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Read and follow instructions as outlined in each page of the lesson. Procedural instructions
appear in white call-outs.

Information that appears in the header is for informational purposes only.

Each page is timed. If no response is made within the allotted time period, the page may time out
{response times vary). Use the navigation bar to restart the lesson.

Click here to Continue

U.S. Bankruptcy Court
‘Western District of Washington

Official Court Electronic Document Filing System

(This facility is for Oficial Court Business only. Activity to and from this site 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 |
authorized or criminal activity wil be forwarded to the appropriate law enforcement officials under 18USC152 and

571.

‘elcome to the U.S. Bankruptcy Court for the Western District of Washington Electronic Document Filing System. This
service is for aftorneys and firms partcipating in the electronic fling system.
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Text Captions: U.S. Trustee's Appointment of Trustee

Read and follow instructions as outlined in each page of the lesson.   Procedural instructions appear in white call-outs. 
Information that appears in the header is for informational purposes only. Each page is timed.  If no response is made within the allotted time period, the page may time out (response times vary).  Use the navigation bar to restart the lesson.
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This sereen displays after you have successfully logged onto ECF. The blue bar across the top provides menu options
from which to choose. Most categories and filing events are found under the Bankruptcy menu option.

+ Adversary - Query + Reports + Utiities + Logout

Click the Bankruptey menu option

b\

W Click Bankruptey

U.S. Bankruptcy Court
‘Western District of Washington

Official Court Electronic Document Filing System
(This facility is for Oficial Court Business only. Activity to and from this site 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 |
thorized or criminal activity will be forwarded to the appropriate law enforcement officials under 18USCI52 and.

‘elcome to the U.S. Bankruptcy Court for the Western District of Washington Electronic Document Filing System. This
service is for aftorneys and firms partcipating in the electronic fling system.
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Text Captions: Click  Bankruptcy

This screen displays after you have successfully logged onto ECF.  The blue bar across the top provides menu options from which to choose.  Most categories and filing events are found under the Bankruptcy menu option.

Click the Bankruptcy menu option.
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The Bankruptey Events screen displays. This sereen provides a list of categories from which to choose. Most categories
contain related events. The Other category is a catch-all for events that do not fit into one of the other categories. Most
trustee events may be found under the Trustes/US Trustee category. The ECF HELP DESK link displays the Seattle and
Tacoma help desk phone numbers.
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Text Captions: The Bankruptcy Events screen displays.  This screen provides a list of categories from which to choose.  Most categories contain related events.  The Other category is a catch-all for events that do not fit into one of the other categories.   Most trustee events may be found under the Trustee/US Trustee category. The ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Click the Trustee/US Trustee link.
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The File a Motion screen displays. This screen allows for the inclusion of the case number. Enter the case number in the
0)000K format.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

99-12345, 1:99-bk-12345 or 1.99-bl-12345

For this example enter 07-20008.

Then click the Submit button.
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Text Captions: Enter 07-20004 and click Submit

The File a Motion screen displays.  This screen allows for the inclusion of the case number.  Enter the case number in the XX-XXXX format.

For this example enter 07-20005.

Then click the Submit button.
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appropriate event. A faster scroll of the events may be conducted by typing the first letter of the first word of the event,
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Text Captions: Select the Appointment of Trustee by the United States Trustee item

The Trustee Action screen displays.  This screen allows for the selection of the filing event.  Scroll the list of events for the appropriate event.  A faster scroll of the events may be conducted by typing the first letter of the first word of the event.  

Click Appointment of Trustee by the United States Trustee.
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Text Captions: Click the Submit button

The Trustee Action screen displays.  This screen allows for the selection of the filing event.  Scroll the list of events for the appropriate event.  A faster scroll of the events may be conducted by typing the first letter of the first word of the event.  

Click the Submit button.
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The Party Selection screen displays. This screen allows for the selection of the filing party. Click the Add/Create New
Party link to add the Trustee. When adding a panel trustee click US Trustee, [US Trustee] s the filing party. The panel
trustee will be added at a later screen.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Chapter: 11v Office: 2 (Seattle)
Assets:y

Select the Party:
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Text Captions: Select the Add/Create New Party link

The Party Selection screen displays.  This screen allows for the selection of the filing party.  Click the Add/Create New Party link to add the Trustee.  When adding a panel trustee click US Trustee, [US Trustee] as the filing party.   The panel trustee will be added at a later screen.

Click Add/Create New Party to add the Trustee.
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The Search for party screen displays. This screen allows for the search of the ECF database for the party. Enter the
party's LastiBusiness name in that field to begin the search. A First name may also entered to narrow the search.

Search for a party

SSN
Last/Business name
First Name

Middle Name

Bankruptcy

Adversary - Query - Reports - Utiities - Logout

For this example enter Smith in the LastBusiness name field,

Then click in the First name field.
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Text Captions: Enter Smith in the Last/Business name field.

The Search for party screen displays.   This screen allows for the search of the ECF database for the party.   Enter the party's Last/Business name in that field to begin the search.  A First name may also be entered to narrow the search.

For this example enter Smith in the Last/Business name field.

Then click in the First name field.
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The Search for party screen displays. This screen allows for the search of the ECF database for the party. Enter the
party's LastiBusiness name in that field to begin the search. A First name may also entered to narrow the search.
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Text Captions: For this example enter Trustee in the First name field and click Search.

The Search for party screen displays.   This screen allows for the search of the ECF database for the party.   Enter the party's Last/Business name in that field to begin the search.  A First name may also be entered to narrow the search.

For this example enter Trustee in the First name field.

