy Events (not available to public users).
|Adversa1y |To see a menu of Adversary Events (not avalable to public users).
|Query |To eniter a case number, then see a menu of quety options.
|Reports |To see a menu of standard reports.

|Uti]ities |To see a menu of utilities.

|Logout |To log out of CIMYECF and see the login screen.

|? |See a help file for the screen you are viewing,

Updated 09/07/00 (mainmern ki)

close

Click the question mark while looking at the various screens, then click ‘Bankruptcy’ in the blue
menu bar.




Bankruptcy Events Screen

Banlauptey Events \

Open Bankruptey Case The blue underlined words at the left
gpedlf? I‘Wﬁuﬁtm Case are hyperlinks to the various
; recitor JAINFENAnce. . filings/procedures available to
udee/Trustee Assignment n ] . ;
attorneys. Clicking a link will begin

Plan

File Claimns the process of filing a motion within
Claum Actions that category. If you click on a link in
Obiection/Response to Motions error- simply use the “Back” button
Appeal . on Netscape browser to return to the
Wlotions/Applications : : :
Notices previous screen. (This works anytime

until the pleading has been filed and docket

text created.)

Ifiscellanecus Ewents

CaselTpload
Oirder TTpload _/

Click ‘Open BK Case’

New BK Case Screen
Bankruptcy + Adversary + Query + Reports « Utilit

Open New Bankruptcy Case

Case type [ild8 - This screen allows you to set
Date filed 222004 descriptive criteria for the new case.
Options include:
Chs ; - . :
e Case Type (BK is the only option)
Jomt Petiion |(n - Chapter (7,11,12, or 13)
.. =] Joint Petition (Y or N)

Deficiencies |n And Deficiencies (Y or N)

Mt | Clear |

Click the down arrows next to each of the text boxes to see the available settings.

For our classroom example, we will be filing a Chapter 7-bankruptcy case for

joint filers- William and Mary Johnston. (To review the order and which forms must accompany
a new bankruptcy- refer to the *Attorney Practitioner’s Guide’ or ECF Tips How to Assemble
Cases Before Saving to PDF available from the court’'s Web site: http://www.ilcb.uscourts.gov/ )




E

' F Bankruptcy + Adversary + Query + Reports « Utilities -+ Logout ?

Open New Bankruptcy Case

Case type |bk ~
Date filed &/1/2004
Chapter m

Joint Petition m

Deficiencies m

Mext

Clear

After ensuring the settings on your screen are the same as shown above, Click ‘Next’

The ‘Search for a Party’ screen appears where you will search the database for parties that may

already exist in the system. Before you add a new party to the case, you should search the
database to see if this person or business may already exist in the system. This step is
important since adding parties multiple times will clog the system with duplicate entries and
cause unnecessary data-entry time.

Search Hints

e Enter a limited search string in at least one field of data to search.

e Format Social Security Number or TaxID with hyphens..

e Include punctuation. (Garcia-Carrera) (In case someone entered the name

in error- we don’t use any punctuation in IL Central)

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

e Partial names can be entered.

e Wild cards (*) may be used at the beginning, in the middle or at the end
of search strings. (*son, Gr?y, John*)

The asterisk * should not be used by itself. The system displays the
following dialog message “A minimum of two consecutive characters of the
Last name is required for name search”.

Search fields are not ‘Case Sensitive’ (e.g. Johnston, Johnston, and JOHNSTON will produce the

same results.)



Party Search Screen

Open New Bankruptcy Case

Search for a party

SSN | TaxId
Last/Business name |Johnstone

w M You can look for an exact match if you know the SS# or
Tax Id # - otherwise use the Last/Business Name box to
conduct the search.

Partial name searches are fine (use at least 2 letters) Entries
are not case sensitive.

Type the last name as shown above (note incorrect spelling), then click ‘Search’.

Search Results Screen

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

Search for a party

SSN | TaxId
LastBusmess name

Search Clear

Party search results

No matches

No person found.
I returned

Create new pary |

The search results screen will state ‘No persons found’ (unless a party by the name of
‘Johnstone’ has been added to the system). For our class example, let's assume that no parties
were found and broaden our search by entering only a partial name.



Search Results Screen

Bankruptcy + Adversary + Query + Reports s Utilities s Logout

Search for a party

SSIN Tax Id
Last/Business name |Joh <::‘| Partial name search.
Search | Clear

Party search results

No person found.

Create new pary |

Type the partial last name as shown above, and then click *Search’ again.

This time the search likely produces multiple records.

Search Results

Search for a party

SSN | Tax Id

LastBusmess name
Search | Clear

Party search results

Johnson, Dennis A
Johnson, Marcia

Johnsan, William A Search returns: ‘Johnson’, ‘Johnston’,

S E o), Johnson’s Lighting’, etc.
Johnston, Mary

Johnston, William &

Select name from list | Create new party |

Click on any one of the names in the Party Search Results Box.



Person Address Pop-up box

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

Search for a party
SSIN Person Address - Netscape

LastBusiness name [| Willism Johnston :

S3M: mxn-xx-1111 Selecting a name creates a

Search Claar 1215 ¥our Street : 3

Springfield, IL &2707 pop’ oy bOX showing

us party’s mailing address.
Party search results COUmERE HEmEEmEmn Useful to distinguish like
Johnson, Dennis L = names.
jgﬂ:ggz mﬂ'{gﬁn " Notice the omission of the
Johnsan's Lighting, first part of the SS #.
Johnston, Mar
Johnston, William

Select name from list | Create new party |

Close the pop-up box after viewing address information.

Even though the parties in question may be present in the search results- let’s enter them again
for practice- Click “Create New Party”

**Refer now to the handout in the front of your folder titled “CM/ECF Standards & Rules”. A
copy is, also, available on our Web site located under ECF Tips — Data Entry Standards.

This style guide should be strictly adhered to when entering parties into CM/ECF whether using
a petitioning software package or directly into the Web site.

Bankruptcy + Adversary + Query + Reports « Utilities « Logout

Party Information
Last name |JDhnst,Dn First name |IJi lliam
Middle name ’— Generation ’— Title ’7
SSIN ,m 277.11-1334 Tax ID ’—
Office | Address 1 |12 15 Your Street
Address 2 | Address 3 |
City ,m State ,? Zip ,F
County | Sangamon j Country ’7
Fhone I— Fax I—
F-mail |
ProSe |no - Role |Debt0r {db: pty) j
P et | — e
Alias... | Review. .. idi;n atiasse?e.fore
clicking the Submit button.
Submit | Canceal | Clear|

Enter the Debtor information into the Party Information screen as shown above.



(Note: ALWAYS LEAVE THE PARTY TEXT BLANK.)

The Debtor has a towing business, so we will need to add an alias for him.
Click the ‘Alias’ button now.

Alias Information Screen

Alhas Information (Party Johnston, Wilham )

| Last/Business name | First name |I\-Ii:l:lle name |Generatiun | Role
’T |J0hnst0ns Towing “ “ “ ‘ *

|aka j

2]
3]

| Notice- NO APPOSTROPHE. -
’47| | F i | aka j
5 ] I I [ [ ]
Add aliases | Clear Click the Add aliases button to retutn to the Party screen and add
mote aliases, add attorneryrs, and subindt all information for this patty

Enter the business name and Role as shown above.

Then click the ‘Add aliases’ button

At this point you can review the case information or submit the party to the case.
Let’s click ‘Submit’ (we will review after adding the Joint Debtor).

= n
UECF Bankruptcy + Adversary « Query + Reports -« Utilities « Logout ?

Party Information

Lastname |Johnston Firstname [villism
Middle name Generation Title
SSN [111-11-1111 333111734 TaxID

Office | Address 1 |1215 Your Street
Address2 | Address3 |
City |springfield State |1 Zip [e2707
County | Sangamon j Country ’7
Fhone ’7 Fax ’7
E-mail |
ProSe |no - Role |Debt0r {db:pty) j
Party text |

Add all aliases before

Mias... | feyieh clicking the Submit button.

Subrnit | Cancel | Clear|




Click Submit

The next screen is for informational purposes only. It informs us that the case will be held at the
Springfield Court location- a decision made automatically based upon the Debtor’s zip code.

Divisional Office Selection Screen

Bankruptcy « Adversary -+ Query

+ Reports « Utilities « Logout
Open New Bankruptcy Case

Drwisional Office 15 set to Springfield based on the zip code 62707 of the debtor

M Clear

Click Next.

The ‘Search for a party (joint debtor) screen appears.

Party Search Screen
Bankruptcy + Adversary + Query

Open New Bankruptcy Case

Reports + Utilities + Logout

Search for a party(joint debtor)
SSIN Tax Id
Last/Business name |Johnst|
Search | Clear

End party selection |

Enter a partial last name in the Last/Business name box as shown above and click ‘Search’.

Although the Joint Debtor may also appear in the search results box, let's add Mary Johnston’s
information as well.



I o Bankruptcy » Adversary + Query -+ Reports « Utilities + Logout

Search for a party(joint debtor)

SSN | TaxId
LastBusmess name
Search Clear

Party search results

Johnston, William Parties added in previous steps
Johnston Towing,

The Joint Debtor’s address will be automatically
copied from the Debtor’s record. Uncheck this box
Select name from list | Create new party i if this is not accurate.

W Copy previous party's addres:

Click ‘Create New Party’

Party Information Screen

Party Information
Last name |Johnston First name |Mary
Middle name ’— Generation I— Title Ii
SSN ,m 777111334 TaxID I—
Office | Address 1 [1z15 Your Street
Address 2 | Address 3 |
City ,m State l? Zip IF
County |Sangamon | Country Ii
FPhone I— Fax I—
F-mail |
ProSe |no - Role |J0int Debtor {jdb:pty) j
Party text |
Mizs. | Review Alddla]l a]iasesbefore
clicking the Subindt button,
Submit | Cancel | Clear ‘

Again use the “CM/ECF Standards & Rules” handout as a guide when completing the Joint Debtor
Party Information screen as shown above, then click the ‘Alias’ button to add her maiden name
(Mary Murphy).



Alias Information (Party Iurphy, Iary )
LastBusiness name | Fiustname  |Middle name |Generation| Role

N Murphy Mary | | [fka =]

2 || | | | laka ~|

3|l | | | laka =]

4 || | | | laka ~|

5|l | | | [aa <]

Add aliases | Clear | Click the A dd aliases button to return to the Party screen and submit all information for this party.

Add Mary Murphy as an ‘fka’, then click the ‘Add aliases’ button

You will be returned to the Party Information Screen where you can review Joint Debtor
information prior to submitting.

Party Information Screen

Party Information
Lastname |Johnston First name |Hary
Middle name l— Generation l— Title li
SSN [zzz-22-2222 222111234 TaxID [
Office | Address 1 [1215 Your Streec
Address 2 | Address 3 |
City [springfiela State [IL Zip [e2707
County | Sangarnon j Country li
Phone I— Fax l—
E-mail |
ProSe |no - Role |J0int Debtor {jdb:pty) j
Party text |
Aias. | Review. Alddla]l dliages before
clickinng the Subtedt button,
Submit | Cancel | Clear ‘

Click ‘Review’.



Party Review Screen

Bankruptcy + Adversary + Query + Reports s Utilities s Logout

Review attorneys and ahiases

(IErg Ao The review screen shows Party Name, Aliases,

Uncheck fo remove from list and attomey afﬁliation' . o
Note: The practice system in the court’s training
lab does not indicate that an attorney has been

Attormeyvs added:

it added for either party. When you file cases from

oniE acaee. your home or office on the ‘live’ system, you will
" . be shown as the added attorney automatically-
Aliases added:

¥ Murphy, Mary (dka) based upon your login & password.

Return to Party screen | Clear |

After verifying that all information is correct- Click ‘Return to Party screen’

Bottom of Party Information Screen

Party text ‘ <_ Leave Blank I:“]

Alias Review Add all aliages hefore
= clicking the Submi button.

Submit | Cancel | Clear‘

Leave the ‘Party Text’ blank and Click ‘Submit’

The following screen allows you to select the various details about the filing.

= ( : =Y
UE F Bankruptcy + Adversary + Query + Reports « Utillities + Logout Q_
Open New Bankruptcy Case

Type of debtor v

I Corporaton | Partnership I Clearing Bank
" Rafroad [ Stockbroker [ Commeodity Broker [ Other

Always open chapter
7 cases as
‘No Asset’

Fee status |Faid -
Nature of debt |consumer -
Voluntary |“oluntary =

Asset notice Mo

Estimated number of creditors |1-15 =

Estimated assets | $0-550,000

Origin | Original |

Date splittransfer
Mext Clear

Explore the drop-down menus and leave the default settings as shown above.
Then click next.

(Note: Always choose ‘No’ for Asset Notice in chapter 7 cases).

Lel Le

Estimated debts | $0-550,000




The following screen is used to ‘upload’ files, forms, motions, and pleadings into the new case. In the
morning session, we covered how to use Adobe Acrobat to convert or scan documents and how to name
and save resulting .PDF files. These files should be ready to upload from your attorney folder on your
computer’s ‘Desktop’.

CM/ECEF File Upload Screen

Bankruptcy + Adversary + Query +« Repori

Open New Bankruptcy Case

Zelect the pdf document (for example: CA19%cw201-21.pdi).

Filename

[ Browse...

Attachments to Document: * o © Tes

Mext | Clear |
Click the ‘Browse...” button

The (Windows) “File Upload” screen appears. Click the down arrow at the right side of the “Look
in:” box to open the storage locations for this computer (covered in morning session).

Practice files have been created for class use. You will need to create these files on
your own when actually filing from your office. You will create files either using your
bankruptcy petitioning software or the methods shown in the morning class for
converting files to pdf.

(Windows) File Upload Screen
%, Open File - My Documents | _ O] x]

File Edt “iew Jools Favontes Help
i s REB o Xy Bk B aeD B2

Look in: I_‘_‘]‘ My Documents j i |Ef"
] Adol _£ Train? on Tlcbs5YSyshUzers' [M] =
™) cow _£ Sean-pdf on llcbs5hSes' [P
T &2 Sps on lichsS' [Y)

. 1 52 5ysonlichsS ()
I_..I Lore g Metwark Meighborhood
Ti My & ] AttormeyFiles
| My A ] dennis

) motid 1 PracticeFies -

File name: | - e

File type: |;|I-'~.III-|IE:£ [ v Lastmn&'rad:iﬁny Time 8 & (pEns J
FindNow | Advanged. | NewSeach |  Close |

Click the down arrow next to the “Look in” box...



United States Bankruptcy Court - Illinois Central District

Open the attorney folder on the desktop.
% Dpen File - AttorneyFiles

File Edt View JTocls Favoiites Help
B P BB o XEF Bk E oD B8
,Lﬂt;lkl't|;| AttormeyFiles hd E

1 &merican Express
Campbell_Justin

CasellpLoad Test Data
Johnston _"-.-'-.-"||||.=_|rr|
| Rolex
Smith_bd ark,
=/ | Geen |
File type: |:;] All Files %) l' Laltml:ui!iad:|.ﬁ-l;l_lr' Time ﬂ [IpEm s copy
FindNow | Advanced. | NewSeach | — Close |

Open the Johnston_Wm sub-folder inside the folder with your name on the Desktop as illustrated
below.

(Windows) File Upload Screen
% Open File - AttormneyFiles
Fie Edt View TIook Favorites Help

i PR o XE 8k B abE DR
,Lﬂdiltl;I AttarneyFiles hd E

1 &menican Express
Campbell_Justin

Caselpload Test Data Attorney Folder
Johnston _-'-.-'-.-"I|| lam

1 Rolex
Smith_Mark,

File type: |:_] All Files %) >
Find Now | Advanged.. | NewSeach | Close |

...then open the ‘Johnston_Wm’ sub-folder.

NOTE: CM/ECF uses ‘Portable Document Format (pdf) for electronic filing of all case pleadings
(with the exception of the ‘Creditor Matrix’, which uses a text file (‘.txt’). Netscape will always
search for .html file types. Therefore, you will always need to change the “Files of Type” to “All
Files (*.”) as shown above.
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(Windows) File Upload Screen
File Upload

Look in: | () Johnztan_william j & ek EB-
Y T 03-70085_ClaimForm, pdf
\_‘ﬁ [£] 03-70085_Matrix.bxt
MuRecent | 5E 03-70085 _Motion.pdf I
Documents T 03-70085_Mation_To_avoid_Lien, pdf
® Johnstan_Wm_ch7valPetition, pdi
L'% ._hrl...rl_ m_Ch7YaolPetition, pd select
Desktap Open with Acrobat 6.0
. Print
___j Scan for Viruses, .
by D Ehts
Y N Met'ware Copy...
| Open With »
.
by Compriter Send Ta .
o Cuk
‘.‘] Copy |
-
by Metwork.  File name; Johnstor_wm_C  Create Shortcut :I
Flaces Delete
Files of type: Al Files [*%] NN :| Cancel

Right-click the file name and choose ‘Open’ from the shortcut menu.

Important:

This step opens Adobe Acrobat and allows you to preview the file you are
about to upload. This is a crucial step since uploading the wrong file to a

case becomes public record, is irreversibly broadcast to all concerned
parties, and very difficult to amend.




