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Chapter 11 Case Opening

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

« Information that appears in yellow highlight is for informational purposes orly.

o Each page is timed. Ifno response is made within the allotted time period, the page may time ot
(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 |
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
ice is for attorneys and firms participating in the clectronic fling system.
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Text Captions: Chapter 11 Case Opening

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. The majority of filing events can be found in the Bankruptey menu option.

Adversary Query + Reports + Utiities « Logout

Click Bankruptey to begin the case operiing.

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: This screen displays after you have successfully logged onto ECF.  The blue bar across the top provides menu options from which to choose.  The majority of filing events can be found in the Bankruptcy menu option.

Click Bankruptcy to begin the case opening. 
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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. The ECF
HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

AnswerResponseDeclaration..  ECF HELP DESK
Appeal

Claim Actions

Confirm/Strike/Continue Hrg

Creditor Maintenance.

File Claims

Involntary Case Events

Notices
Open Involustary Case
[Open Volmken BK Casd
Other

Plan Click Open Voluntary BK Case. BK Case link

Case Upload
Judge/Trustee Assignment
Quick Event Finder

Q@ et oo~
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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.  The ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Click Open Voluntary BK Case.


	[image: image4.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer

The Case Information sereen displays. This screen allows for the selection of the Chapter, Joint Pefition option and if
Deficiencies exist. The Case type and Date filed are default fields. No action is required. Select the filing Chapter from the
list that displays.

ZECF e - sy - ooy - sepors - v - topon
Open Voluntary Bankruptcy Case

Case type bk
Date filed 3/27/2007
Chapter [l V]

Click the Chapter drop-down arrow

Deficiencies [n v Click the Chapter dr OWN arrow.

Q@ et oo~
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Text Captions: The Case Information screen displays.  This screen allows for the selection of the Chapter, Joint Petition option and if Deficiencies exist. The Case type and Date filed are default fields.  No action is required. Select the filing Chapter from the list that displays.

Click the Chapter drop-down arrow.
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The Case Information sereen displays. This screen allows for the selection of the Chapter, Joint Pefition option and if
Deficiencies exist. The Case type and Date filed are default fields. No action is required. Select the filing Chapter from the
list that displays.

Open Voluntary Bankruptcy Case

Case type bk

Date filed 3/27/2007
Chapter [7_v/

11

12 TN

Deficiencies 1 |£or s example dlick 1110 file a chapter 11 case.

Submit | (Clear

9

Joint Petition

Q@ et oo~
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Text Captions: The Case Information screen displays.  This screen allows for the selection of the Chapter, Joint Petition option and if Deficiencies exist. The Case type and Date filed are default fields.  No action is required. Select the filing Chapter from the list that displays.

For this example click 11 to file a chapter 11 case.
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The Case Information screen displays. This screen allows for the selection of the Chapter, whether joint filing and if
deficiencies exist. The Case type and Date filed are default fields. No action is required. When husband and wife are filing
answer y at Joint Petition.

Open Voluntary Bankruptcy Case

Case type bk
Date filed 3/27/2007
Chapter [ (il v

Joint Petition [n v

AN

Click the Joint Petition drop-down arrow. [rop-down arrow.

Deficiencies [n v

Q@ et oo~
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Text Captions: Click the Joint Petition drop-down arrow.

The Case Information screen displays.  This screen allows for the selection of the Chapter, whether joint filing and if deficiencies exist. The Case type and Date filed are default fields.  No action is required.  When husband and wife are filing answer y at Joint Petition.
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The Case Information screen displays. This screen allows for the selection of the Chapter, whether joint filing and if
deficiencies exist. The Case type and Date filed are default fields. No action is required. When husband and wife are filing
answer y at Joint Petition.

Open Voluntary Bankruptcy Case

Case type bk
Date filed 3/27/2007
Chapter [ 11 v
Joint Pefition n v
D

[(Submit ] [Clear]

For fhis example selecty at Joint Petition

Q@ et oo~
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Text Captions: For this example select y at Joint Petition.

