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	Slide 1

Text Captions: Attachments (Adding Exhibits)

This lesson is for training purposes only.  Actual documents must be filed in the court's official ECF system. 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. 

You may use the playback controls at the bottom of the screen to navigate the lesson. 

Click the Start button to begin.

USBC - Western Washington                                         Attachments (Adding Exhibits)

Click Start to begin
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Slide 2.  Text Captions: This lesson demonstrates how to upload attachments to documents being filed in ECF. The Court does not accept exhibits on their own; they must be included as attachments when making a docket entry. In ECF, the term Type is used to define a generic attachment type.  You'll find the following types listed in ECF: Exhibit, Notice of Hearing, Pleading, Proof of Service, Proposed Order,  and Schedule. The term Description is used to define a specific type of attachment.  Enter text that describes the attachment. Example: When attaching a car title as an exhibit, select “Exhibit” from the Type drop-down list and enter “Car Title” in the Description field. NAMING STANDARDS: Types should not be entered in the Description field.  Example: When selecting “Exhibit” as the type, do not enter the word “Exhibit” in the Description field, i.e., Exhibit 1, Exhibit 2, etc. Rather, enter text that describes the Exhibit.  Click the Continue button
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Slide 3

Text Captions: Click Browse to upload the PDF image of the main filing document, in this case the Motion for relief from stay.

Click the button

The PDF Attachment screen displays.  This screen allows for the upload of the PDF image of the document being electronically filed and all attachments to the filing.

Note:   This lesson focuses on attachments to the filing event.   All other ECF screens will not display in this lesson.
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Slide 4

Text Captions: Select the 07-10140MotRFS.pdf item

The Choose file box displays.  This box allows for the navigation through drives, folders and file for the saved PDF image.  The motion must be saved to PDF prior to upload into ECF.

For this example a Motion for Relief from Stay is being electronically filed. 

Click on 07-10140MotRFS.pdf to select it. 
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Text Captions: Click the Open button

The Choose file box displays.  This box allows for the navigation through drives, folders and file for the saved PDF image.  The motion must be saved to PDF prior to upload into ECF.

Click the Open button 
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Slide 6

Text Captions: Select the Yes radio button to upload Attachments to Document.  
Select the radio button.  The PDF Attachment screen displays again.  The path and file name displays in the Filename field. Review the information for accuracy.  Attachments are added as Attachments to Documents.  A PDF document may not be larger than 5 megabytes (MB) in size.   Larger PDF documents must be broken apart, with the additional parts uploaded as attachments. 
NOTE:  Attachments must be uploaded during the initial filing.  The court will NO LONGER attach e-mailed copies of documents.  When an attachment is required but was not uploaded during the filing, the docket event MUST be re-filed along with any attachments. 
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Text Captions: Click the Submit button

Click the Submit button.

The PDF Attachment screen displays again.  The path and file name displays in the Filename field. Review the information for accuracy.  Attachements are added as Attachments to Documents.   

A PDF document may not be larger than 5 megabytes (MB) in size.   Larger PDF documents must be broken apart, with the additional parts uploaded as attachments. 
NOTE:  Attachments must be uploaded during the initial filing.  The court will NO LONGER attach e-mailed copies of documents.  When an attachment is required but was not uploaded during the filing, the docket event MUST be re-filed along with any attachments. 
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Text Captions: Click the Browse button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Click the Browse button. 
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Text Captions: Select the 07-10140Proposed-Order.pdf item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Click on 07-10140Proposed-Order.pdf to select it. 
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Text Captions: Click the Open button

Click the Open button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: Click the Type drop-down arrow to make a type selection.

Click the Type drop-down arrow

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: Click on Proposed Order to select it.

Select the Proposed Order item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  



	[image: image13.png]Western Washington TRAIN Database V3.

Windows Internet Explorer-

[ hitps: fect-train.wawb.uscourts. gov/egr-bin/Dispatch plran7207787278284 x| & | 42| % | [Lve search [2]-]
| Ele Edit View Favories Tools Help
9 @ % western Washington TRAIN Database V3,16 | | | favome ~ ) Feece o)~ Ehpent ~ »
File a Motion: I
07-10140-TTG Daisy M Smith and Albert Smith
Type: bk Chapter: 13 v Office: 2 (Seattle)

TJudge: TTG Assets:y Case Flag:
Select one or more attachments.

1)Enter the pdf document that contains aftachment (for example: C:\appendix pdf).
Filename

[P-\ScanDOCS\07-10140Proposed-Order. |_Browse...

2)Select a document type, and/or enter a description.
Type Description
Proposed Order =] [

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

Add to List

"Remove from List
_Next| =







	Slide 13

Text Captions: A description is not required for the proposed order.

Click the Add to List button to continue.

Click the  Add to List button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: For this example additional attachments are required.

Click the Browse button.

Click the Browse button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: For this example click on 07-10140Exhibit-ClosingPapers.pdf  to upload it.