Adobe Acrobat Window

7| File  Edit  Wiew Document Toadls Advanced ‘Window Help =y
.9 [ L T ] Ty =3 ﬁ:
Cpen @ m , Prirt (aJ Email ﬁ Search W ]:T_: Select Text = (@
| o,
& -0 UHesx -
® L
= N
E Form B1 {Official Form 1) - (Rev. 9/01)
= UNITED STATES BANKRUPTCY COURT Voluntary Petition
= CENTRAL DISTRICT OF ILLINOIS y
Mame of Debtor {if individual, enter Last, First, Middle): Mame of Joint Debior (Spouse) (Last, First, Middle):
? William Johnston Mary Johnston
@
i
= All Other Mames used by the Debtor in the last 8 years All Dther Mames used by the Join: Debitor in the last § years
'ﬁé {include married, maiden, and trade names): {include married, maiden, and trade nameas):
't% Johnston's Towing Mary Murphy
Soc. Sec Tax 1.D. Mo. {if more than ane, state all): Soc. Sec.Tax |.D. No. (if more than one, siate all):
™ soe-xe-1111 xe-x-2022
o
= Street Address of Debtor (Mo. & Strest, City, State, & Zp Code): Sireet Address of Joint Debtor (Mo. & Strest, City, State, & Zip Code):
- 1215 Your Street 1215 Your Street
Springfield, IL. 82707 Springfield, IL. 82707
i
1]
7
o County of Residence or of the County of Residence or of the
el Principal Place of Business: Sangamen Frincipal Flace of Business: Sangamaon
Mailing Address of Debtor (if different from strest address): Mailing Address of Joint Debtor (if different from strest addrass):
2]
=
o
£
=
3
Location of Principal Assets of Business Debtor
e (if different from street address above):
I 85x1lin
i [ 1| ud
10f2 b bl Ll | =] a

Scroll down the pages to make sure this is the correct document and it is legible.

After previewing the petition, you can close Adobe Acrobat, which will return you to the File
Upload screen. (You can also close only the current file by clicking the lower ‘X’ and then minimizing
Adobe Acrobat. This is helpful if you will be performing multiple projects in CM/ECF and uploading

additional documents.)

(Windows) File Upload Screen
File Upload

Lok ir: |_)pdf j . e B2
1 7‘; AppForCompensation. pdf
‘_\3 T cH13Petition, pdf

My Recent

T chiaplan, pdf
Documents

'7'_- Johinskan_tm_Ch7ValPetition, pdf
@ '7'; OpenhewBkcase. pdf

'7'_- Report,pdf
Deskiop ",E SoCalFill_In_Form, pdf

s,

My Documents

by Computer

by M ehwark File name:
Places
Files of type:

Click ‘Open

Open |
Cancel



Receipt Screen

> C
E F Bankruptcy + Adversary + CQuery + Reports « Utilities + Logout

Open New Bankruptcy Case

Fee: F209

Clear

Click ‘Next’

A screen appears that was designed to allow for additions to docket text.

Do not edit docket text.

Edit docket text screen (do not use)
EECF Bankruptcy + Adversary + [Query + Reports « Utilities + Logout ?

Open New Bankruptcy Case

Leave Blank

] [
Chapter 7 Voluntary Petition | Fee Amount $209 Filed by

William Johnston , Mary Johnston (trainl0, traml0)

Mext Clear

Click Next

Docket Text: Modify as Appropriate.

Important:

The next screen (shown on the next page) is the last screen before our case becomes a new
filing. It is imperative that the information provided to this point be accurate and correct. If it is
not- you can correct the filing easily by clicking the Back Arrow on your browser to return to
previous steps (or click ‘Bankruptcy’ to wipe clean all steps to this point). If you leave mistakes
in the case and click ‘Next’, those mistakes will be broadcast to all parties concerned and
become impossible to reverse.

_Final Docket Text Screen

Open New Bankruptcy Case

Docket Text: Final Text

Chapter 7 Veluntary Petition Fee Amount $209 Filed by William Johnston, Mary
Johnston (traml0Q, trainl0)

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

Clear

Ready?...Click “‘Next’




The Internet Credit Card Payment screen appears asking whether you would like to ‘Pay Now’
or ‘Continue Filing'. If you will be filing other pleadings in CM/ECF at this time, you may click
‘Continue Filing’. Each time you file a motion, you will see this screen again with a list of
accumulated fees. Some attorneys choose to pay once at the end of the day as opposed to
each time a filing fee is charged.

(A word of caution- CM/ECF will require payment if fees are carried-over beyond one day. This
‘lock-out’ feature requires the attorney to make payment before any further processing can occur
in CM/ECF.)

Internet Credit Card Payment Screen

#7 Electronic Payment - Netscape

Sumnary of cmrent charges:

Date Incmred Description Armount

S004-0%-16 104515 Voluntary Petition {Chapter 7){04-70648)

[trisc,wolp7ec] ¢ 209.00) $ 209.00

Total: $ 209.00

Pay Mow Continue Filing

This is the first screen you will see if filing with petitioning software
using “One-touch” Case Upload

Click ‘Pay Now’



United States Bankruptcy Court - Illinois Central District

NOTE: You may want to view the “Notices & Agreement” hyperlink as it sets out Pay.gov’s general
legal, privacy, and accessibility notices.

Y Pay.Gov - Enter Payment Information - Netscape = [E
Motices 8 Agreement =
Enter Payment Information
Cardholder Name: |train10 trainlo *
Address: |EDD E Manroe St *
Address 2 |
City: |
O [ j --0R-- " Province
State: ;Reglon
County: 1
Country: |
(Instead of state, if necessary)
Zip Code: |62701 *
Card Type: |Visa j*
Card Number: | *
Security Code: |
Expiration Date; |---- /] *
Payment Amount: |$2I39.DD *
& card authorization must be received before midnight Eastern Time if payment is to occur as early as the next day.
If the U.5. Treasury Department's designated depositary is closed on a scheduled payment date {including weekends
and same halidays), the payment will occur the next day the depositary is open.
Continue ‘ Quit ‘

Each box with an asterisk next to it is a required box and must be completed. The training credit card
number is4111111111111111. You can use future expiration date, such as February 2005.

IMPORTANT: Cardholder name, the first address line, and zip code default to the values shown in the

CM/ECEF utilities “Maintain Your ECF Account” and “Maintain User Accounts”. You should be aware
that 1) there is no verification of these values by pay.gov; and 2) changing any of these fields on the
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pay.gov screen does not afftect your CM/ECF data, so any needed changes should be made via “Maintain
Your ECF Account”.

Click “Continue”
Payment Summary and Authorization Screen

Motices & Agreement

Payment Summary and Authorization

Cardholder, . . Plastic Card
Mama: trainl0 trainl0 Payment
Steps

Address: 600 E Monroe St

Address

2 1. select

City: Payment

State: ) Type

Country; " Enter

Payment
Zip Code: 2701 Information
3. i

card Wisa Sgt}:noerrlwzte

Type: y ¥

ﬁardb ) ok ok ok kb 7] payment
um er. Summary

E:{ig?tlﬂﬂ 2/ 2005 +. Payment

' Confirmation

Payment

Amount: U

Current

Date and 0B/16,/2004 11:48 AM

Tima:

authorization™®
" 1 authorize a charge to my card account for the above amount in accordance with
my card issuer agreement,
Confirmation Receipt Request

To have a confirmation email sent to you upon completion of this transaction, provide
an email address and confirmation below.

Ernail |
Address:

Re-enter
Email |
Address

to

Confirm:

Make Payment | Edit | Cancel

Press the "Make Payment" button only once. Pressing this button more than once
could result in multiple transactions.

IMPORTANT: You must check the box under Authorization. Failure to check the box will result in the
payment not being processed and you locked out of the ECF system.



Also, you have the option of having a Confirmation Report emailed to you after the transaction is
complete. You MUST enter your email address in both the text boxes to receive a confirmation report.

Click “Make Payment”.

The screen below shows you that the transaction has been processed. You may want to save,
print the screen (“Ctrl+p”), or otherwise keep record of the receipt number and amount.

Credit Card Receipt Screen

0.5, Bankruptcy Court [Train]
Central District of Illinois [Train]

Thank you. Your transaction m the amount of $ 209.00 has been completed.

Please print a copy of your transaction receipt for future reference. The transaction number 1z 46519,

Close window

Click ‘Close Window’

The following is a sample email sent from pay.gov regarding payment:

[/ S I LA 51 T LG | L] SO | SIS LU
ILEW Memo ] libply '] libply To All 'l librward '] lilelete ] lﬂ:lder '] llbpv Into Mewy '] lﬂmls ']
paygovdev@mail ga.twai.gov To [trainl0trainl0 <sharon gardner@ilch.uscourts gows
08162004 11:071 Ahd oo
beo
Subject |Pay.Gov Payment Confirrmation

THIS IS AN AUTOMATED MES3AGE. FPLEASE DO NOT REPLY. -
Your transaction has been successfully completed.

Pay.gov Tracking ID: 3FOSU4FPE
hgency Tracking ID: 46519

Payment 3Sunmary
Cardholder Name: trainl0 trainilo
Cardholder Address: 600 E Monroe St

Cardholder City:

Cardholder State:

Cardholder Country:

Cardholder Zip Code: 62701

Card Type: Visa

Payment Almount: $2089.00

Current Date and Time: Aug 16, 2004 1Z2:01:30 FM



Notice of Electronic Filing

Bankruptcy Adversary Query

Open New Bankruptcy Case
U.S. Bankruptey Cowrt [Train]
Central District of Illinois [Train]

IMNotice of Banlomuptey Casze Filing

The following transaction was received from Marmont, Tohn S entered on 2/2/2004 at 1044 AN CST and filed on 2/2/2004
Case Name: Tilliam Johnston and Mary Johnston

Case Number: o4-7ools M e e e e e e

Document Number:1 Vv |I[-'Wrtte - down A7OIIF ca<e® for friifiire referetyce - - - - -

Docket Text:
Chapter 7 Woluntary Petition Fee Amount $209 Filed by [ 7.7 0 00 T 0 T T m T T T T T T T T T T T T L T T

The following document(s) are associated with this transaction

Docmnent description: Main Diocument

Orniginal filename: C\B 10 pdf

Electronic document Stamp:

[STANP blkecfStamp_ TD=1056124888 [Date=2r2/2004] [FleMumber=4532-0] [8
053b3faSc1fdbiatd37eNt02332cdB000bYad 6003329 90501526 d743a0b9363R8a537e
bidB48c3a08b53d0ac0bich 165866664 fefbb 1112183 cc 74804402 180]]

04-70019 Notice will be electronically mailed to:
04-70019 Notice will not be electronically mailed to:
John 2 Marment

20% Bruns Ln
Springfield, TL 62702

This Notice of Electronic Filing is the verification that the filing has been sent electronically to
the court’s database. It certifies that the petition is now an official court document. Make a note
of the case number, which appears in blue.

Clicking on any of the blue-underlined hyperlinks will take you to the PACER login screen. After
login, reports for this case will be available.

(We will look at Reports and Queries later in today’s session. Do not access this feature via PACER at
this time.)

Most Attorney-filers will want to print or save the Notice of Electronic Filing document to avoid
PACER charges later. (This is also true of the emailed notifications sent to attorneys on cases in
which they have an interest.)

To print the Notice of Bankruptcy Case Filing...



Click the Printer Icon at the top of the Netscape browser window.

Printer Menu

A4 2 mM S 4 @ @

Hame Search  Metzcape Frirt Security Shop
"|Z |https:.".-"ecf-train.ilcb.circ?.dcn#cgi-bin#login.pl?llﬂ‘l 134295668793-L_916_0-1

Print @El
Frinker

Mame; HF Lazer)et 4300 PCL & Properties...

Statuz: Feady
Type: HF Laseret 4300 PCL B

Where:  LPT1:

Camment: [ Print ta file
Frint range Copies

o Al Murnber of copies: 1 =

" Pages  from: |1_ ko ’_
- "
aF. | Cancel |

Click ‘OK’ to print using the default printer settings. (or make adjustments as desired.)

To save an electronic version of the Notice of Electronic Filing,
Click ‘File’ at the top of the browser window. Then click ‘Save Frame As...” Choose a
storage location, and name for the file.

(We covered this process in the “file maintenance’ portion of the morning class.)

File Edit “iew Go  Communicator  Help

r » <. 5
o Page... Crlro 2 -2 =% a B

d Horme Search  Metzcape Prinit Security Shop

SIS et an S on: |https: / fecitrain.ilch. circ7. dondcgi-bindlogin. pl 2401 1 34295556733-L_516_0-1 ~| &
C Intranet CMECF TRAIM - ILCE Court-dirs Sear

Sawve Frame s, .,

Send Frame. ..

Edit Page Bankruptcy «  Adversary « Query « Reports « Utilities
Edit Frame
tcy Case

OFfline 3

Page Setup... T.S. Bankruptey Court [TRATN]

Prink Preview

Print Frame. .. Central District of llimois [TRATIN]

Close Chrl-+wy »

Exit Chrl+0 Filing
The following transaction was received from trainl, entered on 11/3/2003 at 2:22 P CET and filed on 11/3/2003
Case Name: TNllizim Johnston and lary Tohnston
Case Number: 03-70085

Document Number: 1



United States Bankruptcy Court - Illinois Central District

Windows ‘Save As’ screen
% Open File - My Documents H=] 3
File Edit Miew Tools Favartes Help

b YRR - X B kB oD 08
Look inc !‘j by Documents :I E"

S Adfl =2 Train7 on icbsS\Sys\Users’ (N:) &
1 COw =2 Scarn-pdf on llchsB4Sys' [P
C)Clael = SysonlichsS' (Y]

Bl 52 Sys on lichsS' [£:)

H M}I: ] AttorneyFiles «— ‘ sub-folder in
AMYF ] dennis

Fimotid ) practiceFies - ‘ Attorney folder

L

File name: |
File: type: |;] Al Files =) L Lmtmuﬁihﬂﬁﬁﬂime ®| Opegescopy
FindNow | Advanced. | NewSeach —  Close |

Windows ‘Save As’ screen

Save As... E]
Save in: |DJDhnst0n_Wi|Iiam j = £ Ef-
y “in3-70065_ClaimForm. pdfi

3 [£] 03-70085_Matrix, bxt

MyRecent | 03-70085_Motion, pdf

Documents = 03 70085 _Motion_To_Avoid_Lisn,pdf
@ 7—; Johnstan_Wm_Ch?alPetition, pdf
Desktop

My Documents

oL

Py C I 1 I
PRI Named file using
" naming convention:
My Metwork, File name: |EIS-?'DEIEE_F'etitiDn_NDticeD fElectronicFiling SEVE case #_dOCU ment
Places _ name. html
Save as bype: |.-’-‘-.II Filez [%.7)
Click “Save’

This finishes step one of opening a new bankruptcy case.

Note The following step (Uploading Creditor Matrix) is done automatically when using ‘OneTouch’ or
Automatic Case Upload. You will still need to perform steps 3 (Upload form B21 — Statement of Social
Security Number) and 4 (Automatic Judge/Trustee Assignment) as separate steps after creating a case
using Case Upload. (More later)
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Step 2- Uploading the Creditor Matrix

After entering the party information for William & Mary Johnston-and associating the correct
Petition form, we will upload the Creditor Matrix file that we created/converted in the morning
session. (There is a handout in the front of your folder to use as a guide when creating creditor
matrix files. Strict adherence to these guidelines is necessary to ensure that creditors will be
properly notified.)

(Most petitioning software packages will create this document for you based on local
specifications. We’ll see later how to access these files using the CM/ECF ‘Case Upload’ feature.)
Click “‘Bankruptcy’ on the blue menu bar to proceed with the next step.

Bankruptcy Events Screen
Bankruptcy + Adversary + Query -+ Reports -« Utilities

Banlauptcy Events

Open Bankruptey Case
Dpen Involuntary Case Click on ‘Creditor Maintenance’
Creditor Maintenance. . from the Bankruptcy Events
Judoe/Trustee Assignment menu screen

Plan

File Clatms

Claim Actions

Ubiecton/Pesponse to Motions

Appeal

Ilotions/Applications

Motices

IMiscellanecus Events

Caselpload

Cirder Tpload

Click the ‘Creditor Maintenance’ link

Creditor Maintenance Menu
T S

EECF Bankruptcy + Adversary o+ Query + Reports o Utilties + Logout

Credstor Mamtenance

Cout Users ONLY (crecitor matenance) Use by Attorneys is Probibited - Stietly Enforced

Upload a crector matr He Click on ‘Upload a creditor
<::lmatrix file’

Click on “‘Upload a creditor matrix file’




Creditor Processing — File Upload Screen

Creditor Processing - Upload a File Method

Case Number

|U3—70085| 99.12345, 1:99-hk-12345 or 1-99-bk-12345

Mext Clear Make sure that the Case Number is correct...
CMY/ECEF fills in for you the last case accessed. As you work
between cases it is imperative that you are docketing to the correct

case #. As stated before- Mistakes are irreversible, difficult to
amend and immediately broadcast to all concerned parties.
Call the court for guidance if mistakes do occur.

Verify Case Number, then click ‘Next’

The ‘File Upload’ screen appears again.
You will see this screen many times while working with CM/ECF.

File Upload Screen

Bankruptcy + Adversary + Query + Reports s Utilities s Logout

Load Creditor Information

Case number 03-70085
Enter name of file and click on Next | Browse
Example: ¢:\creditor.sen

Mext Clear

Click the ‘Browse’ button




Windows File Upload Dialog Box

Eile  Edit

o s BB o | XF | B-|®

% Open File - My Documents

United States Bankruptcy Court - Illinois Central District

Navigate to the
correct storage

Miew Todk Faveries Hew location.