The Case Information screen displays.  This screen allows for the selection of the Chapter, whether joint filing and if deficiencies exist. The Case type and Date filed are default fields.  No action is required.  When husband and wife are filing answer y at Joint Petition.  
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The Case Information sereen displays. This screen allows for the selection of the Chapter, whether joint filing and if
deficiencies exist. The Case type and Date filed are defaultfields. No action is required. A Deficiencies List sereen will
display later in the case opening process when answering y at Deficiencies. This screen allows for the selection of missing

ZECE sty - Avesory - (uery - Reports - ttes - Logout

Open Voluntary Bankruptcy Case

Case type bk
Date filed 3/27/2007
Chapter [ 11 v
Joint Pefition
Deficiencies [n v

@ the Deficiencies drop-cown arow to make a selection.

Incorrect, please ry again
Click the Deficiencies drop-down artow.

Q@ et oo~
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Text Captions: Click the Deficiencies drop-down arrow.

Click the Deficiencies drop-down arrow to make a selection.

The Case Information screen displays.  This screen allows for the selection of the Chapter, whether joint filing and if deficiencies exist. The Case type and Date filed are default fields.  No action is required.  A Deficiencies List screen will display later in the case opening process when answering y at Deficiencies.  This screen allows for the selection of missing items.  
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The Case Information screen displays. This screen allows for the selection of the Chapter, whether joint filing and if
deficiencies exist. The Case type and Date filed are default fields. No action is required. A Deficiencies List screen will

display later in the case opening process when answering y at Deficiencies. This screen allows for the selection of
missing items.

GtLr Bankruptcy + Adversary  Query « Reports + Utiities « Logout
Open Voluntary Bankruptcy Case
Case type bk

Date filed 3/27/2007
Chapter [ 11 v

Joint Pefition [y v

Deficiencies |n v

Submit ] [ Clear

For his example select y for deficiencies, parts of the schedules are missing. A
deficiencies screen il be displayed later

Q@ et oo
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Text Captions: The Case Information screen displays.  This screen allows for the selection of the Chapter, whether joint filing and if deficiencies exist. The Case type and Date filed are default fields.  No action is required.  A Deficiencies List screen will display later in the case opening process when answering y at Deficiencies.  This screen allows for the selection of missing items.

For this example select y for deficiencies, parts of the schedules are missing.   A deficiencies screen will be displayed later. 
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The Case Information screen displays. This screen allows for the selection of the Chapter, whether joint filing and if
deficiencies exist. The Case type and Date filed are default fields. No action is required.

Open Voluntary Bankruptcy Case

Case type bk
Date filed 3/27/2007
Chapter [ 11 v

Joint Petition

Deficiencies

Subeoit | [ Clear
I

Click the Submit button.

Q@ et oo~
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Text Captions: The Case Information screen displays.  This screen allows for the selection of the Chapter, whether joint filing and if deficiencies exist. The Case type and Date filed are default fields.  No action is required. 

Click the Submit button.
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The Search for a debtor screen displays. This screen allows for the search of the ECF database for the debtor.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Open Voluntary Bankruptcy Case

TaxId

Last/Business name Enter the debtor's SSN.

First Name

For this example enter 555-00-9999.
Middle Name

Then click in the L ast/Business name field.
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Text Captions: The Search for a debtor screen displays.  This screen allows for the search of the ECF database for the debtor.

Enter the debtor's SSN.  

For this example enter 555-00-9999.

Then click in the Last/Business name field.
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The Search for a debtor screen displays. This screen allows for the search of the ECF database for the debtor.

ZEECF  rnwowor - ivorsoy - cuery » repors - v -
Open Voluntary Bankruptcy Case

Logout

Search for a debtor

SSN [555-00-9999

Last/Business name

e —

Enter the Last/Business name in that field
Middle Name

First Name

For this example enter Smith.

Then click the Search button.
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Text Captions: The Search for a debtor screen displays.  This screen allows for the search of the ECF database for the debtor.

Enter the Last/Business name in that field.

For this example enter Smith.

Then click the Search button. 
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The Party Results screen displays. This sereen displays the results of the search of the database. When the debtor is
listed in the database their name will display in the Party search results screen. Click on the name to select it. When the
debtor is not listed a No person found message displays. Click Create new party to add them.

