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FORWARD

We have spent a lot of time trying to put together an ATTORNEY ELECTRONIC FILING
MANUAL which is the best in the country. The manual does not include every possible event
(document or pleading) that you may file, although we have tried to include the most important
or most frequently filed or most involved items in this publication. If you can successfully e-file
the documents that are presented in this manual, you can successfully e-file anything.

Your success in using electronic document filing will depend totally upon your time and
patience in learning this new way of interacting with a court. The most exciting aspect of this
adventure is that you have the opportunity to become immediately involved in a practice that will
be uniform in all courts in America - federal, state and local - within a few short years. You are
one of the lawyers who asked to become certified as an electronic filer and we hope that you
dedicate enough time to the task that you will quickly learn of the tremendous benefits to this
form of submitting documents to the court.

Please allow me to belabor this point: You must make whatever sacrifice that is
necessary in terms of time and effort in order to reap the benefits of e-filing. This is
something entirely new to you and your office so it will take some learning before you become
proficient. Your first e-filed document may take you the better part of a half day to complete.
However, your second such filing may only take an hour. Then, as you really learn the system,
you will be filing electronically and flawlessly in only minutes and without consulting your
manual.

The training which we will provide you is principally to acquaint you with the manual,
and the benefits and possibilities associated with e-filing. Your success as an e-filer is entirely up
to you, although we will make every effort to assist you along the way.

Please allow me just a moment to express the sincere gratitude of myself and Judge
Flatley for all of the hard work of Chris Warsinsky and Marcie Kacsmar from our automation
staff and Anita Swaton, Chief Deputy Clerk, for putting together this rather immense automated
system for filing and maintaining court records.

I wish you the very best in this new endeavor.

Nike Stwem
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Hardware and Software Requirements
For Electronic Filing in CM/ECF

Attorneys will need the following hardware and software to electronically file, view, and
retrieve documents in the electronic filing system.

A personal computer running a standard platform such as Windows, Linux or
Macintosh.

A minimum of 512-MB of RAM (memory.)

Internet service (preferably high speed, DSL or Cable) and a compatible browser
(Internet Explorer version 6.x and 7.x, also FireFox/Mozilla version 2.0.) The
browser must have the settings JavaScript and cookies enabled. CM/ECF does not
work with the American Online/AOL Internet service provider.

Software to convert documents from a word processor format to portable document
format (PDF). Adobe Acrobat PDF Writer, as well as certain word processing
programs can perform this function. For viewing documents, not authoring them,
only Adobe Acrobat Reader is needed.

A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect or Word.

A scanner to transmit documents that are not in your word processing system.

Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time the only

supported browsers are Internet Explorer versions 6.x, 7.x and FireFox/Mozilla version 2.0.
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CM/ECF court users process cases through the federal courts’ restricted intranet while
attorneys and other public users will submit pleadings and view case data from the internet.
Both court and external users have different levels of access to screens via menu selections
and functionality as determined by their needs.

STEP1

NOTE:

STEP 2

To access the court web site, open your web browser and enter one
of the following URL's:

For our Live Database: (http://ecf.wvnb.uscourts.gov) and
For our Training Database:( http://ecf-train.wvnb.uscourts.gov )

in the browser's Location field. (See Figure 1.) Familiarity with
browser navigation and functionality is recommended for successful
and efficient use of this system.

i showIndey - Netycape

A hittp:/feck wenbuscourts, gov/ M gl

Figure 1

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

The Back button ‘é: on your browser navigation bar
B ack

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

Fonward

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.
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Certificate Mame Check - Retscape

Figure 2

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

STEP 3 The Court Welcome Screen is shown in figure 3. Click on the
hyperlink: “Northern District of West Virginia - Document Filing
System” to enter the system.

STEP 4 Logins and Passwords
Internet users (attorneys, trustees and, certain creditors) will use two

United States
Bankruptey Court

Welcome to the .5, Bankruptey Court for the MNorthern District of West Virginia

MWorthern District of West Virginia - Document Filing Svstem

Figure 3
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sets of logins and passwords; one for CM/ECF filing and the other
for Public Accessto Electronic Records (PACER) access for queries
and reports. Registered Internet users will see a login screen as
pictured below. (See Figure 4)

ECF/PACER Legin

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the U5, Code. All activities and access attempts are logged.

Instructions

Enter yout ECF login and password for electronic filing capabilities. If you do niot need filing capabilities, enter
your PACER login and password. If you do not have s PACER login, contact the PACER Service Center to
establish an account. Tou may register online at hitppacerpscuscourts. gov or call the PACER Service Center
at (8000) 676-6856 or (210) 301-6440

An access fee of §107 per page, as approved by the Judicial Conference of the United Jtates 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 you do not need filing capahilities, enter your PACER login and password. The Client code is

provided to the PACER uger as a means of tracking transactions by client. This code can be up to thity two
alphanumeric characters long,

Authentication

Login: I
Passward: I

client code: I

Login | Clear

CMIECE has been tested and works corvectly with Netscape 4.6x, Netscape 4.7x and Iniernet Explorer 5.5

Figure 4

Participants will initially enter their CM/ECF login and password
which has been issued by the court on this screen. This login and
password allows electronic filing of documents. Access to reports,
gueries and utility menu options can also be added for users.

The registered user’s login and password is the electronic equivalent
of their signature.

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

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

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

This login screen will subsequently appear when web users select
any report or query selection from a CM/ECF menu.

PACER information and registration is available at
http://pacer.psc.uscourts.gov/
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STEP 5

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

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

The CM/ECF MAIN MENU screen is pictured in Figure 5.

# LIVE patabage Area - Neiycape

A

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

Bankruptcy Court

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System
Figure 5

Access to the various modules are provided by the blue Main Menu
Bar at the top of the screen. Each selection is a hyperlink to another
set of options or hyperlinks allowing participants to file documents,
guery, view or print a docket sheet, generate reports or maintain the
system. Recent enhancements to the User Interface include: a
cascading menu system; an option to search both menus and docket
events which match entered text; case number lookups in docketing,
reports, queries, and utilities and event searches during docketing.

This menu is also used to exit the system. The preferred method to

exit CM/ECF is to click the Logout hypertext link on the CM/ECF
Main Menu Bar.
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CM/ECF
Maintain User Accounts

All CM/ECF users will be issued an account with a user login and password.
The CM/ECF login provides registered users the ability to submit pleadings
electronically to the court. Public users (attorneys, trustees, and creditors) must also log
into PACER to inquire on cases or look at reports. Existing PACER logins and
passwords will be accepted.

Non-court users can access their own account information through the Maintain
Your ECF Account menu. Using this option, participants can update their name, mailing
and E-mail addresses, phone and fax numbers, and password. Users can therefore
control the accuracy of their own information in a timely manner.

This module explains how trustees can update:

user name, address and other party data
E-mail information

electronic noticing preferences

user login and passwords.

L 2R 2R 2B 2

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

STEP 1 After clicking on Utilities on the CM/ECF Main Menu bar, select
Maintain Your ECF Account, which is found under the Your
Account sub-menu. (See Figure 1.)
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Maintaining Your Account

STEP 2

H TRAINING Databose A rea - Netycape

Your Account Mis cellaneous
CMU/ECF Login Legal Researc] b
Change Your Client Code Mailings.

Change Your PACER Account Verify a Document

Maintain Your ECF Account
Review Billing 7
View PACER Account Information
View Your Transaction Loy

Figure 1

Your user account screen will appear displaying your current
account information. (See Figure 2.)

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

Maintain User Account

Lastname [iilson First name [p.L.

Middle name Generation
Title Type aty

Office Imllsnn, Wilson & Assoc.

Address 1 [5550 IH 10 Ueat

Address2 [FH &

Address3 |

City [san antonio State I? Fip IF
Country l— County lﬁ

Phone [z10-555-1235 Fax [e1o-sss-3szr |

ssw [ Taxd [

BarId 1232346 Bar status Active Mail group
Initials dlw DOB AO code End date

Email information. | tlore user infarmatian. ..

Submit Clear
Figure 2

Update your personal information on this screen. When it is
correct, click [Submit] to save the changes. If the [Submit]
button is not used, the record will not be modified.
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L4

STEP 3

The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following
pages will explain these features in more detail.

The E-MAIL INFORMATION screen presents options for control
of your electronic notification on each court's CM/ECF system.
(See Figure 3.)

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

E-mail information for D.L. Wilson

Primary e-mail address [pLuilson®lavtirm.net =]

|51 »
Send the notices specified helow
¥ to my primary e-mail address
=
[T to these additional addresses =
Il _>|J

[ Send notices in cases in which I am involved

[T Send notices in these additional cases =]

@ Send a notice for each filing
€ Send a Daily Summary Report

3 ' html format for Netscape or ISP e-mail service
Format notices

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

Return to Account screen Clear

Figure 3

You can request e-mail copies of notification on all cases to which you
are a party or only on specific cases. You can receive e-mail activity
throughout the day or a daily summary of all noticing activity. “All activity”
includes notification of claims as well as other entries to a case.

Each e-mail will include the case number and name of the docket entry in
the subject line of the mail message.

Each section on the E-MAIL INFORMATION screen is explained below:
Primary E-mail address. This address must be formatted to Internet
protocol or an error will be generated. It may be prudent to establish a

separate E-mail account for CM/ECF activity from your routine E-mail
correspondence.

Send the notices specified below...
O to my primary E-mail address

To activate CM/ECF notification you must first check the box
next to your E-mail address.
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O to these additional addresses
You may have notices sent to other E-mail addresses besides
your primary E-mail address. (Paralegals or chambers staff may
want to share this notification activity.) When entering multiple E-
mail addresses, separate each address with a semi-colon.

O Send notices in cases in which | am involved
Checking this box will automatically inform the user when any
filing has been submitted in a case where this person is a
participant. Chapter 7 panel trustees and offices of the U.S.
Trustee may find this advantageous for new filings as well as
routine case activity.

O Send notices to these additional cases
You do not have to be a participant in a case to receive
notification of activity. Trustees and attorneys can elect to be
notified of activity in cases in which they have an interest but are
not parties to the case. Court and chambers staff can monitor
cases through this process also. It is possible to select both
options.

NOTE: This list is maintained by each user. As you are involved in more cases or
as cases close, you must update this screen.

¢ Send a notice for each filing.
Checking this box means you will receive E-mail notices when activity
occurs throughout the day to the account(s) specified above. The title of
the E-mail will describe the type of filing and the case number.

¢ Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will also be included in this mail list. (See Figure
3a.)

Bruce Williams  11/26/2001 8511 Summary of ECF Activity I

99-11228-Img Michael Holdman and Wendall Holdman Notice of Appearance S
5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 1
5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 2

Figure 3a
A Summary report includes the case numbers and titles of cases in which activity

occurred for that day. The text of the Summary E-mail notification will display the
docket event and the document number (including the hyperlink).
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NOTE: You cannot elect to receive both separate notices and the summary
report.

¢ Format notices

Enter the E-mail delivery method. This selection will be determined by
your E-mail type.

O html format for Internet Explorer/FireFox or ISP E-mail
servicer
The html format will include hyperlinks to the document or claim.
(See Figure 3b.)

Wotice of Electronic Filing

The following transaction was recewved from Clarence I Longsdale entered on 3/5/2002
at 940 AW CDT and filed on %/5/2002 CDT

Case Name: Dale I Danniels
Case Number: 95-10009
Document Number: 14

Daocket Text:
Dhiection to Claim Filed by Debtor Dale I Danniels . (Wilson, Joe)

Figure 3b

O text format for cc:Mail, GroupWise, other E-mail service
Text format will feature the URL of the PDF document which can
be copied and pasted into the location bar of your browser.
Figure 3c shows an example of a text formatted notice.

Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51 PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkect-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl? 252
Document Number: 2

Copy the URL address on the line below into the location bar of your Web browserto view the
document: https://bkecf-train.aottsd.uscourts.gov/cgi-bin/show_case _doc?2,252,,169281,

Figure 3c

¢ When you have entered your E-mail preferences, click on
[Return to Account screen].

¢ Click on [Submit] to save the changes.
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STEP 4

NOTE:

The SELECT THE CASES TO BE UPDATED screen will then appear for
the user to select the effected cases. (See Figure 4.)

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

Searching for existing Attorney Records
Select the cases to be updated

CAUTION: If you modified name, SSN, Tax ID, or Bar 1D on the previous screer, the new values will be recordsd for
ALL cases ta which the persox is linked, Madifications af ather items will he recorded ONLY for those cases you seisct
below. Click the question mark on the menu bar above for more information.

1999-10436 Travis Houston

1999-11223 Pinzy Wilson

1999-11228 Michael Holdman and Wendall Holdman
1993-11228 Michael Holdman and Wendall Holdran
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Toals "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Subrnit | Clear

Figure 4

Modifications to NAME, SSN, TAX ID, or BAR ID will automatically
update ALL cases.

Select ‘desired cases’ and then click [Submit]. PLEASE NOTE: most
ALL of the time you would want to select ‘Update All'. Please contact the
court if you choose otherwise.

The screen in Figure 4a is used to confirm the information which has
been submitted. If you checked any of the boxes for sending notices for
each filing, or sending a Summary report, this screen will indicate the
option is turned “on”.

Any additional case numbers (and hyperlinks) will be displayed under the
Case list: heading. If invalid case numbers were entered, you will receive
an error message after submitting the data and be given the chance to
back up and enter a valid number.
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EE F Bankruptcy « Adversary + Query + Reports « Utilities + Logout

Updating person record
Update Person Prid: 333454

The update was successful.... prid 333454 - D L. Wilson
The update was successful...

Set up autotnatic e-mai notfication complete for D L. Wilson
Send Notification in all cases for which you represent a party = on
Send Notification to primary e-mail address = on

Case list:

98-11223 Pinry Wilson
95-11225 Timothy Tisdale and Barbara Tisdale

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

Primary e-marl Address: DLWilson(@lawfirm net
Addional e-rnail Address

Figure 4a
STEP 5 If you click on More user information from your account screen, your

login and password information will be displayed
(See Figure 5.)

EE F Bankruptcy  +  Adversary + CQuery + Reports « Utilities « Logout
More User Information for D.L. Wilson

Login Iwilsandl Lastlogin 09-05-2002 12:19
Password |#rewssaruss Current login  09-05-2002 13:19
Prid 333454 Create date 06/04/2001
Registered T Update date 11/15/2001
Internet Credit Card
Groups Attorney
Return to Account screen | Clear |
Figure 5
¢ You can change your password here.
Remember:

+ Passwords are case sensitive.

« This is an alphanumeric field.

+ Passwords have a maximum of 8 characters

«  When you enter a new password it is displayed on the screen. Your
subsequent queries to this screen will show only asterisks.
(No one will be able to tell you what your password is. Contact the
court if you forget your password.)
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STEP 6

STEP 7

¢

When you have entered the information as desired, click on
[Return to Account screen].

Your user account screen will appear again (See Figure 6.)

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

Maintain User Account

Last name Irblilsun First name |D.L.
Middle name I Generation
Title I— Type aty

Office IUilsan, Wilson £ Assoc.

Address 1 [a550 1H 10 West

Address 2 IPH 6

Address 3 |

City [san Antonio State [Tz | Zip [e2za0 |
Country l— County lﬁ

Phone [z10-555-1235 Fax [ero-sss—asz1 |

ssw [ TaxId [ |

BarId 1232546 Bar status Active Mail group
Initials dlw DOB AD code End date
Email infarmation.. | Iore user informatian...
Subrnit Clear
Figure 6

When all of your account information is correct, click [Submit] to finish
processing.

A list of the cases you are associated with will then appear
(See Figure 7.)

EE F Bankruptcy e Adversary « Query < Reports . Utilities - Logout

Searching for existing Attorney Records
Select the cases to be updated

CATTION: If you modified name, SSN. Tax ID, or Bar ID on the previous screen, the new values will be recorded for
ALL cases to which the person is linked. Modifications af other ifems will be recorded ONLY for those cases you seisct
below. Click the question mark on the menu bar above jor more information.

1993-10436 Travis Houston

1993-11223 Pinzy Wilson

1999-11228 Michael Holdman and Wendall Holdman
1999-11228 Michael Holdrnan and YWendall Holdman
2000-10003 YWatson Parker

2001-10002 Sue Smith

2001-10011 Tools "R Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Subrnit Clear

Figure 7
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¢ If you want this new information to apply to all of the cases, click on
[***Update AllI***] at the top of the list. To change information only on
certain cases, hold down the [Control] key after selecting the first case
number and click on the others, one at a time, to highlight them.

¢ When you have all of the desired cases or [ ***Update All***] highlighted,
click [Submit] to apply the new information.

¢ The system will update the records and inform you that they were
updated. You can then click on another selection in the CM/ECF Main
Menu Bar.

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will
automatically update ALL cases.

USER TRANSACTION LOG

All docketing activity is recorded through each user’'s User Transaction Log. This feature is
found under Utilities on the CM/ECF Main Menu Bar. Click-on the hyperlink called ‘View Your
Transaction Log.” Information on this log can be selected by date range. A typical excerpt from a
transaction log is displayed below. (See Figure 8.)

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

Transaction Log

Report Period: 08/28/2000 - 09/05/2002

| Id | Date Case Numher Text
First Meeting of Creditors with 341(a) meeting to be held on
0 08/22/2002 09:23:54 | 1-02-bk-10070 09/20/2002 at 01:30 PM at Room 101 U.S. Trustee's Office.
Ohbiections for Discharge due by 11/1%/2002. (Wilson, D.L)
les62 || 06/04/2001 10:3348 [01-10002 [Opened New BE Case 01-10002
[7508 || 08/02/2001 09:55:35 [01-10015 [Opened New BE Case 01-10015

Ilotion to Aveid Lien with Landry Restaurant Supply Filed by
Earen Houghston, (Wilsen, D.)

Stipulation By Karen Houghston and Between Landry Restaurant
Supply filed by Karen Houghston. (Wilson, D)

Ilotion to Withdraw as Attorney Filed by Karen Houghston,

7514 08/02/2001 025638 |01-10015

7524 08/02/2001 10:02:14 |01-10015

7526 08/02/2001 10:11:46 |01-10015

(Wilson, D)
[11638 || 08/02/2002 16:38:07 [02-40006 [Opened New BE Case 02-40006
[12185 || 08/20/2002 152140 [02-10070 [Opened Mew BE Case 02-10070

Application to Pay Filing Fee in Installments Filed by Debtor

12342 08/22/2002 10:1%:13 |1-02-kk-10070 Welter T, Daiels (Wilson, D.L)

Figure 8

This record may be useful in researching case filings. Dates, case numbers, times and
document type are tracked.

Your transaction activity is not accessible to other users besides yourself except for court
systems staff.
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Converting Documents to .pdf

Only .pdf (Portable Document Format) documents may be filed using the Court’s
electronic filing system. If you attempt to upload a non-pdf file, or submit a
standard docket entry without a document, an error message appears. (See Figure
1))

¥ TRAINING DatabaseArod - Netcape

2 (%:‘1 @

courls gov/ogibin/login pl?36383881627 3523 L_816_01

=
EEC F Bankruptcy . Adversary . Query + Reports + Utilities

File a Motion:
5-02-00011 Robert W. Stbust

[ERROR: Document is not a well-formed PDF document (no further information 15 available).

Figure 1

Converting a Document to .PDF Format

Conversion of any word processing document to a Portable Document Format (.pdf) is required
before submission to the Court’s electronic filing system. The following instructions will guide
you through the process of converting a word processing document to .pdf. For this example,
WordPerfect 9 is used.

When Adobe Acrobat (the full version, not the reader is installed on your computer, one of the
option installed is PDF Writer. To convert a word processing document to .pdf, you will choose
“print” (just as you do to print a file), but change your default printer to PDF Writer. By making
this selection, your document won’t be printed, instead it will give you the opportunity to save
your file in .pdf format and give it a filename. You should have a directory on your pc or
network available for saving these .pdf files.

The conversion process is relatively simple and can be accomplished in a few ways depending

upon the word processing program you use. In the following pages, we will walk you through
the basic steps of converting any file created by a Windows based program. In some instances,
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some of these steps may be eliminated depending on what software you are using and how your
system has been configured.

Your bankruptcy preparation software may convert documents to .pdf. Refer to your software
vendor regarding converting to .pdf.

Basic requirements for creating .pdf files:

° Word processing software. For example: Microsoft Word or WordPerfect.
° Adobe Acrobat PDF Writer

Converting a Word Processing Document to .pdf Format

STEP 1 Using your Word Processing Software, open the document you
wish to convert to .pdf and review the document for accuracy.

STEP 2 To begin the conversion process, click th printer icon on your
toolbar or using the menus, click file and print. (See Figure 2)

X WordPerfec: 9 - C\WINDOWS\DesktopiW
)

Figure 2
STEP 3 The Print dialog box appears (See Figure 3)
. Select Acrobat PDFWriter from your list of printers.
. Click the Print button in the dialog box. The file will not
actually print.
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Prind tor Acrobal POFWriter (LPTLD)

Acrobat PDPwWriter I_

[Spstem Default] HP Laser)et 2200 Senes PCL &
Acrobat Distiller

Canon Bubble-let BJC-4200
HF Lager)et 2200 Seriez PCL E
HF Laserlet 5

HF Lazerlet BH

HF Laserlet 5P

OrmniFarm

PaperPart

PaperPaort Color

Figure 3

STEP 4 You will then receive the option to save the file as .pdf.
. The Save PDF File As screen will appear
(See Figure 4)

Save PDF FideAs

=3 PDF Documents |

[PDFfles(~PDF) |
Figure 4
. File Name: type a name using your preferred naming
convention.
. Save as type: Use drop down arrow if needed so that PDF

files (*.PDF) is selected.
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Click on the Save button to save the file as a PDF

document to a location where it may easily be retrieved
later.

Note: It is strongly suggested that you create a folder (or folders) specifically to store your
pdf documents.

Attaching PDF Files During Docketing

STEP 1 During Docketing you will be prompted to attach your pdf
document.

. The PDF DOCUMENT screen is displayed. (See Figure
5)

=3
+ Utilities + Logout o

Miscellaneous:
02-10005 Annie Hall

Select the pdf document (for example: CA\189cv501-21.pdE).
Filename

I Browse...
Attachments to Document: & 1o & ¥es %
MI Clear
Figure 5
STEP 2 Click on the Browse button, then navigate to the directory where

the appropriate PDF file is located and select it with your mouse.

STEP 3 To make certain you are about to associate the correct PDF file for

this entry, right-click on the filename with your mouse and select
Open. (See Figure 6)

Page -4-



CM/ECF Attorney Training Manual Converting Documents to .pdf, Attaching .pdf Files and

and Attachments (Proposed Orders, Exhibits, etc.)

File Upload 7|
Look in: [ (=3 POF Files =l - £F -
FE Motion to Dismiss D0_10006.pdi  TR]NTCABN.FDF B Proposed O
] Mation to Dismiss 00_10029.pdf T Obiection ta Flan. pdf T Feaffimatia
] Mation to Dismiss 00_10054.pdf T Obiection. pdf Tl Receipt.pdf
(] Mation.PDF T Order - Denying.pdf T REQARM.F
E M otionz2. pdf @ Order - Filing Feesz. pdf @ Reszponze.p
(] Mation. pdf Select |df T SCHEDOLpr
(] 1 otiond. pdf pdf T Schedule &,
(] Mations pof Wlﬁ T Scheduls B
Appearance.pe Frint '@ Schedule C
Scan for Viruses... I@ Schedule D
M| MoticeMalCanvta?. pdf mb10newpdi TR Schedule E
M ake Available Offline
Kl Dpen with , |
Filz name: Im SE:EE \;:Tnb: i j Open I
Files of type: Im ) WirZip L ﬁ Cancel |
Camd T 9 ‘é

Figure 6

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

correct.

STEP 4 Close or minimize the Adobe application after verifying the correct
file and click Open on the File Upload dialogue box. (See Figure
7)

File Upload EHE3
Laok ir: | 3 PDF Files = - ¥ ER-
FE] Motion to Dismiss 00_10008.pdi  TR]NTCAEN.PDF T Proposed 0
M Mation ta Dismiss 00_10023.pdf T2 Objection to Plan.pdf T Rreaffimatio
M7 Mation ta Drismiss 00_10054.pdf  T&) Objection. pdf T Receipt. pdf
[ Mation PDF T Order - Derying p TIREQAEN.F
'@ ationZ. pdf '@ Qrder - Filing Fees. pdf '@Hesponse.p
T Mation3. pd T Order - Granting. pdf T SCHEDO.
7 Mationd. pdf T Order Distribution. pof T Schedule &
] Mation. pd T Order Multi Part.pdf T Schedule B
Appearance. pdf '@ Order.pdf '@Schedule C
" Matice. pdt T Plan.pdf T Schedule D
'@ Moticet/olConyta?. pdf '@ Proof of Claim_formb Onew. pdf '@Schedule E
|« 1 2l
File narne: INotice of Appearance. pdf j Open %
Files of type: | Files 7 =l Cancel Y
7
Figure 7
STEP 5 To add an attachment, such as a proposed order, exhibit, etc.
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STEP 6

STEP 7

click the yes radio button next to “Attachments to Documents”and
click next. (See Figure 8)

¥ TRAINING Databuge Arew - Netycape

®

EECF Bankruptcy + Adversary ¢ Query » Reports

File a Motion:
5-02-00011 Robert W. Siburt

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

TFilename

It::\IJINDOUS\Desktup\Ua-lBUZ - cert., J-

Attachments to Document: © Mo @ Tes

Figure 8

The Select one or more attachments screen will appear.
(See Figure 9)

3% TRAINING DatabaseA red - Netycape

it esHtainwvrt, uscouts gov/ogrtin/oain P ADATBAEA3H 2 EE

File a Motion:
5-02-00011 Robert W Siburt

Select one or more attachments.

1) Enter the pdf document that containg attachment (for example: Clappendix pef)

Filename

| | Bowse.. |

Converting Documents to .pdf, Attaching .pdf Files and
and Attachments (Proposed Orders, Exhibits, etc.)

2) Select a document type andfer enter a description

Type Description

| HI |

3) Add the filename to the Jst box below. If you have mere attachments, go back to Step 1. When the lst of filenames is complete, click on the ezt butten.

e |
=
o
Figure 9
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Converting Documents to .pdf, Attaching .pdf Files and

and Attachments (Proposed Orders, Exhibits, etc.)

STEP 8

like to attach. (Just as you would do when browsing for

your main document)

Under step 2, click on the drop-down arrow and choose

what document type you are attaching, if it a proposed

order, choose that type.
. Then type in a description
(See Figure 10)

3 TRAINING Datobase Aredw - Netxcape:

EECF Bankruptcy . Adversary ©  Query +  Reports

File a Motion:
3-02-00011 Robert W. Siburt

Select one or mare attachments.
1) Enter the pdf document that contains attachment (for example: C\appendix pdf)

Filename

[\ wINDOUS\ besktop’ Proposed Order UU_

Utilities

2) Select a document type andfor enter a description.
Type Description
[Propused Order [zor movion o anend] ]

T
__ Fomoeon |
x|
Figure 10

3) Add the flename to the list box below. IF you have more attachments, go back to Step 1. When the list of flenames is complete, clck on the Next button

Click on Add to List. When you do this, the pathname of where
your document was stored will appear in the box in step 3 and the
boxes in steps 1 and 2 will blank out. (See Figure 11)
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B TRAINING DataboseAred, - Netycape:

Adversary «  Query - Reports o+ Utilities

File a Motion:
5-02-00011 Robert W. Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for cxample: Cappendiz. pdf)
Tilename

I |

2) Select a document type and/or enter a description.

Type Description

[ H[ ]

3) Add the Blename to the list box below. If you have more attachments, go back to Step 1. When the list of flenames is complete, click on the Next button.