Look in: !‘j My Documents

H8/

|1 Adal
1 COw
1 Clasd
|1 Cone
1My o
1My A

ﬁ] ki

=5 Network Neighbarhood

=2 Train? on llcbs5\SysiUsers’ (N:
=2 Scarn-pdf on llchsB4Sys' [P
52 Syz on licbsS' [v:)
52 Sys on lichsS' [£:)

] AttaneyFiles
] dennis
1 PracticeFiles

File name:
File type: |

L

] Al Files =%
Firnd Mow

Advanged.. | New Search |

Locate cor

rect storage area

Windows File Upload Dialog Box

Lok ir: | [ Jaohnston_willam

D

by Recent
Documents

Desktop
My Diocurments
My Computer

by M etk

x| @« @® ek E

Be sure to change the ‘Files
of type’ setting to ‘All Files’
(not HTML)

(Otherwise the folder may

appear empty)

HTHML Files
Temt [*txt]
Ezecutable [ exe

Metworlk Interface Plugin [.nip]
FutureS plash movie [* 2pl]
tacramedia Flazh movie [ zwf)
TIFF image file [.tif,".tiff]

f B TGS image file [* targa,” tga) o
Blpeo File name: 561 image file [*¢qi* 1gbl v
Fileg of type: |HTML Files - Cancel
Change ‘Files of type’ to “All Files”

Att

W
N
1
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United States Bankruptcy Court - Illinois Central District

File Upload dialog box

File Upload m

Lok, jr: |lf}JDhnstu:un_WiIliam j = |=j€ E-

3 S Cased Makri
1
= -f'__*CESE#_MDtiUn.p: Select

My Recent T Case#_Motion_T

Cipen
Documents | (2] Cacep_petition T pin
"_'[' £ Johnston_wm_l Edit
Dezkiop " Corwvert bo Adobe POF

| Combine in Adobe Acrobat. ..

‘___) Scan For Yiruses. ..

ity Diesimeiis M MetWare Copy,..
Ej}g Open With »
e Send To r
ky Computer
Cuk
" Copy

My Metwork File name: |_[ Create Sharkouk ﬂ Open |
Places Delete
Filez of type: |_,. Rename - Cancel

Right-click the file name and choose ‘Open’ from the shortcut menu that appears.

Preview the list of creditors to make sure this is the correct file before uploading it into the system.

(Once added to the case, this is impossible to reverse and difficult to amend.)

Creditors displayed in Notepad text editor program

I Creditor, Matrix.txt - Notepad
File Edit Format ‘iew Help

IBarnes and Noble
1218 writers Bvld
Chesterfield, IL 65688

American Express Collections
17 Debtors Row
Carbondale, IL 99544

Mrs Fields Cookies
I151 Eaten Dr
Mansfield, N1 BBS7Y
Rolex Inc

22 Expensive St
Chicago, IL 85007

After previewing the Creditor Matrix file- Close Notepad by clicking on the red “X’.

(%)
S)
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File Upload dialog box (again)

Laok in: |_}Jnhn$tnn_WiIIiam ﬂ |‘j< v

Y T 03-70085_ClaimFarm, pdf
uﬁ [£] 03-70085_Matrix.txt
tp Recent T 03-70085_Mation, pdf
Documerts T 03-70085_Mation_To_avoid_Lien.pdf
Fr [£] 03-70085_Petition_MaticeCFElectronicFiling. pl

-,"; Johnston_Wm_Ch7volPetition. pdf
Deskiop

My Documents

=5,
Ay Computer
J

by Metwark File name:
Flaces

Open

Cahcel

i

Files of type:

Click ‘Open’

Load Creditor Information Screen
Bankruptcy « Adversary + Query + Reports « Utilities -« Logou

Load Creditor Information

Case nunber 03-70085

Enter name of file and click on Next

Browse

|N: YCM _ECF Class Files\Creditor Matrix.tx |

Example: c:'creditor.scn s
Mext Clear 2 . :
MNort]| - Clear] File path is filled in

Click “Next’

Number of Creditors Uploaded
Bankruptcy + Adversary + Query -+ Reports « Utilities + Logout ’,

Add Creditor(s)

Total Creditors Entered 4

If this count is correct- Click ‘Submit’




Creditors Receipt

Case Number |03-70085
|Total Creditors Added to Database |4

File & Proof Of Clawmn

Eeturn To Creditor Maintenance Mem
Return to the ‘Bankruptcy Events Screen by clicking on ‘Bankruptcy’ in the blue title bar




Step 3- Uploading the Statement of Social Security Numbers (Form B-21)

Bankruptcy Events Screen

Bankruptcy +  Adversary s+ Query

Bankiuptey Events

Cpen Banlaptey Case
Cpen Involuntary Case
Creditor IMamtenance. ..
JudzeTrustee Assignment
Plan

File Claims

Claim Actions
ObiectonEesponse to hMotions
Appeal
Motions/Applications
Motices

Miscellaneous Events
CaselTpload

Crder Upload

Click the ‘Miscellaneous Events’ hyperlink

Case number entry screen

Miscellaneous

Case Number

|03-7008S5 9612345, 1:99-hk-12345 or 1-.99-hk-12345

Mext | Clear |
Enter (or verify) the correct case number



Miscellaneous Events Selection Box
Bankruptcy +  Adversary + Query

Miscellaneous

03-70085 William Johnston and Mary Johnston

Statement of Intent -
Staterment of 35N

Staternent re: Mo Division

Stipulation

Suggestion of Death

Summary of Exhibit

Summary of Schedules

Yerification or Cerification b

[ext Clear

Choose Statement of SSN from list

Joint Attorney Option

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

Miscellaneous:
03-70085 William Johnston and Mary Johnston

I Jeint filing with other attornes(s)
MNext Clear

Click ‘Next’ leaving blank the option to joint file with another attorney

Party Selection Box

Bankruptcy + Adwversary + Query « Reports « Utilities « Logout

Miscellaneous:
03-70085 William Johnston and Mary Johnston

Select the Party:

AddiCreate Mew Party

Mext Clear

Choose the parties filing the statement of SSN (form B-21)




CM/ECF File Upload screen

Miscellaneous:

03-70085 William Johnston and Mary Johnston

04-7001

Select the pdf document (for example: CA19%w501-21 pdf).

Filename

| Browse...

Attachiments to Document: * Mo ¢ Tes

Mext Clear

Click ‘Browse’

Windows File Upload Screen
File Upload

R

Lok, it |_}Johnslon_WiIIiam j L] |‘=_“F Ea-

by Documents

.
<«
.

A 5
I Bz it
MyRecent |5 Johnstan_twm_Ch?valPetition, pdf
Documents l'%j Matris. bxt
75_ -,"; Motion. pdf
j"‘; Motion_Avoid_Lien.pdf
Desktop 7'_-. Order_AvoidLien,pdf
L/

Iy Canputer
J
My Network: File name: | j \ﬂl
Places
Files of type: |AII Files [*¥] j %

Navigate to the William Johnston Sub-folder inside the Attorney Files folder on the desktop.

Change the Flies of Type setting to ‘All Files’...




United States Bankruptcy Court - Illinois Central District

Windows File Upload Screen

File Upload

D

My Recent
Documents

¥
€,
Desktop
by Documents
Iy Camputer

-

Py M etwork,
Places

Lioak, in: | | Johrstan_illian

s e &k B

Select

2] Matrin.t o
Print

Z IMation.p
“EMation_,  5can for ¥iruses...
B order_s M MetiWare Copy..,

COpen with »

Send To 3

Cuk

Copy

Create Shortcut

Celete

Rename
File: mame: Properties ﬂ Tpen |
Files of type: | 8l Files =) = —

Right-click on the B21.pdf file and choose ‘Open’ from the shortcut menu

Preview in Adobe Acrobat

Sl T DL v LU

¥ open P N

& -1 D|E|G)91% - @

UL HUYdiLEd WUy P

(Pt (@ Email @ Search | ) | i select Text ~

v g Y I

Signatures \I Bookmarks

Layers

! Pages

@
=
o
5
e
o
L]

Form B 21 Official Form 21 (12/03)

FORM I1. STATEMENT OF S0OCIAL SECURITY NUMBER

[Caption as in Form 104.]

STATEMENT OF SOCIAL SECURITY NUMBER(S)

1 Wame of Debter (enter Last, First, Middle): Jolmston William A
(Check the appropriate box and, {f applicable, provide the required informarion. )

! /Debtor has a Soctal Secwnity Number and st 15: 111-11-1111
(If more than one, state all )
! /Debter does not have a Social Secunity Number,

2 Name of Jowt Debior (enter Last, First, Middle): Johnston, Marv, B
(Check the appropriate box and, if applicable, provide the reguired imformation. )

! {Toint Debtor has a Soctal Security Number and it is: 232-23-3322
(If more than one, state all.)
/! Toint Debier does not have a Social Secunty Number,

Close or minimize Adobe Acrobat after previewing the document

Attorney Training -39-
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Windows File Upload Screen

Look jn: |_}J0hnston_\n\-"illiam j [ ¥ EB-
Y o621 .pdf
6] & E21 .t

MyRecent  |5E ohnston_wm_Ch7volPetition, pdf
Documents | (F) patriy bt

'7:‘_ -,"; Mation. pdf
-f__q Motion_Awoid_Lien.pdf

Desktop -,"; Order_AvoidLien, pdf

\\.'

tp Documents

“"
4y Carmpuiter

.

3
My Metwork  File name: 621 pot | Open |
Flaces
Fiesofype:  [&llFiles [ =l Cancel

Then choose ‘Open’ from the Windows File Upload screen

-

CM/ECF File Upload Screen
EECF Bankruptcy + Adwversary + Query + Reports « Utilities « Logout

Miscellaneous:
04-700103-70085 William Johnston and Mary Johnston

Select the pdf document (for example: CA19%w501-21 pdf). Path to file on your
Filename Computer 1s filled

into ‘Browse’ box

|C:\.Docu.ments and Settings'ronald)De

Attachments to Document: # Mo ¢ Yes

Mext Clear

Click ‘Next’




Edit Docket Text Screen
Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout

Miscellaneous:
04-700193-70085 William Johnston and Mary Johnston

Docket Text: Modify as Appropriate.

Debtor's Statement of Social Security Number(s) || Filed
by Joint Debtor Mary Johmston , Debtor Williamn Johnston . (trainl, tramnl)

Mext Clear

Click “Next” without adding docket text

Final Review Screen

F

Miscellanenns:
047001 03-70085 William Johnston and Mary Johnston

Docket Text: Final Text

Debtor's Statement of Social Security Number(s) Filed by Joint Debtor Mary Johnston,
Debtor William Johnston. (trainl, traml)

Attention!! Submitting tlus sereen commits this transaction. You will have no further
opportuty to modify tlus subimssion if you continue.

Clear

Last chance to verify all entries- use the Back button to review settings if necessary or click
‘Bankruptcy’ and start over.




Notice of Electronic Filing

EE F Bankruptcy

Miscellaneous:
n4-7001 03-70085 William Johnston and Mary Johnston

»  Adversary + Query + Reports - + Logout

1I.8. Bankruptcy Court [Tram]
Central District of llmois [Train]
MNotice of Electronic Filing

The following transaction was recetved from trainl, tram] entered on 1/12/2004 at 2:51 P C5T and filed on 1/12/2004
Case Name: TWilham Tohnston and Wary Johnston

Case Number: 04-70011

Document Number: 2

Docket Text:
Debtor's Statement of Social Securty Mumber(s) Filed by Joint Debtor Mary JTohnston, Debtor Wilkiam Johnston. (framl,

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

Document description: Ifain D ecument

Original filename: C'\Documents and

Settings'ronald\Desktopl b ting ClassFilesINE olders\AttorneyFiles\Tolmston Willam\B2 1 pdf
Electronic document Stamp:

[STAMP bkectStamp ID=1056124888 [Date=1/12/2004] [FlelNwnber=4139-0]
a8a588dB0B589cdB6c30cc P25 284 085766406701 164836 215450261
ch492e8clbacaatl35a0406332817eTaalab 57 62fb 14 10b2bE535e6£31])

04-70011 Notice will be electronically mailed to:
04-70011 Notice will not be electronically mailed to:
tramnd traml

600 E Monroe St

Springfield, IL 62701

You may want to print or save the Notice of Electronic filing for your records (as
discussed in previous segments).



Step 4- Running the Automatic Judge/Trustee Assignment

The ‘Judge/Trustee Assignment’ is a feature that will assign the Judge & Trustee to the case or
cases just opened. If you are opening multiple cases, it is advisable to run this feature
only once at the end of all-case openings. This helps ensure (does not guarantee) that all
your new cases will have 341 meetings in the same timeframe (and thus one trip to the court).

Click Bankruptcy on the blue menu bar.

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

Banlkauptcy Events

Cpen Batloruptey Case
Dpen Involuntary Case
Creditor Maintenance. .
JudoeTrustee Assionment

Plan
File Claims

Claim Actions -
UbiectonBesponse to hotions In class, we will need to
Appeal take turns using this
Motions/Applications feature so-as to not
Hotices

e s St overload the server.

CaseTpload

Crder Upload
Click ‘Judge/Trustee Assignment’ from the Bankruptcy Events screen.

The resulting screen shows the 341 meeting details.
EECF Bankruptcy « Adversary + Query -+ Reports « Utilities + Logout ?

Thiz may take a few mnutes. . Please be patient. & confirmation screen will appear.

341 Judge And Trustee

Case Case Title | Chapter | 341 Meeting | Judge Name Trustee Name

First Ieeting of Creditors with 34 1{a)
meeting to be held on 12/01/2003 at

Whilliarm

3-70085 iﬁg";‘?’n 7 09:00 AM at Room 332, Ctem V, Lessen Larry Swartz Johnl.
J'ohnstc?? springfield, IL Ohjections for Discharge

due by 01/30/2004 (trainl, )

Choose ‘Bankruptcy’ from the blue menu bar to continue.

This completes the four-step process to create a new bankruptcy case using CM/ECF. Many of
you will likely enter all pertinent information into your bankruptcy petitioning software (using the
data-entry guidelines reviewed in class), and then create the new case using Case Upload or
Automatic (OneTouch) Case Upload. We will look at the CM/ECF Case Upload feature next.



Case Upload

Case Upload is a feature in CM/ECF, which allows Debtor Attorneys using a Bankruptcy
Petitioning Software Package to create case files in that ‘third party’ software and then ‘upload’
those cases into CM/ECF without retyping. This can save time and redundant data entry. For a
list of Bankruptcy Case Petitioning Software with compatible Case Upload features, see the
handout in the back of your folder.

The U.S. Bankruptcy Court does not endorse any supplier of petitioning software over another.
This list is for your convenience-only. See supplier Web sites for more information.

The U.S. Bankruptcy Court does not provide technical support for any of the petitioning software
packages. If you have difficulties, please contact your software supplier.

In most cases, your bankruptcy petition software creates the computer files necessary in
CM/ECF (E.g. Petition, Plan, Matrix, Etc.) these files are stored in a folder on your computer.
We will use files created in a common petitioning software to demonstrate CM/ECF Case
Upload functionality in the following steps.

Click on ‘Bankruptcy’ in the blue menu bar.

CM/ECF Main Menu
ZEC )
UE F Bankruptcy + Adversary + Query + Reports « Utilities +« Logout ?

Bankruptcy Events

Open Banloptey Case
Dpen Involuntary Case
Creditor Mantenance.
JudeeTrustee Assignment
Plan

File Clatms

Claim Actions
Obiection/Fesponse to hotions
Appeal
Motions/Applications
Motices

Mhscellanecus Events
Cazellpload Click ‘Case Upload from the
Order Tpload CM/ECF Main Menu

Click the *Case Upload’ link.




Case Upload Screen
Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Open New Bankruptcy Case

Enter the name of the case file
| Browse...
Example: c:Debtor.txt
Enter the name of the petition file |
. Browse...
Example: c:Petition.pdf
Enter the name of the matrix file | B
. . rowse...
Example: c:Creditor.txt
Enter the name of the Chapl3 Plan file |
Browse...
Example: c:Plan.pdf

o] | elees] Browse to the folder
containing the files created

while in your Petitioning
Software. Then click ‘Next’

Click the first ‘Browse...’” button

The necessary files have been saved to a subfolder named “Case Upload Test Data”, inside the
Attorney Files folder on your desktop. Navigate to that folder now & right-click the file named “

Windows File U

File Upload

load Screen

Laoak jn: |_) Caze UpLoad Test Data ﬂ = Iff( ‘
] By

\_ﬁ [Z] DebtorDan. Txt
My Recent  |[Z] Debtor?Pen. Txt
Documents E1 Debtor?Spr, Txk

9 [Z] Debtor13Dan. Txt

[Z] DebtoriaPea. Txt

Desktop [Z] Debtar13spr. Tt

=L Petition FOF

_,j L Plan.POF

My Documents

h!
My Computer
) |
ty Hebwork. File name: | ﬂ Open
Places

Files of type: |AII Files [%.7) j Cancel

Choose the down arrow next to the ‘Look in’ box and open the Attorney files folder...then open the
Case Upload Test Data sub-folder and change the “Files of Type setting to “All Files” as we have
done in the past.

Upload the appropriate files corresponding to the type of filing (Ch7 or 13) and city in which you
are attending training (Spr, Peo, or Dan). Be sure to right-click each file and preview before
uploading into CM/ECF. Each time you upload a file you will need to change the Files of Type
setting to “All Files”. After all necessary file paths appear in the Browse... boxes in the CM/ECF
Case Upload screen...Click Next.

(Follow the instructor).



United States Bankruptcy Court - [llinois Central District

G 9 B & @ ra.. | & cal. y
The Internet Credit Card Payment and Notice of Electronic Filing screens will appear just as

they did when we manually opened a case.

Attorney Training

Date Incmred Description Amount

2004-01-16 Chapter 7 WVoluntary Petition - case £ 205.00
d 123524 upload{04-20002) [caseupld, 1027u] ( 209 00) ’
T Total: §

209.00
Pay Mow Continue Filing

I L3
T filed on 1/16/2004
4
4
I
Docket Text:
Chapter 7 Voluntary Petfition, Schedules A-T & Statement of Financial Affairs Fee Amount § 209 filed by train] train on
hahalf aF Trcarh T Tactar Tiaclaration This W2IP0NA (il femin 1 b/l
5 =B= [Document: Done EE Iy P Eal v

{42 M.