Search for a debtor
SSN

Last/Business name

First Name

Middle Name
Search

[Party search results

‘o person found.

Creatichenpary,

ﬁ\ws example click the Create new party buton

|







	Slide 13

Text Captions: The Party Results screen displays.  This screen displays the results of the search of the database.  When the debtor is listed in the database their name will display in the Party search results screen.  Click on the name to select it.   When the debtor is not listed a No person found message displays.  Click Create new party to add them. 

For this example click the Create new party button. 
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name

Office
Address 2
City
County
Phone
E-mail

Party fext

Smith

555-00-9999

2111234

First name
Generation
TaxID
Address 1
Address 3
State

Country

Fax

=N Incorreqt please iy again

For this example enter John in the first name field.

Then click in the Midde name field
 —

Zip

[(tias_] [

Corporate parent.

] [(Review

Add all aliases and corporate parents
before clicking the Submit button.
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Text Captions: For this example enter John in the first name field.

Then click in the Middle name field. The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.  
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name [Smith First name

Generation

Incorred, please try again
556009999 |\ szseyiRg

Enter Doe in the middle name field

Office

Address 2 Then click in the Generation field.

City State

County Country

Phone Fax

E-mail

Party fext

Add all aliases and corporate parents
before clicking the Submit button.

[(Atias_] [ Corporate parent ] [ Review
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Text Captions: Enter Doe in the middle name field.

Then click in the Generation field.  The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district. 
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information
Last name [Smith First name

Doe Generation Title
For his example enter Sr.

555009999 |om-1113 TaxID

Office Address 1 Then click in the Address 1 field

Address 2 Address 3

City State

County Country

Phone Fax
E-mail

Party fext

(e ) (oot prt) (o) s
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Text Captions: For this example enter Sr.

Then click in the Address 1 field.  The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information
Last name [Smith First name

Doe. Generation

555009999 | ;111234 TaxID
Office Address 1

Address 2 Address 3 Incorrect, please fry again
For this example enter 11711 19th Ave NE

City State

County Country Then click in the City field.

Phone Fax
E-mail

Party fext

(e ) (oot prt) (o) s
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Text Captions: For this example enter 11711 19th Ave NE.

Then click in the City field.

The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district. 
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name [Smith First name

Doe. Generation

555009999 | ;111234 TaxID

Office Address 1 11711 19th Ave NE

Address 2 Address 3

City State

County

For this example enter Seattle.

Phone

o Then click in the State field.

Party fext

Add all aliases and corporate parents

(i) [ Coport o) (Roren. ) st sl mdcomemc o
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Text Captions: For this example enter Seattle.

Then click in the State field.  The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name [Smith First name

Doe. Generation

555009999 | ;111234 TaxID

Office Address 1 11711 19th Ave NE

Address 2 Address 3

City State

=)

For this example enter WA,

County Country

Phone Fax
E-mail

Then click in the Zip field.

Party fext

Add all aliases and corporate parents
before clicking the Submit button.

[(Atias_] [ Corporate parent ] [ Review
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Text Captions: The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.

For this example enter WA. Then click in the Zip field. 
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name

Office
Address 2
City
County
Phone
E-mail

Party fext

Smith

Doe.

555-00-9999

2111234

First name
Generation

TaxID
Address 1
Address 3
State
Country

Fax

11711 19th Ave NE

Zip

For this example enter 98107

Then click in the County field.

[(tias_] [

Corporate parent.

] [(Review

Add all aliases and corporate parents
before clicking the Submit button.

Incorrect, pfase try again
107
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Text Captions: The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.

For this example enter 98107. Then click in the County field.
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information

Last name [Smith

Doe.

555-00-9999

Office Address 1 11711 19th Ave NE

Country

Clallam
Clark

Cowltz

Foreign

Grays Harbor

Party text |lsland

Jefferson

King Clck B

Fax

Kitsap L naceat
[@;‘:'3' Select the County of residence from the drop-down list

[Cimason
Paciic |For this example select King.
Pierce
San Juan
Skagit
Skamania
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Thurston
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Text Captions: Select the County of residence from the drop-down list.  For this example select King.  The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district. 
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The Debtor Information screen displays. This screen allows for the addition of the debtor's name, address and county of
residence information. When entering the debtor's address, enter the mailing address. VWhen selecting a County, select
the county of residence. For example, if the debtor receives mail in King county but resides in Snohomish county, select
Snohomish county. Do not enter text in the highlighted fields. They are not used in this district,

Debtor Information
Last name [Smith

Doe.