Then click the Search button.
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Text Captions: Click the Create new party button

The Party search results screen displays.   This screen displays the results of the search of the ECF database.  When the party is listed their name will display in the search results box.  Click on the name to select it.  When they do not appear a no party found message displays.  Click Create new party to add them. 

Click the Create new party button.
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The Party Information screen displays. This sereen allows for the review andior addition of address information for the
party. Enter the address information when applicable. A Role in the case must always be selected.
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Text Captions: Enter Trustee in the First name field.

The Party Information screen displays.  This screen allows for the review and/or addition of address information for the party.   Enter the address information when applicable.  A Role in the case must always be selected.  

For this example the address information was NOT entered. Enter Trustee in the First name field.

Then click the Role drop-down arrow.
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The Party Information screen displays. This sereen allows for the review andior addition of address information for the
party. Enter the address information when applicable. A Role in the case must always be selected.
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Text Captions: The Party Information screen displays.  This screen allows for the review and/or addition of address information for the party.   Enter the address information when applicable.  A Role in the case must always be selected.  
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Text Captions: Select the Trustee (tr:tr) item

The Party Information screen displays.  This screen allows for the review and/or addition of address information for the party.   Enter the address information when applicable.  A Role in the case must always be selected.  

Click on Trustee (tr:tr) to select it.
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The Party Information screen displays. This sereen allows for the review andior addition of address information for the
party. Enter the address information when applicable. A Role in the case must always be selected.
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Text Captions: Click the Submit button

The Party Information screen displays.  This screen allows for the review and/or addition of address information for the party.   Enter the address information when applicable.  A Role in the case must always be selected.  

Click the Submit button.
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Text Captions: The Party Selection screen displays.   The newly added party displays in selection box.  The party's name is pre-selected.

Click the Select name from list button

Click the Submit button.
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The PDF Attachment screen displays. This screen allows for the upload of the PDF image of the Appointment of Trustee
into ECF. The Appointment must be saved to PDF format prior to upload.
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Text Captions: Click the Browse button

The PDF Attachment screen displays.   This screen allows for the upload of the PDF image of the Appointment of Trustee into ECF.   The Appointment must be saved to PDF format prior to upload.

Click the Browse button.
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Text Captions: Select the 00-00000oops.pdf item

The Choose file pop-up window displays.   This window allows for the navigation through folders and files for the saved image.  The Appointment of Trustee document must be saved to PDF image prior to upload.

Click on 00-00000oops.pdf to select it.
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The Choose file pop-up window displays. This window allows for the navigation through folders and files for the saved
image. The Appointment of Trustee document must be saved to PDF image prior to upload.
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Text Captions: Click the Open button

The Choose file pop-up window displays.   This window allows for the navigation through folders and files for the saved image.  The Appointment of Trustee document must be saved to PDF image prior to upload.

Click the Open button.
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The PDF Attachment screen displays again. The path to and document name displays in the Filename field. Review this
information for accuracy. Click the Yes radio button at Attachments to Documents when supplemental documents will be
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Text Captions: Click the Submit button

The PDF Attachment screen displays again.   The path to and document name displays in the Filename field. Review this information for accuracy.  Click the Yes radio button at Attachments to Documents when supplemental documents will be attached. 

Click the Submit button.

	[image: image20.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer.

A Miscellaneous screen displays.
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Text Captions: Click the Submit button

A Miscellaneous screen displays.   

Click the Submit button.
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The Add trustee screen displays. This button allows for the selection of a panel trustee, when applicable. Vihen the
trustee is other than a panel trustee, do not make a selection. Click submit to continue.
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Text Captions: Click the Add trustee button

The Add trustee screen displays.  This button allows for the selection of a panel trustee, when applicable.   When the trustee is other than a panel trustee, do not make a selection.  Click on submit to continue.

Click the Add trustee drop-down arrow.
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The Add trustee screen displays. This button allows for the selection of a panel trustee, when applicable. Vihen the
trustee is other than a panel trustee, do not make a selection. Click submit to continue.
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Text Captions: The Add trustee screen displays.  This button allows for the selection of a panel trustee, when applicable.   When the trustee is other than a panel trustee, do not make a selection.  Click on submit to continue.
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The Add trustee screen displays. This button allows for the selection of a panel trustee, when applicable. Vihen the
trustee is other than a panel trustee, do not make a selection. Click submit to continue.
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Text Captions: Click the Submit button

The Add trustee screen displays.  This button allows for the selection of a panel trustee, when applicable.   When the trustee is other than a panel trustee, do not make a selection.  Click on submit to continue.

Click the Submit button.
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The Modify Text screen displays. This screen allows for a review of information that will be added to the electronic

docket, A pre-ext box displays to the left of the docket text, When, for example, the appointment is being amended, select
“Amended" from the pre-text drop down list.
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Text Captions: Click the Submit button

The Modify Text screen displays.   This screen allows for a review of information that will be added to the electronic docket.  A pre-text box displays to the left of the docket text.  When, for example, the appointment is being amended, select "Amended" from the pre-text drop down list.  

Click the Submit button.
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The Final Text screen displays. This screen allows for a final review of information that will appear on the ECF docket.
When errors are discovered after submitting at this screen contact the clerk's office.
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Text Captions: Click the Submit button.

The Final Text screen displays.   This screen allows for a final review of information that will appear on the ECF docket.  When errors are discovered after submitting at this screen contact the clerk's office.

Click the Submit button.
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Text Captions: The Notice of Electronic Filing screen displays.  This screen is the receipt of filing.  It contains the date and time of filing and the document number assigned the report.  It is suggested that a copy be printed for your records.
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