_46 -

> [Wzn -
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Motion to Avoid Lien and Order (Debtor’s-Attorney)

Motion to Avoid Lien:

Bankruptcy Events Menu

Banlauptcy Events

Dpen Banlorupteoy Case
Dpen Involuntatry Case
Creditor hamtenance. .
JudoeTiistee A ssioniment
Flan

File Claumns

Cladtn A ctions
ChiechendFesponse to MWMohons
Appeal

ITMotonzsdf Applications
Idotices

Ifizcellanecus Ewvents

Casellpload
Oirder Tpload

From the Bankruptcy Events menu — click ‘Motions/Applications’

File a Motion Screen
Bankruptcy + Adversary + Query + Reports s Utilities s Logout

File a Motion

Case Number

||'33—7DDEES 0012345, 1001k 12345 or 1-99-bk 12345

Mext Clear

Enter the correct case number (the one you just created), and click ‘Next’



Motions Selection List

EE F Bankruptcy +  Adversary + OQuery + Re

File a Motion

03-70020 Test B Stith

Appoint Creditors Committee -
Appoint Trustee

Approval or Authority (CONTACT CLERK'S OFFICE PRIOR TO USIMNG)
Assign Claim

Assume/Reject

Axnid Lien

Borrow

Change of Yenue bt

Mext ‘ Clear |

Choose desired motion (Avoid Lien) from the list

Discussion on Multiple Reliefs:

In some instances, the attorney may choose more than one relief from the list box above (such
as Motion to Lift Stay & Adequate Protection for Creditor Attorneys) by holding down the ‘Ctrl’
key and clicking additional selections. This should be done sparingly. It is best to file single-part

motions if possible.

NOTE: Always file a Motion to Convert by itself...Always file
a Motion to Dismiss by itself.

Joint Attorney screen

[ ZECF

File a Motion:
03-70085 Wiliam Johnston and IMary Johnston

I Joant filing with other attorney(s).

Use this screen only if this is a joint
Next| — Clear filing with another attorney.

Click ‘Next’



Party Selection Screen
Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

File a Motion:
03-70085 William Johnston and Iary Johnston

Select the Party:

AddiCreate New FParty

Mext Clear

Choose the appropriate parties from the Party Selection List

To select multiple parties from the list, hold the ‘Ctr]” key down while clicking on each party
name...

Click ‘Next’

File Association Screen
Bankruptcy + Adversary + Query -+ Reports « Utilities + Logout

File a Motion:
03-70085 William Johnston and Iary Johnston

Select the pdf document (for example: C:A19%ew501-21 pdf).

Filename

| Browse...

Attachments to Document: = Mo ¢ Tes

Mext Clear

In the File Upload screen- click ‘Browse’



United States Bankruptcy Court - Illinois Central District

File Upload Screen

File Upload X

Lok i |b Johrston_william ﬂ = =k ER-
AN
2. £] oa-7o0Es_Matrix. bt
5 ZEIIIS-.'-"EIEIES_Mu:utiu:un_Tu:u_Avu:uid_Lien.deE
MyRecent | 03-70085_Mation, pdf
Documents Z Johnston_illiam_Ch7voluntaryPetition, pdf Storage
@ Location
Deskiop
',
My Documents File Type
Set to “‘All’
'E! File Name (Not HTML)
by Compriter

! A /
My Network  File name: |[13-70005_Mation_T o Md_Lien.pdf | Open |
Places
Files of type: |,.-:-.,|| Files [7.7) 4 ﬂ Cancel

Using the File Upload screen, navigate to the correct drive and folder. Locate the
correct file.

Windows File Upload Screen
File Lipload

Look. in: |E} Johnzton williarm ﬂ &= E‘fi v
_.2_ 2| 03-70DES_Matrisx. bxk
= 03 iS5 _Motion_To_awoid_Lien. pdf
319 Fecent =L 03-70085_Mation, pdF Select
acuments - -
- Z Johnston_william_Zh7WoluntaryPetitic B e Al 5
i | - :
g |_ Prink
Desktop Scan Far Wiruses. ..
'\, M MetWware Copy...

"J Open With [ 3

ty Documents
Send To [ 3

3! Cuk
by Computer Copy
Create Shortcuk

—

) Delete
: Rename
My Mebwark  File name: |03-70085_Mation_Tc
Places _ Properties
Files af tope: |,-'1'~|| Files [*.7] — Cancel
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Right-click the correct file and choose ‘Open’ from the shortcut menu.

Whoops! - Apparently this file was misnamed when it was converted or scanned. Close
this file and search again for the correct pdf to associate with this pleading. Hint- look at
Motion.pdf.

Adobe Acrobat Window

TR Fle  EQE View  Document  lools  Advanced  Window  Help -

2 open @ B et @ emal @) seaen | )| T seeeten - (@)

Q-0 OOess -e

=

Motion to Lift Stay

l Pages\l Layers\l Signatures \l Bookmarks

00P5

l Comments

|«

1 8.5x11in

Close this (incorrect) file.

Windows File Upload Screen

Laook in: | I Johnstan_william ﬂ &= &% Ef-
| ] 03-70085_Matrix kxt
\_wﬂ T 03-70085_Mation_To_Avoid_Lien.pdf
[Tl e S 02 70055 _Mation. pelg

Documents -,'__= Johnston_william_Ch Select

@ Open with Acrobat 6.0
Prink

Desktop
Scan For Viruses.,,,
,—f- M Metware Copy...
My Documents Open with »
- Send Ta 3
=
‘) Cuk
tp Computer
Copy
“:‘] Create Shortcut
] Delete
Py Metwork File name: 037 mename j Open |
Places
Files of type: AlF Properties - Cancel

Find the file named ‘Motion.pdf. Then right-click and choose ‘Open’ to preview that file.



Adobe Acrobat Window

TI| File Edit View Document Tools Advanced ‘Window Help =

0
x

%Open Bny | Print (3 Email %Search \",‘ :[:ﬂ Select Text - Z_.Jl

@ - ) DD e s - ®

35

Motion to Avoid Lien

" ach Bettef!

Signatures \l Bookmarks

Layers

l Pages

l Commerts

|<

A+ 8.5:x11in

After ensuring this is the correct file, close the Adobe Acrobat Window.

File Association Screen

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

File a Motion:

03-70020 Test B Smith

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

Filename

|nston_IJilliam". Motion Awvoid Lien. pd:d Browse...

Attachments to Document: ¢ Mo * Yes

Mext Clear

A separate pdf file should be created for supporting documents, such as a copy of the loan
agreement, title, etc. Click the ‘yes’ radio button if supporting documents are included.
Click ‘Next’



The following screen is displayed if attachments (supporting documents) are included.

File Attachment Screen
ZEC >
UE F Bankruptcy + Adversary + Query + Reports -« Utilities -+ Logout o_

Select one or more attachments.

1) Enter the pdf document that contams attachment (for example: Clappende pdf).

Filename

| Browse...

23 Select a document type andfor enter a description.

Tvpe Description
3y Add the flename to the list box below. If vou have more attachments, go back to Step 1. When the hst of filenames 15
:omplete, click on the ezt button.

AddtoList |

Remove from List |

Mext

Browse for the pdf file.

Select one or more attachments.

13 Enter the pdf document that containg attachment (for example: Chappendiz pdf).

Filename

|P thoherylh transferclm, 03-70005, ex4d, BIDWS

2y Select a document type andfor enter a description.

Type Description
| Exhibit | [ric1e

31 Add the filename to the List box below. If you have more attachments, go back to Step 1. When the bst of filenames iz
complete, chck on the Next button.

Piicheryltransfercim 03-7 0005, exd. pdf Add to List

Rermove from List |

MNext |

Select a type by using the arrow to the right of the “Type” field. Type a short description
of the pdf. Click *‘Add to List’. Once you’ve clicked “Add to List” the data in the
filename, type and description fields is removed allowing you to add more attachments.

Click ‘Next’



Bankruptcy +  Adversary + Query * Reports -+ Utilities + Logout ?

File a Motion:
03-70085 William Johnston and Mary Johnston

Docket Text: Modify as Appropriate.

P ~ | Motimgy to Aveid Lien with Relex Inc |

Filed by Joint Debtor Marylohnston , Debtor William Johnston Certificat®of Service
(traml, )

Mext Clear

You will normally

leave these boxes blank

Look at the choices in the drop-down box, and then leave it blank for this example. The textbox
after the company name will normally be left blank since there will be an associated document
that can be viewed if there are any questions about the entry.

Click ‘Next’

Docket Text Preview Screen

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

File a Motion:
D3-70020 Test B Stnith

Docket Text: Final Text

Motion to Avoid Lien Filed by Debtor Test B Smuth (Attachments: # (1) Exlubit Title)
(Narmnont, John)

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

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 ‘Document number’ will now be assigned.

Click [Next] to continue.



Notice of Electronic Filing

Bankruptcy L Adversary = Query

File a Motion:
03-T0020 Test B Snuth

U 8. Bankiuptey Cout [Train]
Central Distriet of MWinais [Train]
(Motice of Electronic Filing
The fallawnng transartion war receved from Marmont, John £ entered on 222004 at 135 PM CET and fled on 222004
Case Name: Test B Smath

Caze Number:

Diocnnent Number. 15

Thacket Text
Motion to Avoid Lien Fded by Debtor Test B Soith (Amachsnents: # (1) Exhibi Tnle) (Narmoer, Tohn)

The follownng d are d wnth thiz

Diocwment descraption: Man Document

Oviganal filename: P \Carduel]_reaf po

Flecoanie document Stamp:

[STAMP blecfStamp,_TD=1056124888 [Date=2/2/2004] [FleNumber=4366-0] [4
eSaedS50 1 T2het4 197416840 Fafb P a6 5addBT 5T 3594094400 S ce 3250 dbec 151215
Seati] S00Eadb-dctaiTecab i 7ed22f1c019474e 1 100aTe dcbdP30e5]]

Diacument deseriprion: Exhibe Tide

Oniginal flenmme: T lomathelm_ 70014 pdf

Electrome docmment Stamp:

[STAMF bieefStamp_TD=1056134888 [Date=2/2/2004] [Faetumber=4566-1] [
4Ba19Talb8e 336 24 6260aT 1B00/02F 6 51ab 357542441 c 55540 1. TRAIIBA 2T IL00
173337890586 331 T36M cd b 3ad 50 B0LS 0 1 c Pebee TIFFTca 16420])

0370020 Norice will be elecronically mailed ra:
3. 70020 Notice will uot be electromcally maled to:
John 5 Manmont

200 Brusie Lo
Sprngfield, IL 62702

Notice the document number of this Motion- we will associate an E-order to this Motion in
the following steps.

[Most Attorneys will want to print and/or save the Notice of Electronic Filing at this time.
Future access to this document can be made using PACER (for a fee).]



Uploading an Order

In some instances, you may be uploading the order corresponding to a filed motion. The
required format for orders has changed somewhat.

Please refer to the handout in the pouch of your blue folder with the heading:
“E-ORDERS” at this time.

We will now upload an order that corresponds to the Motion to Avoid Lien just filed. We
do this from the ‘Bankruptcy Menu'.

Click Bankruptcy now.

Bankruptcy Events Screen
= o
UEC F Bankruptcy + Adversary + Query + Reports s Utilities + Logout '?

Bankiruptcy Events

Open Batlruptey Case
Dpen Involuntary Case
Creditor Mantenance.
Judge/Trustee Assigmment
Plan

File Claims

Claim Actions
Dbiechon/Besponse to MMotons
Appeal
Motions{dpplicabons
Hotices

Whiscellaneous Events
CaseTpload

Drder Upload

Click ‘Order Upload’

Bankruptcy +  Adversary « Query

Order Upload for Bankruptcy

Tpload Single
Upload SuaSponte

Click “Upload Single’



Order Upload Screen

Bankruptcy + Adversary + Query -« Reports

+ Utilities + Logout
Upload a Single Order

Case Number |03-70085| Examples: 99-123435, 1:99-bk 12345 or 1-99bk 12345

Moxt| oot \ J

These numbers are guides to
help the user know what
format the numbers can take.
(e.g. include spaces or not)

Type in The correct case number (if not there already) and click ‘Next’.

Relate this Order to document number

EE F Bankruptcy + Adversary + Query + Reports s Utilities s Logout
Upload a Single Order

03-70085 Williarn JTehnsten and Mary Tohnston Leave Document Number blank at this time.

Related Document Numhber

Enter the document mamber of the related matter for which the order is being submitted.

Mote: If you don't know the related document number, click on Next to continue.

Mext Clear

Leave the related document number blank and Click ‘Next’.




Related Documents Screen

Upload a Single Order

Select the category to which your event relates:

court ~
crditcrd
crintc

misc

order

plan

trustee

utility hat

Filed | to |

Docunents to
Mext Clear

Select ‘motion’ and Click ‘Next’

Select the Appropriate Event which the Order Relates

Bankruptcy + Adversary + Query + Reports -+ Utilities

Upload a Single Order

Seleci the apprapriate evert(s) to whickh your event relaies:

[ 01/28/2004 12 Applcation for Compensation . Filed by (court, thur)

[ 02/02/2004 14 Nlotion to Awoid Lien Filed by Debtor Test B Smuth (Attachments: # (1) Extubat
Title) (Marmont, Tohn)

W 020272004 15 Wlotion to Awoid Lien Filed by Debtor Test B Smuth (Attachments: # (1) Extubat

Title) (Marmont, Tohn)
Mext Clear

Select the document which the motion relates
Click ‘Next’

Logout



Order Type/Hearing Date

Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Upload a Single Order

Case Number: 03-70088
Case Name: Charles Prince
Related Docwnent Number: 5

Related Docwment Description: Mdotion to Avoid Lien Since we don’t know
the Order Type yet
Order Type Other - >
M | -l select ‘Other’ and leave
Hearing Date Examgples: 03192002 o 03/19/02 the hearing date blank
File to Upload |

Note: 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 Cowier, Helvetica, or Times New Roman font (regular,
bold, italic, and bold italic). If you use Adobe Acrobat Wiiter version 5, your orders should be prepared usmg the
Arial, Cowrter, or Times New Roman font (regular, bold, italic, and bold italic). Other fonts will not process correctl;
through the cowrt’s noticmg center.

Attention!! Submatting tlus screen cominits tlas transaction. You will have no further opportwuty to modify this
submission if you continue.

Meut Clear

In the Order Type selection box- Choose ‘Other’, and then click ‘Browse’

Windows File U

File Upload

load screen

Look in: | [£5) CM_ECF_Class_Files | o« & ek E-
=| P.ttn'y' In-class Exercises,doc @ilchterGuide.doc
I_a:} P.ttnchreenShots.doc InterestedTrainingAssistants.doc
My Recent | BANKSEAL bmp = InwaluntaryPetition, pdf
Documents ) ganksEAL P B List of Trairing Modules.dac
B BANKSEAL. wpg .f__n Motion. pdf
[*4 BanksealFlip, EMP T MoticeofobjectionToClaim, pdf
Desktop @Beforeﬁ.ddingParties. wapd @ OnlineRegistrationProcedures, doc
-'f_~ Copy of E-Orders W2,0_Users_Guide,pdf 1 Crder,pd select
'_,_] CoverPage ot 7’; OrderZon
My t @] creditar Matrix Specs.dac T petition s 9pen with Acrobat 8.0
¥ SOBUMENE G Creditor Matrix doc T petitionpe  Print
N [£] creditar Matrix.bxt T PetitionPc —
@._!-' ,ﬂ ecftle, gif -',"_= ProofofC]
iy et @edited standards For crnecf . wpd @SD_II_DB_ M Netiware Copy...
- . = .
- E-Orders W2,0_Users_Guide, pdf m Streaming Open With R
. <
‘r!] Send To 3
-
My Metwork,  File name; |Drder. pdf Cut
Places
Files of type: |AII Files %7
d
submniss . .
Navigate to the storage location for the
Mext . . . .
Order and right-click the file to preview.




United States Bankruptcy Court - Illinois Central District

Order Preview in Adobe Acrobat Window

1 | I =2 A A

U.S. BANKRUPTCY COURT
Central District of Tllinois

InRe: Motion to Aviod Lien Caze No. #F #5555

Debtor(s) =vz

ORDER

The Motion te Aveid Lien of Rolex, Inc. filed by Debtoron_DATE | is granted.

Tha liam 35 4 manmarsassam: mammrraboss msaness liae flhot dmmmmies #he dahdae=%

See handout for proper

formatting of E-orders.

After previewing the document- close Adobe Acrobat (or click the second ‘X’ to close

this file-only and then minimize Adobe Acrobat).

Windows File Upload Screen

File Upload

Look in: | (3 CM_ECF_Class_Files | e & E-
1 @Attny In-class Exercises.doc ichSterGuide.doc
! @ AtknyScreenshats, doc InterestedTrainingAssistants Jdoc
My Recent | BAKKSEAL.bmp  InvoluntaryPetition. pdf
Documents 6] ganksEALPCH [ List of Trairing Modules.dac
T BAMKSEAL.wpa . Mation.pdf
[ BanksealFlip, BMP “E MaticeOfObjectionTolaim, pdf
Desktop @ BeforeAddingParties. wpd OnlineRegistrationProcedures Jdoc
. -',"_= Copy of E-Orders ¥Z2,0_Users_Guide,pdf
J CoverPage.doc -',"; OrderConfirmingPlan, pdf
Wi D ] @Creditor Matrix Specs.doc -f'_qutition Software, pdf
e @Creditor Matrix, doc ZPetitionPgl .pdf
. [Z] Creditor Matrix.bxt  PetitionPg2, pdf
jll‘g c] ecftle.gif -',"; ProofOfClaim, pdf
iy Clammutien @ edited standards For cmecf.wpd So_II_DB_Iogins.doc
-,"; E-Crders W2.0_Users_Guide, pdf E] Streaming_Media_Testimonial_for_ECF.t:
L < | >
My Metwark  File name: |Drder. paf j Open |
Places
Files of type: |AII Files [*.%] j Cancel
Click Open
Attorney Training - 60 -
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The pathway to the file (Order) is entered into the ‘Browse’ text box.