CAWINDOWS Desktop'Proposed Order 02-11. PDF j _

Figure 11

STEP 9 If you have more documents to attach, start the process over by
browsing for the next attachment and proceed to # 2 and then

# 3, as shown in Figure 11.
If you are finished with adding attachments, click next.
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How to Convert a Creditor
Matrix to a .txt File

The following instructions will guide you to correctly format a creditor matrix and
save it as a .txt file.

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

Suggested Creditor Matrix Specifications

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

2 Each line may contain no more than 40 characters including
blanks.

2 Names and addresses should be left justified.

2 Spaces in the first position of a line will cause an exception report

for that creditor record.

2 Special characters suchas ~, %, ,#,/, &, and % will cause
problems.
2 Account numbers or “attention” lines should be placed on the

second line of the name/address.

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

2

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

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

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

* & o o

If you are sending the matrix to the Court for upload into the
system, we require it to be saved on a diskette or cd and the
filename should be the Debtor’s last name or the business name.

WVN - Attorney Training Materials September 2003
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To Save the Creditor Matrix File with a .txt Extension

STEP 1 After creating the creditor list in WordPerfect or Microsoft Word,
open the file. Click on File in the WordPerfect or Microsoft Word
toolbar to display the drop down list. (See Figure 1.)

\ Corel WordPerfect - B:ATRAININGAECFAS hirley\M atnx T,
QEHE Edit “iew |nzet Format Tool:  window  Help

NEHEG ) =B~ ¥vBO-A
Figure 1
STEP 2 Click Save As in the drop down list. (See Figure 2.)

[§=Q Edit Yiew |nzert Fomat Tool: Window  Help

Mew... Chrl+5Hift+h - | ,{g v @ 01
Open... Ctrl+0

Cloze ks F U = | :Mone: e
Save Chil+5 T

A | 1
IhLLLh

Figure 2

If in Microsoft Word, Skip to Step 4.

If in WordPerfect:
STEP 3 Click the drop down menu arrow in the File Type box.
(See Figure 3.)
'Q hearngs. wpd 1,696KE  Corel WordPerfect 8 Dog
'Q ab_rmotion.wpd 1.459KE  Corel WordPerfect 8 Dog
arder_| ﬁ dini Pro 3.0 s
¥ workin) [Z] ANS| [windows) Defimited Text e

AMS M indowes) Genenc Word Processor
ARSI Windowes Test

ASCI [D0S) Delimited T ext
""""" A5CI [D05) Genernc Word Processar
SBESCI DOS Text
W] Displayiarite 4.0 % ﬂ

Fle bpe: 'Q WordPerfect 6/7 /8

Fle name:

Figure 3
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2

STEP 4

2

STEP 5

STEP 6

Select the file type ASCII DOS Text.

If in Microsoft Word:

Click on the drop down box arrow in the Save As Type box.

(See Figure 4.)

Fir[:"__gfiles Ehak makch these search criteria:

File mame: I

=
[

Files of bvpe: [

Figure 4

Select the file type of Text Files(*.txt) or Text Only(*.txt) or Plain
Text(*.txt).

Enter the file name (file name should be the Debtor’s last name or
if a business, the business name) in the File Name: box. (The
system provides the same file name with a .txt extension.)

Click the [Save] button.

WVN - Attorney Training Materials

September 2003



CM/ECF Attorney Training Materials Uploading A Creditor Matrix - Page 1

Uploading a Creditor
Matrix

For Attorneys

The following instructions will guide you through the process of uploading
creditor information (.txt file) to the Electronic Case Filing (ECF) system. A creditor
matrix should be uploaded for each case immediately following the electronic case

opening.
STEP 1 Select Bankruptcy from the Main Menu and click on Creditor
Maintenance from the Bankruptcy Events menu. (See Figure
1.)
Figure 1
STEP 2 Select Upload a creditor matrix file from the Creditor

Maintenance menu. (See Figure 2.)
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S

e ani

Figure 2

STEP 3 The Creditor Processing - Upload a File Method screen

appears. Enter the bankruptcy case number. (See Figure 3.)

3% TRAINING Database Area - Netscape

Feload  Home  Search Metscape
w§ " Bookmarks & Location: [https:/ fect-train w

316_0-1

Creditor Processing - Upload a File Method

Case Humber

03-00085 99-12345, 1:95-51-12345 or 1.99-bk-12345

Mext Clear

H TRAINING

Figure 3

¢ Click [Next] to continue.

STEP 4 The Load Creditor Information screen appears. (See Figure
4a.)

WVN - Attorney Training Materials
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Load Creditor Information

Case number 03-00085

Enter name of file and click on Next | s
Example: c:\creditor.scn
Mext Clear

Figure 4a
¢ Verify the case number displayed.
¢ If the case number is incorrect, click the [Back] button to re-enter

the case number.

NOTE: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again. You
may use the browser [Back] button at any time during this
process to verify former screens until the final submission.

¢ Type in the full path of the folder (directory) and filename where
the creditor matrix file is located.

OR

¢ Use [Browse] to navigate to the appropriate folder and select the
creditor matrix file. To do this:

¢ Click the [Browse] button to display the File Upload
screen.

¢ Change Files of type: to All Files (**).

¢ Click in the Look In box, and select the appropriate drive
name.
¢ Double-click on the correct folder name to open the folder.

WVN - Attorney Training Materials September 2003



CM/ECF Attorney Training Materials Uploading A Creditor Matrix - Page 4

STEP 5

¢ Double-click to the appropriate filename to select the
matrix.

NOTE: For quality assurance, with the matrix filename
highlighted, you may right click and select Open on the
drop down menu. This will allow you to view and verify
the matrix file chosen as correct.

¢ Close the matrix by clicking the “X” in the upper right-hand
corner.

¢ If changes were made, choose Yes when prompted “Do
you want to save changes?”.

¢ Click the [Open] button in the File Upload screen to
associate the matrix file to the bankruptcy case.

(See Figure 4b.)

3 TRAINING Datahase irea - Netscape

Load Creditor Information

Case number 03-00085

Enter name of file and click on Next (o oo st ingsy Anica SvacomiD Browse...
Example: c:\creditor.scn

) e

Figure 4b

Click [Next] to continue.
The Total Creditors Entered screen displays. (See Figure 5.)

The total number of creditors shown on this screen must be the
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STEP 6

same as the number of creditors shown on the paper matrix which
was imaged and included with the electronically-filed petition. If
the Total Creditors Entered amount is correct, click [Submit] to
finalize the transfer of creditors.

If the creditor total is incorrect, return to Step 1 to begin again.

HI TRAINING Database Area - Netscape

Add Creditor(s)

Total Creditors Entered 1

[Submit |

The Creditors Receipt screen appears. (See Figure 6.)

The case number and total number of creditors added to the
database are confirmed.

3 TRAINING Database Area - Netscape
Fle Edt Wiew Go Communicator Help

J'Eﬁiaﬁ m = a8 @& @&

Feload  Home  Search MNetscape  Prnt  Secuity  Shop

7w Bookmarks . Location: [ wunb.uscourts. bin/login. pl?256354170173508L_916_0-1 ~| @7 what's Related

Creditors Receipt

|Case Mumber [03-00085 |
[Total Creditors Added to Database |1 |

File 4 Proof Of Claim

Eeturn To Creditor Ivfenm

3 TRAINING Database ..

Figure 6
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¢ Click the Return To Creditor Maintenance Menu hypertext link if
you have additional creditor matrices to upload for other new
bankruptcy filings, and repeat steps 3 - 5 for each additional
creditor matrix.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a
bankruptcy case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

Internet users will access CM/ECF through PACER and will use two
different 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. You can access this court’s cm/ecf
site by going to https://ecf.wvnb.uscourts.gov.

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

J| = 1hai patabase

LIes -
e o

Virginia
nt Filing System

Figure 1
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. ____________________________________________________________________________________________________________________|]
. ____________________________________________________________________________________________________________________|]

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

J S i

Figure 2

STEP 3 At the Bankruptcy Events screen, click on the Open Voluntary BK Case

hyperlink. The Open New Bankruptcy Case screen will display (See
Figure 3.)

y Case

== — i

Figure 3
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. ____________________________________________________________________________________________________________________|]
. ____________________________________________________________________________________________________________________|]

2 The Case Type will reflect bk.

4 The current date will always be displayed in the Date Filed field. This date
cannot be changed. The file date of the petition will be the current date.

4 Click the down arrow to reveal the list of available Chapter options. Click to
select the appropriate chapter.

4 Click the down arrow to reveal the list of Joint Filing options. The default value
for Joint Petition is n (no) meaning this is not a joint (husband and wife) filing.
Accept the default, or click to select 'y’ to indicate the filing includes both a male
and female debtor.

4 If there are any required items missing from the petition, change the
Deficiencies box from n toy. A deficiency list will then be presented on a later
screen.

L 4 When this screen is correct, click [Next] to continue.

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

J = 1AM Datahass Aroa - Windews Intarnet Laplorer

[« ERRENCT

ZECF Bankruptoy ~ Adversary  Query  Reports  Utiities  Search  Logout

|Opan Voluntary Bankruptcy Case
iMon Oct 20 15:02:18 2008

{Search for a delior
SN ITIN Tax 1D/ EIN
| LastBusimess muie
First Name
| Middle Name

b T e . Sov R

Figure 4
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* This screen is for you to enter the parties in the case. Before you add the debtor,
or any party, you should search the database to see if that party already exists in
the database from another case, to eliminate duplicate records in the system.
You can search by Social Security Number, Individual Taxpayer Identification
Number, Tax Identification Number, Employer Identification Number, Last Name
or Business Name.

. You can enter the last name to search the database. If thisis a
business filing, enter the first word or significant words of the business
name to search. The entire business name is stored in the
Last/Business name field. The field size is 200 characters.

Search Hints

. Enter one field of data for each search.

. Format Social Security Number or TaxID with hyphens.

. Include punctuation. (Garcia-Carrera)

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

. Partial names can be entered.

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

. Wild cards may be used before or within search strings. (*son,Gr?y)

NOTE: The entire name of businesses resides in the Last/Business field. Therefore, for

business filings, entering the first part of the name may be sufficient to find a
match.

STEP 5 If there are no matches, the system will return a No Person Found message. (See
Figure 5a.)

7 AFAIM Dharliosim Aot < W enbosen Liitis vt Lngsbesso

Reports * utiisties = search Logaut

N person fousd.

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

Adversary - Query  Reports - Unilities - Searen  Logout

SENITIN Tax 1D/ EIN
Last/Business nante

Firss Name

—
H
2
£
i

Figure 5b

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

NOTE: If the information you entered to search finds a match, it is very important to
verify that the social security number of the matching party name and address
Is correct. If you choose this as a match for your debtor, you will have no
opportunity to modify the social security number. If the name and address are
correct, but the social security number does not match, do not choose this as
a match; add a new party.

L 4 Once you have tried alternative searches and determined that the party is not
already on the database, you can add them to the database. Click [Create New
Party].
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STEP 6 The PARTY INFORMATION screen displays. (See Figure 6a.)

7 TRAIN Database Area - Windeows Interrst Explarer

O - [T s man wrb

e GE e Ppete [k
» .

W TR Dashase Ares - . e e« ) ook -

EECF Bagkruptey = Adversary = Query  Reporis = Ubiities = Search  Logout

Debitor luformation

Last mame Fuch First mame

e Geaera tisn Tisle.
— Tax ID
SEN I ITIN el
Office Address 1
Address 1 Address ¥
City State Zip
Comnty - Coustry
Phone Fax
E-mail
Party text

Adq u a

Couporate parent | athae [Pt 22

!:«— & remne 0w -
Figure 6a
L 4 As shown on the petition, enter the following information:
¢ Debtor’s Last Name (If the debtor is a business, enter the full business

name in the Last Name field.)

¢ Debtor’s First Name

¢ Debtor’'s Middle Name

¢ Debtor's Generation, if applicable (Jr., Sr., lll, 11, etc.)

¢ Debtor’s Title, if applicable (MD, PHD, etc.)

¢ SSN (Social Security Number) ITIN (Individual Taxpayer Identification

Number), Tax ID (if the debtor is a business) or EIN (Employer
Identification Number)

L The Office box may be used to indicate the office name of a business
debtor. (This field is used infrequently.)
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¢ Use Address 1, Address 2 and Address 3 lines to type the debtor’s
mailing address as shown on the petition.

¢ Type City, State and Zip information.

¢ Click the down arrow to reveal the list of County options. Click to

highlight the county shown on the petition. (Type the first letter of the
county name for a faster search.)

L It is not necessary to enter a Country name unless the country of the
debtor’s residence is not the United States.

¢ Do not enter Phone, Fax and E-Mail information of the debtor.

¢ The Party Text box can be used to add additional descriptive nature to
the debtor’'s name. For example: If the debtor was General Foods
Store, a division of General Motors Corporation, enter: General Foods
Store in Last name field, and enter: a division of General Motors
Corporation in Party text field.

¢ If this debtor has any aliases, click [Alias] to enter the alias information.

¢ The Alias screen displays. (See Figure 6b)

J[ /= THAM Daratiase hrea - Windows internet Laphores

Figure 6b
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NOTE: Do not use special characters such as parentheses, brackets, percent signs,
ampersands and in care of’s.

L You can enter up to five alias names at a time.

¢ Click the down arrow to reveal the list of options in the Role category. They
include aka, dba, fdba, and fka. Click to select the appropriate Role type for
each alias entered.

¢ Click [Add aliases] to submit.

¢ If you make a mistake during the addition of aliases, click [Clear] to
begin again.

¢ If you have more than five aliases to add for this debtor, click [Add
aliases] to add the first five. Then click [Alias] again to submit

additional aliases. This may be done as often as necessary until all
aliases are added to the system.

STEP 7 The PARTY INFORMATION screen reappears. (See Figure 7a.)

|7 TrAms Database Area - Windows Inteenet Explorer

O - i Ripeiior s mosl imtige o o AT T iR
B fde  Wew Fpebes  Jooh el

byt

| tram Databane s S T s K T

Bapkruptey = Agversary = Query Reports = utiities = Search  Logout

Debior Information
Last name Fich First mame Richmd
Middle oo Goneration |1 Title
SSN/ITIN (222113048 |mapams Th ér['.\ n-mm
Office Address 1 [123 West Main Sivest
Address 2 Address 3
City [Whesiing State WV Zip [2600
Connty [Oha = Country
Phane Fax
E-mail
Party text
[(Aaa ] [ Gomporate parent Taihate—) (R 00 e v
(B | [Cancw | [Ginme
= @i Wi -
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¢ If applicable, select the Corporate Parent option and enter information
¢ Verify the debtor information shown.
¢ Once all debtor, Corporate Parent and alias information has been added, click

[Review] to review the information for this debtor. (See Figure 7b.)

7 TRAR Databave Aiea - Windows Intermst Exphores

Adversary = Query  Reporis -

Utiities = Search  Legout

[Review attorneys, aliases, ¢

Richard Gold Rich

Carparate parests | affiliates sdded:

added

& rtemat S -
Figure 7b
¢ You will see the aliases that have been added.
L This is where you must delete an incorrectly entered Alias. An alias cannot be

edited. If there is anything incorrect about the alias entry, delete it here by
clicking [Clear] to remove all checked aliases. Then select [Return to Party
screen], and click [Alias] to re-enter the correct alias information.

¢ You will note that in the Attorney(s) added: section this message None added.
will display. CM/ECF knows who you are, based upon your attorney login, and
will add you as the attorney for the debtor.

¢ Click [Return to Party screen] to continue.

¢ When all the information is correct, click [Submit] to continue.

NOTE: |If this were a joint debtor filing, a JOINT DEBTOR PARTY screen would appear

next. Repeat Steps 4 through 7 for the Joint Debtor. You will notice that the
address of the debtor will populate
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NOTE: |If thisis a joint filing but was not indicated as such, or if this was inadvertently

marked as a joint filing and there is no joint debtor, return to Step 1 and begin
again.

STEP 8 A screen will display with the debtor’s divisional office which is based on the debtor’s
county of residence. Select [Next]. (See Figure 8.)

P — y -  Guery  Repe ors = umiines -
[Gpan Voluntary Bankiuptey Case
Mon ot 20 1

Figure 8

STEP 9 The STATISTICAL DATA screen appears next. (See Figure 9.)

'|Open Voluntary Bankruptey Cass
Mon ©ct 20 15:38:08 2008

Prior fling within bast 8 years (oo

Figure 9
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L 4 Select the Type of Debtor by clicking in the appropriate box(es).
4 Prior filing within last 8 years: Select no or yes
* The Fee Status values are Installment, Paid, Fee Not Paid, and IFP Filing Fee

Waived. If the petition is accompanied by an Application to Pay Filing Fees in
Installments, you would select Installment from the pick list box. If an Informa
Pauperis Affidavit accompanied the petition, select IFP Filing Fee.

4 Designate the Nature of Debt as Consumer or Business. If the debtor has
“dba’s”, select business. It is also necessary to select Nature of Business if
Business was designated under Nature of Debt.

4 Select no or yes for Asset Notice
4 If the filing is a Chapter 9, 11, 12 or 13 petition, click to highlight
y for an asset case.
4 If the filing is a Chapter 7 petition, accept the default n for a no asset
case.
4 Select the Estimated Number of Creditors.
. 1-49
. 50-99
. 100-199
. 200-999
. 1,000-5,000
. 5,001-10,000
. 10,001-25,000
. 25,001-50,000
. 50,001-100,000
. over 100,000
¢ Select the correct dollar range for Estimated Assets.

$0 to $50,000

$50,001 to $100,000
$100,001 to $500,000
$500,001 to $1 million
$1,000,001 to $10 million
$10,000,001 to $50 million
$50,000,001 to $100 million
$100,000,001 to $500 million
$500,000,001 to $1 billion
More than $1 billion
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|
|
¢ Select the correct dollar range for Estimated Liabilities:

$0 to $50,000

$50,001 to $100,000
$100,001 to $500,000
$500,001 to $1 million
$1,000,001 to $10 million
$10,000,001 to $50 million
$50,000,001 to $100 million
$100,000,001 to $500 million
$500,000,001 to $1 billion
More than $1 billion

* Click [Next] to continue.

STEP 10 Summary of Schedules Screen displays. (See Figure 10.)

Reports = Utiities = Search  Logout

'Open Veluntary Bankruptcy Case
Mon Oct 20 15:48:10 2008

SUMMARY OF SCHEDULES

aport the bstals from Schiadules A3 5K F, 1§, Form 12, st Nonechargeabie Drbi i the Basrs provided

NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER
A - Resl Preperty
B - Personal Property
D - Creditors Holding Secired Claims

E - Creditors Holding Uniecued Priaviey Claii

[ S -
Figure 10

¢ Complete all white fields using Schedules A, B, D, E, F, |, J, Form 22 and Form 6
Statistical Summary

¢ The total Dischargeable Debt will compute.

¢ Click [Next] to continue
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Step 11 If you have selected y for Deficiencies on the case data screen, the Deficiency List
screen will appear.

NOTE: This list will vary by chapter.

¢ Check the check box for each item that is not included with the petition. The
items chosen will be reflected in the Final Docket Text.
NOTE: The Court will issue a deficiency notice.
¢ Click [Next] to continue.
STEP 12

The SELECT THE PDF DOCUMENT screen appears. (See Figure 12.)

Query  RAeports = Utilibies -

'|Open Veluntary Bankruptcy Case

Search  Logout
IMon ©ct 20 16:06:57 2008

Figure 12

WVN - Attorney Training Materials

October 2008



CM/ECF Attorney

BK Case Opening - Page 14

NOTE: This screen is used for associating the imaged document with this entry.

¢

STEP 13

4

STEP 14

Attorneys may not bypass associating an imaged document.

Click [Browse], then click on the down arrow ¥ for the Files of type field.

In the drop-down box, click on Acrobat (*.pdf).

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

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

select it.

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

Click [Next]

The INCOMPLETE FILINGS DEADLINES screen is presented, showing the due
date for the missing schedules A-J.

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

Deadlines will vary by court. The court will monitor deadlines for compliance and
will verify deficiencies.

Click [Next] to continue.

Presumption Arises Screen Displays. Select no or yes. (See Figure 14.)

[Spen Voluntary Bankruplcy Cose
IMon oct 20 18:12:40 2008

Figure 14
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. ____________________________________________________________________________________________________________________|]
. ____________________________________________________________________________________________________________________|]
4 Click [Next] to continue.

STEP 15

The RECEIPT # screen appears. (See Figure 15.)

[Hemr] [E5ar]
Figure 15
¢ If the filing fee is being paid in installments, you will have an opportunity to enter
the amount accompanying the bankruptcy petition as your initial payment.
¢ Click [Next] to continue.

STEP 16

The FINAL DOCKET TEXT screen appears. (See Figure 16.)

'IOpen Voluntary Bankruptcy Case
Maon Gct 2

0 16:17:38 2008

Figure 16
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. ____________________________________________________________________________________________________________________|]
. ____________________________________________________________________________________________________________________|]

NOTE: This is the last opportunity to make any changes before the case is officially

opened.
¢ 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.

4 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.

L 4 The case number will now be assigned. Click [Next] to continue.
STEP 17 The Payment Screen Displays. (See Figure 17a)
¢ You may elect to Pay Now or Continue Filing.
¢ Complete all fields with a red asterick if you have elected to Pay Now. (See
Figure 17b.)

7 secirnnic Pagment - Windems intasimt Explorst

man = IMPORTANT NOTICE
Do NOT use the browser Back” buston during the

Do NOT cles

Tatal: $1674.00

Figure 17a
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@ emran =i -

Figure 17b

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

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

Make a note of the case number, which appears in blue. Clicking on the case
number hyperlink on the Notice of Electronic Filing will present the Docket
Report for this case.

Clicking on the document number hyperlink will present the PDF Image of the
document just filed.

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

To save a copy of this notice, click [File] on the browser menu bar and select
Save As.

You may also save the notice through the browser File/Save option.
A hypertext link for the Notice of Bankruptcy Case Filing appears at the top of this

notice. Clicking on this hypertext link reveals a notice summarizing the pertinent
details and participants in this case.
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e e SN L=

s, gerv o banOngat

[ €] = |&F hetenfiect aran e

Ele 3 Wew Fgeorbes ook el

Open Voluntary Bankruptey Case
Mon Oct 20 16:19:12 2008

U.S. Bankruptcy Court

Northern District of West Virginia

[Notice of Banknaptcy Case Filing

The following transaction was received from WVNE Test-Amtomey aptered on 10202008 at
Case Name: Richard Gold Rich and Penney Rich
Case Number: S08-bk-00053

Document Numbaer: |

19 PM EDT and filed on 1022072008

Docket Text:
{Chapter T Volntary Petition. Fee Amount 3299 Filed by Richard Gold Rich I1I, Pesney Rich (Test-Ancmey, WVNE)

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

Document description:Main Document
(Original flename:C Docinents and Settings ANTTA Deskaop 2008 Pay Perods pdi
Electronic docament Stamp:

[STAMP bkecfStamp_[D=98591 1550 [Date=10/20/2008] [FleNumber=25253-0]
[4145157 2afiafe 524 3b03S00F215e Sh54 58006 5eebS T6 103 | 6cbedabial | 6353
55421 162371 5c2da04b 24 5caB 1 6c 5667040 T] 159371 529167635

508 ble- 00053 Notice will be clectronically mailed to:
[Umited States Trustee  marcie_kacsmear @ winb wscourts_ gov
5:08-bl-00053 Notice will not be slectronically mailed to:
WYNE Test-Attorney

101 Some Steset
Wheelng, WV 26003

I @ Irkernat 0% -

Figure 18
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Filing Schedules

This process shows the steps and screens required for an attorney to
electronically file the schedules not filed with the bankruptcy petition.

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

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

2 Click the Other hyperlink.

' L - L0oW -

Figure 2

WVN - Attorney Training Materials October 2008



WVN - Attorney Training Materials Filing Schedules - Page 2

STEP 3

2

*

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

Enter the case number.

Click [Next] to continue.

fos

Figure 3
STEP 4

2

*

*

The following screen displays. (See Figure 4.)

Using the up and down arrows to the right of the box, scroll the
options to highlight the type of documents being filed.

For a Chapter 7 petition, required documents are Exhibit D,
Statement of Financial Affairs, Schedules A-J, Summary of
Schedules and Statistical Summary of Certain Liabilities,
Declaration Concerning Debtor’'s Schedules, Disclosure of
Compensation of Attorney for Debtor, Statement of Intent, Notice to
Individual Consumer Debtor, and Form B22A Means Test.

For a Chapter 13 petition, required documents are Exhibit D,
Statement of Financial Affairs, Schedules A-J, Summary of
Schedules and Statistical Summary of Certain Liabilities,
Declaration Concerning Debtor’'s Schedules, Disclosure of
Compensation of Attorney for Debtor, Notice to Individual
Consumer Debtor, and Form B22C Means Test.

Additional documents required in a Chapter 11 petition are Equity
Security Holders and 20 Largest Unsecured Creditors

Click [Next] to continue.
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Query [ — Uitities -

Searen  Legout
Miscallaneous

N -G08 Jobe Smssh
Type bk
Assets n

Chapter
Cane Flag MEANSL

Ofice: 3 (Wheekng)

Stnen yping 1o find another event. Hold down Crl 1o o
Available Fve

{eclick to selact svents)

R
2

R

R

fes T

Figure 4

STEP 5 The Joint Filing With Other Attorneys screen displays. (See

Figure 5.)

L 2 Click in the Joint filing with other attorney(s) box only if this is a

joint filing to add any additional attorneys.

L 2 Click [Next] to continue.

© TRAIN Dataliase Arma - Windows (nter e Daplsrer

| SECF Bankruptey -
Miscellansous:

DF-bak 00057 Jokw Seithy
Tupe bk Ch
Assets n

Office’ 3 (Wheelng)

aper 7 v
Case Flag MEANSL

[0 St filirg with other attormey(s)

IZ
Figure 5

& et
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STEP 6 The Select the Party screen displays. (See Figure 6.)

2 Select the debtor(s)

L 2 Click [Next] to continue.

[ @ s Sy

Figure 6
STEP 7 The Select the pdf document screen displays. (See Figure 7.)

2 Click [Browse], then navigate to the directory where the PDF file is
located. Double-click the PDF file to select it.

L 4 In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
you have finished viewing the image.

L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

L 4 Click [Next] to continue.
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Type the Chapter. 7+ Office: § (Whieelingy
Aseersi n Case Flag: MEANSU
19950121 ety
(=T
Yes
[oent] (Goear]
= @ s S

Figure 7
STEP 8 The Summary of Schedules screen displays. (See Figure 8.)

4 Complete all white fields using Schedules A, B, D, E, F, I, J, Form
22 and Form 6 Statistical Summary

¢ The total Dischargeable Debt will compute.

¢ Click [Next] to continue.

Mincallnneous:

508 bk 00087 Joba, Smith
Tipe bk Chagites: T % Ofice 5 (Whesling)
Assots: n Case Flag MEANSL
SUMMARY OF SCHEDULES
Bapon the totats from Szhedules A B D, K, 7, 17, Foom 22, and Nondachargssbis Debe an the botes provided
MAME OF SCHEDULETORM AESETS LLARILITIES aTHER

A - Real Property

B . Personal Propenmy

geable Debt (Compated)
» gt when any vabse above for D, E, F, or
RN R A —

! @ v ST

Figure 8
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STEP 9 The Docket Text: Modify as Appropriate screen displays. (See
Figure 9.)

¢ It should not be necessary to make any additions to docket text.

¢ Click [Next] to continue.