555-00-9999

11711 19th Ave NE

[ Corporate parent__) [Roview ] Add il ises and comporatc pasnts

] before clicking the Submit button.

When an Alias is applicable, click the Alias button.
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Text Captions: The Debtor Information screen displays.  This screen allows for the addition of the debtor's name, address and county of residence information.   When entering the debtor's address, enter the mailing address.  When selecting a County, select the county of residence.   For example, if the debtor receives mail in King county but resides in Snohomish county, select Snohomish county.  Do not enter text in the highlighted fields.  They are not used in this district.

When an Alias is applicable, click the Alias button.  
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The Alias Information screen displays. This screen allows for the addition of alias information. Up to 5 alias can be added.

G ——————————
Alias Information (Pasty Smith, John Doc)

Last/Business name Firstname  Middle name Generation| Role

aka v

. . e = e 9
For this example enter Smith Brothers Construction.

aka

Then click the Role drop-down artow. aka

aka

(Clc the Add afses buttonto efum o the Paty sciee and submit lnfomation for this pary:





Slide 23

Text Captions: Please type: Smith Brothers construction

The Alias Information screen displays.  This screen allows for the addition of alias information.  Up to five aliases can be added.

For this example enter Smith Brothers Construction.

Then click the Role drop-down arrow.
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ias Information screen displays. This screen allows for the addition of alias information. Up to 5 alias can be added.

G —————
Tnformation (Pasty Smith, John Doc)

Last/Business name First name

fnith Brothers Construction

a from the drop-down list
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Text Captions: The Alias Information screen displays.  This screen allows for the addition of alias information.  Up to five aliases can be added.

Select dba from the drop-down list.
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The Alias Information screen displays. This screen allows for the addition of alias information. Up to 5 alias can be
added.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Tnformation (Pasty Smith, John Doc)

Last/Business name First name

fnith Brothers Construction

Incorrect, please try again

For this example enter Smith in the
LastBusiness name field to add a second alias.

Then click in the First name field.

breen and submit allinformation for this party.

Q@ et






	Slide 25

Text Captions: The Alias Information screen displays.  This screen allows for the addition of alias information.  Up to five aliases can be added.

For this example enter Smith in the Last/Business name field to add a second alias.

Then click in the First name field.
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The Alias Information screen displays. This screen allows for the addition of alias information. Up to § alias can be
added.
Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Tnformation (Pasty Smith, John Doc)

Last/Business name First name

fnith Brothers Construction

Smith

Enter Joe in the first name field,

Then click the Role drop-down it at nformation for this party.

Enter Joe in the First name field.

Q@ et 1o





Slide 26

Text Captions: The Alias Information screen displays.  This screen allows for the addition of alias information.  Up to five aliases can be added.

Enter Joe in the first name field.

Then click the Role drop-down arrow.
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The Alias Information screen displays. This screen allows for the addition of alias information. Up to 5 alias can be
added.

T G R
Tnformation (Pasty Smith, John Doc)

Last/Business name First name

fnith Brothers Construction

Smith

Click aka to select it

Q@ et 1o
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Text Captions: The Alias Information screen displays.  This screen allows for the addition of alias information.  Up to five aliases can be added.

Click aka to select it.
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The Alias Information screen displays. This screen allows for the addition of alias information. Up to 5 alias can be
added.

Tnformation (Pasty Smith, John Doc)
Last/Business name First name

fnith Brothers Construction

Smith

aka v

(Click the Add aliases button to retum to the Party screen and submit allinformation for this party.

Adgealiases | [ Clear

Click the Add aliases bution

@ the Add alias button after all aliases have been added.

Q@ et
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Text Captions: The Alias Information screen displays.  This screen allows for the addition of alias information. Up to five aliases can be added.