CM/ECF File Upload Screen

+  Adversary ¢+ Query + Reports « Utilities + Logout

Related Document Number: 5

Related Document Deseription: Iotion to Avoid Lien Useful information

Order Type | | about font settings in
; PDF files.
Hearing Date Examples: 03/19/2002 or 03/19/02

File to Upload [M:4CH_ECF_Class Files\oOrder.pds

Note: 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 New Roman font (regular,
bold, italic, and bold italic). If you use Adobe Acrobat Writer version 5, 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 cowt’s noticing center.

Attention!! Submitting this screen corminits this transaction. You will have no further opportumty to modify tlus
submission if you continue.

Mext Clear

Click ‘Next’

Order Upload Confirmation Screen
Bankruptcy + Adversary + Query -+ Reports « Utilities + Logout

Upload a Single Order
The new pdf file 13 .pdf was uploaded successfully on 11/6/2003 -- 4:45 PM

Order Type other

Case Number: 03-70085

Case Name: William Johnston and WMary Johnston
Related Document Number: 5

Related Document Description: Ilohon to Aveid Lien
Hearmg Date: 11/20/2003

Do it agait




Motion for Relief from Stay (Creditor’s Attorney)

Motion for Relief from Stay:

Bankruptcy Events Menu

Bankiuptcy Events

Open Bankruptey Case

Open Involuntary Case
Creditor Mantenance. .
Tudze/Trustee Assignment
Plan

File Claims

Clatn Actions
DbjectionFesponse to Motons
Appeal
Motions/pplications
Notices

Miscellanzous Events
Caselpload

Order Tpload

Click ‘“Motions/Applications’ from the Bankruptcy Events Menu




File a Motion Screen

File a Motion

Case Number

|03-70085 9912345, 199 bk-12345 or 1-99-bk-12345

M Clear

Enter the correct case number (the one you just created), and click ‘Next’

Motions Selection List

File a Motion

03-70020 Test B Stith

Relief fram Co-Debtar Stay

‘Relief fram Stay (Fee)

Relief frorn Stay (Mo Fee)

Remand

Remove Debtor as Debtor in Possession

Reopen Case (Feg)

Reopen Case (Mo Feg)

Request for Discharge Order het

Mext Clear

Choose desired motion (Relief from Stay (Fee)) from the list

Discussion on Multiple Reliefs:

In some instances, an attorney may choose more than one relief from the list box above (such as
Motion for Relief from Stay and for Adequate Protection) by holding down the ‘Ctrl” key and
clicking additional selections. This should be done sparingly. It is best to file single-part
motions if possible. NOTE: Always file Motion to Convert by itself. Always file Motion to
dismiss by itself.




Joint Attorney Screen

> C
E F Bankruptcy Adversary +  Query

File a Motion:
013-70085 Robert O Britz

Use this screen only if this is a joint filing
[ Joint filing with other attorneyis). with another attorney.

Mesxt Clear

Click ‘Next’

Party Selection Screen

»
E ‘ F Bankruptcy Adversary +  Query » Reports . Utilities

File a Motion:
03-70085 Robert O Britz

Select the Party:

American Express, [Creditor] AddiCreate Mew Party
Britz, Robert O [Debtor]

Gragula, Nancy J [U.S. Trustee]
Pogge, Mariann [Trustee]

If the creditor you represent is not listed for this case,
Click Add/Create new Party.

Mesxt Clear

To select multiple parties from the list, hold the ‘Ctrl’ key down while clicking on each party

name. We will be filing on behalf of Prairie State Bank. If this choice does not appear in the list
of parties, click on “Add/Create New Party” and add them to the list as follows:



§earch for a Party Screen

-2
[y CF Bankruptcy L Adversary + (uery « Reports «  Utilites +  Logout

for a party
S8 TaxId

lusiness name |[Praicie Zvace|

h | Clear

Type Last Name or Creditor Name in the Last/Business name search box
Click *Search’

Search for Party Screen

> C
E F Bankruptcy Adversary

Search for a party

SSN || Tax Id
Last/Business name
Search | Clear

Party search results

No person found.

Create new party |

Choose the appropriate party from Party search results. If no person found is returned
after search...
Click ‘Create new party’



Party Information Screen

»
E ‘ F Bankruptcy Adversary Reports

Party Information
Last name |Prairie State Bank and Tr Fost name |
Middle name ’— Generation I— Title ’7
SSN [ amiizd TaxID [
Office | Address 1 |901 Durkin Dr
Address2 | Address 3 |
City ’m State IT Zip W
County | | Country li
FPhone Fax |
F-mail |
ProSe |no - Role |Craditor (crer) |
Party text |
Submit | Cancel | Clear|

Complete Party Information. Type creditor name and address using CM/ECF data entry
standards. A valid postal address must be added for new parties.
Party Role must be completed with role of added party, for instance Creditor.

Click ‘Submit’



Select Party Screen

»
E Bankruptcy Adversary

File a Motion:
03-70085 Robert O Britz

Select the Party:

AddiCreate Mew Party

Britz, Robert O [Debtor]
Gragula, Nancy J [U.5. Trustee]
Pogge, Mariann [Trustes]

Mesxt Clear

Choose the appropriate party from the Party Selection List

When a new party is added, the party selection screen displays to include added party. To select
multiple parties from the list, hold the ‘Ctr]’ key down while clicking on each party name.
Click ‘Next’

> C
E F Bankruptcy Adversary +  Query Reports * Utilities

File a Motion:
013-70085 Robert O Britz

The following attorneyiparty associatons do not exst for this case.
Pleasze check which associations should be created for this case:

Verity the party
v Prame State Bank and Trust, {crer) represented by trand, trams {aty) — attorney link.

Mext Clear

Party/Attorney Association Link Screen
Click “Next’



File Association Screen

»
E ‘ F Bankruptcy Adversary

File a Motion:
03-70085 Robert O Britz

=elect the pdf document (for example: CA199cwa01-21 pdf).

Filename

| Browse...

Attachments to Document: * Mo ¢ Tes

Mesxt Clear

Place check in box to show link between creditor and attorney filing the motion.
In the File Upload screen - click ‘Browse’

File Upload Screen

Look in: | \2) Prainie State Bank and Trust ﬂ L] |‘=j‘ EE-
Y | 03-70065_Mation_Relief_Stay.pdg
i :a Select
My Recent Open with Acrobak 6.0
Documnents
- Prink
F
Lﬁ Scan For Wiruses, ..
Desktop
N MetWare Copy...
_J Cpen With »
My D ocuments Send To 4
- Cuk
|
!!_. Copy
My Computer Create Shorbcut
Delete
‘..-_‘] Renarne
> P Li
My Metwork — File name: 03-70065_totioy_ Properties _|
Flaces
Files of type: |40 Files ) -l Cancel

Navigate to the appropriate .pdf file to upload. Our in-class example uses a file in the
Prairie State Bank subfolder inside the Attorney Files folder on your desktop.

After locating the correct file, right click and choose ‘Open....” from the shortcut menu to
preview the actual document about to be uploaded.



United States Bankruptcy Court - Illinois Central District

Motion for Relief From Stay Preview in Adobe Acrobat Window

m — [

X cpen @ [H (= Pt (B Email @) Search | M | T seect Text + @]

Q- 00Oesx -e r g G F T

A

Motion for Relief From Stay
Prairie State Bank and Trust (Creditor)
Robert O. Britz (Debtor) i
BK Case # 03-70085

Layers\q Signatures\q Bookmarks

ges

After ensuring this is the correct file, right click open to fill in the browse: location of the file.
Close the Adobe Acrobat Window. Click ‘Next’

Windows File Upload Screen

File Upload

Look in: |Lﬂ Prairie State Bank and Trust ﬂ L] 5 B~

E 03-70065_Motion_Relief_Stay,pdf

My Recent
Documnents

=
[
Desktop

My Documents
by Computer
ey Metwork File name: |03-?DDEE_Motion_FieIief_Sta_l,l. pdf j Open |

Flaces
Files of type: |AII Files [*.7) ﬂ Cancel

...Click ‘Open’ from the File Upload screen.
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CM/ECEF File Upload Screen

| EE F Bankruptcy + Adversary e« Query

File a Motion:
03-70085 Robert O Britz

Utilities + Logout

+ Reports

Select the pdf document (for example: CA199¢cw501-21 pdf).

Filename
|C:iDocuments and SettingsironaldiDe | Brows

Attachments to Document: * Mo © Tes

Mext Clear

Click “Next’ to upload a copy of the file into CM/ECF.

Fee Amount prompt screen

> C
E F Bankruptcy Adversary

File a Motion:
013-70085 Robert O Britz

Fee: §150

Fee information is provided. Click ‘Next’




Look at the choices in the drop down box, and then leave it blank for this example. This
drop down box will normally not be used. The text box after the creditor name will
normally be left blank since there will be an associated document that can be viewed for
more information but can be used.

Modify Docket Text Screen

) C
E F Bankruptcy Adversary e Query =« Reports . utilities .

“ile a Motion:
03-70085 Robert O Btz

Docket Text: Modify as Appropriate.

“ ~ | Motion for Relief from Stay | Filed by Creditor Pranie State Bank

and Trast (tram8, train8)

et Clear

Click ‘Next’

Docket Text Preview Screen

Bankruptcy Adversary

File a Motion:
03-70085 Eobert © Btz

Docket Text: Final Text
Motion for Relief from Stay Filed by Creditor Pramie State Bank and Trust (a8, train8)

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

Clear

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 this 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 ‘Document number’ will now be assigned.

Click “Next’ to continue.



United States Bankruptcy Court - Illinois Central District

Electronic Payment Prompt

. Electronic Payment - Netscape

Sumimmary of cmrent charges:

Date Incured Desciiption Amount
2004-01-30 10:59:43 %‘iﬁ‘;i&;ﬁﬁ;ﬁ%ﬂmm00853' $ 150.00
2004-01-30 11:03:35 %‘iﬁ‘;i&;ﬁﬁ;ﬁ%ﬂmm00853' £ 150.00
2004-01-20 13-30:59 Iotion for Eelief From Stay(03-70085) £ 150.00

[motton, melfsty] ( 150.00)

Total: § 450.00

Fay Mow Continue Filing

Choose to Pay Now if you are finished filing or Choose Continue Filing to complete all
docket transactions prior to paying for the Motion for Relief from Stay.
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Notice of Electronic Filing

> C
E F Bankruptcy Adversary +  Query Reports * Utilities

File a Motion:
013-70085 Robert O Britz

U.5. Banlauptcy Cowt [Train]
Central District of Illineis [Tram]
Motice of Electronic Filing

The following transaction was recerved from tramd, tran® entered on 1/30/2004 at 1:30 PI C5T and filed on 1/30/2004
Case Name: Robert O Entz
Case Number: 03-70085

Document Nummber: 4

Docket Text:
Ilotion for Relief from Stay Filed by Creditor Praine State Bank and Trust (tram®, tran)

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

Document description: Man Document

Oniginal filename: C\Documents and Settingsiteresally Documents\02-70085 Motion Relief Stay pdf pdf
Flectronic document Stamp:

[STAWE bkecfStamp TD=1056124838 [Date=1/30/2004] [FileMumber=4281-0] [

9226 2bel47fd5404e0c6 968582956 38b 55550562 1465f0d5%ecE3438fd0bc05balds
bdfladal2ecict1alz3ae5312144072d6d133b Sabfee 157055ecf16300]]

Fum O WT Gt 1 1 1 = n CL T

;[% ={= Diocument; Done
Take note of the document number on this page. It will be useful when filing an e-order.
[Most Attorneys will want to print and/or save the Notice of Electronic Filing at this time.

This would correspond to a file stamp for your document. Future access to this document
can be made using PACER (for a fee).]

See the section in this documentation regarding Uploading an Order.



Proofs of Claim (Creditor’s Attorney)

There is a “Fillable pdf” claim form on our Web site you can use to prepare the claim. (We may
have done this in the Morning Session).

The following instructions pertain to using that form:

Click on fillable pdf court form (http://www.ilcb.uscourts.gov/forms/claim.pdf).
Complete all fields. IMPORTANT! Remember to sign the document as /s/ signor’s
name

Click on the “Save a copy of the file” icon in the Adobe Acrobat menu bar. The “save a
copy” window appears.

Change the “Save in:” filed to the folder you wish to save the pdf file in.

Name your pdf file in the “File name” field.

Verify that Adobe PDF Files (*.pdf) is selected in the “Save as type.” field.

Click on the Save button

When a proof of claim is filed in CM/ECF, one must first locate the creditor by searching the list
of creditors associated with that case, and then entering the corresponding claim.

See below:

Search for appropriate creditor. Verify that the creditor’'s address is the same.

If creditor is not listed or listed at a different address: add creditor

If you are representing the creditor and would like notices sent to you rather than the
creditor, enter claimant as follows:

Claimant
c/o attorney
Attorney’s address

If you are representing the creditor and would like notices sent to BOTH you and the
creditor, enter claimant as follows, -AND- file a Notice of Appearance and Request for
Notice on behalf of the creditor.

Claimant
Address of Claimant

The Creditor will usually already be a party to the case and appear in the selection box.
In the following exercise, the creditor is already a party to the case.



Click on ‘Bankruptcy’

Bankruptcy Events Menu

Bankruptcy + Adversary

Bankiuptcy Events

Cpen Bankruptey Case
Coen Involuntary Case
Creditor Mantenance.
JudeeiTrustee Assignment
Plan

File Claims

Claim & ctions
Chiection/Besponse to Motions
Appeal
Motons/Applications
Motices

Ifiscellane ous Ewvents
CaseTpload

Order Upload

Click on the “File Claims’ hyperlink

Search for Creditor Screen

Search for Creditor

Case Mumber |03—7012 1

Watne of creditor |

Type of crediter | Creditor |

Mext Clear

Enter the correct case number. Leave the “Name of creditor” text box blank. Leave the ‘Type of
Creditor’ set to “Creditor”
Click “Next’



Select a Creditor Screen
Bankruptcy

Adversary + Query + Reports + Utilities + Logout

Select a Creditor for Claim

Cage 03-70121: Mark Srith and Mary Sroth
|508 - Rolex Inc - 22 Expensive 5t Chicagn, IL 85007 |

Add Creditor

Mext Clear

Choose the correct Creditor from the drop-down box and click ‘Next’

Note: If the Creditor does not appear in the drop-down list, or if the Creditor’s address
information needs to be modified, click the “Add Creditor” link and enter Creditor
information as described on page 63.

Proof of Claim Information Screen

Bankruptcy . Utilities  «

Adversary + Query -«

Reports  « Logout

486 - Rolex Inc
22 Expensive St
Chicago, IL 85007

Case Mumber: Claim N Amends Claim #: Duplicates Claim #: ed By
03-70118 aum e Creditor =
: Last Date To Date Filed: l—_l
Last Date To File: e lm Late: | Mo Status:
| Amount Claimed
Tnsecured Secured Priority Unknown Taotal (Display Only)
| |[16000.00 | [ |[16000.00
| Amomnt Afiowed
TThzecured Secured Prionty Tlenown Total (Dizplay Only)
|Description: ||
|Remarks: ||

Mext Clear

Fill in the Claims Information Screen following court guidelines. In our example, we are claiming a
$16,000 claim secured by the Rolex Watch in question. Complete the screen as shown above and
click “Next’

If the claim is being filed by someone other than the creditor, change the ‘Filed By:’ to the
appropriate person type.



CM/ECF File Upload Screen
| SECF

Case 03-70121
Select the pdf document for example: CA199cw501-21 pdf).

Filename

Attachments to Document: * Mo ¢ Yes

Mext | Clear

Click the ‘Browse’ button

Navigate to the file storage location for the appropriate Proof of Claim form
Windows File Upload Screen (Your screen may look slightly different)

)X

File Upload

Look ir: | ) Smith_Mark | cx E-
5 l_j; ty Recent Documents
9 [ Desktop
S, =
My D t
ky Recent o M'I'J Cu:u:umten ®
Documents -J v LOMmpLLer
— i 332 Floppy (&)
I < Local Disk (2]
{2y Audia CO (D))
e L, CD Drive [E:]

=)

My Diocuments

S Sys on 'lichs ()

% Sys on 'lichpd’ (G2

52 Sz on lchdd' [H)

_'ﬁ Financ™1 on Ticbs54Sys' [M:]

_"“ﬁ Fionald on 'llcbs54S et sers’ [M:]
Iy CM_ECF_Classz_Files

i ) Aty
My Computer () DebtorsttrwT raining
_ 1) Ron_Hapward{atiny)
t;] (575 mith_t ark,

Navigate to the correct storage location. Our in-class file is located in the Smith Mark
sub-folder inside the Attorney Files folder on your desktop.




United States Bankruptcy Court - Illinois Central District

Windows File Upload Screen
File Upload

Look jri | (9 Smith_Mark | e ®merE-

2 & NOEF. bl
! Z Smith_Mark_Chap?¥alp. pdf

My Recent % Smith_Mark_Chap?valp.wpd

(X)

Documents /=) ¢ Mark_Matrix. bt
F[' T ProaFOFClaim, pdf
Desklop

L9

ty Documents

- |
;ij Metwark Interface Plugin [*.nip) B
cl FutureS plazh movie [*.2pl]
by Computer tacromedia Flash mawvie [7.swf) =
TIFF image file [.tif,".tiff]

e TGEA image file [* targa,” tga)
/ SGI image file [*. =0, rgb)
QuickTime Image File [*.qtif,". qti)

by Mebwark — Fil ; PMG image file [*.png] m
'l"||:||a,:ES 1= fame PICT image file [ pict,” pic.”. pct) b
Files of type: |40l Files %) | Cancel

Make sure to change the ‘Files of Type’ to *‘All Files’ (otherwise the folder may appear empty).