Miscellaneous:

§5.08 1ik-00057 Joha Snsgh
Type bk Chapter: 7 v Office: 5 (Wheelng)
Assets n Case Flag MEANSU

Dockat Taxt: Modify as Appeopriats.

Schedules A-T Filed, | Statement of Financial Affairs - Swmmary of Schodules and Statistical
Summary of Cortain Liabilities, Exhibit I . Disclosure of Ca)

Statoment o f Imtemt.

mpensation of Attorney for Debtor

L i = Maotice 1o Consmmer Debrors Filed
Filed by WVNE Test-Attorney on behalf of John Smith . (Test-Attormey, WVNE)

[Famt] [Siuar

j =

Figure 9

STEP 10 The Docket Text: Final Text screen displays. (See Figure 10.)
This is your last opportunity to make corrections to your entry.

¢ Verify the final docket text.
¢ If correct, click [Next] to continue.

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

¢ To abort or restart the transaction, click on the Bankruptcy hyperlink on
the Menu Bar.
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| /= TRAM Database Area - Windows Inteinet Explorer

[+ = | E" retm et - vl st goviog-brfDimatch, T4 SSI0S90550 v B |%r]|x al-
S e ———
- -

¥ S | TR Dstabasa Ares B - E) - [reeos - ook - T
SEF Bankruptey - Adversary - Query Reports - Utilites - search Logeut
Miscellaneous:
b.08-bic-000% 7 Jobn Senihy

Type: bic Chapter- 7 v Office: & (Wheeling)

Asscts n Case Flag MEANSU

| Dockat Taxt: Finnl Taxt
| Schedules A-J Filed. , of Financial Affairs , of and v of Certain L Exhibit
D.D

¥
. of C: of y for Debtor , Statement of Intent. , Notice to Consumer Debtors Filed Filed by WVNB Test-
| Attorney on behalf of John Smith. (Test-Attorney, WVNB)

Aitention!! Submitting this screem commits this ransaction. You will have no further opportunity to modify this submission if you continue.

(o) [Gem]

[oo= @ trtmra Woom -

Figure 10

STEP 11 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire receipt.
(See Figure 11.)

¢ The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

L 2R 2B JE 2B 2R 2B 2% 2
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[ —" o

ook el

Miscellaneous:
408 s 00047 John Smith

Type bk Chapter: 7 v Office: & (Wheeling)
Assets: n Case Flag MEANSL

LS. Bamboruptey Court
Narthern District of West Virginia

iNotice of Elecmonie Filing

The following transaction was recen-ed from WVNE Test-Attomey entered on 1023/ 2008 at 1:51 PM EDT and filed on 10232008
Jobn Smith

o

Dockot Text:
Feledules A-J Filed , Stmement of Fmnncinl Affaxs | Sununary of Schedules md Stansiseal Summary of Certain Lisbilites, Exbiva D, Disclosue of Compensation of Anormey for Debtor . Statemesn of Inten
INotice to Consummes Debtors Filed Filed by WVNB Test-Attomey on behalf of John Smith. (Test-Antomey, WVNE)

The following documentiy) are associated with this eransaction
Document description: Mam Document

‘Original filename:C Docaments and Settings ANTTA Desktop 2008 Poverty Guidelines pf
Electronic docament Stamp:

5 TAMP bkecfStang_[D=985911850 [Date=10/23/2008) [FleNumber 4-0)
(04808 fo 2 dedde bef 261 2740 st 24 30e S12 15 54 Sd

OPP5062h1772d77dE1b3e3 21267640063 e Tec2 2605 1 o TRSc2bIdaTP4<]]

5208 bl 00057 Natice will be eloctronically mailed 1a:

Wnited States Trustee  marcie_kacsmar@wimb uscourts gov

5:08-bl-00057 Natice will not be eloctronically maied to:

WANE Test-Attomey

101 Some Street

Wheelng. WV 26003
_m s

Figure 11
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Amended Schedules

This process shows the steps and screens required for attorneys to file Amended
Schedules requiring a filing fee and not requiring a filing fee.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

Northern District of West Virginia
: Do

Official Co (R } t Filing System

Figure 1

STEP 2 Click on the Other hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)

——— = Reports - unises = Search  Logout

Figure 2
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STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)

Figure 3a

2 Enter the case number (See Figure 3b.)

Figure 3b

L 2 Click [Next] to continue.
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STEP 4

Step 5

B T

=

The following screen displays. (See Figure 4.)

Figure 4

*

2

Select the applicable bankruptcy case

If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission.

Select Amended Schedules (Fee) OR Amended Schedules No
Fee Required.

NOTE: If you are amending both schedules to add creditors and
the matrix to include these-newly added creditors, you will be given
the opportunity to include in docket text the Amended Matrix.

An amended Summary of Schedules and Statistical Summary
Of Certain Liabilities are required to be filed with every
amendment.

In this lesson, the debtors’ attorney is amending Schedules D, E
and F and the mailing matrix to include the newly-added creditors.
Amended Schedules (Fee) is selected. (See Figure 5.)
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17 A Dataase Ar

SO - i+

e fa ew
-

TR Databae Ao £ -

Miscellansous

2004k -0000] WA Test CASE CONVERTED on 10/09/2008
x ! 1w Office: 2 (Elldns)

Assets ¥ Case Flag: MEANSNG
CONVERTED

Figure 5
L 4 Click [Next] to continue.
STEP 6: The Joint Filing With Other Attorneys screen displays. (See

Figure 6.)

L 4 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

L 2 Click [Next] to continue.

Figure 6
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STEP 7: The Select the Party screen displays. (See Figure 7.) All
participating parties in the case will appear on this list.

L 2 Click to highlight the name of the debtor(s). If the petition is a joint
petition, after selecting one of the debtors, hold down the Ctrl key
to select the joint debtor.

2 Click [Next] to continue.

Figure 7
STEP 8: The Summary of Schedules screen displays. (See Figure 8.)
¢ Enter amounts in applicable fields that will be revised due to the

filing of the amendment(s).

¢ Click [Next] to continue.
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SUAMMARY OF SCHEDULES

Ruapnt tha tatals from Schedulss A2, 1, K ¥, 1.2, Form 22, and endiachargeabls Dabt in the bass provadad

ASSETS LIABILITIES OTHER

Figure 8
STEP 9: The PDF DOCUMENT SELECTION screen displays. (See Figure
9)
2 To associate the imaged document with this entry, select the PDF

filename of the objection you are filing.

. 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.

. 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.

. Close or minimize the Adobe application and if that is the

correct file, click [Open] on the File Upload dialogue box.

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.

2 The Attachments to Document option defaults to No. You will
have an attachment to this document; click the Yes radio button to

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Material Amended Schedules - Page 7

indicate there are attachments. (Refer to module: Attaching a PDF
File for Filing (Proposed Orders, Exhibits) for more information.)

NOTE: As in this lesson, if you are adding creditors, you must
include an attachment captioned Newly-Added Creditors which
details the names and addresses of the newly-added creditors. If
you are modifying creditors already listed, you must include an
attachment captioned Modified Creditors which details the names
and addresses of the modified creditors.

2 Click [Next] to continue.

= Py N

Figure 9

STEP 10: The following screen appears as a reminder. (See Figure 10.)
¢ Click [Next] to continue.

1 e

Figure 10
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STEP 11:

L4

Figure 11

The Add Creditor(s) screen appears. (See Figure 11.)

At this screen, you have the option to enter all new creditors and
the corresponding addresses. If you are amending the address of
an existing creditor, you would enter the creditor with the current
address. These will automatically be uploaded to the creditor
matrix.

Click [Next] to continue.

NOTE: You may bypass this screen and upload the new creditors
by using the “Uploading a creditor mailing matrix” which
can be found under the Bankruptcy/Creditor Maintenance
Menu after this docket entry has been completed. You may
also use this option if you are amending the address of an
existing creditor.

STEP 12: The Receipt # screen displays. (See Figure 12.)

¢ Leave the receipt number blank if paying via the itnernet.

¢ With Certificate of Service? Entery orn

¢ Click [Next] to continue.
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W Tesl CASE CONVERTED aa 10082008
Chapter 11

Oifice: T (Elkdin)
Case Flag MEANSNG,
CONVIRTID

LEAVE THE RECEIPT SUMBER NLANK IF VOU WILL BE FPAVING VIA THE INTERNET

Iocont = Voo $26

With Certificate of Service? ¥ ar ot

B Irbomas 00w T

Figure 12

STEP 13: The Docket Text: Modify as Appropriate screen will display.

This screen will allow additional text to be added if applicable.
(See Figure 13.)

¢ Insert in docket text the Schedules being amended.

¢ Click [Next] to continue.

IMiscellaneous:

20k D001 WY Test CASE CONVERTED on 10/09/2008
Type: bk Chapter 11 v Cfica: T (Elkine}
Assets: Case Flag MEANSNO,

CONVERTED

Dackes Toxt: Madify as Appsopriate.

“ Amended Schedules Few Amount 526, Filed by WVNE Test-Attaraey on behall of WVN Tust . (Tost-
Attarmey, WVNI)

[Fmm | [Ciuar ]

@ o 100w+

Figure 13
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STEP 14: The FINAL DOCKET TEXT screen appears. (See Figure 14.)

L 2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

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

Docket Toxt;

 Final Tast
Amanded Schedules D. E. F and Mailing Matrix Fes Amount 526. Filed by WVNE Test-Altorney on behalf of WVN Test [Test-Attorney,
WVNE)

Attentint! Submitting this screen commits this transaction, Yo il hive ae Purtber opperinsits o midify this sehmission if 5o contise.
[Fhest] [Gimar]

| C == S

Figure 14

STEP 15 If you selected Amended Schedules (Fee), the electronic
payment screen will display. You will have the opportunity
to Pay Now or Continue Filing. (See Figure 15.)
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/= Electronic Payment - Windows Internet Explorer

& | about:blank A

38 38 3 i 38 8 e i Rc 8 e 3 e e e ]—_\]:POR'I"—_L'\_T _\_O'I'ICE e 8 e e i 8 e 3 R 80 3 R 8 i ko
Do NOT use the browser 'Back' button during the payment process.
Do NOT close this window with the 'x' at the upper right corner.

‘38 28 3 i 36 8 3 2 30 28 3 2 0 8 3 i e 28 e 2 i 28 3 2 i 28 3 35 e 28 3 3 i 380 3 i i e 3 3 i e 3 3 e e i e e 8 oo

Summary of cuarrent charges:

Date Incurred Description Amount
2004-02-27 Vohlintary Petition (Chapter 11)(5:04-bk-00023) S 839.00
13:27:59 [misc.volplla] ( 839.00) )
2007-12-03 Notice of Appeal(5:07-bk-00062) [appeal.ntcapl] % 25500
14:18:13 (255.00) -
2007-12-03 Notice of Appeal(5:06-bk-00100) [appeal.ntcapl] $ 255 00
14:28:01 (255.00) -
2008-06-19 Amended Schedules (Fee)(5:08-bk-00012) S 26.00
13:39:21 [misc.amdsch] ( 26.00) - B

Done @ Internet e [
Figure 15

STEP 16 The NOTICE OF ELECTRONIC FILING screen appears.

L 4 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. (See Figure 16.)

L 2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

*

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

2 To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

L 2 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.

L 2 When a copy of the Notice of Electronic Filing is mailed to each

subscriber on the case, the following message will display at the
top:

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

Chase Fl
CONVIRTED

VLS, Banlirwpes Court

Portharm Distries of West Vieginis

cived from WVINE Test ARomey entered on 10222008 s 305 PM EDT amd fled on 10232008

w. B el Matlivg Afarviv Fee Amsount 526, Fibd by WVIE Test- Atbormey on behalf of WV Test (Test Amormey, WVINE)

208 b 00001 Mot

itk
123 Heppy Road
rieue Youk. MY 10021

@ ot DT

Figure 16
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PLANS

In CM/ECF, plans are docketed as separate events even if filed simultaneously
with a voluntary petition as is often the case in chapter 13 filings. This module

specifically details how to docket a chapter 13 plan; the same steps would be followed to
file a chapter 11 or chapter 12 plan.

Note: Chapter 11 disclosure statement is also docketed through the Plan category.

Chapter 13 Plan

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

Figure 1

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

L 2 Click the Plan hypertext link.

Figure 2
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STEP 3 The Case Number screen displays. (See Figure 3.)

Enter the case number.

== PR s

Figure 3
STEP 4 The Document Selection screen displays. (See Figure 4.)
L 2 Verify the case number and case name.
L g If the case number and name do not match your document, click

the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission

* Click to highlight Chapter 13 Plan in Available Events list.

2 Click [Next] to continue.

1 a— s

Figure 4
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STEP 5 If you are not filing the plan jointly with other attorneys, do not
select this screen. (See Figure 5.)

2 Click [Next] to continue.

Figure 5
STEP 6 The select the party filer screen appears. (See Figure 6.)

2 Select the debtor(s)

2 Click [Next] to continue.

| & treren mw -

Figure 6
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STEP 7 Create attorney/party association (See Figure 7.)
L4 Click in the box creating this association.
¢ Click [Next] to continue.

{ e -

Figure 7
STEP 8 The DOCUMENT TYPE SELECTION screen displays.
(See Figure 8.)
¢ Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to select
it.
¢ In the File Upload screen, change Files of type: to All Files(*.*).
NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first
right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
you have finished viewing the image.
2 The Attachments to Document option defaults to No. If you

have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.
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Figure 8

STEP 9 The Certificate of Service screen displays. (See Figure 9.)

¢ Enter y or n after With Certificate of Service?

¢ Click [Next] to continue.

7 THAM Datalsase Area - Windmes ivtar el Leplores

D T T e ——

B DM G Faveres FI——
-
Bt = G sk = Lk Bege = i Taok =

T L L T —p—

Case Flag Piilue. Counlue
Delalid, NTCAPR
With Certificate of Service? ¥ ar n:
[Fimnt] [Gimar]
e — s

Figure 9

NOTE: The Clerk’s Office will include a copy of the Chapter 13
Plan with the notice scheduling the confirmation of

Plan hearing.
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STEP 10

*

The Docket Text: Modify as Appropriate screen displays. (See
Figure 10.)

Verify the accuracy of the docket text.

You may enter additional text in the white box if necessary.

Click [Next] to continue.

==

Figure 10
STEP 11
¢

¢

L4

The Docket Text screen displays. (See Figure 11.)
Verify the accuracy of the Docket Text.
If the Final Docket Text is correct:

¢ Click [Next] to continue and officially submit
the document.

If the Final Docket Text is incorrect:

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

L g To abort or restart the transaction, return to Step 1
and begin again.
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[~

Figure 11

STEP 12

*

The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 12.)

The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’'s database. It certifies that
the document is now an official court document.

Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

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

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

You may also save the notice through the browser File/Save
option.
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U.S. Bankruptcy Court

Northern District of West Virgl

Notice of Electronic Filng
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Document Numbor.
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Document descripti
Original flename
Electramic document Stamp:
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Figure 12
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Objection to Confirmation
of Plan

This process shows the steps and screens required for attorneys to file an
Objection to Confirmation of a Plan.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

U.S, Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

LS. Bankruptey Court - Northern District of West Virginia
8- Traiming D13 Lims:

Tis faciticy bs for Offtcial Coure Businens anty, Activio to and from ehis site bs logged. Document fitings o chis srssems are viubject to Kederal Rule of Clvilt Pracedure 11 and Federat Rute of
LBamkrapicy Procedure $011. Fviderce af uwassharized e crimisel acriviee witl e fomvar it £o e pngrrsrinte fave ovefarament wiiieiats wedor TRENE 352 winet AF 5.
Welcome t the U5, Banbrwptes Cowrt far the Northers Distries of West Vieginia Electrenic Docsment Filing Syatem, This service s for attormess and Grms participating bn the slecirmbe Gl

et vimming FOE ey

Enfarmna tam_sies

Lase login: 10-24-2008 10:42

L2antarchIo0n
[y

=
Figure 1

Click on the Plan hyperlink displayed on the BANKRUPTCY

STEP 2
EVENTS screen. (See Figure 2.)

Figure 2

October 2008

WVN - Attorney Training Materials



CM/ECF Attorney Training Material Objection to Confirmation of Plan - Page 2

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

L g Enter the case number.

2 Click [Next] to continue.

= e s

Figure 3
STEP 4 The Available Events screen displays. (See Figure 4.)
L 2 Select Objection to Confirmation of Plan.

L 4 Click [Next] to continue.
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Objection to Confirmation of Plan - Page 3
ZECF

Adversary - Guery Reports - Utilies - Bearan Logout =
"IFile a Plan
208 bk-00058. Jabn Manman
Type Chapter; 13 v OBice: 5 (Wheeling)
Asseta ¥ Case Flag: Counlue. DebiEd,
NTCAPR.

23 0e

St typing to find snother svent. Hold down il 1o add sdditional iten
hect events)

I
Figure 4
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STEP 5:

The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

Click [Next] to continue.

Go - i

de Lt ew  Fgeortes  Took

Ainct-tr

a4l =
U IR TRAIN Database pena

Chagpter: 13 + Office: § (Wheeling)
Case Flag Counlus, Debtfd,
NTCAPE, FormliDue

[7] Joviee filieng with other anorsey(s)

Tiwt] [Game]

[e==

Figure 5
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STEP 6:

*

OR

L 2

® & 6 6 O O 6 o o

The Select the Party screen displays. (See Figure 6.) All
participating parties in the case will appear on this list.

Click to highlight the name of the party filing the objection if the
party appears.

Click [Next] to continue.

Select Add/Create New Party if the party you represent does not
appear on the Select the Party: screen.

On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field.

Then click Search.

Select name from list or Create new party.

Enter party if applicable and address of party.

Select role such as creditor or interested party
Select Submit.

Select party you represent on Select the Party screen.
Click [Next] to continue.

Create attorney/party association

Click [Next] to continue.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Material Objection to Confirmation of Plan - Page 5

I e = e

Figure 6
STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7)
2 To associate the imaged document with this entry, select the PDF

filename of the objection you are filing.

. 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.

. 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.

. Close or minimize the Adobe application and if that is the

correct file, click [Open] on the File Upload dialogue box.

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.
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2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

== = 0om -

Figure 7
STEP 8: The Select the Appropriate Event(s) screen will display. (See
Figure 8.)
L 4 Select the plan to which you are objecting.

2 With Certificate of Service? Entery orn

* Click [Next] to continue.
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Chaprer 134 Office: 5 (Wheeking)
e Flag Couwnddue, Debalia
NTCAPR. Forml3Dus

#th Covificate of Service Piled by ok Morgnn (ams)
Beate of evvice Flled by Jobn Motgan (Test-Amomey,

f = wr
Figure 8
STEP 9: The Docket Text: Modify as Appropriate screen will display.

This screen will display a prefix box and a supplemental text box
to add more detail to the docket text. (See Figure 9.)

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

2 If necessary, add detail to the final text.

2 Click [Next] to continue.

Adversary =

Type: bk Chagster: 13 + Office. S (Wheeling)
. Cane Flag: Counlur, DebtEd
NTCAPR. Fenn23Due
Dokt Tt Mndity as Appropiate.
“ Objection 1o Confirmation of Plan RE:[4] Chapter 13 Plan filed by Dobior John MMorgan. with Certificate
| of Service Filod by Contral Bank (Tost Atorney, WVNE)
[Fiast] [Sinar]
== = Wieow -
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STEP 10: The FINAL DOCKET TEXT screen appears. (See Figure 10.)

2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

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

IFile a Plan:

| Type b
Assets ¥

| Docket Tewt: Final Tont

Objection ta Confirmation of Plan RE:[4] Chapter 13 Plan filed by Debtor John Morgan. with Certificate of Service Filed by Central
Bank | Test-Attorney, WVNEB}

onl! Submitting this screen commits fhis transaction, You will kave wo farther cpportunin: to modify iy submission if you continus.

Figure 10

STEP 11 The NOTICE OF ELECTRONIC FILING screen appears.

* 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. (See Figure 11.)

2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.
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2 To print a copy of this notice, click the browser [Print] icon.

2 To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

2 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.

2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

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

| 7 THAIN Database Area - Windews Internet Explorer

408 bl 00028 John Morgen
Type: bk Chapter: 13 v Office: § (Wheeling)
Assets y Case Flag ComnDue, DebiEd,

NTCAPR, Form23Due

U5, Bankruptey Court
Northern District of West Virginia
MNotice of Elecroeic Filng
The folowing tranisction was received from WAVNE Test- Attorney eotrred on 10/27/2008 a2 156 PM EDT and fed on 102772008
Case Name: to -

Case Nambeor: g,
Document Number:

Dacket Text:
Oibjection to Confimation of Plan RE[4] Chapter 13 Plan filed by Debtor Jobn Morgan. with Centficate of Service Flled by Cestral Bank (Test- Amomey, WVNB)

The filownsing decumesaiy) are associated with s laniaction

ion Main Document
ooumsents and Settings ANITA Desktop' 2008 CPS Pay Tables pdl

208 bl 00058 Notice will be eloctronically mailed
United States Trastee  marcie_kacsmar @ wanb uscouts gov
5108 ble- 00058 Notice will not be electronically mailed to:

“extral Bank

Thomas H_Fluharnwyeb) -
I Sre R

Figure 11
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Amended Plan

This process shows the steps and screens required for attorneys to file an
Amended Plan in a Chapter 13 proceeding. The same steps would be followed to file an
amended Chapter 11 Plan.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

Figure 1

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)

Figure 2
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STEP 3

*

2

"File a Plan

Casn Hismbsns

Figure 3
STEP 4

*

The CASE NUMBER screen displays. (See Figure 3.)
Enter the case number.

Click [Next] to continue.

The following screen displays. (See Figure 4.)

Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission.

Select Amended Plan (13 or 11)

Click [Next] to continue.
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| == C3T T

Figure 4

STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

L 4 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

2 Click [Next] to continue.

Adversary = utilities. = Search

Query Reports = Logout

Chapter: 13 v Office: 3 (Wheelng)
Assets y Case Flag: CounDue, DebtEd,
NTCAPR, Form23Due

[ Joint filing with other attome{s)

J‘D‘“ & rterrat e -

Figure 5
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STEP 6 The Select the Party screen displays. (See Figure 6.) All
participating parties in the case will appear on this list.

2 Click to highlight the name of the debtor(s).

2 Click [Next] to continue.

== & et o -

Figure 6
STEP 7 The PDF DOCUMENT SELECTION screen displays. (See Figure

7)

2 To associate the imaged document with this entry, select the PDF
filename of the amended plan you are filing.

. 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.

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

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

L 2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

I & e

Figure 7

STEP 8 The following screen appears. (See Figure 8.)
¢ With Certificate of Service? Entery orn
¢ Click [Next] to continue.
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Figure 8

STEP 9 The following screen appears. (See Figure 9.)

¢ Select the Chapter 13 Plan

¢ Click [Next] to continue.

e D g F

O LT T —

ZECF  ssnxrupey - raary - . e - . - -

File a Plan:

.08 -bk-000SE Jobn Morgon
Type bk Chapter 11 v Ofice % (Wheelng)
Assets: y Case Flag: CounDue, Debtlid,

NTCAPR, Form23Dus

Selecr the apprapriare sventis) 1o which your svent relates

[} 10-24/2008 3 Chapter 13 Plan with Cevtificate of Service Filed by Jobhn Maorgs

[ 10/24:2008 4 Chaprer 13 Plan with Centificate of Servdee Filed by Joln Morg
WATNE)

0 10272

008 £ Objection 1o Confirmation of Plan RE. § Chapter 13 Plan fled by Debtor Joha
Morgan with Certsficats of Service Filed by Central Bank (Teat-Aficrney.
WVNB)Y

[Toai] [Giaar]

ey

Figure 9
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STEP 10 The Docket Text: Modify as Appropriate screen will display.
This screen will allow additional text to be added if applicable.
(See Figure 10.)

¢ Click [Next] to continue.

Case Flag ComDue, DebtEd,
NTCAPR, Form23Due

| Dacket Taxt: Madity s Appropriats.
Amondod Chaptor 13 Plan with Certificate of Service Filed by John Morgan (Test-Anorney, WVNB)

I= o s

Figure 10

STEP 11 The FINAL DOCKET TEXT screen appears. (See Figure 11.)

2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.
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"File a Flan:

| Ty vk Chagter: 13 + Office: 3 (Wheskng)

Dochet Tonti Final Tent
Amended Chapter 13 Plan with Certificate of Service Filed by John Morgan {Test-Attormey, WWYHE)

Arsmmtint! Sub,
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Figure 11
STEP 12 The NOTICE OF ELECTRONIC FILING screen appears.

L 4 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. (See Figure 12.)

2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

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

2 To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

2 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.

2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

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

4081k 00048 John Morgan
Tope bk Chapter: 13 v Office: 5 (Wheeling)
Assets: ¥ Case Flag CounDue, DebtEd,

NTCAPR. Form2iDue
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United States Trustee  marcie_kacsmar @ wanb uscouns gov
508 bl 00058 Notice will not be eloctronieally mailed to:
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Figure 12

@ et

Wioow -

WVN - Attorney Training Materials

October 2008



CM/ECF Attorney Training Material Disclosure Statement - Page 1

Disclosure Statement

This process shows the steps and screens required for attorneys to file a
Disclosure Statement in a Chapter 11 proceeding.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1))

.S, Bankruptey Court
Norvthern District of West Virginia
Officianl Court Electronic Document Filing System

in frecibitn dn fiur CHFTinl Cranrs Biesisenn wrly, Awsiviey s s s sssbijens g Foderal Rists af Civil Procedure §11 amnd Fodorai Riste af
Ltankruprcy Procedire D011, Kvidence af unauharized ar coieis enfanrcamiens afficials uweder 8ENE 152 and 1578,

Walcoms 1o the U.%5. Daskrapicy Canrs for the Normkers Dismicr of Wast Viegisis Elacrasie Docsmssr Filisg Syatem, This servics i for arermeys sud frms pariciparieg o the slecorasic Mg
-

Anformation howt shemin PO fles

Lant login: 10-27-2008 13:48

Lrsntarenzoon

| =5 @ v

Figure 1

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)

fow- T ST

Figure 2
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

L g Enter the case number.

2 Click [Next] to continue.

== e -

Figure 3
STEP 4 The following screen displays. (See Figure 4.)
L 4 Select Disclosure Statement.

2 Click [Next] to continue.

Figure 4
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STEP 5: The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

L 2 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

2 Click [Next] to continue.

"IFile a Plan:

{5.08.10-00028 Jobn Mergan
Type: bk Chapter 13+ Office: & (Wiheeling)
Assers Case Flag: Coanliue, Debtfid
NTCAPR. Forml3Due

1 Jorisst filieng with other astorney{s)

[inee] [ Commr)

| r i s
Figure 5
STEP 6: The Select the Party screen displays. (See Figure 6.) All

participating parties in the case will appear on this list.
2 Click to highlight the name of the debtor(s)

2 Click [Next] to continue.
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File a Plan:

5:08-b1c-00058 John Morgan
Type: bk Chapter: 13 v Office: 5 (Wheeling)
Asscts:y Casc Tlag: CounDuc, Debtlid.

| v @ e
Figure 6
STEP 7 The PDF DOCUMENT SELECTION screen displays. (See
Figure 7.)
2 To associate the imaged document with this entry, select the PDF

filename of the disclosure statement you are filing.

. 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.

. 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.

. Close or minimize the Adobe application and if that is the

correct file, click [Open] on the File Upload dialogue box.

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.
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L 2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to

indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

== e YT

Figure 7

STEP 8: The Docket Text: Modify as Appropriate screen will display.
This screen will allow additional text to be added if applicable.
(See Figure 8.)

2 Click [Next] to continue.
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Case Flag CoumnDue, DebtEd,
NTCAPR, Form23ue

| Dockat Tass: Modity as Appropeiate.