Click the Add alias button after all aliases have been added.
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The Debtor Information screen displays again. Review the name and address information for accuracy.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Debtor Information

Last name [Smith First name

Doe. Generation

555009999 |m 111234 TaxID
Office Address 1 11711 19th Ave NE

Address 2 Address 3

City State

County Country

Phone Fax

E-mail

o prer (o) e e s

7 [Cancel ] [Clear]
[

Review the information for accuracy.

Then click the Submit button.







	Slide 29

Text Captions: The Debtor Information screen displays again.  Review the name and address information for accuracy.

Review the information for accuracy.

Then click the Submit button. 
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Text Captions: The Joint Debtor screen displays.  This screen allows for the search of the ECF database for the joint debtor.

Enter the joint debtor's SSN to begin the search.

For this example enter 777-00-6666.

Then click in the Last/Business name field.
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Text Captions: The Joint Debtor screen displays.  This screen allows for the search of the ECF database for the joint debtor.

Enter Smith in the Last/Business name field.

Then click the Search button.
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Text Captions: The Party Search Results screen displays.  When the party is listed in the ECF database their name will display in the Party search results box.  Click on the name to select it.   If the debtor is not listed in the database, click Create new party to add them.  A copy previous party's address checkbox also displays.  The checkbox should be checked by default.  Uncheck it when the party's do not reside at the same address.

For this example the checkbox is unchecked.   Click in the checkbox to select it.  
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The Party Search Results screen displays. When the party is listed in the ECF database their name will display in the Party
search results box. Click on the name to select it. If the debtor is not listed in the database, click Create new party to add

them. A copy previous party's address checkbox also displays. The checkbox should be checked by default, Uncheck it
when the pary's do not reside at the same address.
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Text Captions: The Party Search Results screen displays.  When the party is listed in the ECF database their name will display in the Party search results box.  Click on the name to select it.   If the debtor is not listed in the database, click Create new party to add them.  A copy previous party's address checkbox also displays.  The checkbox should be checked by default.  Uncheck it when the party's do not reside at the same address.

Click the Create new party button to add the joint debtor.  
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Text Captions: The Joint Debtor Information screen displays.  This screen allows for the addition of the joint debtor information.  When the copy previous party's address checkbox was checked the joint debtor's address will automatically display. Enter an Alias for the joint debtor, when applicable.

For this example enter Jane in the First name field.

Then click in the Middle name field.
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The Joint Debtor Information screen displays. This sereen allows for the addition of the joint debtor information. When
the copy previous party's address checkbox was checked the joint debtor's address will automatically display. Enter an
Alias for the joint debtor, when applicable.
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Text Captions: The Joint Debtor Information screen displays.  This screen allows for the addition of the joint debtor information.  When the copy previous party's address checkbox was checked the joint debtor's address will automatically display. Enter an Alias for the joint debtor, when applicable.

For this example enter Doe.

Review the information for accuracy.  Then click the Submit button.
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Text Captions: The Divisional Office screen displays.   This screen provides a verification of the filing location.

Click the Submit button.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  When the case is a chapter 11 filing a small business option displays.   Answer y when the case is a small business filing.  Click the appropriate checkbox when the plan will be being filed when the case is opened.  The plan must be filed as a separate document.  It should not be filed with the petition. Click the appropriate checkbox when Acceptances of plan has been solicited.

Click the Small business drop-down arrow to make a selection.  
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The SARD Information screen displays. The information in this sereen is used for stafistical purposes. When the case is a
chapter 1 filing a small business option displays. Answer y when the case is a small business filing. Click the
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  When the case is a chapter 11 filing a small business option displays.   Answer y when the case is a small business filing.  Click the appropriate checkbox when the plan will be being filed when the case is opened.  The plan must be filed as a separate document.  It should not be filed with the petition. Click the appropriate checkbox when Acceptances of plan has been solicited.  Select n at Small business.  For this example select n at Small business. 
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The SARD Information screen displays. The information in this sereen is used for stafistical purposes. When the case is a
chapter 1 filing a small business option displays. Answer y when the case is a small business filing. Click the
appropriate checkbox when the plan will be being filed when the case is opened. The plan must be filed as a separate
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  When the case is a chapter 11 filing a small business option displays.   Answer y when the case is a small business filing.  Click the appropriate checkbox when the plan will be being filed when the case is opened.  The plan must be filed as a separate document.  It should not be filed with the petition. Click the appropriate checkbox when Acceptances of plan has been solicited.  For this example click the A plan is being filed with this petition checkbox. 
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The SARD Information screen displays. The information in this screen is used for statistical purposes. Prior filing within
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Prior filing within last 8 years is used to indicate if the debtor has filed bankruptcy within the past 8 years.