Windows File Upload Screen

Back

w‘ " Bookmarks

Dutside_CME (]

51 wihat's Related

_ProofOfcClaim. pdg

Select

&

Bdﬁciﬁ;i?; Open with Acrobat 6.0
Case 03-70121 T .
Zelect the pdf do Scan for Yiruses., ..
; Desklop
Filename N Metiware Copy...
H:4CH _ECF_Clgf Open With 3
Attachiments to Il Zend To 4
Cuk
Copy

Create Shorkcut

Mext | Clear

Delete
Rename

by Network. File name: Rolex Properties j Open |
Places
Flesoftype: |4l Files ) | Caricel

Right-click the Proof of Claim form and choose ‘Open’ from the shortcut menu

= =

oy =
& ¥ v
2 =1

= o

g =1

5
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Document Preview in Adobe Acrobat
D open P |H o print (B Email @) Search |\‘_'5'| @ seect 1et ~ [

& -Lodess - LU - B g

FORM BLO (Offeizl Fomm 103 (12/03)

United States Bankruptcy Court  Central District of lllinois PROOF OF CLAIM
MName of Debtor Casa Numbear
Mark Smith, Susan Smith 04-99999

MOTE: This fom should notbe usad tb make a ciaim for an administatve expenss ansing afer the commencem ent of the
case A “request for payment of an admirisrative expansa may ba fled purmiant b 11 US.C. § 803,

Name of Creditor {The parson or other entity o whom the debtor owes

mony or proparty): 0O Chack baox if you ars awars that
. anyonealse has filed a proof of

Rolex, ||"|C._ claim ralating to your claim.

22 Expensive St Aftach copy of statement

Chicaon || ARRRONT giving particulars.

MName and address wheare nofices should be sant: 0 Check bax if you have never

racaived any notces from the
Same banknuplcy court in this casa.

O Chack box if the addmss
diffars from the address on the
envebpe sent to you by the

l Pages\l Layers i Signatures \i Bookmarks

Talephana number: 355-555-5555 cou. This spacs Is for C ourt Uss Only
% Account or other number by which creditor identifies debtor: Check hare D replacas
z 9009399999 ifthisclaim . apreviously fied caim, dated:
E
S 1. Basis for Claim 0 Retiree benefits as defined in 11 U.S.C. § 1114(a)
O Goods sold 0O Wages, salaries, and compensation (Fill cut be low)
EEEE | .
et or = Last four digits of 8S4#:

A 8.5x1lin

1012 K U [H] H
After previewing the document to make sure it is the correct file and legible,
Close Adobe Acrobat (or just close this individual file and minimize Adobe Acrobat).

You are returned to the Windows File Upload screen where your will click ‘Open’ to place the file
path into CM/ECF

Windows File Upload Screen

File Upload ]

Loak jr: |_} Srnith_Mark. ﬂ = = B3l

& NOEF. bl
T_—» Smith_Mark_Chap?yolp. pdf
My Recent @Smith_Mark_Chap?Volp.wpd

&

Documents | =) spith_mark_Matrix bt
i £ 1: gulu] gl L .:||r|'|.|:u:|F
Desktop

My Documents

My Computer

-

-
MyMNetwork  File name: [PraofOfClsim pdf | Open |
Flaces
Files of type: |AII Files (7] ﬂ Cancel

o -

Click ‘Open’



You are returned to the CM/ECF File Upload screen. The file path has been filled into the File
Name text box.

CM/ECEF File Upload Screen (Your screen may differ slightly)
| EECF Bankruptcy + Adversary « Query + Reports « Utilities « Logout ?

Case 03-70121

Zelect the pdf document for example: CA129cw301-21 pdf). File path filled in
Filename

‘
[N:WCH_ECF_Class_FileshAtty\Creditor Browse..

Attachmell Attachments to Document: © Mo & Yeg Change “Attachments” to Yes
| if you have supporting
| Next | Clear | documents, such as title, loan
application, etc.
Click Next (See Revised General Order A

copy is on our Web site.)

Attachments Upload Screen

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

Select one or more attachments.
Case 03-T0121

13 Enter the pdf document that containg attachment {for example: Clappendiz pdf).

Filename

2 Select a document type andfor enter a description.

Type Description

30 Add the filename to the list boxz below. If you have more attachments, go back to Step 1. When the lst of filenames is
complete, click on the MNesxt button.

Add ta List

Remuove from List |

Mext

Browse to the file location for the first supporting attachment
(Rolex subfolder in the Attorney Files folder on your desktop).



United States Bankruptcy Court - Illinois Central District

Windows File Upload Screen

File Upload

D

by Recent
Documents

Desktop

=7

My Documents

8

My Carnputer

-

My M etwark,
Places

Look in: | ) Ralex

R = i

)
(]

Z e-ordersample. pdf
g Exchibitl . pog
T Exchibitz pe
PR e ith Acrabat 5.0
I Rolex_Proc print

Select

Scan for Viruses..,
N Met\Ware Copy...

Open With

Send To

Cuk
Copy

Create Shortcut

Delete
Renarne

File name:
Properties

Filez of tppe: _175 FilEsT™

-]
]

Open |
Cancel

Rigﬁt:ncliéi(molh the file “Exhibit1’ and choose “Open” from the shortcut menu

Document Preview in Adobe Acrobat

7: File Edit View Document Tools Advanced Window Help

}Open @ M

& -00

E|G)91% - ®

(= Prirt Gh_l Emsil i Search

\\_rH [ select Tent - @'

» U Y FE

H ! Layers\q Signatures \q Bookmarks

Exhibit #1

Scanned Image of Bill of Sale for Rolex Watch
Supporting documentation for Proof of Claim in Mark &
Susan Smith Bankruptcy - Case # 03-70121

Verify it is the correct file, then close file and minimize Adobe Acrobat
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Winfl'ows Fle U“E_loadicreep_r

File Upload

Look jr: | (=) Johnston_william

x| & ® ek E-

Y T B21.pdf
(€] B21.rtf
MyRecent | SREAIEENNG
Documents |2 E itz pef
Fr -,"; Johnstan_wrm_ChvalPetition, pdf
[] Matrise bt
Desktap T Mation. pdf

-'f_~ IMotion_Mwoid_Lien.pdf
-,'_; Crder_AwoidLien. pdf

\J

My Documents

-
ty Compuiter
«
.
My Metwork  File name: [E shibit1 o = Open |
Places
Files of bype: | 8l Files %) | Cancel

Choose ‘Open’ from the Windows File Upload window

CM/ECF Attachments Window

13 Enter the pdf document that containz attachment (for example: Clappend pdf).

Filename

|C:‘\Docu.ments and Settings'ronaldiDe Browse...

20 Select a document type andfor enter a descnption.

Type Description

| Exhibit

>| |Bill of sale

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

Add to List

Remuove from List |

Mext

Choose the appropriate “Type’ of Attachment from the drop-down list and/or type a brief
description of the document as shown above. (Exhibit...Bill of Sale)

Click ‘Add to List’

Click ‘Next’



CM/ECF Attachments Window

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

13 Enter the pdf decument that containg attachment (for example: Clappendiz pdf).
Filename

| Browse...

27 Select a document type andfor enter a description.

Type Descrption

30 Add the filename to the list box below, If vou have more attachments, go back to Step 1. When the list of filenames 1z
complete, click on the Iext button.

ChDocuments and Settings\ronald\DesktoptAttormeyFiles\Rolex\Exhibit1. pdf Add 1o List

Rernove from List |

Mext

Additional Attachments can be added following the same method.
(See discussion on file size limitation on next page)

When all necessary documents are attached- Click ‘Next

File Specifications and Size Limitations:

CM/ECF uses ‘Portable Document Format (pdf) for electronic filing of all case pleadings (with the
exception of the ‘Creditor Matrix’, which uses a text file (“.txt’). Certain reasonable size limitations
exist for the files uploaded into CM/ECF.

All file sizes (documents and attachments) cannot exceed 2 MB or 50 pages in size. For larger
files (such as Exhibits) - it may be necessary to break-apart the file into pieces and attach them
separately. Attorneys should also attach only those pages pertinent to the motion or pleading
(and retain the original documents to be made available upon request.)

(For more information on this and other important considerations- see the copy of the ‘General Order
Authorizing Electronic Case Filing” included in the back pouch of your class folder).



Notice of Electronic Filing
EECF Bankruptcy + Adversary + Query + Reports « Utilities

1.8, Bankruptey Court [Tram]
Central District of Illinois [Tram]
Matice of Electronic Claims Filing
The following transachon was recerved from court, rhay on 11/21/2003 at 2:28 PWI CET

Case Name: Ifark Srmith

Case Number: 03-70118 < Hyperlinks to
Rolex Tnc Docket Query
Creditor Name: 22 Ezpensive St Menu and pdf file
Chicago, IL 85007 Via PACER
Claimn Number: 1 <

Total Amount Claimed: %1 000,00

The following documentis) are associated with this transaction:

Document description:fain Document

Ongnal filename: C'\Documents and Settings'ronald\DesktopUohnston Wilkam\03-70085 Motion To Awead Lienpdf
Flectronic document Stamp:

[STAWE blecfStamp ID=1056124888 [Date=11/5/2003] [FileMumber=3268-0] [

c0c126802089 232652991 7ef150d5cb 25 4fe00854 3cecih 22503257626 946703020
db7ad6b036abecidazb07db283244b2b2b 134257 c3ddBadé eakal 83c]]

03-70085 Notice will be electromically mailed to:

03-70085 Notice will not be electronically mailed to:

[STAMP bleecfStamp_ID=1056124888 [Date=11/5/2003] [FilsMumber=3268-0] [
¢0c13680208023265699176F150d5ch 25008854306 0b225¢ 3£ 766946 703a20
dbTad6b0362b3cfda3b07db 283244 2b2b 134257 3ddSad69ea3a183c ]

03-70085 Notice will be electronically mailed to:
03-70085 Notice will not be electronically mailed to:

John L Swartz
POB 2117
Springfield, IL 627051

train]

a

train]

Lelo and Stitch
CUne Dhsney Ave
Orlande, FL 62701



Opening an Adversary Case (Creditor-Attorney)

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. During the filing of this event (unlike the opening of
a Bankruptcy Case), the attorney for the plaintiff must select himself/herself at the attorney

selection screen.

CM/ECF Main Menu N

Bankruptcy Adversary ¢ Query + Reports « Utilities « Logout

U.S. Bankruptcy Court [TRAIN]
Central District of Illinois [TRAIN]

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htmn.
You may use tlus file to alert users to cmvent CNLIECF operational issues.

Click * Adversary’ on the blue menu bar at the top of your screen.

Adversary Events screen

Adversary Events

Cpen Adversary Case
Answers.

Complaint Events
Motions

MNotices
Mliscellaneous Events
Cirder Tpload

Click on the *Open Adversary Case’




Open Adversary Case screen
Bankruptcy + Adwversary + Query + Reports - Utilities + Logout

Open Adversary Case

Case type -

Date filed 2/3/2004

Complamt |y ~
Mext Clear

Click ‘Next’

— The case number is generated at the end of this process. Make sure you record.

— The current date is displayed next to Date Filed.

— The Case Type value is ap for adversary proceeding. There is no other selection.

— 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.

Lead Case Association Screen

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

Open Adversary Case

Use Lead Case #
03-70121 for our in-class

examnle.

03-70121
Lead case nmmber

Association type |Adversary j

Mesxt Clear

Fill in the Lead Case Number in yy-nnnnn format, including the hyphen.
Then Click “Next’

— The Association type defaults to Adversary. Other selections are Consolidated, Jointly
Administered, and Related. Leave the default.

NOTE: If the case number is invalid or if the lead case does not reside on this database, an

error message, “YY-NNNNN is not a valid case. Please enter a valid value.” Is generated.

You will not be able to proceed with the case opening process. Research the reason for the
error.



The CASE ASSIGNMENT screen displays. Case assignment is based on the lead Bankruptcy
case.

Case Assignment Screen

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

Case i3 assigned to Springfield Divwizion, Judge Lessen
based on the lead Bankruptey case 03-70121.

Clear

Click ‘Next’

The PARTY SEARCH screen appears.

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 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 200 characters

Search for Party Screen
Bankruptcy + Adversary + Query +« Reports «+ Utilities + Logout

Open Adversary Case

Search for a party

SSN TaxId
Last/Business name |imerican|
Search | Clear

Enter the plaintiff’s last/business name (American) and click ‘Search’.

NOTE: You cannot use the asterisk * by itself as search criteria. If just the asterisk is used, the
system displays a dialog box stating “A minimum of two consecutive characters of the last name
is required for name search”.

The SEARCH RESULTS screen appears.



Party Search Results Screen
Bankruptcy + Adversary + Query +« Reports «+ Utilities + Logout

Search for a party

SSIN Tax Id
Last/Business name
Search | Clear

Party search results

Search results are
displayed here.

No person found.

Create new party |

Your search may produce multiple results. If no results appear (as above)- click on
‘Create new party’ and add the Party.

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.

\Search Hints:

* Enter one field of data for each search.

* Format Social Security Number or Tax ID with hyphens.

* Include punctuation. (O’Brien, Zeta-Jones) Do NOT add data with punctuation.
* Try alternate search clues if your first search is not successful.

* Partial names (minimum of two characters) 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)

* You cannot search by the asterisk * itself.




Party Information Screen
Bankruptcy + Adwversary + Query + Reports « Utilities « Logout '?

Party Information
Amerincan Express  SSIV:Unknown

Office | Address 1 |
Address 2 | Address 3 |
City l— State I_ Zip ’7
County | j Country li
FPhone ’7 Fax Ii
E-mail |
ProSe |no ~ Role Jaintiff (pla:pty)
Party text |
Attarney. .. | Alias.. | Review. .. ‘Siiiihuz?ig;uﬂiifes before
Subrnit | Cancel | Clear |

Complete the Party Information Screen as shown above—Then click ‘Attorney’

IMPORTANT; For adversary openings ONLY, you will need to add yourself as the
attorney representing the plaintiff(s). If you do not add yourself as the attorney for the
plaintiff(s), the docket and the summons will not show you as attorney of record.

— 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 Last Name (or
partial Last Name- minimum of 2 letters.)

Search for Attorney Screen

I S Bankruptcy + Adversary + Query +« Reports «+ Utilities + Logout
Search for an attorney
Bar Id ||—
Last name |crain Search using your last
Search | Clear| name or Bar Id (E.g. hay)

Enter your Last Name (For class- enter your login)
Then Click ‘Search’



Attorney Search Results Screen

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

Search for an attorney

BarId |

Last name |

search M

Attormey search results

Click on your name

Select name from list Create new attorney ‘

A

Select your name from the Attorney search results box

Person Address Pop-up Screen

¥ Parson Address - Netscape

trainl trainl

Ear Id:

FPhone: 217-492-4551
600 E Monroe 3t
Springfield, IL 62701

The Person Address Pop-up Box allows us to further distinguish between like-names in the
Party Results list.

Close pop-up box after viewing address information.

— Click your name with your mouse and click on [Select Name From List].



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

Attorney Information (Party American Express Collections, )
traml trainl Bar Id:Unknewn Bar Status:Unknown

Office | Address 1 |6DD E Monroe St
Address 2 | Address 3 |
City |springfield State |IL

Zip |62 701 Country
Phone |217-492-4551 Fax

FE-mail | Lead attorney |yes -
Click the Add attorney or Cancel attorney button to return to
Add attarney | Cancel attorney | Clear | the Patty screen and add other attorneys, add aliases, or

submit all information for this party.

The ATTORNEY INFORMATION screen displays the master attorney record from the court
attorney roll. — 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.

— After verifying this information, click [Add Attorney] to associate this record with your plaintiff.

Party Information Screen
Bankruptcy + Adversary + Query + Reports -« Utilities + Logout o

Party Information
Amerincan Express  SSIN:Unknown

Office | Address 1 |
Address2 | Address3 |
city | State | Zip |
County | | Country
Phone | Fax |
F-mail |
ProSe o~ Role laintiff (pla:pty)
Party text |
Attorney... | Alias... | Review. .. ﬁ%igg?igjﬂiﬁfesmm
Submit | Cancel | Clear|

Click ‘Review’



Review Attorney/Plaintiff Association Screen

Bankruptcy « Adversary + Query + Reports « Utilities -« Logou

Review attorneys and aliases
American Express Collections

Umchech fo remove from Iisf

Attorneys added:

W traind, trainl
600 E Monroe St
=pringfield, IL 62701

Aliases added:

Mone added.

Return to Party screen | Clear |

Click on [Return to Party screen].

Bankruptcy «  Adversary ¢ Query + Reports « Utilities + Logout o

Party Information
American Express  SSN:Unknown

Office | Address 1 |123 Broadway St
Address 2 | Address 3 |
City W State ’? Zip W
County | j Country ,7
Phone l— Fax I—
E-mail |
ProSe |no - Role [EEMGNEN S
Party text |
Aftorney... | Alias... | Review. .. iimﬁs?iﬁjﬂiﬁfes before
Submit | Cancel | Clear |

The main PARTY INFORMATION screen again appears, click [Submit]

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.



Party Search Screen

EE F Bankruptcy + Adversary ¢ Query -+ Reports -« Utilities « Logou
Open Adversary Case

Search for a party

SSN | TaxTd |

Last/Business name |Srnit.h
Search Clear

End party selection |

Enter party information for the defendant: (Mark Smith)

When the SEARCH RESULTS screen appears, the party will be displayed because Mark and
Mary Smith are already debtors in the bankruptcy case.

Highlight the Debtor’'s name in the results box, and click ‘Select name from List'.