Disclosure Statement Filed by John Morgan (Test-Attarney, WVNH)

=

B rterret wioom -

Figure 8
STEP 9: The FINAL DOCKET TEXT screen appears. (See Figure 9.)

L 2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

* If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the

final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.
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Bankruptcy - Adversary - Query Reports = Utilities - Search Legeut
File a Plan:

£8 Joba Morgen

Chapter: 13 v Office: § (Wheeling)
Case Flag: CounDue, DebeEd,
NTCAPR, Form23Due

Docket Text: Final Text
Disclosure Statement Filed by John Morgan (Test-Attorney, WVNE)

ing this screen commits this ransaction. You will kave no further opportunity to medify this submission if you continu,

|9 @ e FyT

Figure 9
STEP 10 The NOTICE OF ELECTRONIC FILING screen appears.

L 4 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. (See Figure 10.)

2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

2

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

2 To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

2 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.

2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:
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CM/ECF Attorney Training Material

***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.

IFlle a Flan:

.08 k- OO0SE Tohn Morma
Type b Chapter 13 v Ofice: 2 (Wikesling
P “ase Flag Counlise, Debifd

NTCAPR, Formaihue

VLS, Rambruptey Canrt

Northern District of West Vieginia

Notice of Electrons Filag

Attcrney sntered on 10°27/2008 at 2:38 P DT med fed on 10/27/:2008

recaed from WA Tes

Fied by John Morgan (Test-Atormey, WA

cith this b et

AMITA Deskiog 2008 Pay Pestods gl

Figure 10

October 2008
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Amended
Disclosure Statement

This process shows the steps and screens required for attorneys to file an
Amended Disclosure Statement in a Chapter 11 proceeding.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1))

¢ TRAIN Database Aroa - Windews Internet Fxplorer

& T T e ——————————————— ~[ & = ol
B G pew  Pgorter [ock M
P

R e T ——

5]
i
{
i

EECF Bapkrupicy ~ Adversary ~ Query Reports = Utilities Search Logout

U.S. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

U.S, Baskruptcy Court - Northern District of West Virginia
ECF-Training DB: Linux Version 3.2

This facility is for Official Cours Business anly. Activity to and from this sise is logged. Document filings on this system are subject fo Federal Rule of Civil Procedure 11 and Federal Rule of
\Bamkruprey Procedure 9011, Evidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement officials under 18USC 152 and 3571,

Welcome to the U5, Baskraptcy Court for the Northern District of West Virginia Electronic Document Filing System. This service is for attorneys and Grms participating in the electronic fling

(erstem,
! Information about viewing PDF files
ast login: 10-27-2008 14:15
25N Larch2008
& Intemat 0%

Figure 1

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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= THAIM Databiess Area - Wintees Intetnet Explarar

Reports = utinties = search Logout

Figure 2

STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
2 Enter the case number.
2 Click [Next] to continue.

IFile a Plan

Cawn Hismber

[ Cimar |

Figure 3
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STEP 4 The following screen displays. (See Figure 4.)
4 Verify the case number and case name.
If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission.

L 2 Select Amended Disclosure Statement.

L 2 Click [Next] to continue.

Adversary = Query Reports = utilities = Search Logout

Flle a Plan

508100058 Jobn Mevgan
Type bk Chapter: 13 v Office- § (Wheeling)
Assets: y Case Flag Counlhue, DebeEd,

NTCAPR, Form23Due

| Start typing to find another event. Hold down Cirl 10 add additional iterms
ilable Events (chck to select events) Selected Events (click to remove events)

oridod Discioaure Statamart [Amandad Dreciosurs Statemant
4 Plan (13 01 1

Figure 4

STEP 5: The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

L 2 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

2 Click [Next] to continue.
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£ THAI Datalsasn Area - Windues interiet Laploser

s - [l rmaspimctramer

B S Yew Fgeotes  Tock el
- -

R T LY T r——

EET T varsary = Query  Repars -  Lmintes -

File a Plan:

O -bis- 00049% fohn Morgan

Type: bk Chnpter: 13+ Office: % (Whelings
Assetn: ¥ Case Flag CounDur, DebiEd
NTCAPR, Form23Due

[ Jovieat Biling with other attormey(s)

[Fimst] [Gimar]

e ioow -

Figure 5

STEP 6: The Select the Party screen displays. (See Figure 6.) All
participating parties in the case will appear on this list.

2 Click to highlight the name of the debtor(s).

2 Click [Next] to continue.

£ THAIN Database Arsa - Windows Internel Cxplarer

T 2 e, Lot e ot b Esapatch. A TTEOB ST 3473 =G| e

Adversar ¥ - " - Utiities -

Type bk Chagtes: 13 v Office: § (Wieeling)
Assers v Case Flag CounDue, DebrEd,
NTCAPR, FormliDue

(==

Figure 6
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STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7)
2 To associate the imaged document with this entry, select the PDF

filename of the amended disclosure statement you are filing.

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.

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.

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

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to

Documents for more information.)

2 Click [Next] to continue.
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= TRAIN Databasn Aron - Windews lntecnut Eaplores

File o Plan:

2 0 k- 0002 Fobn Mosgnn

Type bk Chagter 13+
Axseta: ¥ Case Flag CounDue, DebEd
NTCAPR, Fermd3Due
Sedect the pdf docament (for example: € 199cv$01-21 pdf)
Filemame
CHman. )
Antachisents to Document: © Mo 0 Yes

[Fiawt] [Einar ]

Figure 7

Coiice:

£ (Wheeking)

searen Logout

e

STEP 8:

*

2

The following screen appears. (See Figure 8.)
Click Refer to existing event(s)?

Click [Next] to continue.

¢~ THAIM Database Ares  Windows Internet Lxplorer

B Cde Yew Fgeoetes  fook  Heb
> -

R T L ——

Bankruptey = Adversary =
File a Plan:

S 08-bi- 00058 Jahn Motgen

Chagter: 13 %

NTCAPR, FommiDae

[T Refer 1o existing event(s)?

[ [Gome]

Figure 8

Case Flag Counlhue, DebtEd,

©I 0 - (i reowiiec-rom. et oo, o iEmpotc T U0R2 910481258

Query

Reports =

utilities = Search Logout

Office: § (Wheekng)

& Irtmmet
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STEP 9: The Select the category to which your event relates screen
displays. (See Figure 9.)

2 Click on plan

L 4 Click [Next] to continue.

Figure 9

STEP 10: The Select the appropriate event(s) to which your event
relates screen appears. (See Figure 10.)

2 Disclosure Statement should remain selected.

2 Click [Next] to continue.

Figure 10
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STEP 11: The Docket Text: Modify as Appropriate screen will display.
This screen will allow additional text to be added if applicable.
(See Figure 11.)
2 Click on the down arrow to select prefix if applicable

2 Click [Next] to continue.

/= TRAIM Database Aroa - Windows Intesnet Explarer

Bie [de Yew Fgortm ook tw
» g -

File a Plan:

508 bile-D005% Jobn Morgan
Type: bk Chapter: 13 v Office: § (Wheeling)

Assersy Case Flag ComDue, DebtEd,
NTCAFR. Form23Due

Docket Text: Modify as Appropriate.
% Amonded Disclosure Statement Filed by Johm Morgan (Test-Atiarney, WVNB)

lhw @ irtmnet i -

Figure 11

STEP 12: The FINAL DOCKET TEXT screen appears. (See Figure 12.)

2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.
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NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

= TRAIN Database Area - Windows Internet Explorer

(; =[S rasc et v vt el baOmspatch. i LIRCHOCERSS NS B~
2]

dt e Fyockes  Took b

.

W4 S TRAIN Database Aea - B - i - [reeee - el -

5,08-bk-D0055 John Morgan
Type: bk Chepter: 13 v Office: 5§ (Wheeking)
Assets y Case Flag CounDue, DebtEd,

NTCAPR, Form23Due

Docket Text: Final Text

i

Figure 12

STEP 13
L 4
2
2
2
2

Attention!! Submitfing this screen

Amended Disclosure Statement Filed by John Morgan | Test-Attorney, WWVNB)

commits this transaction. You will have no further opportanity to modify this submission if you coatinue.

@ Intemet 100 T

The NOTICE OF ELECTRONIC FILING screen appears.

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. (See Figure 13.)

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

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

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

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
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docket report. Clicking on this bullet will display a copy of this
notice.

2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the

top:

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

viewing.

/= TRAIN Database Area - Windows Inervet xplorer

[+ - = et uscourt goris BirieI,

B DR pew Fagoemes ook beb

- -
fir = (@ - rEage = (O Took =

R T T —

X oy - " - o o - - —— o
;uE CF Bankruptey Adversary Query  Repons utilises search  Logout

File a Plan:

€08 1k 00048 Jotn Movan
Type: bk
Assers: y

Chapter. 13 v Office: 5 (Whecking)
Case Flag: CounDue, Debilld,
NTCAPE. Forml3iDue

U.5. Bankruptey Court

Northers District of West Vieginia

Docket Text:
Lmended Disclosure Statement Fled by Fols Mergan (Tes- Anomey, WVNE)

[ The following document(s) are associated with this fransaction

(52081l 00058 Natice will be electronically mailed 1o:

":.‘um—d States Trustre  maarcie_keacemar @ wanb uscouts gov

115:08 11 00058 Notice will not be slectronically mailed to:
“emtral Bank

Thowmas H_Flubsrm wsbi
(= [

Figure 13
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Single-Part
Motions/Applications

This process will demonstrate the steps to file a motion in the CM/ECF system.
The example shows the electronic filing of a motion that requests only one type of relief
(relief from stay). The same steps would be followed for other types of single-relief
motions and applications. See also: Multi-Part Motions/Applications for guidance on
filing a document with more than one relief such as motion for relief from stay and for
adequate protection.

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

U.S. Bankruptcy Court
Northern District of West Virginia
OMicial Court Electronic Document Filing System

U5, Bankruptey Conrt - Northers District of West Virginia
ECF Training DI Linux Versio. w3

| This facitite in for Official Caurt Business anly. Activity to and from this site is logged. Document filings on this watem are subject to Federal Rule of Civil Procedure 11 and Federal Rule of
whrsgpecy Procedure 9011, Evi asathasrized or cri ivity witd be. o the Lo afficialy wnder IRLSE 152 and I5TL

be 10 the 1.5, Dankrnpicy Court Tor the Northers District of West Vieginia Elsctronic Document Filing System. This service is for attorseys aml fims pariicipating in the shectronic Nling

Imfarmation abaut siening PDE filey

(Last bogin: 10272008 14:47

Tarch2008

foom e T

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

2 Click the Motions/Applications hyperlink.

(== & i i

Figure 2
STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
2 Enter the case number

2 Click [Next] to continue.
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File a Motion

Case Numibaer

fom o

Figure 3
STEP 4 The File a Motion screen displays. (See Figure 4.)
2 Verify the case name and case number that are displayed.
2 If the case name and number are incorrect, click the
browser [Back] button to re-enter the case number.
2 If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
2 Using the up and down arrows to the right of the box, scroll the

options to highlight the type of document being filed. In this
lesson, select Relief from Stay.

NOTE: You may also type the first letter of a relief (in this case
‘R’) to immediately move to the list of reliefs that begin with a
particular letter.

2 Click [Next] to continue.

WVN - Attorney Training Materials October 2008



WVN - Attorney Training Materials Single-Part Motion - Page 4

[ C T S

Figure 4
STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)
L 4 If this filing is joint with another attorney, click to place a check in

the Joint Filing box. If this is not a joint filing, no action is required.

2 Click [Next] to continue.

"IFile a Motion:

1081k - 0000S Tennifer L. Stmith
Type bk Chagter Ty Office: 1 (Clarksburg)
Assets:m Case Flag: MEANSNG

e e
Figure 5

STEP 6 The Select the Party screen displays. (See Figure 6a.)
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*

L 2

Click the down arrow to scroll the Select the Party box to locate
the party filer (whom you are representing).

Click to highlight and select the party for which the document is
filed.

Then click [Next].

If the party filer does not appear in the Select the Party box, Click
on Add/Create New Party.

The Search for a Party screen displays.

On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field.

Then click Search.

If the name of the party you are representing is not contained in
the court’s database for this case, you will receive the following
message: No person found. Select Create new party.
Complete the Party Information screen. The party’s name will be
displayed. Enter address by using Address 1, Address 2 and
Address 3 fields and City, State and Zip fields.

Select Creditor (cr:cr) as Role type.

Then click Submit.

The Select the Party screen will display. Select the creditor you
added.

Then click [Next].

The Attorney/Party Association screen will display. Create your
association with this party by clicking in the box. (See Figure 6b.)

Then click [Next].
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= A

Figure 6a

fone e S

Figure 6b
STEP 7 The Select the pdf document screen displays.
¢ Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.
¢ In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
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STEP 8

you have finished viewing the image.

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

Click [Next] to continue.

(See Figure 8.)

Enter brief description of property if applicable

Enter y or n on this screen if a Certificate of Service is being
filed with the motion.

Click [Next] to continue.

I

Figure 8
STEP 9
¢

¢

(See Figure 9.)
Enter y or n after Are you paying via the Internet [y or n]?

Click [Next] to continue.
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fos

Figure 9
STEP 10 (See Figure 10.)

¢ The filing fee amount for filing a fee-based motion will display.

¢ Click [Next] to continue.

[

Figure 10

The Docket Text: Modify as Appropriate screen displays. (See
Figure 11.)

STEP 11
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¢

You may insert additional text and/or add a prefix to your docket entry.
Click on the down arrow in the white box to select an appropriate prefix if
applicable

Click [Next] to continue.

= Motion for Relief from Stay regarding real sstate in Ohio Cowty, WY Fos Anscunt S150 with Cortificats
of Service. Filed by WVNE Tost-Attorney on bekall of United Cine Bamk . (Tost-Attorney, WVNE)

Taww | [Eimar |

Is= S R

Figure 11

STEP 12 The Docket Text: Final Text screen displays. (See Figure 12.)

This is your last opportunity to make corrections to your entry.
“Verify the final docket text.
If correct, click [Next] to continue.

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

To abort or restart the transaction, click on the Bankruptcy hyperlink on
the Menu Bar.
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| Type v Chapter: T Ofice: 1 (Clarksbizg)
| Assets:n Case Flag MEANSNO

| Docker Text Final Text

Motion for Relief from Stay regarding real estate in Ohio County, WV . Fes Amount $150. with Certificate of Service. Filed by WVNB
| Test-Attorney on behalf of United City Bank. | Test-Attorney, WWNEB)

| Attoation!! Submiing this screen commits this transaction. Vo will have uo farther spportanity 1o modify this submission if you continwe.
[Toemt] [Ciear]

1= @ i

Figure 12

STEP 13 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire receipt.
(See Figure 13.)

¢ The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

L 2R 2B 2B 2B 2R 2 2 2
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= | Z15 benps: fock ar s weerib arsceuts. genegben Dispatch plET 465 TR TT6014

Ble Bt Yew Fyortes look  peb

Reports Lagout

Type bk Chapter- T Office: | (Clarksburg)
Assets:n Case Flag MEANSNO

.5, Bankruptey Court
Northern District of West Virginia
PNotice of Electronic Filing

[The following transaction was received from WVNB Test-Attomey entered on 10/28 2008 at 9:48 AM EDT and filed on 10282008
e

Case Name: Jennifer L.

Docket Text:
Dolotion for Puelief from Stay regarding real estate in Ohic County, WV . Fee Amount $120. with Certificate of Service. Filed by WVNE Test- Attomey on behalf of United City Bank (Test- Attomey, WVNE)

The following are iated with this

Document description: Main Document

Original Gleaame:C/ Documents and Setngs ANITA Deikop 2008 Cown Directory pdl
Electronie document Stamp:

[STAMP bkecfStamp_[D=958911550 [Date=10/28/2008] [FleNunber=25315-0]

OF3 992544 TSI 2 ThE Scb 3 OIS S 3 300500197 35 T 6i0aS 268 6a2 5 Tal)
£473ded89 1663 1019271226044 00001 96579903 debife | ofe T8 3de])

1:08-bk-00005 N,

& will be electronically mailed to:
Winited States Trustee  mascie_kacsmar @wvnb uscourts gov
1:08-bk- 00005 Notice will nat be electronically mailed to:
[WVNB Test-Attomey

101 Some Street
[Wheeling, WV 26003

Attornev] WVNE
I ey T

Figure 13
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Motion for
Compensation
For Attorneys

This process will demonstrate the steps to file a motion for compensation in the
CM/ECF system.

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

U.S. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

U.S. Banloruptcy Court - Northern Districs of West Virginia
ECF-Training DB: Liney Version 3.2

sire s togged. Bocument filings an chis syseem are subjoct to Federal Rube af Clvil Procedure 11 and Federal Rute of
the dav afficials wnder I80SC 152 and 3571,

|Tthis facitiey is for Officiat Covure Business anly. Activicy o and fram iy
wul or eriminal activity wild be L

Bankruprey Procedure 9011, Evidence of wnanthoris
Welcome to the U5, Bankruptcy Court for the Northern Disirict of West Virginia Eloctronic Bocument Filing System. This service is for attormeys and fims participating in the electronic fling
|

Ly stem.

Infarmation about viswing POV files

L bogim: 10-28- 208 09:08

2EMTarch2008
o e _aom =

==
Figure 1

October 2008
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STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

2 Click the Motions/Applications hyperlink.

[ (e T

Figure 2
STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
L 2 Enter the case number.

2 Click [Next] to continue.

I & i T z

Figure 3
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STEP 4 The File a Motion screen displays. (See Figure 4.)
L 4 Verify the case name and case number that are displayed.
L g If the case name and number are incorrect, click the

browser [Back] button to re-enter the case number.

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

¢ Using the up and down arrows to the right of the box, scroll the
options to highlight the type of document being filed. In this
lesson, select Compensation

NOTE: You may also type the first letter of a relief (in this case
‘C’) to immediately move to the list of reliefs that begin with a
particular letter.

¢ Click [Next] to continue.

‘File a Mation

§1.08-1k- 00003 Jennifer L Smith
| Type bk Chapter: 7 v Office: 1 (Clasksbuagh
Assets:n Case Flag MEANSNO

St typeing o find another evert. Hold dovwn Cirl 1o sdd addsionsl itey
Selec

J'“"” & ket 10w -

Figure 4
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STEP 5

¢

STEP 6

The Joint Filing With Other Attorneys screen displays.

If this filing is joint with another attorney, click to place a check in
the Joint Filing box. If this is not a joint filing, no action is required.

Click [Next] to continue.

The Select the Party screen displays. (See Figure 6.)

Click the down arrow to scroll the Select the Party box to locate
the party filer (whom you are representing) IF YOU ARE
SEEKING COMPENSATION. If you are seeking compensation
for a party OTHER THAN WHOM YOU ARE REPRESENTING,
i.e., accountant, appraiser, consultant, you would select or add the
entity on this screen.

Click to highlight and select the appropriate party as explained
above.

Then click [Next].

If the party filer does not appear in the Select the Party box, Click
on Add/Create New Party.

The Search for a Party screen displays.

On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field

Then click Search.

If the name of the party you are representing is not contained in
the court’s database for this case, you will receive the following
message: No person found. Select Create new party.
Complete the Party Information screen. The party’s name will be
displayed. Enter address by using Address 1, Address 2 and
Address 3 fields and City, State and Zip fields.

Select Appropriate Role type. This may be Creditor,
Accountant, Appraiser, etc.

Then click Submit.
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¢

¢

The Select the Party screen will display. Select the entity you
added.

Then click [Next].
The Attorney/Party Association screen will display. Create your

association with this party by clicking in the box ONLY IF YOU
ARE COUNSEL FOR THE ENTITY SEEKING COMPENSATION

Then click [Next].

[

Figure 6
STEP 7

L4

o ineermer . 100w -

The Select the pdf document screen displays. (See Figure 7.)

Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
you have finished viewing the image.

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
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Documents for more information.)

4 Click [Next] to continue.

| = THAB Dataiase Arves - Windows internat Explares

File a Motion:

Trpre b o . Ofice: 1 (Clakatrars

Kovoin Flag MEANEN

Setect the pat o (R enmmple: 13 PR EaL 31 pal

Filommme

i

et F— Ne © Yo

Fiant] [Ehmar)
[ @ iremeren T

Figure 7
STEP 8 (See Figure 8.)

2 Enter y or n on this screen if a Certificate of Service is being
filed with the motion.

2 Click [Next] to continue.

|/~ TRAM Database Area - Windows Internet Explorer

& = | Pz fimch-tr e, vt coscounts. oo bindEmpat h plT T4 EMSUTISES ~ 8 ][ x 2~

Ble Ede  Vew Fagvorkes Tock  beb

WS R TRAIN Database Arma & B - b v [GrEeee - (3 Tk -

EE (: Bapkruptey - Adversary - Query Reports - utilities - Search Legeout

File a Motion:
1:05-bk-00005 Jemmifer L Smith

Type: bk Chapter: 7 v Ofice: 1 (Clarksburg)
Assetsn Case Flag MEANSNO

With Certificate of Service? y or m:

N ET|

= — o
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Figure 8
2 Click [Next] after verifying the name and bankruptcy number.
STEP 9 The following screen displays. (See Figure 9a.)

== CT=—

Figure 9a

2 You will complete only one portion of this screen. If you are
seeking compensation, enter the information in the upper half of
the screen. If you are filing the application on behalf of another
party, select the Filer box in the upper half of the screen. Also
select whom you represent in this case.

If you are seeking compensation for another party (such as
an accountant, appraiser, auctioneer, consultant, etc.), you
will enter the information in the lower half of the screen. You
would not select the Filer box in the lower half of the screen.

Select the Filer

Type - Select applicable type such as Creditor’s Attorney,
Debtor’s Attorney.

From - Complete date

To - Complete date

Fee request $ - Enter amount

Expense request $ - Enter amount

*o000 oo

(See Figure 9b.)
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(B8 CE= S

Figure 9b
¢ Click [Next] to continue.

STEP 10 The Docket Text: Modify as Appropriate screen displays. (See
Figure 10.)

¢ You may insert additional text and/or add a prefix to your docket
entry. Click on the down arrow in the white box to select an
appropriate prefix if applicable

L 4 Click [Next] to continue.

Adversary = Query

Chagtes T Office. 1 (Clarbsburg)
Case Flag: MEANSNO

| Docken Text Moy as Approgiiat.
= Apphi for United City Bank , Creditor's Attorney, Periad: 1/1/2008 1o 51/ 2008,
| Fees: S500.00, Expenses: S300.00. with Certificate of Service. Filed by WVNE Test Attorney - (TestAnarmey, WVNHE)

[Hme] [Clesr]

= T R

Figure 10
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STEP 11 The Docket Text: Final Text screen displays. (See Figure 11.)
This is your last opportunity to make corrections to your entry.

2 Verify the final docket text.
2 If correct, click [Next] to continue.

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

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

Case Flag MEANSNO

United City Bank, Creditor's Attarne:
- Filed by WWHNEB Test-Attor

k= pe—

Figure 11

STEP 12 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire receipt.
(See Figure 12.)

2 The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

L K K 2K X 2K 2R 2R 2
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File & Motion:

10F -tk 0002 Jeymifer L Swmith
Tipe bk Chapaer: 7 v Office: 1 (Clarksburg)
Assots: n Cnae Flag MEANSNG

V.S Banloruptey Court

Narthers Disrricr af West Vieginia

Netice of Electrosic Filing

The foBowing transaction was received from WANE Teu-Attomey entered on 10282008 ar 1132 AM EDT and fled on 10/28/ 2008
Case Mame: Jemnifer 1
Cane Number: 1

5 Yk

mment Number: 3
Docker Text

LAppiication for Compensation for United City Tlank, Creditor's Attomey, Period: 1/1/:2008 to /172008, Feex: $400 00, fxpenses: $100,00. with Certiflcate of Service. Filed by WVNIE Test- Atormey. (Tew
Hormey, WVINE)

The foBoving document(s) see associated with this ransaction

seription: en Document
Bocuments and Setings ANITA Deskiop 2008 CPS Pay Tables podf

=91 1850 [Dae=10
2 TRAE eIt 1 H0SG Jenafbedb
5 St 1 1 465 Habd L nchEh T

1:08-bie 00008 Notice will e slectronically mailed tor

[Utinedd Saates Trustes o cie_bncsmne 5wl uscoums goy

1208 bk (HHHHS Notice will not be sloctronically mailed to:

WA Tet- Attormey
101 Some Street
W heskng. WV 26003

fos @ s i -

Figure 12
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Multi-Part Motions

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

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

U.S. Bankruptcy Court
Northern District of West Virginia
Officinl Court Electr t Filing System

EAtarchzoon

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display. (See Figure 2.)

2 Click the Motions/Applications hyperlink.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Materials Multi-Part Motions - Page 2

Query Reports = titien - warch

1 — NS
Figure 2
STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

2 Enter the case number, including the hyphen.

L 2 Click [Next].

NOTE: You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

| = THAIN Databiane Area - Windews intar vt Explarar

Lniinties = search

Asversary - Guery Reports - Logeut

"IFile a Motion

[T

Cinar

I © b ST

Figure 3
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STEP 4

The MOTION EVENTS screen displays next.
(See Figure 4.)

Click to highlight Relief From Stay. Keeping the [Ctrl] key
depressed, scroll and highlight Adequate Protection. Release the
[Ctrl] key. There are now two reliefs identified and selected for
this motion.

Click [Next].

1’
Figure 4
STEP 5

*

The JOINT FILING screen displays. (See Figure 5.)

This screen is only used if another attorney is joining in a filing, do
not check this box.

If this were a joint filing with another attorney(s) you would check
the box and after selecting [Next] you would be presented with a
pick list of attorneys on the case to select as joint filers.

Click [Next].

WVN - Attorney Training Materials

October 2008



CM/ECF Attorney Training Materials Multi-Part Motions - Page 4

| 7 THAIN Databane Arma - Windows ntesrnt Explorer

dr G | gfe AN Datstane area o - o - e - T =

SECF  naowupey -

‘File a Motion:

1208 bk GO002 Jos Sush CASE CONVERTED on 10/10:2008
| Type bk Chapter: 11 v Office: § (Wheelng)
| Assens ¥ Case Flag. CONVERTED

[ Joknt filing with other attormey(s)

[Fimsit] (Ginar]

[o== Y= DT
Figure 5

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

[ r e TS
Figure 6
2 Since the party, Friendless Finance, is currently not a party in this
case, they are not listed and must be added. Click the Add/Create
New Party hyperlink.
STEP 7 The PARTY SEARCH screen appears. (See Figure 7.)

2 Enter the first part of the business name and click [Search].
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Figure 7

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

2 Since the party is not already on the database, proceed to add the
creditor, Friendless Finance. Click [Create New Party].

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

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

Figure 8
STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

2 Enter creditor Name information in the appropriate boxes.

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

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

2 It is not necessary to add yourself as counsel for the party. You
will have an opportunity to create this association on a later
screen.

& Click [Submit].
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Parny Tnformation
Last mame [Friandiass Fmance
Mkl

name Ll
SSN/ITIN 1 1.2
Ofice
Address 2
5 T

& Internet * 100% =

Figure 9
STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

L 2 The new creditor's name, Friendless Finance, is highlighted.