Click the Prior filing within last 8 years drop-down arrow. 



	[image: image41.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer

The SARD Information screen displays. The information in this screen is used for statistical purposes. Prior filing within
last 8 years is used to indicate if the debtor has filed bankruptcy within the past 8 years.
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Text Captions: For this example select no at Prior filing within last 8 years.

The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Prior filing within last 8 years is used to indicate if the debtor has filed bankruptcy within the past 8 years. 
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Fee status field
allows for the selection of the method of payment for the filing fee. Select Credit Card when the fee will be paid
immediately by credit card. Select Installment when the fee will be paid in installments. The Application for Installment
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Text Captions: Click the Fee status drop-down arrow.

The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Fee status field allows for the selection of the method of payment for the filing fee.  Select Credit Card when the fee will be paid immediately by credit card.  Select Installment when the fee will be paid in installments.   The Application for Installment Payments must be filed after the case has been opened.
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Fee status
field allows for the selection of the method of payment for the filing fee. Select Credit Card when the fee will be paid
immediately by credit card. Select Installment when the fee will be paid in installments. The Application for Installment
Payments must be filed after the case has been opened.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Fee status field allows for the selection of the method of payment for the filing fee.  Select Credit Card when the fee will be paid immediately by credit card.  Select Installment when the fee will be paid in installments.   The Application for Installment Payments must be filed after the case has been opened.

Click Credit Card to select it from the list.
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Nature of debt
selection is either business or consumer. When the nature of debt is business, a nature of business mustalso be selected.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Nature of debt selection is either business or consumer.  When the nature of debt is business, a nature of business must also be selected.

Click the Nature of debt drop-down arrow to make a selection. 
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Nature of debt
selection is either business or consumer. When the nature of debt is business, a nature of business mustalso be
selected.

Open Voluntary Bankruptcy Case

Small business |n v

A plan is being filed with this pefition. Type of debtor
et

© Corporation (includes LLC & LLP)

O Partnerstip

O Other
Nature of business

Fee status |Credit Card v © Health Care Business

o O Single Asset Real Estate
O Rairoad
Asset notice O Stockbroker

Accepances of the plan were solicited
prepetiion

[m]

Prior filing within last

no v
years

! - Brok
Estimated number of For this example select business as e Nafure of debt ﬁm e
creditors
" oo«

Estimated assets K [ Tax Exempt Entity

Estimated debts v

Q@ et oo~






	Slide 45

Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Nature of debt selection is either business or consumer.  When the nature of debt is business, a nature of business must also be selected.

For this example select business as the Nature of debt
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Asset notice
field is defaulted to Yes, no action is required. Chapter 7 filings are defaulted to No. Chapter 11 and Chapter 13 filings
are defaulted to Yes.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Asset notice  field is defaulted to Yes,  no action is required.   Chapter 7 filings are defaulted to No.  Chapter 11 and Chapter 13 filings are defaulted to Yes.  

Make an Estimated number of creditors selection at that field.

Click the Estimated number of creditors drop-down arrow.
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The SARD Information screen displays. The information in this screen is used for statistical purposes. The Asset notice
field is defaulted to Yes, no action is required. Chapter 7 filings are defaulted to No. Chapter 11 and Chapter 13 filings
are defaulted to Yes.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes. The Asset notice field is defaulted to Yes, no action is required.   Chapter 7 filings are defaulted to No.  Chapter 11 and Chapter 13 filings are defaulted to Yes.  

Make an Estimated number of creditors selection at that field.

For this example select 50-99 as the Estimated number of creditors.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make an Estimated assets selection at that field.

Click the Estimated assets drop-down arrow. 
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make an Estimated assets selection at that field.