Party Search Results Screen

Search for a party

SSN | Tax Id

. # Person Address - Netscape
Last/Business name < P
Mark Smith
Search | Clear | S8N: xxx-xx—4444
18 Cutters Circle

Springfield, IL 62707
Party search results County: Sangamon

=rmith, Bob
m Person Address Pop-up Box

Smith, Mary Party Search Results Box
Srith, Test R

Smitherson, Jeremy F

select name fram list Create new pary

Choose the Defendants from the Party Search Results text box and Click *Select name from list’



The SEARCH RESULTS screen appears next (see next page) with this party’s data and
address as it is recorded in the database from the bankruptcy case. You must select the Party
Role by clicking on the — down arrow for the Role field. Highlight Defendant. Since we are not
certain who will represent the Defendant(s) in the Adversary case, we will not add an attorney
for the Defendant(s) at this time. Therefore, change the ‘ProSe’ setting to yes to maintain
consistency at this point. Once the Answer is filed and an Attorney is added for the
Defendant(s), the ‘ProSe’ field changes from ‘yes’ to ‘no’.

Party Information Screen

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

Party Information
Mark Smith  SSIN:zoco- 4444

Office | Address 1 |18 Cutters Circle
Address 2 | Address 3 |
City [springtield State [1L  Zip [s2707
County | Sangarmaon ﬂ Country ’7
Phone Fax ’m
FE-mail
ProSe |no  ~| Role |Defendant (dft:pty) |
Party text |
Attormey. | Alias | e Add all atbornesys and aliases before

clicking the Submit button.

Submit | Cancel | Clear|

Change ‘Party Role’ to “Defendant” and Click ‘Submit’ (Do not assign an attorney for the
Defendant)

The Party Search screen will reappear. Since the bankruptcy case we are using is a joint case,
we would complete the party association steps again if we were including the Joint Debtor in the
Adversary Case, as follows:



Search for Party Screen

r EEC F Bankruptcy  «  Adversary

Open Adversary Case

» Query -+ Reports -« Utilities

+ Logout

Search for a party
SSN
Last/Business name |Smith

Search Clear

TaxId

End party selection |

Type in the last name of the Joint Debtor (Smith again) and click ‘Search’

Party Search Results Screen

EE F Bankruptcy + Adversary

Search for a party

« Query + Reports « Utilities

+ Logout

SSN

Person Address - Metscape

Last/Business name

Mary Smith
Search Clear 18 Cutters Circle
Springfield, IL &2707

County: 3angamon
Party search results

Smith, Bob
Smith, Matl

Person Address Pop-up Box

Smith, Mary
Stith, Test R
Smitherson, Jeremy F

Party Search Results Box

Select name fram list | Create new party

Choose Joint Debtor From List




Party Information Screen

Party Information
Mary Smith  SSN:Unknown
Office | Address 1 |1El Cutters Circle
Address 2 | Address 3 |
City |Springfield State |IL Zip |ez707
County | Sangamon j Country
Phone | Fax |217-555-4141
E-mail ]
ProSe |[no - Role \[Defendant (dﬂ:ptyy j
Party text |
p p Add all attorneys and aliases before
Attorney... | Alias... | Rewview. .. slicking the Subsdt button.
Submit | Cancel | Clear |

Change ‘Party Role’ to “Defendant” and Choose Submit (Do not assign an attorney for the
Defendant)

When all parties have been entered, click on [End Party Selection].

Search for Party Screen
Bankruptcy + Adversary + Query + Reports « Utilities « Logout

Open Adversary Case

Search for a party

SSIN TaxId
Last/Business name
Search | Clear

End party selection |

Click ‘End party selection



Adversary Statistical Screen
| EECF Bankruptcy + Adversary + Query + Reports -« Utilities + Logout ?

Open Adversary Case

Party code |3 US not a Party |

Nature of smt |f124 {ObjfRevocation Discharge 727) j

Origin |1 Original Procesding j

Transfer date

Rule 23 (class action) |n -

Jury demand |Mone -
Demand ($000) |&

Mext Clear

Enter “6” in the ‘Demand text box’ to indicate $6,000 (See the following explanations for settings.)

The ADVERSARY STATISTICAL screen appears.

— Unless the US is a plaintiff or defendant in your case, accept the default “US not a Party” as
shown.

— For our exercise select 454 (Recover Money/Property) as the Nature of Suit of the
complaint from the list below.

— Only one suit can be selected during the opening of an adversary case. Therefore, choose
the “most severe” of all Nature of Suit from this pick list.

NOTE: If there are multiple suites and one is a 727 Objection to Discharge, it is important to
enter 424 as the Nature of Suite here.

— The Origin code defaults to original proceeding. Accept the default.

— The default in the Rule 23 (Class Action) box is n. Change the default to y only if this is a
Class Action suit.

— The default in the Jury Demand box is n (None).

— For our case we will leave the default of None.

— 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. Since our Nature of Suit is Recover Money/Property we will enter 6
for $6,000.00.

— Verify the data on your screen and then click [Next].



Deferred Fee Screen

| SECF

Open Adversary Case

Is the fee hemg deferred? Deferred only if filer is Trustee, United States, Debtor, or Child Support Creditor {v or n}

n

M Clear

Type an ‘n’ in the text box and click “‘Next’

The PDF DOCUMENT SELECTION screen displays.

CM/ECF File Upload Screen

Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Open Adversary Case

select the pdf document (for example: CA1%8cvd01-21.pdi).

Filename

| Browse...

Attachments to Document: * MNo O Tes

Mext Clear

Click [Browse].



In the File Upload screen change Files of type: to “All files (*.*)" then navigate to the directory
where the appropriate PDF file is located and select it with your mouse. (Shown on next page)

Windows File Upload Screen
File Upload PIX

® o B

Look in: | ) CreditordttngT raining j

Accessing CM_ECF SCreenShats.doc

-1
L\ﬁ American Express vs Smith.doc

My Recent st American Express vs Smith. pdg
Dociments @American Express vs Smith.wp Select
i ‘ 7-_" Complaint. pdf Cpen with Acrobat 6.0
Cover.doc Prink
Desktap &) creditor AT Ty TableCF Cortent
. File a Claim.doc Scan For Wiruses...
'_-;; T MationRelief Stay  pdf M NetWars Copy...

Openadvesary, doc
BPacER_Login_Screenshot.doc  OPen With
- 7__- ProofCfClaim, pdf Send To
"L)g

Cut

by C

My Documents

ampLiter
: Copy
-‘;} Create Sharteout
- ] Delete

by M etk File harme: Amenican Exp Rename
Flaces
Files of bpe: All Filez 7.7 Properties

=
| =]

Cancel

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. Verify that the document is correct.

Adobe Acrobat Preview

T__,File Edit Yiew Document Tools Advanced Window Help

Do B [l e mem @ena § sowen || | [0 soect e - fa]

x Ly G HFE

@ -] D|E|G)91% - ®

Inre:

Mark Snuth
Susan Stuth

Debtors

UNITED STATES BANKRUPTCY COURT
Central District of Illinois

Case No. 99-99999

l Pages\! Layers\! Signatures \! Bookmarks

American Express Collections
Plaintiff,
vs-

Mark Snuth and Susan Smath
Defendants.

l Comments

Case No.

HH-HHHHH

A 8.5x11in

10of2

b

Pl

)

I

Close or minimize the Adobe application and if that is the correct file, and then click

[Open] on the File Upload dialogue box.



Windows File U
; File Upload

load Screen

Laak, in: |_) CreditarsttnwT rairing j £k ER-

1 @Accessing M_ECF SCreenshots,doc

\_‘ﬁ American Express vs Smith.dac
MyRecent | SR ENEETYN Sitth,
Documerts @American Express vs Smith.wpd
P -'f_~ Carnplaint, pdf

Cover.doc
Desktap @Creditor.ﬂ.TTnyTahleOfCDntents .doc
File a Claim, dae

il r . MotionR.eligfstay . pdf
@Openndvesary.doc
PACER_Login_Screenshot.doc
T ProofOfClaim. pdf

ty Documents

o
ty Computer
M N;}) K | =l i
y Metwar File: narne: American Express vs Smith.pdf &7 Upen
Flaces
Files of type: [0 Files () | Cahcsl
Click “‘Open

EE F Bankruptcy +  Adversary + Query + Reports

Open Adversary Case

=elect the pdf document (for example: CA198cvd01-21.pdE).

Filename

|N: “CM_ECF Class_FileshiccyiCreditor | Brows

Attachments to Document: * MNo ¢ Tes

Utilities

Logout

Mext Clear

Click Next

— The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.
— Click [Next] to continue.




For Court Users- Only

[ EECF Bankruptcy +  Adversary s+ Query + Reports « Utilities + Logout
Open Adversary Case

COURT USERS ONLY: If this 1s a 727 Objection to Discharge, Set 727 Flag Next.

ATTENTIOIN: D'o NOT enter a receipt number if paying via the Internet. Enter DEFER for Fee Deferment ONLY

if yvou are the trustee and deferring payment

Fee: $150

Clear

Click ‘Next’

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

Open Adversary Case

MNext]  Clear

Click ‘Next’

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.

Last Chance to Review Docket Text

Open Adversary Case

Docket Text: Final Text

424 (OhjRevacation Discharge 727): Complaint by American Express Collections
against Mark Smith, MMary Smith (trainl, trainl)

Attention!! Submatting this screen commits this transaction. Youn will have no further
opportunity to modify this subinission if vou continue.

Clear

This is the last chance to review (and change) docket text. If something is incorrect- click the
‘Back’ arrow on Netscape as many times as necessary until the screen with the error appears.
Make necessary corrections to that screen- (you will need to redo subsequent screens).

If no changes need to be made- Click *Next’



United States Bankruptcy Court - Illinois Central District

Each time you file a pleading in CM/ECF, the Electronic Payment Screen appears
Showing the balance of unpaid fees. As mentioned previously, you may pay now or continue
filing. See BK Case Opening for complete discussion.

Electronic Payment Screen

¥ Flectronic Payment - Netscape

Swnmary of cwrent charges:

Date Incwnred Description Amount =
2003-11-24 1548:24  Complaint(03-07059) [cmp,cmp] £ 150,00y § 150.00

Total: § 150.00

T

Pay Mow Continue Filing

Choose ‘Pay Now’

Internet Credit Card Screen

¥2 US_Courts@icce.gov: Payment Collections - Nets:-.::' L

Please enter your credit card information below:

Name: train1 train il
Total: $15000 -
Card Type: |Visa -

Card Number: A1111111111111

Expiration Date: |01 ~||2006 |
Submit Payment |

For your privacy and protection,
the information submitted here is encrypted using 128-bhit SSL.

I ] Ll
Change the Credit Card information screen as shown above, and then click *Submit Payment’

Attorney Training -102 - Updated 8/16/2004



United States Bankruptcy Court - Illinois Central District

Credit Card Processing Screen

US_Courts@icce.gov: Please wait while your transaction is being processed. - N... |Z||E|rg|

Your transaction is being processed. Please wait while your -
credit card is authorized.

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Wait

Credit Card Receipt Screen

U.S. Bankruptey Court [Train]
Central District of Ilinois [Train]

Thark vou. Your transaction in the amount of § 150,00 has been completed.

Please keep a copy of your transaction receipt for fiture reference. The transaction number is
1111B10265.

Close window

The FILING FEE screen will display prompts for fee and receipt information.

NOTE: You may see a displayed message such as the one in figure 17 for COURT USERS
ONLY: Disregard this message.

—— The Fee Amount defaults to the amount of the complaint filing fee,

— Click [Next] to continue.

Attorney Training - 103 - Updated 8/16/2004



The NOTICE OF ELECTRONIC FILING screen appears.

Notice of Electronic Filing

Motice of Electronic Filing

The following transaction was received from Narmont, John entered on 2/3/2004 at 11:08 AWM C5T and filed on 2/3/2004
Case Name: Aumenican Express v, Smith

Case Number: 04-07018

Document Number: 1

Docket Text:
454 (Recover Woney/Property): Complaint by American Express agamst Harley Smith (M armont, John)

The following document(s) are associated with this transaction:
Document description:}amn Document
Original filename:PA03-70650_Voluntary Petition pdf
Flectronic docwnent Stamp:
[STAMP blectStamp_ID=1056124888 [Date=2/3/2004] [FileMNumber=4816-0][1
46eeTetbe04f5367b9878e25al 12644 1efb2fdf 70 7d7b 1d8c 9253403609 76 a6 6b
698426317 5af511d775743baat T0220aaf0b d80c9ce09dab 0BT 23895]]
04-07018 Notice will be electronically mailed to:
04-07018 Notice will not be electromically mailed to:
T.S. Bankruptcy Cowt [Tram]
Central District of Illinois [Tram]
Wotice of Electronic Filing
The following transaction was recetved from Narmont, John entered on 2/3/2004 at 11:08 AWM C3T and filed on 2/3/2004
Case Name: American Express v, Smith

Case Number: 04-07018
Document Number: 2

Docket Text:
Surnmon Issued Summons Issued on Harley Stnith Answer Due 03/4/2004 (Narmont, John)

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

v

N4 NTNTR Natica will ha alartranicalhs mailad ta-
g |=0= Documerit: Done i Jed @P (3 A

Print or Save this screen.

Scroll down to view the entire screen.

— 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 the document number is a hyperlink
to the PDF document image. Clicking on either of these links will bring up the docket or the
document up.

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 PDF complaint
is also accessible from the bankruptcy case.

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

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



Further access to the Notice of Electronic Filing is available though the electronic docket
report. When this option is selected, 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.

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:

Let’s look at the ‘Summons’ that is now available from this notice.
Click on the Summons Issued hyperlink.

Summons Screen

ilitios

1.5, Rawkrupicy Cours [Train]
Cemtral Districd of Wiswls [Trsin]
|Imire Daskaruptey Cass Hows mug

Adversuy Procseding Ho. sermvae

SUMMN 4 AN ADVERIARY FRUSKRNIE

|¥OT ARE SUMMONES st reapaired o exibmit & motinn on anee 80 omplim btk i altacked Lo s sammen 1o the Coak of the Banksptey Cost within 30 days from Use dale ofissssance of this rummons, ssoept that dits offices and I i o= anesres
[t the comphent within 3% duys of tresence

frnd0 rink
GE Mimzoe 31

| Spengheld, £L 62701

1P ou make a miticms, s tame 20 anwres i govemed by Focberad Rule ol Baibsupley Frocdurs 1033

[BF VO FATE TO KESPONE TO THIS SUMMONS, YOUR FARLFNE WILL NE BEEWES T3 8K YOUR CONSENT T0 ENTRY OF A SOGEMENT 7 THE BANKAEFTOY COVRT AND WY BETAULT MAY NE TAKEN AGATNST YOF TaR T THE COMPLAINT

/
oo it

'
/
il tordlin 4, twes, Flemi OF Gourt

NOTE: When an adversary case is opened, the complaint information is spread over to
the main bankruptcy case. See document #7 on the screen shot below to see how the
text spreads to the main case.




Adversary Reports Logout

217-793-7412 ~
Trustee

Nancy J Gragula

401 Main St. #1100

Peona, IL 61602

309-671-7854

L8, Trustee

Filmg Date # Docket Text

1172472003 1 | Chapter 7 Voluntary Petition Fee Amount $209 Filed by Mark Smith, Mary Smith (trainl, trainl) (Entered: 11/2472003)

1172472003 Receipt of Voluntary Petiion (Chapter 7)(03-70118) [musc,volp7cc]  209.00) Filing Fee. Receipt mumber 1111B2367. Fee amount 209.00 (I3, Treasury) (Entered:
11/24/2003)

1142472003 2 | First Meehng of Creditors with 34 1(a) meeting to be held on 12/22/2003 at 08:30 AM at Room 332, Ctrm V', Springfield, IL Objections for Discharge due by 02/20/2004
(train1, trainl) (Entered: 11/24/2003)

01/30/2004 3 | Complaint by Henry Hagen ; American Express on behalf of American Express against Mark Smith ; Mary Smith 04-07014; Nature of Suit(s): 426 (Dischargeability 523) |
Fee Amount . Filed by Henry Hagen ; American Express on behalf of American Express . (Hagen, Henry) (Entered: 01/30/2004)

01/30/2004 4 | Motion for Relief from Stay Filed by Creditor Amencan Express (Hagen, Henry) (Entered: 01/30/2004)

01/30/2004 3 | Motion for Relief from Stay Filed by Creditor American Express (Hagen, Henry) (Entered: 01/30/2004)

020272004 6 | Complant by Marcia L Moellring ;, Marle Smith ; Mary Smith on behalf of Mark Smith ; Mary Smith agamst T3 Dept. of Education 04-07015; Mature of Suit(s): 426
(Dischargeability 523) . Fee Amount . Filed by Marcia L Moellnng ; Mark Semith ; Mary Smith on behalf of Marle Smuth ; Wary Smith . (Moellnng, Marcia) (Entered:
n2r0ziz004)

10372004 7 | Complaint by American Express aganst Harley Smith 04-07018; Nature of Suit(s): 454 (Recover Money/Froperty) , Fee Amount . Filed by Amerim
< John) (Entered: 02/03/2004)

02/03/2004 8 | Complaint by tram [0 tran [0 e T T i i Ept. of Education 04-07019; Nature of Suit(s): 426

(Dischargeability 523) , Fee Amount . Filed by tram10 tram10 ; mark smith ; mary smith on behalf of mark smith ; mary smith . (tran10, train10) (Entered: 02/03/2004)
~
g |=0= Documerit: Done o T N Y

When the judgment is rendered, the ruling will also spread over to the main bankruptcy
case.

**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.



Reports and Queries (All Attorney-filers)

Case information can be obtained by a series of Reports and Queries available in CM/ECF. The
following is a brief look at three of the more common reports- Cases Report, Docket Report, and
the Claims Register. The logical arrangement of menus in CM/ECF makes working with Reports
and Queries very intuitive.

Cases Report

This lesson describes the Cases Report and how it can be generated. The Cases report
presents information from the court’s database with a variety of selection criteria for case
management and tracking.

Internet users will access CM/ECF through PACER and will use two sets of logins and
passwords; one for CM/ECF filing and the other for PACER access to queries and reports.
(Note: Using your actual PACER login while in training does not incur PACER fees.)

This module will assume that the Internet user has accessed the court’s web site
(www.ilch.uscourts.govi/training.) with their court assigned CM/ECF login and password.