2 Click [Next] to continue.

rnet Luplorer

Adversary - Query Reports - utilities - seareh Logout

File a Motion:

=08 Lk 00002 Joc Smith CASE CONVERTED on 10/10/2008
Typee bk Chagptes 11 v Office: § (Wheekagh
Assets: y Case Flag CONVERTED

Select the Party:

Add' Creme New Pary

@ remree Hiow -

Figure 10
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STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

2 Click the box to establish the association between you and
Friendless Finance in this case.

2 Click [Next].

| 7 TRAIN Database Area - Windows Internet Explorer

"IFlle a Motion:

1508 bk 00002 Joc Smith CASE CONVERTED on 10/10v2008
Type: bk Chapter: 11 v Office: 5 (Wheeling)
Assets: y Case Flag CONVERTED

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

) Friendliess Finance, (erer) represented by Test-Anomey, WVNB(an)

= — e

Figure 11

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

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

. In the File Upload window, change Files of type: to All
Files (*.*)
. 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.

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

2 Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box.
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2 The path and name of the selected PDF file is placed in the
Filename Box. The file will be associated with the current event
and a hyperlink will be created to it.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next].

|File a Motion

1408 i 00003 Joe Smith CASE CONVERTED on 10/10/2008

| Tvpe: bk Chapter: 11 v Office. 5 (Wheeling)
Assets: ¥ Case Flag CONVERTED

155 W T

Figure 12
STEP 13 The With Certificate of Service? screen displays. (See Figure
13)
L 2 If applicable, insert brief description of property.
2 With Certificate of Service? Entery orn

2 Click [Next] to continue.
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SI5 TRAIN st e rma - - | Bage « 3 Touks =

"IFile a Motion:

. 00002 Joe Smih CASE CONVERTED o 10/10/2008
Type: bk Chagter: 11 + Ofice: § (Wheeling)
P r—— Case Flag CONVERTED

What Prapere *(hriafly describe
Fith Cortificars of Service? y or a

[ yre—— Haoow -

Figure 13

STEP 14 Since a part of this multi-part motion is Relief from Stay requiring a
filing fee, the screen shown below appears. (See Figure 14.)

2 Enter y and Click [Next] to continue.

| 7 TRAIN Databs.

Adversary = Query Reports =

utilities = Search Logout

'File a Motion:

S 08-bLk-00002 Jor Smih CASE CONVERTED on 10102008
Tipe b Chapter- 11 v Office: 3 (Wheeling)
Assets: ¥ Care Flag CONVERTED

Are you paying via the Internet [ or 0]

With Certifi

af Service? ¥ or n:

[Fhent] [Ciaae ]

'n_- @ e o -

Figure 14
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STEP 15 The following screen displays if there is a filing fee required to file
your motion. (See Figure 15.)

L 2 Click [Next] to continue.

Figure 15
Step 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)
If appropriate, choose a prefix from the Prefix Text pick list

L 2 In either or both of the text boxes, add additional text for the
motions you are filing, if applicable.

2 Click [Next] to continue.

{ Wi T

Figure 16
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STEP 17 The FINAL DOCKET TEXT screen displays. (See Figure 17.)

2 Carefully verify the final docket text. This is your last chance to

change this entry before addition to the case. If correct, click
[Next].

2 If the final docket text is incorrect:
. Click the browser [Back] button to find the screen to be
modified.

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

| 7 TRAIN Database Area - Windows Internet Explorer

@ - | betpsjet

51407 |l ] - =
B [k Y Favortes Jook ek

" -
b |t AN Datats sena - B & reme s Gk "
SECF Bankruptey =  Adversary =  Query  Reports -  Utilities -  Search  Logout

File a Motion:

508-bk-00002 Joe Smith CASE CONVERTED on 10/10/2008
Type bk Chapter 11+ Office: 5 (Wheeling)
Assels: y Case Flag: CONVERTED

| Docker Text: Final Text

Motion for Relief from Stay regarding real estate in Ohio County, WV . Fee Amount $160. with Certificate of Service, Motion for
Adequate Protection with Certificate of Service. Filed by WVNB Test. on behalf of Fri Finance. |Test-Attorney,
WVNEB)

Attention!! Submitting this screen commits this transaction. You will have no farther opportunity to modify this sabmission if vou continue.

Heat| [ Clear

I:m
Figure 17

& Ftemet oo T
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STEP 18

L 2

The NOTICE OF ELECTRONIC FILING SCREEN displays.

(See Figure 18.)

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

Clicking on the document number hyperlink will present the

PACER login screen.

To print a copy of this receipt click the browser [Print] icon.

To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users

will be charged a PACER access fee.

Notice of Electronic Filing:

Hyperlink to docket sheet
Date and time stamp information

Case Title

Case number hyperlink to docket sheet

Docket text

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

which is a hyperlink to the PDF file of the attached

document if there is one.

Associated (PDF) documents:

Document description: Defaults to Main Document being
docketed.
Original filename: Filer’s full directory path from firm or

court’s hard drive or network.

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

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

WVN - Attorney Training Materials
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Original filename: Filer’s full directory path from the
firm or court’s hard drive or network.

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

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

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

| £~ TRAIN Database Area - Windows Internet Explorer

(] = |2l b et aram veeri et erefene binfDsnstch, BT SZSUOTITES 64 <[ & |[++

Adversary - Query Reports = utilities = Search Logout

File a Motion: i
1508 bk -00002 Joe Smith CASE CONVERTED on 10/10:2008

Type: bk Chagter: 11 % Cbice: 5 (Wheekagh

Assets: ¥ Case Flag CONVERTED

U.S. Bankruptcy Court
Northers District of West Virginia

MNotice of Electronse Filing

{The following transaction was received from WVNB Test-Attorney enteved on 10282008 at 12:51 PM EDT and filed on 107282008
Case Name: Joe Susth

Case Number: 5.08-Lk-00002

Docament Namber:

Docket Text:

Pvlotion for Bebief from Stay regarding real estate in Ohio County, WYV . Fee Amount $150. with Centificate of Service, Motion for Adequate Protection with Centificate of Service. Filed by WVNB Test-
Anoemey on behalf of Friendiess Fnance. {Test-Anomey, WVNB)

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

Document descripfion:Main Document

Original filename:C- Documents and Settings ANTTA Desktop 2008 Pay Periods pdf
Electronic document Stamp:

[STAMP bkecfStamp_ID=958911880 [Date=10/28/2005] [FleNumber=25324-0]
(3650540068067 ed Aa2 666307363341 244000 2ed6 0084 7oA ae 2abbOSS S 0de
[901411422465.421 10 c0bE6AEE0 4 ce TbbOefe 162461 T9ade0S023ceS8a48])

5:08-bk-00002 Notice will be electromically mailed to:

[Urited States Trustee  mawcic_kacimar & winb uscowts. gov

5:08-bk-00002 Notice will not be electronically mailed to:
Uoe Smith

111 South Street

Wheeling, WV 26003

fooe T i

Figure 18
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Internet Credit Card Module

This Process shows the screens for paying a filing fee via the internet, using a credit card.
This feature allows you to pay filing fees as they are accrued or to defer payment until the end of

the day and thereby only charge your credit card once. Please note: You must pay all fees by
midnight each day.

In this scenario we are docketing a motion for relief from stay. (If you are filing a new
case, the steps are very similar, please see the end of this document for the steps.)

STEP 1 Enter “y” in the text box as shown in Figure 1 and click Next.
IFile a Motion:
5:06-bk-00100 Danielle Michelle Richardson CASE CONVERTED on 01/30/20
Type: bk Chapter: 7w Office: 50
Tudge: pmf Lgsetan

Case Flag Form23Due, FeeDuellIST, IFF, APFEAL, NTCAPE, MEATNSNO

Are you paying via the Internet [y or n]?

L4
Figure 1
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STEP 2 The Fee screen appears, click Next. (See Figure 2)

File a Motion:

S:06-blc-00100 Danielle Michelle Richardson CASE CONVERTE
Tvpe: bl Chapter: 7w

Judge: prnf Lssets n

Case Flag Form23Due, FeeDuell 2T, IFP, APTEAT., NTCATE,
ee: £150

[ MNext ] [ Clear ]

£

Figure 2
STEP 3

The Modify Docket Text screen appears. Click Next to continue.
(See Figure 3)

File a Motion:

2:06-b1-00100 Damelle Michelle Richardson CASE CONVERTED on 01/30/2008
Type: bl Chapter: 7w
Tudge: pmf

Office: 5 (Whee
Assetsin

Casze Flag: Form2ZDne, FeeDueIl ST, IFP, APPEAT, NTCATE, MEATNSTO

Docket Text: Modify as Appropriate.
+ | Motion for Relief from Stay regarding Sears Lawn Tractor

. Fee Amount $150. with Certificate of Service.

Filed by Attormey10 WVINB on behalf of Sears, Roebuck & Company .
(WVINB, Attormev10)

Next
Figure 3

Page -2-



CM/ECF Attorney Training Manual Internet Credit Card Module

STEP 4 The Final Docket Text screen appears. Once you are certain the docket text is
correct, click Next to continue.(See Figure 4)

Decket Text: Final Text

Motion for Relief from Stay regarding Sears Lawn Tractor . Fee
Amount $150. with Certificate of Service. Filed by Attorney10 WVNB
on behalf of Sears, Roebuck & Company. (WVNB, Attorney10)

Attention!! Submuttng this screen commts this transaction. You will have no
further opportumty to modify tlas submission if you continue.

STEP 5 You will then see the Notice of Electronic Filing screen display with the
Electronic Payment window on top of it. The Electronic Payment Window
displays your summary of current charges. You may click on Pay Now or
Continue Filing. Remember, you must pay all fees by midnight each day. In this

scenario, we will choose Pay Now. If you choose Continue Filing, the
Electronic Payment window will close.

(See Figure 5)

%3 hitps:#Hecf-train.wvnb. uscourts.gov - Electronic Payment - Mozilla Firefox (=13
=

skakakaksk kst TPORTANT NOTICTE otttk
Do NOT use the browser 'Bacl' button during the payment process.
Do NOT close this window with the '=' at the upper right corner

Swnmary of cmrrent charges:

Date Incurred Description Amoumnt

2008-10-28 Ilotion for Eelief From Staw(5:06-ble-001007) £ 150.00
11:0%:23 [meoten,mrifsty] { 150,003

Total: §
150.00

[ Pany Mo ] [ Continue Filing ]

-
Done

secf-train. wvnb.Uscourks.gov

Figure 5
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STEP 6 The Online Payment screen appears. All fields marked with a red asterisk are
required. The Account Holder Name, Payment Amount, Billing Address and
Country are pulled in from CM/ECF and do not need to be changed.

Click on the down arrow next to Card Type entry box and select your card type.
Next, type in your card number. (Do not use spaces)

Then type in your security code: for Visa, Mastercard and Discover: the security
code is a 3 digit number printed after your card number on the back of your card.
For American Express: the security code is a 4 digit number on the front of your
card printed to the right of your card number.

Then choose your expiration date month and year.

After filling in the appropriate information, click Continue with Plastic Card
Payment. (See Figure 6)

L5 https:{fga. pay.gov - Online Payment - Mozilla Firefox |;||E|g|
~
Online Payment Return to your originating application
Step 1: Enter Payment Information 1

Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

. . . . . *
Required fields are indicated with a red asterisk

&

Account Holder Name: Aftormey10WANE
Payment Amount: $150.00 o
Billing Address: [100 Summer Main Sfree‘_ >
Billing Address 2:
City:
State / Province: — v
Zip / Postal Code: 26003

Country: | United States v|™
& VISA @‘ m ::)»- DIECEVER
Card Type: — |
Card Number: 2 (Cam rumber ualie showld rot comtain spaces or dashes)
Security Code: * Help finding wour security sode
Expiration Date: | * v|*

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
Cantinue with Plastic Card Payment ] [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible. &

Figure 6
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STEP 7

You will then see Step 2 of the payment process: Authorize Payment. On this
screen you may type in your email address to have a confirmation/receipt of this
transaction sent to your email address or to any other email address you specify in
the “CC:” box below. You must check the box to authorize payment and then
click on Submit Payment to complete your transaction. (See Figure 7)

3 https:ifga. pay.gov - Online Payment - Mozilla Firefox

©Online Payment Return to your originating application
Step 2: Authorize Payment 112
Payment Summary  Esit this intormation
Address Information Account Information Payment Information
Account HOI(IeTAHDmEﬂD WYNE Card Type: Visa Payment Amount: $150.00
Name: Card Number: 1111 Transaction Date 10/28/2008 11:40
100 Summer Main Expiration Date: 11 / 2008 and Time: ECT

Billing Address: Street
Billing Address 2:
City:
State / Province:
Zip / Postal Code: 26003
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon cormpletion of this transaction, provide an email address and confirmation below.

Email Address:|
Confirm Email Address: |
oc: Separate aultiple ewrail adirmsses with 2
X | commErE
Authorization and Disclosure
- . . - . £

Required fields are indicated with a red asterisk
| authorize a charge to my card account for the above amount in accordance with my card issuer agreement m*

Press the "Submit Payment" Button only once. Pressing the button more than once could result in multiple transactions.
[ Submit Payment ][ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible

qa.pay.gov (8

Done

Figure 7
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STEP 8 The Transaction Receipt screen displays. The Transaction number is your
receipt number. Click on Close Window.
(See Figure 8)

3 hittps:Hecf-train.wwvnb. uscourts.gov - TRAIN Database Area - Mozilla Firefox E|@|g|
U.S. Banlauptey Court 25
Northern District of West Virginia

ank you. Your transaction in the amount of § 150.00 has been completed.

Please print a copy of vour transaction receipt for future reference. The transaction mumber
is 39754

Detail description:
Mfoton for Felief From Stay(:06-blk-001000 [motion,mrlfety] ¢ 150.007%

Close window

-
Done ecf-train.wyvnb.uscourts.gov [

Figure 8
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Here is the only screen that is different when you file a voluntary petition.

Follow the instructions and do not enter any information in the receipt
number field. Click Next. (See Figure 9)

Bankruptcy Adversary Query Reports -Utilities ~Search Logo

Open Voluntary Bankruptcy Case
ue Oct 28 13:22:34 2008

All Petitions Paid m Installments Must be Accompanied by An Application To Pay
Filing Fees in Installments. Otherwise, The Full Fee Will Be Charged To vour Credit
Card.

LEAVE THE RECEIPT NUMBER BELANE IF YOU WILL BE PAYING VIA THE
TERINET!or O for Other Payment.(Prior Approval Required)

eceipt # Fee: 299

Dane ecf-train.wynb,uscourts,goy [

Figure 9

You will then see the Electronic Payment Window on top of the Notice of Electronic Filing,
just as in step 5. Follow steps 6 through 8 to finish the payment.

Page -7-
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The Internet Credit Card Module gives you 2 additional features under the Utilities Menu:
Internet Payment History and Internet Payments Due
(See Figure 10

R L I =y et N UL W LU I IS T I ] UL W e s e L] T e

Bankruptcy ~ Adversary -

Query Reports ~ Utilities~ Search Logout

Your Account Your Account Miscellaneons New R3.1 Memn
CM/ECE Login View PACEE. Account Werify a Ttems
Change Tour Client Code Information Document Court Information

Change Tour PACEER.

Wiew Your Transachion Log

Account

Internet Payment History Miscellaneous
Internet Payments Due Legal Research ...
Mantan Your ECF Account  Wadmgs. ..
Eewiew Billing Histor

Release 3.2 Menn Items
New R3 Menu Items Judgment Index

Clear Default PACER Login

Menea arf-brain wnenk neconrks Ao G

Figure 10

By clicking on the Internet Payment History Report and entering a date range, you are able to see
what transactions have been charged to your credit card along with the associated transaction
receipt numbers. (See Figures 11 and 12)

3 TRAIM Database Area - Mozilla Firefox
Edit Bookmarks

Help
]

#&_ crnecF live oukside SI% crmecF Erain insic

File i Tools
<= - - &
& crecF live inside
=
SECF

Internet Payment History

Hiskory

= My

Bankruptcy —~ Adversary — Qu

From |9/28/;2008] to [10/28/2008

[ FPun Feport ] [ Clear ]

Done

Figure 11

Bankruptcy ~

Adversary~ Query Reports v Utilitiesv  Search Logout

TU.S. Bankiuptey Court
Northern District of West Virginia
Internet Payment History for WVINB | Attoineyl0
9/28/2008 to 10/28/2008

Date Paid Description Payrent Method | Receipt# | Amount
2008-10-24 15:41:59 Larry L. Srith
Amended Schedules (Fee)(5:08-bk-00052) [misc, amdsch] (26.00) | credit card 39730 $26.00
2008-10-28 11:48:23 Danielle Michelle Richardson
Motion for Relief From Stay(5:06-bk-00100) [motion mrfsty] {
150.00) credit card 39754 150,00

Figure 12

Page -8-



CM/ECF Attorney Training Manual

Internet Credit Card Module

If you click on the option of Internet Payments Due under the Utilities menu, you may “settle”
you account at any time. The Electronic Payment window opens if you have any outstanding
credit card fees. (See Figure 13) You may then click on Pay Now and follow the screens to

settle your account.

%3 hitps: HMecf-train.wvnb. uscourts.gov - Electronic Payment - Mozilla Firefox

Do NOT use the browser Back' button during the payment process.
Do NOT close this window with the = at the upper right corner.

Date Incmred

2008-04-10
14:11:18

Summary of cwnrent charges:

Description Amount
Motion for Eelief From Stay(5:08-bk-00027) % 150.00
[motion mrlfsty] ( 150.00) ’
Total: $
150.00

Py Mawr ] [ Continue Filing

-

Dane

ecf-train, wynb.uscourts.gov e

Figure 13
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Notice of Deposition

The Notices hypertext link lists various notices which an attorney submits to the
court. The following instructions will guide you through the steps to file a Notice to Take
Deposition.

STEP 1 Click the Bankruptcy hypertext link from the CM/ECF Main Menu
Bar. (See Figure 1.)

| IRAIN Dalabase Area - Windows Internet Loplorer

@. = [ g et tran, it st gore g bingliogn, oot wi | = ol

e [de e Fgeortes  fook  Helo

R R LT e— v B e (e = (D Tok =

= - wersary = ry o - 1 - © o
ZECF Bankruptoy Adversary Query Reports utinities Search Logaut

.S, Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

U.S. Bankruptey Court - Northern District of West Virginia
ECF Training DB: Linux Vorsion 3.2

\This facitity is for Official Court Business only. Activiey to and from this site is logged. Documens fitings on this systews are subject o Federal Rule of Civil Procedure 11 and Federal Rute of
(Bankruprcy Procedure 9011 Evidence of unauthorized or criminal activity will be f ded 1o the Lav enf officials uwder 18USC 182 and 3571,

Welcome o the US. Bankraprey Court for the Northern Districr of West Virginia Elecironic Docament Filing System. This service is for antormeys and firms participating in the sloctronic filing
system,

Information about viewing PDE files

[Last login: 10-28-2008 13:29

{28Mdarch2008

= B ot Tiom -

Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2.)

2 Click the Notices hypertext link.
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Windives Intor et §aploses

{ = i
Figure 2
STEP 3 The Case Number screen displays. (See Figure 3.)
2 Enter the case number in yy-nnnnn format including the dash.
2 Click [Next] to continue.

| = TRAIM Ciatahase hras - Windews Intarnet Explarar

Reports -

Agversary - Utiiities -

Query

File a Notice

Case Number

I & it DR

Figure 3
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STEP 4

2

2

The Event Type screen displays.
Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

Use the down arrow V¥ to the right of the box to scroll through the
event list to select the document to be filed. Click to highlight
Notice to Take Deposition. (See Figure 4.)

Click [Next] to continue.

s
Figure 4

STEP 5

*

*

The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

Click [Next] to continue.

WVN - Attorney Training Materials October 2008
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I“““ i ok, L

Figure 5
STEP 6 The Select a Party screen displays. (See Figure 6.)
2 Click to highlight the name of party whom you are representing

OR refer to Section 9 in this Training Manual, Multi-Part Motions,
Steps 6-10, to add a new party.

Note: Press the [Ctrl] key to choose more than one party.

2 Click [Next] to continue.

I e i

Figure 6
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STEP 7 The PDF Document Selection screen displays. (See Figure 7.)

L 4 Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to select
it.

Note: If you wish to view the image before associating it with this
docket entry, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image
in Adobe Acrobat, then close Adobe Acrobat when you have
finished viewing the image.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information).

2 Click [Next] to continue.

foee @ e A

Figure 7
STEP 8 The Deposition of Whom? screen appears. (See Figure 8.)
L 4 Insert the name of the person you are deposing.

Click [Next] to continue.
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D om 10/1 2008
1w

Othca: 4 (Whealing)
CONVERTED

Dcprosition of Wihom™

=

b waoow =

Figure 8
STEP 9 The Modify Docket Text screen appears. (See Figure 9.)

L 4 If appropriate, choose a prefix from the Prefix Text pick list.

2 Additional text may be added in the white text box.

* Click [Next] to continue.

Search Logout

2 Jow Smith CASE CONVERTED o 101002008
Chaprer 11 v Ofice: 5 (Wheeling)
Case Flag CONVERTED

Dacket Text: Modity as Appropeiate.

= Notice 1o take Depesition of Gerald Jackson Filed by WVNEB Test Attornesy on bohalf of Friendless
. iy, WANEY

| ==

[eyr— T

Figure 9
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STEP 10 The Final Approval screen displays. (See Figure 10.)

L 2 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:

2 Click [Next] to continue and officially submit document.
* If the Final Docket Text is incorrect:

L 2 Click the browser [Back] button to find the error(s) and

proceed with the event.

L 2 To abort or restart the transaction, return to Step 1 and
begin again.

foe Spith CASE CONVERTED an 100102008
Chagier: 11 v Office § (Wheeling)
Case Flag CONVERTID

L WVNB)

5 e i

Figure 10
STEP 11 The Notice of Electronic Filing screen displays. (See Figure
11.)
2 The Notice of Electronic Filing is the verification that the filing has

been filed electronically in the court’s database. It certifies that the
document is now an official court document.

2 Clicking on the case humber hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.
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Notices - Page 8

L 2

L 2

*

L 2

Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

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

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

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

| 7 TRAIN Database Aroa - Windows Internst Explorer

(Flle a Notice:
!l“ OE Lk 00003 Toe Sowth CASE CONVERTED on 1071002008

Type bl Chagter: 11 v Cice £ (Wheeling)
| Assors vy

Icotice of Electrome Filing

1 Toxr:

SOE R ODO0T Notice will e

(508 -hk-BO002 Notice will not be elecironically mailed to:

Uoe Stk

[111 Scuh Sereet
[Whecling. W 26003
feoD Ten Anocnes
v

Figure 11

[T Following mansaction was receh
[Case N

Case Flag CONVERTED

U5, Bankruptey Court

Narthorn Districs of West Vieginia

e from WVNE Tes-Attomey entered on 10282008 s 144 PM EDT sd filed on 107282008

1o take Dieposition of Gerald Tackson Filed by WVNE Teat-Attomey on behalf of Friendless Finance. (Teat-Antomey, WVNE)
e associated with this ansmetion

cription: M a Documen
1t Sttings ANITA Desktop

i Pay Pertods paf

States Trustes  mawche_kacsmar %

[y niem -
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Notice of Appeal

The following instructions will guide you through the process of filing a Notice of
Appeal.

STEP 1 Click the Bankruptcy hypertext link from the CM/ECF Main Menu
Bar. (See Figure 1.)

U.S. Bankruptey Court
Norvihern District of West Virginia
Official Court Electronic Document Filing System

ar Viewinia

Sawidiny in fo st Flssnion

. - ERfFint i o cheis spasosm e ssbiovs o Federal Riste of Civil Pracedure 11 and Fedoral Bute of
Lo forasgpty $rmcedne BO1E. Fvidercs . s

s St
 davs rur afficials snder IRENE 153 and

(Walcome 1o the U5, Bankraptcy Court for the Northern District of West Virginis Electronic Docament Fillng Syatem. This servics is for attorseys snd frms participating in the skectronic Gling

Lt B 1383008 13030

f2antarcmzoom

= S SRS

Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2.)

2 Click the Appeal hypertext link.

Figure 2
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STEP 3 The Case Number screen displays. (See Figure 3.)
2 Enter the case number.

2 Click [Next] to continue.

'Fila an Appeal

[E= p— R—
Figure 3
STEP 4 The Event Type screen displays.
2 Verify the case number and case name.
2 If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.
Note: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.
2 Use the down arrow V¥ to the right of the box to scroll through the

event list to select the document to be filed. Click to highlight
Notice of Appeal. (See Figure 4.)

2 Click [Next] to continue.
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| /= THARY Databans Arss - Wintdoees iniernet Ll

(== r T T
Figure 4
STEP 5 The Joint Filing With Other Attorneys screen displays. (See

Figure 5.)

L 4 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

2 Click [Next] to continue.

| 7 AR Batabase Area - Windows Intarnet Explorer

a mconsis oo b dDinpabc 733081 4023 SR [+] 1< e

O bk - 00002 Joe Supith CASE CONVERTED an 10/1002008
| Tpe: b Chaprer 11 v Office: # (Wheeling)
Anscty y Case Flag CONVERTED
[ T ——
e |
o= = -

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Material Notice of Appeal - Page 4

STEP 6

*

The Select a Party screen displays. (See Figure 6.)

Click to highlight the name of party whom you are representing
OR refer to Section 9 in this Training Manual, Multi-Part Motions,
Steps 6-10, to add a new party.

Note: Press the [Ctrl] key to choose more than one party.

Click [Next] to continue.

[

Figure 6
STEP 7

*

The PDF Document Selection screen displays. (See Figure 7.)

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

Note: If you wish to view the image before associating it with this
docket entry, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image
in Adobe Acrobat, then close Adobe Acrobat when you have
finished viewing the image.

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information).

Click [Next] to continue.
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Repons - unimes -

File an Appeal:
2 Jon St CASE CONVERTED o 10/10/2008
Chapter- 11 v Office: 3 (Whesling)
Case Flag CONVERTED
for xample: € 198090121 gl
[irowns._]
Amachmonts to Docamont: @ Mo O Ves
(em] [Sleer]
I - ST

Figure 7

STEP 8 The Refer to Existing Event(s)? screen displays. (See Figure
8.)

L 4 Click in Refer to existing event(s)?

Click [Next] to continue.

Adversary - orts = winies =
1 Jo< Swith CASE CONVERTED ea 10/10/2008
Type bk Chapter 11 v Office: & (Wheeling)
Assets: ¥ Case Flag: CONVERTED
I Refer to existing eventis)?
[Haxt] [Siear)
o= @t S

Figure 8
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STEP 9 The Select the Category to Which Your Event Relates screen
displays. (See Figure 9.)
L 4 Click on order.

L 2 Click [Next] to continue.

| 7 TRAIN Database Aroa - Windows Internet Cxplorer

Query Reports = utiiities = Search  Logout
File an Appeal:

506 bk 00002
Type: b

Assets: ¥

Joo Swith CASE CONVERTED on 10/10/2008

Chaptes: 11 v Ofice: & (Wheeling)
Case Flag CONVERTED

misc
motion %

[Hext] [Cioar]

= Cy S
Figure 9
STEP 10 All Orders docketed in the case will display. (See Figure 10.)
L 4 Select the appropriate order from which you are appealing.
* Click [Next] to continue.
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JZECF  coovveer - saversan -

Fllo an Appoal:

Query Repors - uniines - Bearen Logout
S 08 bk 00007 Joe Swith CASE CONVERTED on 100102008
Type bl Chagter 11 v

Aset Case Flag CONVERTED

11 (Relsted
of Clasm e

2 3, Mooting Motion

& tremenet

Figure 10

STEP 11 The internet payment screen displays. (See Figure 11.)

¢ You will be reminded that the Appellant’s Designation of the

Record and Statement of Issues on Appeal are due within 10
days.

Enter y after Are you paying via the internet?

* Click [Next] to continue.