Select the 07-10140Exhibit-ClosingPapers.pdf item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

	[image: image16.png]Western Washington TRAIN Database V3.1.6 - Windows Intern 0] x|
[Choose file 2xI{ & |[¢][x][cive Search [2]]
Lookin: [ DOCS o ~msEr

707-01291MLG pelf T 07-10343AMCENENT pelf BiHome ~ [ Feds () - dhPrnt +
T 07-1462PROVIDENCE peff 2 07-10343AMDDZ.peff
7 07-10112TRANS, peff 207 10343RSSSL pelf
7 07-10140shibit_PhotoOfarmage.pdf Z07-10374IRS, pef
7 07-10140shibit-CarT it plf 2 07-10384CHUBB. pof
07-10140Exhibit-ClosingPapers oA S e ZY SNt
7 07-10140Eshibit-PhotoOfCar pdf  207-10404AMDCLM1SS.peff
7 07-10140MotRFS, pof 2 07-10404AMDCLM pf
7 07-10140Fropased-Order.pef 2 07-10411AMDPLN pelf
7 07-10184PAC,pif Z07-10420EDDIELL pof
7 07-10191NW. pcf - 07-10420EDDIE peff
T 07-10237L TR pelf 2 07-1042MEANpA peif
7 07-10301CLM150.peff T 07-10443IRSSSL pelf
7 07-103400RD. pf Z07-10570CLM,peff
— 7 07-103400RDER pelf Z07-1076RPT pelf
wr i P 23] P

@™ > —

My Dosuments

File nare: [07-10140E bt ClosingPapers.pef = pen
Filesof ype: [AllFies () ~ Cancel
2
T =T

3) Add the flename to the lst bos below. If you have more attachments, go back to Step 1. When the list of flenames is complete, click on
the Next button.
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Text Captions: Click the Open button

Click the Open button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: Click the Type drop-down arrow

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Click the Type drop-down arrow to select a type of event.
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Text Captions: Click Exhibit as the filing Type.

Select the Exhibit item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: Incorrect, please try again

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Exhibits require a more specific description.  For this example enter Closing Documents in the Description field.

Then click Add to List button.
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Text Captions: Click the Browse button to upload another attachment.

Click the Browse button.

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: For this example click on 07-10140Exhibit-CarTitle.pdf to upload it.

Select the 07-10140Exhibit-CarTitle.pdf item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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3) Add the flename to the lst bos below. If you have more attachments, go back to Step 1. When the list of flenames is complete, click on
the Next button.
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Text Captions: Click the Open button

Click the Open button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  
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Text Captions: Click the Close button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Click the Type drop-down arrow to select a type of event.

	[image: image24.png]Western Washington TRAIN Database V3.

Windows Internet Explorer
)~ [#ntps: ffect-train wawb.uscourts.gov/cgi-bin/Dispatch plre06282486017741 =

2] %] search 2l

| Ele Edit View Favories Tools Help

9 @ % western Washington TRAIN Database V3,16 | | | favome ~ ) Feece o)~ Ehpent ~ »

File a Motion:

07-10140-TTG Daisy M Smith and Albert Smith

Type:bk Chapter: 13 v Office: 2 (Seattle)
Tudge: TTG Assets:y Case Flag.

Select one or more attachments.

1)Enter the pdf document that contains aftachment (for example: C:\appendix pdf).
Filename

[P-\ScanDOCS\07-10 140Exhibit-CarTile | _Browse...

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

Type Description

=

r the lst box below. If you have more attachments, go back to Step 1. When the list of flenames is complete, click on
i

Notice of Hearing
Pleading

Proof of Service | 140Proposed-Order pdf

Proposed Order | 40Es ClosingPapercpa__AddtoList |

|Schedule
"Remove from List
et =





Slide 24

Text Captions: Select the Exhibit item

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Click Exhibit as the filing Type. 
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Text Captions: Incorrect, please try again

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  

Exhibits require a more specific description.  For this example enter Car Title in the Description field.

Then click Add to List button.
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Text Captions: Click the  Next button

All uploaded attachments display in the Add to List box.  Review for accuracy.

 Click the  Next button

The Attachment screen displays.  This screen allows for the upload of attachments to the event being filed.  "Type" is used to define the generic attachment type. "Description" is used to give a specific description of the attached document.  When attaching an exhibit, for example, enter a specific description of the exhibit in the Description text box.  


	[image: image27.png]Western Washington TRAIN Database V3. Windows Internet Explorer o ] 3
&~ [Enttps ffect-rain wavisuscourts govieg-binflagn prese243070417405-L_se =] & | 491 % |[[ve =eercn 2
Ele Edt Vew Fawories Tooks Hep
9 @ % western Washington TRAIN Database V3,16 | favome ~ ) Feece o)~ Ehpent ~ »
T p——
1071512007 @1 | Chapter 13 Vohuntary Petition . Government Proof of Claim due by 4/12/2008. Filed by Theola =
RossAttomey of Law Office of Theola Ross-Attoney on behalf of Daisy M Sith , Albert Smith (Ross.
‘Theols) (Bntered: 10/15/2007)
1071512007 @2 | Chapter 13 Plan . Filed by Theola RossAttorney , Albert Smith on behalf of Albert Smith , Daisy M Smith
(Ross, Theols) (Entered: 10/15/2007)
1071512007 @3 | Amended Chapter 13 Plan (Related document(s)2 Chapter 13 Plan). Filed by Theola Attorney-Ross on
‘behalf of Albert Smith, Daisy M Smith. (Attorney-Ross, Theola) (Entered: 10/15/2007)
1071512007 @4 | Application to Pay Filing Fees in Installments .. Filed by Theola Attorney-Ross on behaf of Albert Smith,
Daisy M Smith (Attorney-Ross, Theola) (Entered: 10/15/2007)
1110612007 @5 | Motion for Relicffrom Stay, 2006 Honda Accord with Notice of Hearing... Filed by Theola Attomey-Ross
on behalf of XXX Company Schedtiled for 1/10/2008 at 09:30 AM at Judge Glover's Courtroom, U.S.
Courthouse, Room 7106. Response due by 1/3/2008. (Attachments: # 1 Proposed Order # 2 Extibit
Closing Papers# 3 Eshibit Car Title) (Attomey-Ross, Theola) (Entered: 11/06/2007)

PACER Service Center





Slide 27

Text Captions: The Filing event, all attached documents and their specific descriptions display on the electronic docket.    Clicking on the hyperlink for the attachment will display the pdf image of it. 
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