CM/ECF Main Menu

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

U.S. Bankruptcy Court [TRAIN]
Central District of Illinois [TRAIN]

Official Court Electronic Document Filing System

Tlus message 15 contaimed in the file OperationNotice. itm.
You may use this file to alert users to cmrent CVI/ECF operational issues.

STEP 1 Click on Reports on the CM/ECF Main Menu

Reports Menu Screen

Bankruptcy . Adversary . Query . Reports . utilities

Reports

Cases

Claims Register
Docket Beport
Calendar Events

Clatrms & ctivity
Creditor Mailing Matriz

The REPORTS screen displays with a list of reports that can be generated.
— Click on the Cases hyperlink.



PACER Login Screen

Bankruptcy + Adversary + Query + Reports + Utilities + Logout

PACER Login

MNotice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited subject to
prosecution under Title 18 of the 0.5, Code. All activities and access attempts are logged.

Instructions

Entet your ECF login and password for electronde filing capabilities. If wou do not need filing capabilities, enter
wour PACER login and password. If you do not have a PACER login, contact the PACER Service Center to

establish an account. ¥ou may register online at httpfpacer pscuscourts gow or call the PACER Service Center
at (E00) 6TA-GB36 or (210) 301-6440.

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 inguiries will be charged to your PACER login that
is kept on file. If wyou do not need filing capabilities, enter wour PACER login and password. The Client code is

provided ta the PACER user as a means of tracking transactions by client. This code cah be up to thirty two
alphatmimeric characters long.

Authentication

o | Read the PACER information on
Password: | this screen if you are not familiar
Client code: | with PACER

[ Make this my default PACER login

Login Reset
The PACER LOGIN screen displays.

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.

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

You can enter a 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 Utilities, Your Pacer
Account...... , Change Your Client Code.

Click on the [Login] button.



Cases Report Selection Screen

Cases Report
Judge ~ Office [ ~ | Case Type ~
Altenberger, William % Peoria ap
Fines, Gerald D v Danville v bk »
Trustee » [ Chapter ~
Barash, Barry M 7
Barber, Richard v =] v
Filed [11/7/z003  to [11/7/z003 Entered | to |
Discharged | to | Dismissed | to |
Closed | to | Converted | to |
Terminal digit(s) 747 v Open cases [ Party mformation
_JEIGEEE YRR
Sort by |Filed Date || || |
Run Report | Clear |

Set the report criteria as desired to limit your search results.

The CASES REPORT selection screen displays.

You can limit the amount of information presented on reports by making selections in the list
boxes and typing values in the text boxes on this screen. These are fairly intuitive to use.

Preview the choices available in each of the drop-down boxes, but leave the default settings as
shown above.

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

Let’s leave the default settings and click “Run Report”.



Cases Report Result Screen

Cases Report for 2/3/2004

U.S. Bankruptey Court [Train]

Central District of Ilinois [Train]

Case No. ’ . Judge i
Related C'ase Tnfo Tp | Ch Party Info Trustee Dates Other Info
04-80001 ble |7 MMark Smith and Mary Smith Perkins Filed: 01/21/2004 Office: Peoria
Rafool Assez: No
Fea: Paid
County: Peona
04-80002 bk |7 John Burns Perkins Filad: 01/23/2004 Office: Peoria
Rafcol Assei: Mo
Foe: Paid
County: Peonia
04-20003 bl |7 Greorge Mooberry Perlong Filed: 02(03/2004 Office: Peoria
Rafool Assez: Mo
Fea: Paid
Clounty: Marshall

Total number of cases: 3

Open cases only

The CASES REPORT displays.

All reports can be printed by clicking on the browser’s Print button or saved by clicking on
‘File’..."Save Frame As’.

— Clicking on any of the Case Number hyperlinks will display the DOCKET SHEET screen,
allowing you to enter criteria for generating the Docket Report.



Docket Report

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

Internet users will access CM/ECF through PACER and will use two sets of logins and
passwords; one for CM/ECF filing and the other for PACER access to queries and
reports.

This module will assume that the internet user has accessed the court’s web site with
their court assigned CM/ECF login and password.

CM/ECF Main Menu

=
Bankruptcy + Adversary + Query + Reports -« Utilities + Logout o_

U.S. Bankruptcy Court [TRAIN]
Central District of Illinois [TRAIN]

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htin.
You may use this file to alert users to current CM/ECF operational issues.

Click on the Reports hyperlink on the CM/ECF Main Menu.

Reports Menu Screen

Bankruptcy . Adversary . Query . Reports . utilities

Reports

Cases

Claims Register
Docket Beport
Calendar Events

Clatrms & ctivity
Creditor Mailing Matriz

The REPORTS screen displays, with a list of reports that can be generated.
— Click on the Docket Report hyperlink.



PACER Login Screen

Bankruptcy + Adversary + Query +* Reports -+ Utilities

PACER Login

Notice

This is a Restricted Weh Site for Official Cout Business only. Unauthotized entry is prohibited subject to
prosecution under Title 18 of the T3, Code. All activities and access attempts are logged.

Instructions
Enter your ECF login and password for electrondc filing capabilities. If wou do not need filing capabilities, enter
your PACER login and password. If wou do not have a PACER login, contact the PACER Bervice Center to

establish an account. You may register online at hitpfpacerpscuscourts. gov ot call the PACER Service Center
at (200) BTE-B256 or (210) 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at its September
199% session, will be assessed for access to this service. All inguiries will be charged to your PACER login that
ig kept on file. If you do not need filing capabilities, enter your PACER login and pasgword. The Client code is
provided to the PACER user as a means of tracking transactions by client. This code can be up to thirty tero
alphatnmeric characters long.

Authentication

Login: ||

Passwaord:

Client code: |

[ Make this my default PACER login

Login Reset

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.

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.

Click “Login’

Docket Selection Screen
Bankruptcy + Adversary * Query * Reports

Docket Sheet

Case number |U3—70035

* Filed

Logout

Utilities  +

" Entered |
[~ Public docket

* HTML
" Text

W Include terminated parties
W Include links to Notice of Electromc Filing

tl:||

Documents to

Run Report |

Sort by |Oldest date first

Clear |

[~

You can limit the amount of information
presented on reports by making
selections in the list boxes and typing
values in the text boxes on this screen.

Preview the choices available in each of
the drop-down boxes, but leave the
default settings as shown.

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




Docket Report

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

U.S. Banlauptey Court [TRAIN]
Central District of Ilineis [TRATIN] (Springfield)
Banlauptcy Petition #: 03-70085
Internal Use Only

Assigned fo: Judge Larry Lessen Date Filad: 11/03f2003
Chapter 7
Woluntary
Mo asset
William Johnston represented by traml

1215 Your Street
Springfield, IL 62707
s

217-555-1212

3N 111-11-1111
Debior

dhe

Johnston Towing
Mary Johnston represented by traml
1215 Your Street
Sprmgfield, IL 62707
s

217-555-1212

S5 222-22-2222
Jaint Dehtor

ki

Mary Mwphy

John L Swartz

POB 2117
Spnngfield, IL 627051
217525-1571
Trustee

Naney J Gragula
401 Mfain 3t #1100
Peoria, IL 61602
30%671-7854

UK. Trusiee

Filing Date # Docket Text

11/03/2003 @1 | Chapter 7 Voluntary Petition Receipt Mumber 15, Fee Amount $209 Filed by William
Johnston, ary Johnston Schedules A-T due 11/18/2003. Incomplete Filings due by
111872003, (ranl, ) (Entered: 11/03/2003)

11/04/2003 @2 | First Meeting of Creditors with 341(a) meeting te be held on 12/01/2003 at 09:00 AN at
Foom 332, Ctrm WV, Springfield, IL. Cbijections for Discharge due by 01/30/2004 (trainl, )
(Entered: 11/04/2003)

Clicking on the various links on this Report will take you to the various documents in this case.



Docket Report Features

— Clicking on a “blue” document number hyperlink from the docket report will first display a
transaction receipt indicating a billable amount if the user decides to accept the charges and
view the PDF document.

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

— If you choose to accept the charges, click on the [View Document] button to view the
associated PDF document and the selected document will be displayed.

— After viewing the PDF document, either click on the [Back] icon of your Internet browser’s
tool bar or close Acrobat Reader to return to the previously displayed screen.

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

— A separate Transaction Receipt will be displayed at the end of the docket report indicating
the number of billable pages for the report.



Maintaining User Accounts (All Users)

Everyone’s information changes from time-to-time. CM/ECF allows authorized users to update

their personal information as these changes occur.

Once you have completed the take-home exercise you will receive after training- you will be
mailed a login and password to the ‘live’ CM/ECF database. You can change your password (for

security reasons) as demonstrated in the following section.

The following section shows how to access your CM/ECF personal account screen to change

information such as address, password, and email address.

CM/ECF Login Screen

CMI/ECF Login

Notice

This is 2 Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the 0.5, Code. All activities and access attempts are logged.

Authentication

Lagin: |train1

Password: [###ws

Login Clear

CMIECE has been tested and warks carrectly with Netscape 4.0x, Neiscape 4.7x and Internat Explorer 5.5

Open Netscape and log in to the CM/ECF Web site at the above URL using your court-provided

login.



CM/ECF Main Menu

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

U.S. Bankruptcy Court [TRAIN]
Central District of Illinois [TRAIN]

Official Court Electronic Document Filing System

This message is contained in the file OperationMNotice.htm.
You may use this file to alert users to cwrent CNIECF operational issues.

Click on “Urtilities” from the blue menu bar at the top of the main menu screen.

The Utility options screen opens with hyperlinks to various utility events available to attorney-
users.

Utility Events Menu Screen

Utilities
Youwr Account Miscellaneous
Internet Payment Histe IMailings
Internet Payments Due WVetify a Document

Maintzin Your ECF Account

Wiew Your Transaction Log
Your PACER Account..

Click on ‘“Maintain Your ECF Account’



The main User Account Information screen appears where the attorney may update their name,
address, phone, etc.

User Account Info Screen

Mamtamn User Account

Lastname [craini First name |craini
Middle name l— Generation l—
Title | Type aty
Office |

Address 1 [1z15 Zmith St.

Address 2 |

Address 3 |
City [springfield State |IL Zip |sz701
Country ,7 County | j
Phone |[z17-555-1z212 Fax |
ssv [ TaxId |
Bar Id Bar status Mail group
Tmtials DOB AQ code Person end date
Email infarmation. .. | Mare user information. .. |

Subrmnit Clear

Click on ‘More user information...’

Login Information Screen

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

More User Information for traml traml

Login |train1 Lastlogm 11-13-2003 15:17

Password [srsesarins Cwrent login 11-13-2003 15:17
Prad 237 Create date 03%/24/2003
Registered T Update date 11/13/2003

Internet Credit Card T
Groups Attorney

Return to Account screen | Clear |

Change your default Password (for security reasons) to anything you will remember.

Click ‘Return to Account screen’.

You are returned to the ‘Maintain User Account’ screen.



User Account Info Screen

[ EE F Bankruptcy +  Adversary + Query + Reports ] Logout

Mamtaim User Account

Last name ||train1 First name |train1
Middle name Generation l—
Title | Type aty
Office |

Address 1 [1215 smich st.

Address 2

Address 3

City [springrield State |IL Zip |62701
Country County | j

Phone [217-555-1212 Fax |
ssw [ TaxId [
Bar Id Bar status Mail group
Initials DOB AO code Person end date
Email infarmation. .. | tlare user infarmatian. .. |

Submit Clear

Click on ‘Email information...’

Email Options Screen
EECF Bankruptcy +  Adversary +« QOuery + Reports ; + Logout

E-mail information for trainl traml

Prmary e-mail address [crainifattorney. net

Send the notices specified below
¥ to my primary e-mail address

MyHomelaol. com -

¥ to these additional addresses HyCabin@ Auay. net E

v Send notices mm cases in which I am involved

¥ :Send notices in these additional cases: [03-sooz s
03-80214

%)

Send a notice for each filing

" Send a Daily Suinmary Report

. * htinl format for Netscape or ISP e-mail service
Format notices

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

Return to Account screen | Clear |

Make sure the “to my primary e-mail address”.

Click ‘Return to Account Screen



User Account Info Screen

I

Maintain User Account

Last name |}train1 First name |tra:i.n1
Middle name l— Generation l—
Title | Type aty
Office |

Address 1 |12 15 Smith St.

Address 2

Address 3 |
City |springfield State [1L Zip |sz701
Country ,7 County | j
Phone |z17-555-1212 Fax |
ssw [ Taxd |
Bar Id Bar status Maal group
TItials DOB AO code Person end date
Ernail inforrnation... | Wore user information... |

Submit Clear

Click ‘Submit’

The next screen lists all the pleadings associated with your attorney login. Changes in attorney
Social Security, Tax ID, and Bar ID will be automatically updated for each case to which
you are linked. Other information such as email address will only be updated in future cases
and those you select from the list seen on this screen. (Notice the option to ‘Update All' in the
selection list).

Case Selection Screen

| SECF

Searching for existing Attorney Records
Select the cases to be updated

CAUTION: If vou modified name, SSN, Tax ID, or Bar D on the previous screen, the new values will be recorded jfor
ALL cases to wihich the person is finked. Modifications af ather ittems will be recarded ONLY for those cases you select
below. Click the quastion mark an the menu bar above for more information.

2001-84047 Patricia & Hardin
2003-70002 Chapter 13 Case
2003-70084 Test B Smith

2003-70096 William Johnston and Mary Johnston

Notice the option to

“Update All” cases with

2003-70096 Wyilliam Johnston and Mary Johnston your ncw information
200370097 Marcia Johnson

2003-70098 William Johnston and Mary Johnston
2003-70098 William Johnston and Mary Johnston
2003-80014 David Joseph Hale

Submit Clear

Choose ‘Select All” and click ‘Submit’



A confirmation screen appears stating that ‘The user update was successful’ and listing the
current user settings.

Confirmation Screen

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

Up QTG USer Tecord
The user update was successfil

The update was successful...

Set up automatic e-mail notification complete for traind trainl
sSend Notification i all cazes for which wou represent a party = on
=end WNotification to primary e-mail address = on

Case list:

E-mail notice of electronic filings for selected cases= off
sSumnaty e-mail = off

Prinary e-mail Address: traml@attorney.net

A dditional e-mail &ddress:

MyHomelaol . com
MyCabinflvay. net

Formatting of notices = HITL (Internet e-mel)
User edit complete

Click the “Utilities’ link (again)



Logging Out

Log out pop-up screen

' Logging Out - Netsc.. [0 5| ) ) 2
Logging out from ECF =
2 % 8 B8 @& I
Search  Metscape Security Shop Stop n
|cjf-train. llch.uscourts. govdcai-binlogin.pl ¥357 484 005040786-L_916_0-1 j ﬁ' what's Relat
S| CH/ECF TRAIN - ILCB Court-dirs Sear ‘
r EECF Bankruptcy +  Adversary Query + Reports « Utilities Logout

It is best to ‘Logout’ of CM/ECF before closing Netscape rather than simply closing Netscape. If
you close Netscape without logging out first, then open CM/ECF again; you will see the
following screen because CM/ECEF still thinks you're logged in. If you ever see the screen below,
just click ‘Continue login’. (Note: If you have been inactive on CM/ECF for over 20 minutes, the
system will log you off automatically. When this happens, the login screen will appear as you
attempt to continue working in CM/ECF- just log back in and continue working.

File Edit Wiew Go Communicakor Help

<« 2 3 BN . wWw < 8 @

i Back Reload Harme Search  Metscape  Print Security Shaop
j w‘ " Bookmarks \.!‘ Location; |https: Hecf-train ilcb.uzcourts. gov/ cai-bindlogin, pl 76715058587 71371 -L_916_0-1 j @v Wwhat's Related

j Online Dictiona B USBC Intranet [ CM/ECF TRAIM - ILCB Court-dirs Sear

Warnimmg: the account vou entered is alveady logged in.

Thuz 15 probably the result of one of these two crcumstances:

o Tou did not click "LogOut” on the top bar when you last uzed ChWYECE.
Click the " Contmue login" button below to complete the login process.

OR
* Tou share this account and someone else 15 using it.

Click the "Cancel” button below to retuun to the login screen.
[ vou click the "Continue login" button, someone else using this account will have thew CMUECE zession termmated. ]

Cancel Continue login




This concludes the CM/ECF training session for Debtor Attorneys. There is a take-home exercise
in your folder designed to reinforce today’s session. Please perform the requested activities using
the CM/ECF Training Web site- (https://ecf-train.ilcb.uscourts.gov/ ).

Once you’ve completed the take-home exercise- send the case number(s) assigned by the system
to the email address on the exercise instructions. After the exercise has been reviewed &
accepted, you will receive your login to the ‘live’ CM/ECF database where you will file all
pleadings online after the ‘go-live’ date.

The Clerk’s Office stands ready to assist you in every way we can.
The following are a list of resources to use if you have questions or problems.



Where to Get Help

http://www.ilcb.uscourts.gov/cmect/helpdesk.htm

ECF Help Desk

Home Frequently Asked ECF Tips ECF List of Events
Questions

It 1s possible the answer(s) to your question can be readily found by chicking on one of the buttons
above.

If yvou cannot find the answer to your question on our website, please consider emailing rather than
calling. We are able to manage our help desk best through emailed responses.

For Techuical { Hardware/Soffware) Chiestions:
techhelp idcbi@leb. uscourts. gov

For Training Ouestions:
helpdeslk ilcbi@ideb . uscourts. cov

Faor Procediiral Ouestions:
prochelp icbnleh.uscourts. sov

If you need inmediate assistance, please call our ECF Help Desk (217-492-4114) and we will do our
very best to provide the imformation you need.

Cowt Contacts:

Sprmetield Office Peoria Office Danville Office
217-492-4551 300-671-7035 217-431-4820

Review and discussion of the Take-home Exercise(s)