'IFile an Appeal:

S Sty CANE CONVERTED an 10/10/-7008
Chapter 11 v
Case Flag CONVERTRD

AgrpriBamt D sigrantioons <bie cbate: 117772

Are you paxing vis the Intarnet [y o )7

I

Figure 11
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STEP 12 The Filing Fee screen will display. (See Figure 12.)

2 Click [Next] to continue.

Figure 12
STEP 13 The Modify Docket Text screen appears. (See Figure 13.)
4 If appropriate, choose a prefix from the Prefix Text pick list.

2 Additional text may be added in the white text box.

2 Click [Next] to continue.

(=5 e — T

Figure 13

STEP 14 The Final Approval screen displays. (See Figure 14.)
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Verify the Final Docket Text. Read the warning message.

L 2

2 If the Final Docket Text is correct:

2 Click [Next] to continue and officially submit document.
* If the Final Docket Text is incorrect:

L 2 Click the browser [Back] button to find the error(s) and
proceed with the event.

L 2 To abort or restart the transaction, return to Step 1 and
begin again.

| Dackot Taxt: Final Taxt
Notice of Appeal . Fee Amount $266. Filed by Debtor Jos Smith (related documentis)[7] Order on Motion For Relle From Stay, Order
on Motion for due by 11/7/2008. (Test-Attarney, WVNE)

urther spportuminy 15 ueodily this submission if 30w continue,

I S S

Figure 14

STEP 15 The Notice of Electronic Filing screen displays. (See Figure
15))

2 The Notice of Electronic Filing is the verification
that the filing has been filed electronically in the
court’s database. It certifies that the document is
now an official court document.

2 Clicking on the case number hypertext link on the
Notice of Electronic Filing will present the Docket
Report for this case.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Material Notice of Appeal - Page 10

2 Clicking on the document number hypertext link will
present the PDF Image of the document just filed.

L 2 To print a copy of this notice click the browser
[Print] icon.

2 To save a copy of this notice, click [File] on the
browser menu bar and select Save Frame As.

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

sussESETED S &%) [x o

Bankruptey ~ Adversary - Query Reports ~

utilities ~ Search Logout

5:08-bk-00002 Joe Smith CASE CONVERTED on 10/10/2008
Type: bk Chapter: 11 + Office: 5 (Wheeling)
Assetssy Case Flag: CONVERTED

U.S. Bankruptcy Court
Northern District of West Virginia

Jofice of Flectronic Filing

g transaction was received from WVNB Test-Attorney entered on 10/28/2008 at 3:22 PM EDT and filed on 10/28/2008
Joe Smith

Cas: c] 5:08-bk-00002

Document Number:

Docket Text:
Jotice of Appeal Fee Amonnt $255 Filed by Debtor Jae Smith (related document()[7] Order on Mation For Refief From St

ay. Orcier on Motion for Adequate Protection) Appellant Designation due by
11/7/2008. (Test-Attorney, WVNB)

ing ) are iated with this

description:Main Document
and A\NITA Desktop' 2008 Pay Periods pdf

Electro: ent Stamp:

[STAMP blecfStamp_ID=088911880 [Date=10/28/2008] [FileNumber=25347-0]
[8dd64994ccT Tb65c8 19a668693E5169920ad8 Th8779507e47daad3d2d24d1b964a2c1
F2bb 1bad4YccadU8t6a211d088tbdb940857eelaed lc34eal acU¥ 1ib316])

[United States Trustee  marcie_k:
5:08-bk-00002 Notice will not be electronically mailed to:
oe Smith

111 South Street
Whesling. WV 26003

[oore @ 1nternet Hioow -

Figure 15
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Objections to Motions

Attorneys file a variety of responses, objections and answers. The following
instructions will guide you through the Electronic Case Filing system for docketing
events such as responses, objections and answers. Although the example
demonstrates a Response to a Motion for Relief from Stay, the same steps would be

followed for any other type of response, reply or answer.

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

U.5. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

U8, Bankruptey Court - Northorn District of Weat Vieginia
ECF-Traiming & DE: Li X - 3.2

This facility is for Official Eourt Business only. Activity te an, wr are subject to Federal Rule of Civil Procedure 11 and Federal Rule of
\Bankrigpicy Procedurs 9011, Evider afficials under IBUSC 152 and 3571,

fave enyf

wrt for the Northers District of West Virginia Electronic Document Filing System. This service is for attorneys and firms participatiog in the electronic fling

Information about viewing PDF files

Last login: 10.28.2008 1322

125N arch2008

= e
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

2 Click the Answer/Response hyperlink.
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I S S
Figure 2
STEP 3 The ANSWER/RESPONSE TYPE screen displays.

(See Figure 3.)

2 Click the Reference an Existing motion/application hyperlink.

Reparts - Utitities - Searen

Figure 3
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STEP 4 The CASE NUMBER screen displays (See Figure 4.)
L 2 Enter the case number.

2 Click [Next] to continue.

|File an answer to a motion

Cass Numbor

1= T e

Figure 4
STEP 5 The DOCUMENT TYPE SELECTION screen displays.
(See Figure 5.)
2 Verify the case number and case name.
2 If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.
NOTE: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again. You
may use the [Back] button at any time during this docketing
process to verify former screens until the final submission.
2 Click the down arrow in the Document Type pick list to reveal
list document options.
2 Your choices in the database are Answer to Interrogatories,

Objection, Reply or Response. Select Objection.

2 Click [Next].
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Tyme bk
Asvets n

Figure 5
STEP 6

L 2

| Type: bk
Assersn

File an answer to a motion

Chapter: T % Office: 1 (Clarkabnarg)
Cane Flag MEANSNG

Selected Event
[Citgec v

[y— DNT

The JOINT FILING screen displays. (See Figure 6.)
This screen will only be used if another attorney is joining in this

filing. If you are the only attorney filing this objection, skip this
screen.

If this were a joint filing and the box were checked, a listing of
attorneys presently on the case would be presented for selection.

Click [Next].

Windews Intarnot Laploser

Chagater: 7+ Office: | (Clarksburg)
Case Flag MEANSNO

| 0 3ot Mg it ot mirmar(s)

I

Figure 6

@ e Wi -

WVN - Attorney Training Materials

October 2008



WVN - Attorney Training Materials Responses/Objections- Page 5

STEP 7

*

The SELECT PARTY screen displays. (See Figure 7.) All
participating parties on the case will appear on this list.

It will be assumed that the objection is being tendered by the
attorney for the debtor. Therefore, click to highlight the name of
the debtor filing the objection. (Holding down the [Ctrl] key will
allow for the highlighting of more than one name.)

NOTE: Referto Step 16 if you are not representing the debtor(s)
and the party you are representing does not appear on the
Select the Party: screen.

Click [Next].

Figure 7

STEP 8

*

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

Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
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you have finished viewing the image.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to

indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

[

Figure 8

STEP 9 See Figure 9.
¢ Enter y or n With Certificate of Service?
¢ Click [Next] to continue.

Figure 9
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STEP 10 The Refer to Existing Event(s)? screen will display. (See Figure

10.)
¢ Select Refer to Existing Event(s)?
¢ Click [Next] to continue.

o= == ST

Figure 10
STEP 11 The File an answer to a motion: screen displays. (See Figure
11.)
¢ Click on the motion category
¢ Click [Next] to continue.

l L ] - loow -

Figure 11
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STEP 12 See Figure 12.

¢ Select the appropriate motion you wish to object to by clicking in
the box next to the date. If there is more than one possibility, click
on the document number hyperlink to view the imaged application
or motion.

¢ Click [Next].

Office 1 (Clarksbnarg)

= & T

Figure 12

STEP 13 The MODIFY DOCKET TEXT screen appears. This screen will
display a prefix box and a supplemental text box to add more
detail to the docket text. (See Figure 13.)

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

* If necessary, add detail to the final text.

2 Click [Next].

WVN - Attorney Training Materials October 2008



WVN - Attorney Training Materials Responses/Objections- Page 9

File an answer to

) O-1k OO0GOS Jernifer . Srmish
Type: bk
Assets 1

Chagier: 7 v Offiee: 1 (Clarksinsg)
Case Flag MEANSNO

Docket Taxt: Modity as Approprise,

jwe tiun with Corrificate of Servies. Filed by Amtormey20 WVNE on bebalf of Jonnifer L. Smith (related
documentis}|2] Motion for Relief From Stay fled by Creditar United City Bank), (WVNE, Attorney 20§

[Fiant] [Coem]

fos
Figure 13

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

2 Use caution on this screen and proof the contents of the entry

carefully. Read the Attention!! notice.

NOTE: To abort or restart the transaction at any time, click the

Bankruptcy hyperlink on the main menu bar.

When you click [Next], the entry is sent to the court’s database.

[File an answer to a motion:

Type Chapter T >

Cane Flag MEANSNG

Dacht Tant: Finnl Taxt

Objection with Certificate of Sarvice. Filed by Atorney20 WYNE on behalf of Jennifer L. Smith (related document(s)[2] Motion for
Rellof From Stay filed by Creditor United City Bank). (WVNB, Attorney20)
P n!t Submitting this ser

At wen commits this fransaction Vou will have no fariker spporfunity o modify this sab
[T [Cioar]

maiom if you continws.

==

Figure 14
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STEP 15 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 15.)

2 The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’s database. It certifies that
the document is now an official court document.

2 Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

2 Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

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

2 To save a copy of this notice, click [File] on the browser menu
bar an select Save Frame As.

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

Bapkruptcy - Adversary ~ Query Reports = utitities Search Logout

Chagter: T v Odfice: 1 {Clarksburg)
Case Flag: MEANSNG

U.S. Bankruptcy Court

Northern District of West Virginia

Motice of Edectronse Filing

[The following transaction was received from Attomey20 WVINB entered on 10°28/2008 at 4:32 PM EDT and filed on 107282008
Case Name: Jernder L. Sanith

Case Number: L08.bic-00005

Document Number: 4

Attomey 20)

The following documentis) are associated with this transaction:

ament
s and Settings ANITA Desktop' 2008 Court Directory pef

[297TOR4086146295861 66 Scafl cealede:
SL63 600875 28 e68indadPEd 243 5509886136
1:08- bl- 00005 Notice will be electronically mailed ro:
Inited States Trustee  marcie_kacsmar @ vamb uscourts. gov
1:08-blk-00005 Notice will not be electronically mailed to:
WVINB Test-Attorney

101 Some Street
Wheeling, W 26003

= e T

Figure 15
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STEP 16

L 2

® 6 6 O 6 O O O O o

Select Add/Create a New Party if the party you represent does

not appear on the Select the Party: screen.

On Search for a Party screen, enter the name of the party you

represent in the Last/Business Name field.

Then click Search.

Select name from list or Create new party.

Enter party if applicable and address of party.

Select role such as creditor or interested party.
Select Submit

Select party you represent on Select the Party screen
Click Next.

Create attorney/party association.

Click [Next].

Continue with steps 8-15

WVN - Attorney Training Materials
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Affidavit

This process shows the steps and screens required for an attorney to
electronically file an affidavit. This lesson will demonstrate the filing of an affidavit in
support of a motion to avoid a lien.

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

| = TRAIM Database Area - Windows Internet Explarer

& = T vttt tan. wemis uscourts.ovion-binign prisgeut il | 42| »
Bl Ed Wew Fomes Iock b
* -

U e | AN Dotobasn Arca R TR 1

EECF Bankruptey -  Adversary - Query  Reports - Utilities - Search  Logout 5

U.S. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

U5, Bankruptey Court - Northers Distriet of West Virginia
l‘("l‘-'l'r:lmng DB: Linax Version 1.2

This facilizy is for Official Court Businers anly. Activity to and from this site is logged Dacument filings an mu oem are subject to Federal Rule of Civil Procedure 11 and Federal Rule of
\Bankruptcy Procedure 9011. Evidence of unauthorized or eriminal activigy will be ta the fi afffcials under ISUSC 152 and 3571,

Welcome to the U.S. Bankruptcy Court for the Northern District of West Virginia Electronic Document Filing System. This service is for attorneys and firms participating in the electronic filing
Sy stem,

Last login: 10-29-2008 09:37

250 arch2008

= Py o

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

L 2 Click on the Other hyperlink.
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l &t - - e =

Figure 2
STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
2 If this is not the case in which you are filing an answer, delete this

case number and enter the correct case number.

2 Click [Next] to continue.

Miscellansous

Cavsar Huirniros

= & iramren T

Figure 3
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STEP 4 The Miscellaneous screen appears. (See Figure 4.)
L 2 Click on Affidavit.

2 Click [Next] to continue.

| £ TRAIN Database Area - Windess Ireret Coploser

Tk -Ar i, vt Asseonrts gerfeg- b Tapatch, 7] |1 53004206641 2

Bie D pew  Favortes ook e
o g

D F CITTr e —

Aaversary = Query  Reports - utiities = Search  Logout

| Type bk Chagpter- T+ Office: 5 (Wheeling)
L Assers n Case Flag MEANSU

|

i Seart typing to find mnother event. Hold down Crrl 1o add sdditicnal ibens
|

|

Felected Events (clhck to remove svents)
= [Amawn

= S S
Figure 4
STEP 5 The Joint Filing screen appears. (See Figure 5.)

2 If you are filing this answer jointly with another attorney, click in

the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.
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£ TRAIN Database Area - Winduvs Intor et Lplorar
. v, vt g - b Tap sk, L1 SI0S 9506 LIB
Ble C8 yew Pgeorten Took e
- e
- @ - Boge = () Tgol =

R T T ——

SECF Bankruptey = Adversary = Query  Repors - Uniities -

Miscellaneous:

bk =000 5T tohn Smah

Type bk Chagter T Ofica-  (Wheeling)

ctsim Case Flag MEANSL

1 besiet il with otheer stvoeney(s)

[Fiast | [Einae]

@ e T

s

Figure 5

STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)

L 2 Select the party filers. In this case you will select the debtor.

2 Click [Next] to continue.

15T Jobm Samith
Chagater 7w Office. S (Wheeling)

Cane Flag: MEANSLU

Select the Fary

==

Figure 6
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STEP 7 The PDF DOCUMENT screen will then be presented.
(See Figure 7.)
2 To associate the imaged document with this entry:
. Click [Browse]. In the File Upload window change Files

of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.

........

Figure 7
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STEP 8

The Refer to Existing Event(s)? screen displays. (See Figure
8.)

Click in Refer to existing event(s)?

Click [Next] to continue.

Figure 8

STEP 9

*

The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)

For this lesson, click on motion.

NOTE: By holding down the Ctrl key and dragging your left mouse
button down the entire list, all docket entries will appear on the
next screen.

Click [Next] to continue.
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Repons - Uulitiss -
Miscellaneous:
i k- 00057 Jobin Simith
Type bk Chapter 7 v Office

[Faxt] [Sinar)

[

Figure 9

STEP 10 The Select the Appropriate Event(s) to Which Your Event
Relates: screen appears. (See Figure 10.)

L 4 Select the applicable event. In this lesson, we are selecting the
Motion to Avoid Lien.

2 Click [Next] to continue.

s with O Valley Bank wider Section
3 by WA Tewmt-Amormey o

Figure 10
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STEP 11 The following screen displays. (See Figure 11.)

L 2 This screen is not applicable when filing an affidavit in support of a
motion to avoid lien.

2 Click [Next] to continue.

{Complete The Docket Window With The Nams Of The Documant To Which This Affidavit Rofors
[Famt] [Simar]

Figure 11
STEP 12 The MODIFY DOCKET TEXT screen displays. (See Figure 12.)
L 4 Docket text may be added in the white box. Itis not necessary to
insert any docket text in the white box when filing an affidavit in

support of a motion to avoid lien.

2 Click [Next] to continue.
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e S S

Figure 12
STEP 13 The FINAL DOCKET TEXT screen displays. (See Figure 13.)

4 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

* 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.

2 When the docket text is correct, click [Next] to continue.

Docket Text: Final Tast
Affidavit Flled by WVNB Test-Attorney on behalf of John Smith (related documentis)[3] Motion to Aveld Lien on Household Goods
B22(MHANBI) filed by Debtor Jonn Smith). { Tes! oy, WVHE)

| [ pm—— T

Figure 13
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STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

2 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.

2 Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

2 To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.

| 7 TRARI Database Aros - Windows Internet Explorer

3 = [F ettt trsn vent useonrts.gerefens b Cspanch, pirastaso 184S ST & [+ = Bl

Ele D8 Yew Fgeortes  Jook el

W | e TRAIN Database Ares - i = [ Rage = ) Tooks -

ZECF Bankruptcy ~  Adwersary ~  GQuery  Reports - Utilities ~  Search  Logout

Miscellaneous:

15.08-bk-00057 Jobn Suith
Type: bk Chapter: Tv Office: § (Wheelng)
Assets:n Case Flag MEANSU

U.S. Bankruptey Court
Northern District of West Virginia
PNotice of Electronic Filing

[The following transaction was received from WVNB Test-Attomey entered on 100282008 at 9:54 AM EDT and filed on 10292008
Case Name: John Smith

Case Number: 508 bk-00057

Document Number: &

Daochat Te:
LAffidavit Tﬂed by WVNB Test-Attorney on behalf of John Smith (related document(s)[2] Motion to Avoid Lien on Household Goods 522(0( 1 BX{) filed by Debtor John Smith). (Test-Attorney, WVNB)

{The following document(s) are associated with this ransaction:

Document description:Main Decument
Ongllal filemame: . D\wmms and Settings' ANITA Desktop' 2008 CPS Pay Tables pdf
e document Stamp:

AN bkecﬁuﬂrp ID= ¢SS‘>I 1880 I'Dane JTl 9..008] [FileNumiber=2: “6 0]
(119702, GESETAEL. : S1f349endede 1 TEILI 3034 2409
Schefb22097c7, d9f“‘a‘:|bcb¢96‘r0e6. cle Ib"rd9 bEOE lede3e3199])

5:08-bk-0005T Notice will be electromically mailed to:
[United States Trustee  marcie_kacsmar @ wvnb uscourts. gov
5:08-bk-0005T Notice will mot be electronically mailed to:
WNE Test-Amomey

101 Some Street
[Wheeling, WYV 26003

fo=n S S

Figure 14
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Amended Document

This process shows the steps and screens required for an attorney to
electronically file an amended document. To amend debtor schedules, refer to Section 6,
Schedules, in this Training Manual. To amend a plan or disclosure statement, refer to
Section 7, Reorganization. If you are amending a notice, docket the pleading as a
notice and choose the applicable prefix from the “pick list” in the Final Docket Text
screen. This module demonstrates the steps to amend a Motion for Relief from Stay.

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

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

L 2 Click on the Other hyperlink.
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New RI Me:
Case Upload

Figure 2
STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
* If this is not the case in which you are filing the amended
document, delete this case number and enter the correct case
number.

2 Click [Next] to continue.

| = BHAIS Dbt Area Wi inieriei §ephrans

Figure 3
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STEP 4 The Event Type screen displays. (See Figure 4.)
L 2 Select Amended Document.
2 Click [Next] to continue.

| 7 TRAIM Database Area - Windews Internet Lplorer

Adversary = Query Reports = Utilities = Search Lagout

Type: bk Chapter T+ Office | {Clarkabarg)
Assets n Case Flag MEANSNO

| Stant ryping to find another event. Hold down Ol 1o add addiional itenm
Available Events (chek 1o select events) Selected Events (click 1o remove events)
&  [Amendsd Document

[
Figure 4

STEP 5 The Joint Filing screen appears. (See Figure 5.)
L 2 If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.
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= —
Figure 5
STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
2 Click on the party filing the amended document.
L 2 Click [Next] to continue.

Miscellaneous:

|08k 0000 Seeuier L Smith

Type bic Chagpter T v Ot 1 (Clarkaburg)
Ansots: n Cane Flag MIEANSNO

A Create MNew Pt

[Fomst ] [Simne ]

I @ v T

Figure 6
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STEP 7 The PDF DOCUMENT screen will then be presented.
(See Figure 7.)
2 To associate the imaged document with this entry:
. Click [Browse]. In the File Upload window change Files

of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

L 4 Click [Next] to continue.

Figure 7
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STEP 8 The Refer to Existing Event(s)? screen appears. (See Figure
8.) This screen reminds you to relate the amended document to
the original document.

L 2 Click in Refer to existing event(s)?

2 Click [Next] to continue.

== e e

Figure 8
STEP 9 The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)
L 4 Select motion.
2 Click [Next] to continue.
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| 7 THAR Do,

Wi Internet Eaplorar

Query

Reports

utntes -
Mincellanecus:

18- b G000 Feanfer L Smith
Type: bk
Assets

Chapter: 7 v Cotica

1 (Clarkerturg)
Case Flag: MEANSNO

=

it CAT

Figure 9

STEP 10 The Select the Appropriate Event(s) to Which Your Event
Relates screen appears. (See Figure 10.)

L 4 Select the appropriate document to link to the amended
document.
2 Click [Next] to continue.

| 72 TRAIM Database Aras - win

Miscellaneous:

O b 00008 Temmiier: L. Smith

Towe bk Chumger. 7 v Office: 1 (Clabesbumg)
s Case Flag: MEANSNO
e T, ’ s

veck
53004

M. with Corlicnts o
------ v, WVINE)

[e=-

Figure 10
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STEP 11 The FINAL TEXT EDITING screen displays. (See Figure 11.)

L 4 Insert language in docket text to reflect the document you are
filing. For this lesson, insert Motion for Relief from Stay.

2 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

* 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.

2 When the docket text is correct, click [Next] to continue.

Figure 11

STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12.)
2 Read the Attention!! message.

2 If you are ready to submit this transaction click [Next].
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.........

Docket Text Finsl Text

Amended documentis) Motion for Relief from Stay Filed by WVNB Test-Attorney on behalf of United City Bank (related document(s)
WVNE)

2] Motion for Relief From Si

Figure 12
STEP 13

*

tay filed by Creditor United City Bank), {Test-Attorney,

[y— DT

The NOTICE OF ELECTRONIC FILING screen displays.

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.

Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.
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Certificate of Service

This process shows the steps and screens required for an attorney to
electronically file a certificate of service. This lesson will demonstrate the filing of a
certificate of service evidencing service of a brief.

STEP 1

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

Query mepors -

unnnes -

.S, Bankruptcy Court
Northern District of West Virginia
OMicial Court Electronic Document Filing System

U5, Bankrmpicy Court - Northers Districe of
EC

Weat Virginis
F-Traiming DB: Linux Version 3.2

|Thix faciticy is for Official Coure Buiness

ity to ard fram chis site iv logged. Documens filings o
Barnkrupicy Procedure 9.

anly. Activ s xyntems are vubject to Federal Rute of Civil Procedure 11 and Federal Rule of
11, Evidence af unauthorized or criminal activite will be forwarded to the appropriate faw enfarcement afficials under I8USC 152 and 3571,

IWelcome to the U.%. Bankraptcy Court for the Northern District of West Virginia Electronic Document Filing System, This service is for attornexs and firms participating in the olectronic filing
| -

Information atwout viewing FDF files
Lant login: 10-29-2008 10:08

ZENLarchI00ON
=

& it i -

Figure 1

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

L 2 Click on the Other hyperlink.
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I = i

Figure 2
STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
2 If this is not the case in which you are filing an answer, delete this

case number and enter the correct case number.

2 Click [Next] to continue.

[e-- & b NS

Figure 3
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STEP 4

2

The Miscellaneous screen appears. (See Figure 4.)

Click on Certificate of Service.

Click [Next] to continue.

Chapter: T v

Case Flag MEANSNG

ety tosted Events (chok 1o
ol &

[Ceriie

=
Figure 4

STEP 5

2

ST

The Joint Filing screen appears. (See Figure 5.)

If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

If this is not a joint filing, no further action is necessary.

Click [Next] to continue.
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| Type: i Chapter: 7 Office: 1 (Clarksturg)
| Assersin Case Flag MEANSNO

[ Skt filing with other atormeyis)

= =
= g -
Figure 5
STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
2 Select the party filers. In this case you will select United Cityl

Bank.

2 Click [Next] to continue.

Search Logout

Miscallaneous:
L4385 -0 Senmifer L. Smish
Type: bk Chapeer: T v
Asscts u Case Flag MEANSNO

AddCrame MNeve Party

I

b NTa—

Figure 6
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STEP 7 The PDF DOCUMENT screen displays. (See Figure 7.)

2 To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

The system will enter the path and name of the PDF
document selected into the Filename field.

Click [Next] to continue.

o=

Figure 7
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STEP 8 The Refer to Existing Event(s)? screen displays. (See Figure
8.)

Click in Refer to existing event(s)?

Click [Next] to continue.

iy et ot it Dispateh £I401 1650167584

Ble Ede  pew Tock  Hel
|-

Bapkruptey - Advaersary - Query Repons - Wrilities - Search Legeout

Miscallanaous:

l%f[e%iuius event(s)?
foee @ v =
Figure 8
STEP 9 The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)
2 For this lesson, click on misc.
NOTE: By holding down the Ctrl key and dragging your left mouse
button down the entire list, all docket entries will appear on the
next screen.
2 Click [Next] to continue.
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Chapter T v Otfice: 1 (Clarksburg)
Case Flag MEANSNO

[= =~ -

Figure 9

STEP 10 The Select the Appropriate Event(s) to Which Your Event
Relates: screen appears. (See Figure 10.)

L 4 Select the applicable event. In this lesson, we are selecting
pleading number 6, Brief.

2 Click [Next] to continue.

Office 1 (Clarkstourg)

File by Jenutfer 1 Senith

hat ay
1 Stary filedd by Creditor United

ont-Attormey on bebalf of United City Bk
Rabief From Sty fed by Craditor Unied City

== e Wi -

Figure 10
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STEP 11 The MODIFY DOCKET TEXT screen displays. (See Figure 11.)
L 2 Docket text may be added in the white box if applicable.

2 A prefix may be added to the docket text by clicking on the down
arrow.

2 Click [Next] to continue.

Type b Chageer: 7 v Office: 1 {Clarksbuarg)
Ansets n Case Flag MEANSNG

. Filed by WYNB Test Atiorney on behalf of Usited Ciry Bank (related docunentis)[6]
dum filed by Creditor United Ciry Bank). (Test-Atormey, WVNE)

| @ e T

Figure 11
STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12.)

L 2 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

L g 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.

2 When the docket text is correct, click [Next] to continue.
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Type: bic Chaprer T v Ofice: 1 (Clarksburg)
| Assets n Case Flag MEANSNO

| Dackot Tuxt: Final Tuxt
Certificats of Service Filed by WVNE Test-Attorney on behalf of United City Bank (related fed by
Creditor United City Bank). { Teat-Attorney, WVNE)

! Submitting this screen commits this framsaction. Yoo will have no further opporiumity fo modify this submission if you continne.

= P S

Figure 12

STEP 13 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13))

L 2 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.

2 Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

and select Save Frame As.
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- e T ——
e [ Pew Favorkes  Iook el
-

G B | T Guabase sene

1081k - 00008 Jeneer L Simith
Type: bk Chagiter T Office: 1 (Clarksburg)
Assets Case Flag MEANSNO

U5, Bankrupiey Court
Northers District of Wost Virginia
Notice of Electronic Fillng
The following ransaction was reeened from WVNE Test-Atomey entered on 100292008 st 1100 AM EDT and filed on 10/29/2008
. g

Ca Jevusfer L
108 b0

Docket Text:
ICertificate of Service Filed by WVNE Test-Altormey on behalf of Urited City Bank (related documenti(s)[6] Brief Memoranchan filed by Creditor United City Bark). (Test-Astormey, WVINE)

The following doct are d with this

'Document deseription: Vsn Documen
Documents and Setings ANTTA Deskiop 2008 Pay Pertods pdi

Stamp:
MP bkecfStangp_[D=95591 1880 [Date=10/29/2008] [FleNumber=25380-0]
24334 Ml T a1 00R ARG S [FGe T 144 2001 32 See Led 2 10bd 193 DneOGe abne
THAS TS abc 03I 8h3 3od9]]

1:08- b1 DOO0S Notice will be ol
[United States Trustee  marcie_kacsmar @ winb uscourts gov

1:08.ble D000% Nathce will not be eloctronically mailed ro:

TWVINE Test- Antormey

101 Some Street
Wheeling. WV 26003

Borner] WVNE
@ et ENT

Figure 13
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Memorandum
In Support/Opposition

This process shows the steps and screens required for an attorney to
electronically file a memorandum of law. This lesson will demonstrate the filing of a
memorandum in opposition to a motion for relief from stay

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

Fankruptey Court
trict of West Virginia
onic Document Filing Syvstem

annd Federal Rule of

This facitioe
sk

is finr Efficiol Court Bisiness aonly. Activie to o
)

pmic Bling

nfarmation abant viswing PDE files

o ST

Figure 1

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

L 4 Click on the Other hyperlink.
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search Logaut

fe=s [T T

Figure 2
STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
* If this is not the case in which you are filing an answer, delete this

case number and enter the correct case number.

2 Click [Next] to continue.

Adversary = Query Repons - uniisies - searon Logout

Miscellaneous

Cavs Numbes

foss e ——

Figure 3
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STEP 4 The Miscellaneous screen appears. (See Figure 4.)

g Click on Brief/Memorandum

2 Click [Next] to continue.

Chagiter T Office: 1 {Clarksburg)
Case Flag MEANSNG

Start typang 10 find snother event Hold down Sl 1o add addaio

Figure 4
STEP 5 The Joint Filing screen appears. (See Figure 5.)

2 If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.
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Figure 5
STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
L 2 Select the party filers. In this case you will select the debtor who
is filing a brief in opposition to United City Bank’s Motion for Relief
from Stay.

2 Click [Next] to continue.

Figure 6
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STEP 7 The PDF DOCUMENT screen displays. (See Figure 7.)
2 To associate the imaged document with this entry:
. Click [Browse]. In the File Upload window change Files

of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.

Chapter: Ty Office: 1 (Claskesburg)

I= @ i -

Figure 7
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STEP 8 The Refer to Existing Event(s)? screen displays. (See Figure
8.)

Click in Refer to existing event(s)?

Click [Next] to continue.

| = TRAM Database Area - Windows Internet [xplorer

Adversary - Query Reports - ytilities =

Miscellaneous:

1,08-bk-0000% Jennifer L, Smith
Tope: bk Chapter: Tv Ofice: 1 (Clarksburg)
Assets n Case Flag MEANSNO

In.,.. & internee Hoow

Figure 8

STEP 9 The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)

L 4 For this lesson, click on motion.
NOTE: By holding down the Ctrl key and dragging your left mouse
button down the entire list, all docket entries will appear on the

next screen.

2 Click [Next] to continue.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Materials Memorandum - Page 7

| /= TRAIN Database Area - Windows Internet Explorer

&5+ [T atmsinct-tran. et scourts.govfog-biniTspatch bl SIS METS 4TSE50

A S e
Ele Ed Vew Favortes Jooks Hep
"o

W |G TRami Datsbase dena

Bapkruptey = Adversary - Query

Reports = utilities - Search Logout

Miscellaneous:
108 b 00005 Jennifer L Smith

Chagpter: Tv Office: 1 (Clarksburg)
Case Flag MEANSNO

Fich your event relates.

==

@ et W 00% -

Figure 9

STEP 10 The Select the Appropriate Event(s) to Which Your Event

Relates: screen appears. (See Figure 10.)

L 4 Select the applicable event. In this lesson, we are selecting the
Motion for Relief from Stay.

2 Click [Next] to continue.

[

Figure 10
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STEP 11 See Figure 11

¢ Enter y or n after With Certificate of Service?

¢ Click [Next] to continue.

== @ vrerat Siww =

Figure 11
STEP 12 The MODIFY DOCKET TEXT screen displays. (See Figure 12.)
2 Docket text may be added in the white box. In this example, the
debtor is filing a brief in opposition to the Motion for Relief from

Stay, thus, In Opposition was added.

2 Click [Next] to continue.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Materials Memorandum - Page 9

| Dckes Tuw Moty as Apgeopriass.,
[ — pposa

randmm [ Opposaion with Certificate of Service Filed by Atormey20 WVND an bekalf of Jennifer L. Soith (related
HaH2] Aotion for Relief From Sty fled by Creditor United Cits Bank). (WVNB, Attornes 20

f SR s

Figure 12
STEP 13 The FINAL DOCKET TEXT screen displays. (See Figure 13.)

4 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

* 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.

2 When the docket text is correct, click [Next] to continue.
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Chageer: 7 v Oifice: | (Clarksburg)
Case Flag MEANSNG

| Dackar Toxt: Final Taxt

in with C. of Service Filed by Attorney20 WVNE on behalf of Jennifer L. Smith (related
document(s){2] Motion for Relisf From Stay filed by Creditor United City Bank). (WVNB, Attorney20)

g this sereen commits this tramsaction. You will have ne furiber opportumity o medify this sulmsission if yon contine

= & i s

Figure 13

STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

L 2 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.

2 Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

and select Save Frame As.
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IAIN Database Area - Windaws Internet Fxplarer

C5 ) = [T rassiiiettran vt sseonsts v befDupatch slrssainss zooToss:
Ele  [dt  Yew Fgvorktes Jook el

| TRam Database Ares

Utilities -

r L St
Chagter: Tv Ciee: 1 (Clarksbuarg)
Case Flag MEANSNO

1.5, Bankruptey Court

Northern District of West Virginia

[Notice of Electronic Filing

[The following transaction was received from Aftorney20 WVNB entered on 100292008 at 12:00 PM EDT and filed on 10/20/2008
Case Name: Jemtfef L. Smith

Case Number:
Document Number: §

Docket Texe:
Birief Memorandum i Oppo.
[Bank). (WVNB, Attormey 20,

rion with Certificate of Service Filed by Attomey20 WVNB on behalf of Jennifer L. Smith (related document(s)[2] Motion for Relief From Stay filed by Creditor United City

[The following d are iated with this

Document description: Main Document

[Original lename:C Documents smd Settings ANITA Deskrop 2008 Pay Periods pdf
Ilef ronic document Stamy
[STAMP biecfStang_[D=055911850 [Date=10/292008] [FleNusber=2£394-0]
[b763e2]15ech379aaTE48563 74 5a2e0f68bdl2 3406 200e S0bE 3ae T 2 3bebdb TEEe 290
033 dTee 2485 Saali06 T S A2 TI0 T 465 | TIEAB 258143141 5628490]]

1:08-bk- 00005 Notice will be electronically mailed to:
United States Truster  mascie_kacsmar @ wanib, uscouts gov
1:08-bk-00005 Notice will not be electronically mailed to:
[WVNE Test-Attorney

101 Semse Strect
[Wheeling, WV 26003

= — v

Figure 14
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Reaffirmation
Agreement

This process shows the steps and screens required for an attorney to
electronically file a reaffirmation agreement.

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

| /= TRAIN Database Area - Windews Internet Explorer

& [ I e ————————r—"———— ~[ &%= ol

Ble Edt wew Favomes Dok bel

Bapkruptey = Adversary = Query Reports =

Utilities = search Logout

U.S. Bankruptcy Court
Northern District of West Virginia
‘Official Court Electronic Document Filing System

U.5, Bankruptey Court - Northern District of West Virginia
ECF-Training DB: Linux Version 3.2

This facility is for Official Coure Business only. Activizy te and from this size is logged. Document filings on this system are subject to Federal Rule of Civil Procedure 11 and Federal Rule of
Bankruptcy Procedure 9011, Evidence of unauthorized or eriminal activity will be 1o the appropriate law afficialy under ISUSC 152 and 3571,

Welcome to the U.S. Bankruptcy Court for the Northern District of West Virginia Electronic Document Filing System. This service is for attorneys and firms participating in the electronic filing
sy stem.

Last login: 10-29-2008 11:27
25N larch2008

I B ket oo -

Figure 1

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

L 4 Click on the Other hyperlink.

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Training Materials Reaffirmation Agreement - Page 2
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| SECF T —— Adversary = Query  Reports = Utiities = Searcn
{Bankruptcy Events

Now BRI Menu ltems
T "

i S S
Figure 2
STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
2 If this is not the case in which you are filing an answer, delete this

case number and enter the correct case number.

2 Click [Next] to continue.

Miscallaneous

Cass Number

[o=- & oY

Figure 3
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STEP 4 The Miscellaneous screen appears. (See Figure 4.)

2 Click on Reaffirmation Agreement.

L 2 Click [Next] to continue.

Adversary = Query  Reports - utiiities -
Miscellaneous
8108 1k G000 Jenmifer L. Sensth

| Type: bk Chapter: 7 v Office: 1 (Clarksburg)
| Assets:n Case Flag MEANSNG

|
i Start typing to find another evert. Hold down Cul 1o ndd additional #ems

Selected Events (click 1o remove events)
~ [Renfimation Agresment

R
|Redemption Agreament

| [Fiewt] [iear)

I““ & Interret 00w -
Figure 4
STEP 5 The Joint Filing screen appears. (See Figure 5.)

2 If you are filing this pleading jointly with another attorney, click in

the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.
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£ THAIM Databass Araa - Windows intarmat Cxplarsr

= e I
Figure 5
STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
2 Select the party filers. In this case you will select the debtor.
L 2 Click [Next] to continue.

Chaper T v Offlce: 1 (Clarkabuarg)
Case Flag MEANSNO

Al Create Mew Party

= & ST

Figure 6
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STEP 7 The PDF DOCUMENT screen displays. (See Figure 7.)

2 To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

The system will enter the path and name of the PDF
document selected into the Filename field.

Click [Next] to continue.

[oom

Figure 7
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STEP 8 The following screen displays. (See Figure 8.)
L 2 Insert after With Whom? the party with whom the debtor(s) are
reaffirming.
L 2 Insert y or n after With Affidavit or Declaration of Counsel?

Click [Next] to continue.

Figure 8

STEP 9 See Figure 9
¢ Verify case name and number.
¢ Click [Next] to continue.
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- B e T

Figure 9
STEP 10 The FINAL DOCKET TEXT screen displays. (See Figure 10.)

¢ Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

* 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.

2 When the docket text is correct, click [Next] to continue.
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Dockat Text: Final Tex

Dabt
WVYNE on behalf of JennHer L. Smith, (WYNB, Attorney20)

foe

Figure 10

STEP 11

2

nnnnnnnnnnnnnnnnnnnnnnnnnn affdavit or at Filed by

Honl! Submitting this screen commits this transsction. Vou will have mo further opportunit o medify this submission if o continee

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

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

Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.
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TRAM Database Area - Windows Internet [xplorer

@ S & b el Disgantch. TG 154BEI TO244 184 4] x e

Query Repol earch Logou

Chapter, T Office. | (Claksburg)
Case Flag MEANSNO

U.S. Bankruptcy Court

Northern District of West Virginia
Motice of Electronic Fling

{The followmg tamsaction was receved fom Atterney20 WWNB entered on 10029/2008 at 2:45 PM EDT and filed on 10:29/2008
Case Name: Jensifer L. Smith

Case Number: 108 bk 00005
Docoment Number: 9

Docket Text:
Reafirmation Agreement Between Debtor and United National Bank with affidmit or declaration of counsel Filed by Amtomey20 WVNE on behalf of Jensifer L. Smith, (WVNB, Amorney20)

{The following d are il with this

Document description:Main Document

Original filename:C Documents and Settings ANTTA Deskrop 2008 CPS Pay Tables pdf
Electronic document Stamp:

[STAMP bleecStamp_[D=986611880 [Date=10/29/2008] [FileNumber=25406-0]
1119ccb0d] 210ebE Tacdc B 5a8d0b605c9c T T44{0ee 13 Tade 3 T62eal SA17528 2de84
LIS 2063 DeceD0: 83 520440 3 1a04a 1 05 50495897 21 eSbafat36]]

1:08-bk-00003 Notice will be electronically mailed to:
[United States Trastee  marcie_kacsmar & winb uscourts. gov
1:08-bk-00005 Notice will nat be electronically mailed to:
TWVNE Test-Attorney

101 Some Street
Wheeling, WV 26003

| tomey] WVNB
Cune

& et &, 100

Figure 11
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Adversary Case Opening

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.

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

Figure 1

STEP 2 Click on the Open an AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

I

Figure 2

October 2008
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STEP 3

The initial CASE DATA screen displays. (See Figure 3.)

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

The current date is displayed next to Date Filed.
The Complaint field signifies the lead event for this proceeding. If

you are filing something other than a complaint such as a Notice
of Removal, select (n) for no.

Click [Next] to continue.

(=5
Figure 3
STEP 4
¢

L4

See Figure 4.
Enter bankruptcy case number as lead case number.
Select Adversary as Association type.

Click [Next] to continue.
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Figure 4
STEP 5 The divisional screen displays. (See Figure 5.)
¢ Your adversary proceeding will be assigned to the
divisional location based upon the lead bankruptcy case.
The location number will be displayed before the year filed in the
case number. The Clarksburg division is reflected with a 1, Elkins
with a 2, Martinsburg with a 3, and Wheeling with a 5.
¢ Click [Next] to continue.

== @ T

Figure 5
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STEP 6 The SEARCH FOR A PLAINTIFF screen appears. (See Figure
6.)

¢ Before adding a party, it is recommended that one search the
database for the party. 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.

Search Hints:

U Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Zeta-Jones)

. 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)
2 Enter the plaintiff's last/business name and click [Search].

ZEECF Bagkrupicy = Adversary = Query  Reports =  Luiities - Searsn  Logout

Tax 10/ EXN

[ S ——

Figure 6

WVN - Attorney Training Materials October 2008



CM/ECF Attorney Adversary Case Opening - Page 5

STEP 7 The SEARCH RESULTS screen appears. (See Figure 7.)

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.

OR

If the system does not find the party with the search
criteria entered, it will display a message No person
found. Click Create New Party to add party to the case.

= S =

Figure 7

STEP 8 The PLAINTIFF INFORMATION screen appears. (See Figure 8.)

NOTE: If you have selected a party from the party list, you will not be
able to change the social security number/tax id number field;
however, you will be able to modify other field information.

2 Enter or verify the plaintiff’'s Name and Tax ID or SSN information.
2 Enter or verify/modify address and county information.
2 The Party Text field is used for further party description, such as

A California Corporation or Executor for the Estate of.... This
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information will appear on the caption of the docket report
immediately after the party’s name.

¢ Click to expand Role in Bankruptcy Case and select the
applicable role of the Plaintiff in the bankruptcy case. If the
plaintiff in this adversary proceeding is the debtor, you would
select Debtor.

2 Click on the [Attorney] button on the PLAINTIFF INFORMATION
screen.

= Py

Figure 8
STEP 9 You will need to add yourself as the attorney representing the
plaintiff(s).
2 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.) (See Figure
9.)
L 2 Enter your last name

2 Click on [Search].
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Figure 9

STEP 10 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 10.)

L 2 Click to highlight the attorney name

2 Click [Select name from list] to continue and add yourself as the
attorney for the party

NOTE: If you are representing multiple parties, you will need to
add yourself as the attorney for each plaintiff-party you are
representing.

= [y— ST

Figure 10

STEP 11 The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 11.)
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L 2 Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this screen.
This will change professional and mailing information FOR THIS
CASE ONLY.

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

foen @ i S

Figure 11

STEP 12 The PLAINTIFF INFORMATION screen again appears. (See
Figure 12a.)

¢ Click the Alias button if applicable. You will be able to select the
role types of also known as, doing business as, formerly doing
business as, and formerly known as. Click the Add aliases
button to return to the Plaintiff Information screen.

¢ Click the Corporate parent/affiliate button if applicable. Search
and Select or Create corporate parent/affiliate. Click on Add
corporate parent/affiliate to return to the Plaintiff information
screen.
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Figure 12a

¢ At this time you could click on the [Review] button to verify
attorney and alias information for this party. Figure 12b shows
how this information is displayed.

Figure 12b
¢ Click on [Return to Party screen].
¢ When the Plaintiff Information screen appears again, click

[Submit]
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STEP 13

ZEC ruptey -

[Open Adversary Gase

—
Figure 13

STEP 14

The PLAINTIFF SEARCH screen will appear again Repeat Steps
6-12 until all plaintiffs have been added to the system. (See
Figure 13.)

When all plaintiffs have been entered, click on [End Plaintiff
Selection].

uuuuuu

The SEARCH FOR A DEFENDANT screen appears. (See Figure
14.)

Before adding a party, it is recommended that one search the
database for the party. 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.

WVN - Attorney Training Materials
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Search Hints:
o Enter one field of data for each search.
. Format Social Security Number or Tax ID with hyphens.
. Include punctuation. (O’Brien, Zeta-Jones)
. 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)
2 Enter the defendant’s last/business name and click [Search].

I @

Figure 14
STEP 15 The SEARCH RESULTS screen appears. (See Figure 15.)

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.

OR

If the system does not find the party with the search
criteria entered, it will display a message No person
found. Click Create New Party to add party to the case.
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Figure 15

STEP 16

*

The DEFENDANT INFORMATION screen appears. (See Figure
16a.)

Enter or verify the defendant’'s Name.
2 Enter or verify/modify address information.

The Party Text field is used for further party description, such as
A California Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

Click to expand Role in Bankruptcy Case and select the
applicable role of the Defendant in the bankruptcy case. If the
Defendant in this adversary proceeding is a creditor, you would
select Creditor.

Do not add the attorney for the Defendant. Counsel will be added
if and when an answer is filed.

Select Alias and Corporate parent/affiliate buttons if applicable.
Please refer to Step 12.

Select Review button to review aliases and/or corporate
parents/affiliates added. Then select Return to Party screen.

Select the Submit button to return to Search for a defendant to
add additional defendants. (See Figure 16b.)

Select End defendant selection when you are finished adding
defendants.
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ruptcy Case | Credac
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Figure 16a
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[Open Adveraany

Fuarch for » defendant
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Figure 16b

STEP 17 The ADVERSARY STATISTICAL screen appears.
(See Figure 17a).
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''Open Adversary Case

Rule 23 (class action) n =

Figure 17a

2

Party code |3 US not o Pary

Click the down arrow to reveal the list for Party Code options.
Unless the US is a plaintiff or defendant in your case, accept the
default US not a Party.

Click the down arrow to reveal the list of Rule 23 (Class Action)
options. The default is n for no. Change the default to y only if
this is a Class Action suit.

Click the down arrow to reveal the list of Jury Demand options.
Those options are Both, Defendant, None, or Plaintiff. The default
in the Jury Demand box is None. If you are requesting a jury trial
in your attached complaint, so indicate in this field.

Demand: If there is a dollar demand in the complaint, 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. Do not use dollar signs or commas.

Click the down arrow to reveal the list for State law options and
select accordingly. Those options are no, unknown and yes.

Click the down arrow to reveal the list of Primary Nature of Suit
options. Click to highlight the primary nature of suit that applies to
the instant case. (See Figure 17b.)
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NOTE: If there are multiple suites and one is a 727 Objection to
Discharge, it is important to enter 41 as the primary Nature
of Suite.

Figure 17b
¢ You have the opportunity to select up to five Natures of Suit on
this screen.
¢ Click [Next] to continue.

STEP 18 The PDF DOCUMENT SELECTION screen displays. (See Figure
18.)

¢ To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse]. Inthe 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.

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

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

== W T

Figure 18
STEP 19 The FILING FEE screen will display. (See Figure 19.)
2 Leave the Receipt # field blank if paying by credit card. If the

plaintiff is a chapter 7 or 13 debtor or the plaintiff is the United
States, enter N/A in the Receipt # field.

2 The Fee Amount defaults to the amount of the complaint filing fee.

2 Click [Next] to continue.
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Futeri Losve Ressipt Number Mask if payiag by Credit Card or MA Il you see Fos Exenst or O Ter Othar Payumst, (Prioe Appraval Raguired)
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Figure 19

STEP 20 The Docket Text: Modify as Appropriate screen displays. (See
Figure 20.)

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

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

2 Click [Next].

'‘Open Adversary Case
Duckat Tuxt: Moy as Agpespriats.

= Complaint by Tummifor L. Soith against United City Bank . Receipt Numbor 504, Fos Amount $250 .
Nature of Suit: (65 (Dizchargeability - atherd) (WVNHE, Attorney 20}

b P S

Figure 20
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STEP 21 The FINAL DOCKET TEXT screen displays. (See Figure 21.)
2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].
2

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the

screens again with the respective [Next] or [Submit] buttons
NOTE:

case.

When an adversary case is opened, the complaint
information is spread over to the main bankruptcy

When the judgment is rendered, the ruling will also
spread over to the main bankruptcy case.
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.
| /= TRAIM Batabase Area - Windows Internet Expl

Open Adversary Case

| Docket Text: Final Text

(Dischargeability - other)) (WVNE, Attorney20)

Complaint by Jennifer L. Smith against United City Bank. Receipt Number NIA, Fee Amount $260. Nature of Sult: (65
i

fo=

Figure 21
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STEP 22 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 22.)

L 4 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.

2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image. 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.

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

2 To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

2 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.

2 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

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

i Open Adversary Case -
U.S. Bankruptey Court

Northern District of West Virginia

DNotice of Electronic Fling

The following transaction was received from WVNB, AttorneyZ0 entered on 10302008 at 11:58 AM EDT and fed ca 10302008
Case Name: Susth v. United City Bank

Case Number: L8 a- 00025

Document Number: |

Case Name: Jermifer L. Seith

(Case Number: L8| 05

Document Number: |0

Docket Text:
Adversary case 1:08-up-00025. Complaet by Jesmifer L. Snth against United City Bamk. Receipt Number N/A, Fee Amount $250. Nature of Suit (65 (Dischargeability - cther)) (WVNE, Anorney20)

The following document(s) are associsted with this narsaction

Document description:lam Document

[Original filename:C: Docoments and Settings ANTTA Decktop 2008 CPS Pay Tablec pdf
[Electronic document Stamp:

[STAMP bheciStamp_[D=985911580 [Date=10/30/2008] [FeNumber=25436-0]
[43da3e6193Tb4d795i6(E da 03 0bd0cbalbel 1 bact S Pab Teede J658b Ias 8634591 360
384820386 296321 ebBO 1fecPbe 35 3eacd114145459ccdD610b4635647])

Docament description:Main Documen

Original filename:C/ Documents and Settings' ANTTA Dieskdop 2008 CPS Pay Tables pdi
[Electronic decument Stamp:

[STAMP bkecfStamp_[D=988911880 [Date=107302008] [FleNunher=215437-0]

OH2 1B 9401 2742043 0d60bc Be 3 ] LefT 46301026 e S Beal 2603
5e57 3e0b261 T4eh

1:08-ap-00025 Notice will be electronically mailed to;

1:08-ap-I0025 Notice will mot be electronically mailed to:

Mhomas H. Fhbarty(wab)
1111 Some Street ~

oone i & srterrmt H 10w

Figure 22
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Answer to Complaint

This process shows the steps and screens required for an attorney to
electronically file the answer to a complaint in an adversary case.

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

.S, Bankruptey Court
Northern District of West Virginia
Officinl Court Electronic Document Filing System

T hie furitiey in foor CFeiat € Ha, yadwee i ssbjeed ton Fodernd Roule af Civid Provedues § 1 and Federal Rate of
Leeairirigrcy. Fracedire P015. Heidernce etFiuimin eorster 18N T3 aned 551,
{

Woelcome 1o the 1S, Baskeapicy ©ourt for the Sorthers Diarrier of Wess Vieginis Flectronic Document Filing Sy srem. This servics s for stomeys aad Grms parbcgating o the slocmroenic Glisg

Imfmrmation shon sieming FDE Gles

Lase login: 10-30. 7008 11:53

S arehzo0m

== @ i ST

Figure 1

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

L 2 Click on the Answers hyperlink.

I C T

Figure 2
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STEP 3 The next screen lists two menu selections for Answers.
(See Figure 3.)

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

2 We are docketing the answer to the original complaint, so click on
Complaint, 3rd, cross, counter.

NOTE: Third-party complaint, cross-claim, and counterclaims are
covered later in Step 10.

j == [y

Figure 3
STEP 4 The CASE NUMBER screen displays (See Figure 4). The system
will display the number of the last case you accessed in this
session.
2 If this is not the case in which you are filing an answer, delete this
case number and enter the correct case number.
2 Click [Next] to continue.
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Answaer a Complaint

Canm Humber

(== e s
Figure 4
STEP 5 This screen may appear if there is more than one case matching

the number entered. (See Figure 5.)

2 Select the appropriate case.

2 Click [Next] to continue.

‘lAnswer a Complaint

Cosn Mumbar
1 Off-ap-24

1:08-ap- 35
S.08 Ak 25 Erie &

I @ e T

Figure 5
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STEP 6 The Joint Filing screen appears. (See Figure 6.)
2 If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.

SECKF Kruptcy = Adversary = Guery  Reporis - tires < search  Logout

lAnswar a Complaint

e Fo— T
Figure 6
STEP 7 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 7.)
2 Click on the defendant(s) for whom this answer is being filed, then
click [Next].

== e TS

Figure 7
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STEP 8

*

The PARTY/ATTORNEY ASSOCIATION screen displays.
(See Figure 8.)

Although you have selected the party whom you are representing,
the system doesn’t automatically make that association.
Therefore, you must click in the check box to create this link.

Click [Next] to continue.

=
Figure 8

STEP 9

*

The Complaint screen displays next. (See Figure 9.)

This screen shows the complaint (and possibly other related
events) in the case. It allows you to link the answer to the
complaint. Click in the check box to link the appropriate
complaint.

Click [Next] to continue.
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JAnswer a Complaint

[Tnclmde  Dare
o 10302008 1 Ad
i i

== o o
Figure 9

STEP 10 The PDF DOCUMENT screen will then be presented.
(See Figure 10.)

2 To associate the imaged document with this entry:

. Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.
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Figure 10
STEP 11 See Figure 11.
¢ With Certificate of Service? Entery or n.

¢ Click [Next] to continue.

| =5

Figure 11
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STEP 12 The next screen provides secondary complaints to be addressed.

(See Figure 12.) This screen provides the option of combining the
answer with another claim.

2 Indicate whether this answer includes a third-party complaint, a
cross-claim, and/or a counterclaim by checking the appropriate
box(es), then click [Next] to continue.

L g If this answer contains no other claims, leave the check boxes
unchecked and click [Next] to continue.

NOTE: If you check one of the check boxes, the system will lead
you through entering the information regarding the new
claimant.

Bankruptey = Adversary = Query Reports = Utilities = search Logout

Answer a Complaint
[ Does this fling mchsde a third-party congplaint? (If yes, chck on the box)

[ Does ths filing mchade a cro: 7 (I yes, chick on the bax)

[1Dses this Sling inchade a connterchaim 7 (If yes, chek on the box)

[Mea] [Clear]

@ trkernet 0w -

Figure 12
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STEP 13 The FINAL TEXT EDITING screen displays. (See Figure 13.)

2 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

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

2 If appropriate, select a prefix from the drop-down box and/or add
text to the entry. Any text added here will appear in italics on the
docket sheet.

2 When the docket text is correct, click [Next] to continue.

Aanswer a Complaint

Docket Taxt: Modily as Appropiiate,
~ Amswer to Complaint with Certificate of Service, Filed by United City Bank . (WVNE, Attorney19)

[CCORET3]

I-“""‘ & Intamet 00w -

Figure 13

STEP 14 The FINAL DOCKET TEXT screen displays. (See Figure 14.)
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2 Read the Attention!! message.

2 If you are ready to submit this transaction click [Next].

Answer a Complaint

Dockot Tant: Final Toxt
Answer to Complaint with Certificate of Service. Filed by United City Bank, (WVNB, Attorney 19}

rimg this sereen commits this tramsaction. Vo will have no fuciber spportuminy to modify ihis submission if you continme,

Figure 14

STEP 15 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 15.)

2 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
the answer has been submitted by the defendant(s).

2 Clicking on the case number hyperlink, 1:02-ap-1004 (the case
number may also appear as YY-NNNN as in 02-1004) will display
the PACER login screen. After logging into PACER, the docket
report screen will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

2 To print a copy of this notice, click the browser [Print] icon or
button.
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2 To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.

TRAIN Database Area - Windows Internet Dxplorer
L] S - ZJ et ot b . b sscourts. gore g b Disguateh oY TS TSI AN MRS o
Ble  [dt  Yew Fgeorktes Jook el
* -
| U g |G TRaim Database Avsa - B - i - [ Beoe - D Tack -

Logout

| EEC F Bankruptey = Agversary ~ Query Reports - Utilities -
Answer a Complaint
U.S. Bankruptcy Court
Northern District of West Virginia
[Motice of Electronic Filing

The following transaction was received from Attomey19 WVNB entered on 10302008 at 1:17 PM EDT and filed on 1030:2008

Case Name: Sasth v, Ussted City Bank
Case Number: 1.08-ap-00022

Document Namber: 2

Docket Text:
Answer to Complaint with Certificate of Service. Filed by United City Bank. (WVNB, Attorney1%)

The following d ) are d with this

Document description:Main Document
(Original filename:C Documents and Settings ANITA Desdacp 2008 CPS Pay Tables pdt
Electronic document Stamp:
5 AP bicecfStamp_[D=98591 1580 [Daten 1030/ 2008] [FleNumber=15442-0]
[0a4e28bIbELSILTI106bT034d5 57020435457 daS05ME9d 1 ed2Eb349beec SHO3 Tabeld
343420467 DaSdeed0PabdcPedOeaT3924ce9650d0e9c 383 1604552090])

1:08-ap 00015 Notice will be electronically mailed to:

1:08-ap-00025 Notice will not be electronically mailed 1o

Themsas H. Flubarty(wiab)
1111 Some Street
Sarkabarg, WV 2

6301

LAncrney19 WVNEB
100 Main Street
Wheeling, WV 26003

= S R

Figure 15
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SUMMONS SERVICE
EXECUTED

This process shows the steps and screens required for an attorney to
electronically file the summons evidencing service upon the defendant(s) in an
adversary proceeding. Said summons was previously issued by the Bankruptcy Court
and returned to you as counsel for the plaintiff(s) for service upon the defendant(s) along
with the complaint.

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

Northern District of West
ic Do

and Federal Rule of

Figure 1

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

* Click the Complaint & Summons hyperlink.
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Figure 2
STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)
¢ Enter the case number.

Click [Next] to continue.

ComplainUSummons

Conts Humber

| = @ et ST

Figure 3
STEP 4 This screen may appear if there is more than one case that
matches the number entered. (See Figure 4.)
* Select the appropriate case.

2 Click [Next] to continue.
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Adversany - Quary Raports -

[Complaint/Summons

Cane Wirmmatsns
A Ofap 28 [ Fiia Cana Lint |
T 1 0B-mp-25 Souith v. Unibed City Bank
S.08-bk-25 Eric Semith

[Finsi] [Einar]

b= — s
Figure 4
STEP 5 The DOCUMENT TYPE SELECTION screen displays. (See
Figure 5.)
2 Verify case number and case name.
* Select Summons Service Executed.

2 Click [Next] to continue.

Figure 5
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STEP 6 The pdf SELECTION screen displays. (See Figure 6.)

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

2 In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You can
view the image in Adobe Acrobat, then close Adobe Acrobat when
you have finished viewing the image.

2 The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.

= o
Figure 6
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STEP 7 The SELECT THE PARTY SERVED screen appears. (See
Figure 7.)
* Select the defendant(s) who were served with the summons and
complaint.
2 Click [Next] to continue.

Figure 7
STEP 8 The Enter Date Served screen appears. (See Figure 8.)
2 Enter the date the defendant(s) were served with the summons
and complaint.
NOTE: Please note that the date defaults to the present date.
2 Click [Next] to continue.
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e PR ST

Figure 8

STEP 9 The Docket Text: Modify as Appropriate screen displays. (See
Figure 9.)

2 Verify the accuracy of the Docket Text.
2 You may enter additional text in the white box if necessary and/or

select appropriate text from the blue drop-down menu. It should
not be necessary to expand on this docket entry though.

2 Click [Next] to continue.

[Complaint/Summaona:
|

Uinineqt ey Tk
| Ducket Tant: Modity as Apprapriate.
= Summons Service Lxecoted on United City Bank 100302008 CAOWVNE, Artormey 20}

Figure 9
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STEP 10 The Final Approval screen displays. (See Figure 10.)

2 Verify the Final Docket Text. Read the warning message.
L 2 If the Final Docket Text is correct:
2 Click [Next] to continue and officially submit

the document.

L 2 If the Final Docket Text is incorrect:

L 2 Click the browser [Back] button to find the error(s)
and then proceed with the event.

L 2 To abort or restart the transaction, return to Step 1
and begin again.

7 TRAIM Datalbase Area - Windows Internet Explarer

| \Complaint/'Summons:

106 -a5- 00025 Savath v, Usdted Citv Bank

Dackot Toxe: Final Taxt
Summons Service Executed on United City Bank 10/30/2008 . (WVNB, Attorney20)

ity to medify this submission if you continue.

foes © ot o

Figure 10
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STEP 11 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 11.)

L 2 The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’'s database. It certifies that
the document is now an official court document.

2 Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

2 Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

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

2 To save a copy of this notice, click [File] on the browser menu
bar an select Save Frame As.

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

| /= TRAIN Database Area - Windews Internst Explorer

Ble [t Yew Fagvorkes  Iook el

Adversary = Query Reports = utilities - Search Logout

] Complaint'Summons:

1108200028 Swith v, United City Bank

U.S. Bankruptcy Court

Northern District of West Virginia

[Notice of Electronic Filing

[The following tansacton

Exceuted on Urited City Baske 107302008 | (WVNE, Anorney20)
IThe following db 5) are iated with this
deseription: Main De "

Original ilename: O Docmnents and Settings ANITA Desktop 2008 CPS Pay Tables pf
Elactronic document Stamp:

[STAMP bkecfStamp_ID=988911880 [Date=10/30/2008] [FlNumber=25451-0)
[4£9cc2dd0T0abSc24d5 591 Hedad B8 5h3 1 10e 164200084 262600 2dEa0 T 0B 0979
22629449913 o nel e T235544040cdaT T6e]]

1:08-ap-00025 N,

1:08-ap-00025 Notice will not be electronically mailed to:

[Thomas H. Flubarty(wwvnb)
1111 Some Street
Clakaburg, WV 26301

lAromey19 WVNB
100 Main Street
[Wheeling, WV 26003

one @ trteeret T -

Figure 11
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Amended Complaint

This process shows the steps and screens required for an attorney to
electronically file an amended complaint in an adversary case.

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

| /= TRAIN Databass Arma - Windoves lnisr et Expiorer

U.S. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

LS. Bankraptc
fres

arthorm Disn
u D Limas 3

AT his fuciticy is for Cfficial Caure Businass asly, Aceiviee re and fram thiy sive i logged. Dacumar fitings aw (his systaws are subjoct 1o Fodaral Risle af €l Procedure 11 and Foderal Ruts of
-rn...,a,..w, ¥ Pracedire $O11, Kvidence af uwauthonited or criminal scrivity will be farwarded o the aproapriats faw snforcomens aficials wnder 8L 152 wnd 2571,

st fogin: 1010 2008 14:03

i_! AXLarch 200N
1= -y Sy

Figure 1

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

2 Click on the Other hyperlink.

1

Figure 2
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.

2 If this is not the case in which you are filing the amended
complaint, delete this case number and enter the correct case
number.

2 Click [Next] to continue.

cruptey =  Adversary =  Query  Reports =  Ufilities = Search  Logout

' File a Court document

Canner Pirmbes

= @ vt -

Figure 3
STEP 4 This screen may appear if there is more than one case matching
the number entered. (See Figure 4.)
2 Select the appropriate case.

2 Click [Next] to continue.

WVN - Attorney Training Materials October 2008
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! @ o T
Figure 4
STEP 5 The Available Events screen displays. (See Figure 5.)

L 4 Select Amended Document.

2 Click [Next] to continue.

| = THAM Databass Area - Windows Inarees Laploser

Agversary - Query Reports - utitities -

(Fila a Court document
1108 00000025 Syt v Unined Cine Bank

Start ryping to fnd an event
Selected Events (chek 1o remove svents)

fees = S
Figure 5
STEP 6 The Joint Filing screen appears. (See Figure 6.)
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2 If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

2 Click [Next] to continue.

Figure 6

STEP 7 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 7.)

2 Click on the plaintiff(s) filing the amended complaint.

2 Click [Next] to continue.

Figure 7

STEP 8 The PDF DOCUMENT screen will then be presented.

WVN - Attorney Training Materials October 2008
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(See Figure 8.)

2 To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

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

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

Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

The system will enter the path and name of the PDF
document selected into the Filename field.

Click [Next].

foe

Figure 8

WVN - Attorney Training Materials

October 2008



CM/ECF Attorney Training Materials Amended Complaint - Page 6

STEP 9 The Refer to Existing Event(s)? screen appears. (See Figure
9.) This screen reminds you to relate the amended complaint to
the original complaint.

L 2 Click in Refer to existing event(s)?

2 Click [Next] to continue.

[

Figure 9

STEP 10 The Select the Category to Which Your Event Relates screen
appears. (See Figure 10.)

L 2 Select cmp.

2 Click [Next] to continue.

WVN - Attorney Training Materials October 2008
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Figure 10

STEP 11

L 4

|7 TRAIM Database Area

The Select the Appropriate Event(s) to Which Your Event
Relates screen appears. (See Figure 11.)

Select the complaint to link the amended complaint.

Click [Next] to continue.

Windows Internet Lplorer

Figure 11

STEP 12

*

*

*

10/302008 . (WVNE,

I

The FINAL TEXT EDITING screen displays. (See Figure 12.)
Insert in docket text Complaint.

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

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

When the docket text is correct, click [Next] to continue.

WVN - Attorney Training Materials October 2008
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THAIN Databass Arma - Windows Infernat Lxplors

Adversary =
iFiIu a Court documen'

unities =
5:-00025 Sisith v, United City Bk

Dockot Taxt: Modity as Appeopriate.
Amended docament(s) | Compiani Filed by Attorney20 WVNR on behalf of Jennifer L. Smith related document(s)[1] Complaint filed
by Plaintiff Jonnifer L. Smith). (WVNE, Attorney20)

[Foomt] [Eimar ]

=
Figure 12

@ ine

STEP 13 The FINAL DOCKET TEXT screen displays. (See Figure 13.)

L 2 Read the Attention!! message.

If you are ready to submit this transaction click [Next].

File a Court document:

108 ap- 00023 Soith v United City Pank

Dacket Text: Final Text

Filed by
Plainti? Jennifer L. Smith). (WVNE, Attorney20)

A

WVNE on behalf of Jennifer L. Smith related document{s}[1] Complaint filed by

ont! Submitting this screen commits this transaction. You will have no ferther appormnin 1o modify this submission if you continme.
[t [Coome ]

=

Figure 13
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STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

2 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.

2 Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

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

2 To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.

Adversary - Guery Reports = Utilities = Swarch Logout

'|File a Court document:

1.08-ap-00025 Smith v, United City Bank

U.S. Bankruptcy Court
Northern District of West Virginia
Notice of Electronic Filing
(The following transaction was received from Attormey20 WVNB entered on 10302008 at 2:50 PM EDT and filed on 10/30/2008
Case Name: Smith v. United City Bank
Case Number: 108-ap-00025
Document Number: 4

Daocket Toxt:
Amended document(s) Complaint Filed by Attomey20 WVNB on behalf of Jennifer L. Smith related document(s)[1] Complaint filed by Plaintiff Jennifer L. Smith). (WWVNB, Attorney20)

[The following de are inted with this

Document description:Main Document

Driginal flename: O Docunents and Settingd ANITA Desktop 2008 CPS Pay Tables pdf
lectronic document Stamp:

[STAMP bkeefStamp_ID=958911850 [Date=10302008] [FieNumiber=25460-0]

[Ed26737 10076008402 1 bdGdebdf28h ] 23 5E73b3afPanl 1 89fcafTeE4 T2l

93822236049 Hbe4fE 20414027011 169303 0cded] TefiBe 3d1be]]

1:08-ap-00025 Notice will be electronically mailed to:

1:08-ap-00025 Notice will aot be electronically mailed to:

Thomas H. Fliharty{wval)
1111 Some Street
Tarksburg, WV 26301

LAmerney 19 WVNE
100 Main Street
Wheeling, WV 26003

Dora @ Intarnex o -

Figure 14
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Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF” documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document filed electronically with a pleading. Proposed
orders can be attachments to motions and applications.

Automatic E-mail Notification

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

Browse

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

Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet. The
browser programs interpret Hypertext Markup Language (HTML) documents
delivered from WEB servers. Internet Explorer and Mozilla (Firefox) are the two
most popular WEB browsers. Firefox 2.0 and Internet Explorer 6.0 and 7.0 are
the only browsers tested for CM/ECF.

Category

In CM/ECF, a category is a classification of similar document types. Category
selections appear as hypertext links under the Bankruptcy and Adversary menu
selections.
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CBT

A CBT (computer-based training) is an on-line learning application accessed
over a local area network (LAN) or from a CD. When a CBT is accessed over
the Web, it is referred to as web-based training or a WBT.

Check Box

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

CM/ECF

Case Management/Electronic Case Files is the Administrative Office’s new

application that will revolutionize the way we do business, completely replacing
BANCAP and NIBS with "next generation" case management capabilities. With
CM/ECF attorneys can file cases and documents electronically via the Internet.

Default

A Default is a common suggested value displayed by CM/ECF on a screen. Like
BANCAP, many fields in CM/ECF have common values suggested. If correct,
you may accept them; if incorrect, you type over them.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are used
throughout CM/ECF for making selections. When you see the selection you want
to make, click to highlight it. To make multiple selections, hold your control key
down when making the second (third, etc.) selection.

Hypertext (HTML) Link

MR

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area (or
topic) to another in a Web based program.

An MR, or software modification request, is the formal method used in the courts
by users to ask for changes in the program. Changes can be either
enhancements or the discovery of a functional program error.
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Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with all the substantive
information of the case. The Entry Date appears on the local court seal displayed
on this formal notice. When the petition is submitted by an attorney both the date
and the time of filing appear. This official document can be used to enforce
collection and foreclosure activities of creditors.

Notice of Electronic Filing

An electronic document produced by CM/ECF which certifies filing of all
documents and claims with the U.S. Bankruptcy Court. All parties requesting
electronic notification can be sent this certification via electronic mail.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. Each document is secured with a unique encrypted
key. All documents in CM/ECF must be in"PDF" format with the exception of the
creditor list (matrix) which must be uploaded in a text (.txt) format

Radio Button

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

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address.

The URLs for West Virginia Northern Bankruptcy Court systems are:
Live database: http://ecf.wvnb.uscourts.gov

Training Database: http://ecf-train.wvnb.uscourts.gov
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Attorney Event List

BANKRUPTCY EVENTS

Answer/Response...

Reference an Existing motion/application
Answer to Interrogatories
Objection
Reply
Response

Other Answers
Involuntary Answer (for Attorney Invol Summ Srvc

Exec)
Involuntary Answer (for Court Invol Summ Srvc
Exec)
Appeal
Abstract of Judgment

Addendum to Record on Appeal
Appellant Designation

Appellee Designation

Cross Appeal

Election to Appeal

Joint Certification to Court of Appeals
Notice of Appeal

Notice of Docketing Record on Appeal
Notice of Referral of Appeal to BAP
Objection to Referral to BAP

Request for Certification of Cross Appeal
Request for Certification of Direct Appeal
Statement of Issues on Appeal

WVN - Attorney Training Materials October 2008
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Transmittal Memorandum (BAP)
Transmittal of Record on Appeal
Transmittal of Record for Preliminary Hearing

Claim Actions
Assignment of Claim
Claims Upload
Expungement /Withdrawal of Claim
Notice of Appearance and Request for Notice
Objection to Claim
Objection to Transfer of Claim
Reaffirmation Agreement
Reaffirmation Agreement (pro se)
Redemption Agreement
Response
Transfer of Claim

Creditor Maintenance
Enter individual creditors
Upload a creditor matrix file

Judge/Trustee Assignment
File Claims

Motions/Applications
Abandon
Access to Tax Documents
Accounting
Add Party
Adequate Protection
Administrative Expenses
Allow Claims
Allow Direct Plan Payments
Amend
Amended Application

WVN - Attorney Training Materials October 2008
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Amended Motion

Appear pro hac vice

Appoint Creditors’ Committee

Appoint Trustee

Appointment of Consumer Privacy Ombudsman
Approve Settlement

Assume Lease or Executory Contract

Avoid Judicial Lien

Avoid Lien on Household Goods

Borrow

Cancel Meeting of Creditors

Certification to Court of Appeals

Change Venue

Compel

Compensation

Compensation of Principals

Compromise Controversy

Consolidate

Consolidate for Hearing

Contempt

Continuation of Utility Service

Continue Hearing

Continue Meeting of Creditors

Convert Case from 13 to 11

Convert Case 7 to 11

Convert Case from Chapter 11 to Chapter 13
Convert Case from Chapter 11 to Chapter 7
Convert Case from Chapter 12 to Chapter 11
Convert Case from Chapter 12 to Chapter 13
Convert Case from Chapter 12 to Chapter 7
Convert Case from Chapter 13 to Chapter 7
Convert Case from Chapter 7 to Chapter 13
Convert Case from Chapter 9 to Chapter 7
Convert Case to 12

Damages for Creditor Misconduct

Defer Fee

WVN - Attorney Training Materials October 2008
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Delay Discharge

Deposit Funds into Court Registry
Deposit Unclaimed Funds
Determine Secured Status
Determine Tax Liability

Disallow Claims

Dismiss Case

Dismiss Case for Abuse

Dismiss Case for Failure to Make Plan Payments
Dismiss Case under 521(i)
Dismiss Party

Dismiss/Withdraw Document
Distribute

Employ

Employ Chapter 11 Counsel
Examination

Exemption from Credit Counseling
Exemption from Financial Management Course
Exemption from Means Test
Expedite Hearing

Expunge

Extend Automatic Stay

Extend Exclusivity Period

Extend Plan Payments

Extend Time for Credit Counseling
Extend Time to Appeal Under Rule 8002(c)
Extend Time to File Complaint
Extend/Shorten Time

Extension of Time Re: Transcript
File Amended Document

File Amended Proof of Claim

File Petition Out of Venue

Final Decree

Hardship Discharge

In forma pauperis

Increase Assurance Payment

WVN - Attorney Training Materials October 2008
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Joint Administration

Leave to Appeal

Limit Notice

Limited Admissions
Miscellaneous Relief

Modify Plan

Moratorium

More Definite Statement

Pay (NOT FOR COMPENSATION)
Pay Ch. 11 Employees

Pay Filing Fee in Installments
Preliminary Injunction

Prohibit Use Cash Collateral
Protective Order

Quash

Reaffirmation

Reclassify Claims

Reconsider

Reconsider Dismissal of Case
Recusal

Redeem

Reinstatement of Retiree Benefits
Reject Lease or Executory Contract
Relative to Previous Order

Relief from Co-Debtor Stay

Relief from Stay

Remand

Remove Debtor as Debtor in Possession
Remove Professional

Remove Trustee

Reopen Chapter 11 Case
Reopen Chapter 12 Case
Reopen Chapter 13 Case
Reopen Chapter 15 Case
Reopen Chapter 7 Case

Restrict Public Access

WVN - Attorney Training Materials October 2008
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Resume Billing Statements
Sanctions Under USC 28 Section 1927
Sanctions for Debtor’s Attorney
Sanctions for Violation of Automatic Stay
Sanctions for Violation of the Discharge Injunction
Seal

Sell

Sell Free and Clear

Set Hearing

Set Last Day to File Proofs of Claim
Sever Chapter 11 Case

Sever Chapter 12 Case

Sever Chapter 13 Case

Sever Chapter 7 Case

Stay

Stay Pending Appeal

Strike

Substitute Attorney

Suspend Plan Payments
Termination or Absence of Stay
Transfer Case

Transfer Case (Intra-District)
Turnover of Property

Use Cash Collateral

Vacate

Vacate Discharge

Waive Appearance

Waive Filing Fee (NOT FOR IFP)
Waive Pay Order

Withdraw as Attorney

Withdraw Monies from Registry
Withdrawal of Reference

Writ

WVN - Attorney Training Materials October 2008
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Notices

Generic Notice (ATY, TR)

Notice Appointing Successor Trustee

Notice Appointing Trustee

Notice of Abandonment

Notice of Commencement of Chapter 15 Case

Notice of Default

Notice of Dismissal

Notice of Filing

Notice of Foreign Representative’s Intent to Commence
Case

Notice of Hearing (ATY)

Notice of Mailing of Fee Statement

Notice of Motion and Order (COURT USERS ONLY)

Notice of Override of Preferred Address 342(e)

Notice of Proposed Distribution

Notice of Rescission

Notice of Substitute Attorney

Notice of Voluntary Conversation from Chapter 11 to
Chapter 7 (ATTY and TR)

Notice of Voluntary Conversion from Chapter 13 to

Chapter 7 (ATTY and TR)

Notice of Voluntary Dismissal

Notice of Withdrawal (ATTY USERS)

Notice of Withdrawal (COURT USERS ONLY)

Notice to Take Deposition

Open Voluntary BK Case
Open Involuntary BK Case

Other
20 Largest Unsecured Creditors
Affidavit
Amended Document
Amended Schedules (Fee)

WVN - Attorney Training Materials October 2008
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Amended Schedules No Fee Required

Appraisal

Auditors Report

BPP Disclosure Notice to Debtors - Form 19B

Balance Sheet

Brief/Memorandum

Cash Flow Statement

Certificate of Credit Counseling

Certificate of No Objection

Certificate of Service

Certificate of Service of Tax Information

Certificate of Service of Tax Information to Requestor

Chapter 11 Ballots

Chapter 11 Statement of Current Monthly Income

Chapter 13 Certificate of Compliance

Chapter 13 Statement of Current Monthly and Disposable
Income

Chapter 15 List

Chapter 7 Means Test

Corporate Ownership Statement

Corporate Resolution

Creditor Disk

Creditor Request for Notices

Cure of Residential Judgment

Debtor Repayment Plan

Debtor’s Election of Small Business Designation

Debtor’s Rebuttal of Presumption of Abuse

Declaration

Declaration by BPP

Declaration of Exemption from Means Test

Disclosure of Compensation of Attorney for Debtor

Domestic Support Obligations

Equity Security Holders

Exhibit

Exhibit D

Exigent Circumstances re: Credit Counseling

WVN - Attorney Training Materials October 2008
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Expenses Re: FVPS

Financial Management Course

Intent to Cure Default

Interrogatories

Involuntary Petition (Chapter 11)
Involuntary Petition (Chapter 7)

Involuntary Petition - Add Alleged Debtor
Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
Itemization of Expenses

List of Witnesses and Exhibits

Notice of Appearance and Request for Notice
Notice of Change of Address

Notice of Intent to Request Transcript Redaction
Notice to Consumer Debtors

Objection to Debtor’s Claim of Exemptions
Objection to Homestead Exemption
Ombudsman Report

Operating Report

Payment Advices

Payment Advices - Statement Under Penalty of Perjury
Petition Foreign Proceeding (Chapter 15)
Power of Attorney

Praecipe

Presumption of Undue Hardship

Proposed Order

Protection of Property from Damage
Reaffirmation Agreement

Reaffirmation Agreement (pro se)
Reaffirmation Disclosure Statement
Rebuttal of Presumption of Undue Hardship
Redemption Agreement

Renew Document

Report

Request for Admissions

Request for Debtor to File Tax Return

WVN - Attorney Training Materials October 2008
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Request for Hearing

Request for Notice of Fees Due

Request for Production of Document

Request for Telephonic Hearing

Rescission of Reaffirmation Agreement

Schedule A

Schedule B

Schedule C

Schedule D

Schedule E

Schedule F

Schedule G

Schedule H

Schedule |

Schedule J

Schedules A-J

Sealed Documents

Statement in Support of Reaffirmation Agreement

Statement of Financial Affairs

Statement of Good Faith

Statement of Intent

Statement of Operations

Statement of Social Security

Statement of U.S. Trustee Concerning Inability to
Appoint Creditor Committee

Statement of Visiting Attorney

Stipulation

Summary of Schedules and Statistical Summary of
Certain Liabilities

Supplement to Document

Tax Documents

Transcript Redaction Request

Voluntary Petition (Chapter 11)

Voluntary Petition (Chapter 12)

Voluntary Petition (Chapter 13)

Voluntary Petition (Chapter 7)
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Voluntary Petition (Chapter 9)
Waiver of Discharge
Witness Subpoena

Plan
Amended Disclosure Statement
Amended Plan (13 or 11)
Chapter 11 Plan
Chapter 11 Small Business Plan
Chapter 12 Plan
Chapter 13 Plan
Chapter 9 Plan
Disclosure Statement
Disclosure Statement for Small Business
Modified Plan
Objection to Confirmation of Plan
Objection to Disclosure Statement

New R3 Menu ltems
Case Upload

ADVERSARY EVENTS

Answers...
Motion/Application
Answer to Interrogatories
Objection
Reply
Response
Complaint, 3", cross, counter

Complaint & Summons (DO NOT USE FOR AP OPENING)
Amended Complaint
Complaint
Counterclaim
Crossclaim
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Fourth-Party Complaint

Notice of Removal

Registration of Foreign Judgment
Summons Service Executed
Summons Service Unexecuted
Third-Party Complaint

Motions
Add Party
Amend
Amended Application
Amended Motion
Appear pro hac vice
Approve Settlement
Certification to Court of Appeals
Compel
Compensation
Compromise Controversy
Consolidate
Consolidate for Trial
Contempt
Continue Hearing
Default Judgment
Defer Fee
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdraw Document
Expedite Hearing
Expunge
Extend Time to Appeal Under Rule 8002(c)
Extend/Shorten Time
Intervene
Jury Trial
Leave to Appeal
More Definite Statement
Preliminary Injunction
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Protective Order

Quash

Re-Issue Summons
Reconsider

Reconsider Dismissal of Case
Recusal

Remand

Reopen Case

Restrict Public Access
Sanctions for Violation of Automatic Stay
Seal

Set Hearing

Stay

Stay Pending Appeal

Strike

Substitute Attorney

Summary Judgment

Transfer Adversary

Transfer Adversary Case (Intra-District)
Vacate

Withdraw as Attorney

Notices
Notice of Dismissal
Notice of Rescission
Notice of Stipulated Dismissal in an Adversary
Proceeding
Notice of Substitute Attorney
Notice to Take Deposition

Open an AP Case
Open an MP Case

Other
Amended Document
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Brief/Memorandum

Certificate of Service

Corporate Ownership Statement
Interrogatories

Itemization of Expenses

Labels

List of Witnesses and Exhibits

Notice of Intent to Request Transcript Redaction
Proposed Order

Report

Request for Admissions

Request for Clerk’s Entry of Default Judgment
Request for Production of Document
Stipulation

Summons Service Executed

Supplement to Document

Transcript Redaction Request

WVN - Attorney Training Materials October 2008
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