For this example select $100,000 to $1 million
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The SARD Information screen displays. The information in this screen is used for statistical purposes. Make an Estimated
debts selection at that field.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make an Estimated debts selection at that field.

Click the Estimated debts drop-down arrow to make a selection.



	[image: image51.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer

The SARD Information screen displays. The information in this screen is used for statistical purposes. Make an Estimated
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make an Estimated debts selection at that field.

For this example click $100,000 to $1 million to select it.
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The SARD Information screen displays. The information in this sereen is used for statistical purposes. Make a Type of
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ZEECF  socwir - mwerory - vy - mepors - ves - togon
Open Voluntary Bankruptcy Case

Small business |n v

ST R s e T P [tk

- ® Indvidual

[} Acceptances ofthe plan were solcted O] Corporation (inclades LLC & LLP)
prepetition © Pagmership

Prior filing within last [
8y )
S For this example click the Corporation PO T TR Bl oL

Fee status | Credit Card (includes LLC & LLP) radio button, Care Business
Asset Real Estate
O Raikoad
Asset nofice |Yes v e
Estimated number of -~ O Commodity Broker
credifors O Clearing Bank

. O Other
Estimated assets |$100,000 to 51 million ] Tax-Exempt Eatity

Nature of debt |business v

Estimated debts o §1 million

Q@ et oo





Slide 52

Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make a Type of debtor selection.  

For this example click the Corporation (includes LLC & LLP) radio button.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  Make a Nature of business selection.  When the Nature of debt selection is business a Nature of business selection must be made.

For this example click the Other radio button.
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The SARD Information screen displays. The information in this screen is used for statistical purposes.
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Text Captions: The SARD Information screen displays.  The information in this screen is used for statistical purposes.  

Click the Submit button.
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The Summary of Schedules screen displays. Information in this screen is reparted to the administrative office of the
court. The data entered are tofals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

For this example; A - Real Property - enter 20000.00.

Then click in the B - Personal Property field. 
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The Summary of Schedules screen displays. Information in this screen is reported to the administrative office of the court,
The data entered are totals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

B - Personal Property

For this example enter 17000.00.

Then click in the D - Creditors Holding Secured Claims field. 
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The Summary of Schedules screen displays. Information in this screen is reported to the administrative office of the court,
The data entered are totals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered  from the Schedules.  Do not use commas.

D - Creditors Holding Secured Claims

For this example enter 0.00

Then click in the E - Creditors Holding Unsecured Priority Claims field.



	
	[image: image58.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer

The Summary of Schedules screen displays. Information in this screen is reparted to the administrative office of the
court. The data entered are tofals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

E - Creditors Holding Unsecured Priority Claims

For this example enter 0.00

Then click in the F - Creditors Holding Unsecured Nonpriority Claims field. 
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The Summary of Schedules screen displays. Information in this screen is reparted to the administrative office of the
court. The data entered are tofals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.  The data entered are totals gathered  from the Schedules.  Do not use commas.

F - Creditors Holding Unsecured Nonpriority Claims

For this example enter 27000.00

Then click in the Average Income field.
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The Summary of Schedules screen displays. Information in this screen is reparted to the administrative office of the
court. The data entered are tofals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.  The data entered are totals gathered from the Schedules.  Do not use commas.

Average Income (from Schedule I, Line 16)

For this example enter 47000.00

Then click in the Average Expenses field. 
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The Summary of Schedules screen displays. Information in this screen is reparted to the administrative office of the
court. The data entered are tofals gathered from the Schedules. Do not use commas.
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Text Captions: For this example enter 51000.00

Then click in the Current Monthly Income field.

The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.  The data entered are totals gathered from the Schedules.  Do not use commas.
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The Summary of Schedules screen displays. Information in this screen is reported to the administrative office of the court,
The data entered are totals gathered from the Schedules. Do not use commas.
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Text Captions:  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

Current Monthly Income.  For this example enter 4700.00

Then click in the TOTAL Type of Liability field.

Enter 4700.00 
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The Summary of Schedules screen displays. Information in this screen is reported to the administrative office of the court,
The data entered are totals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

Type of Liability.

For this example enter 250000.00.

Then click in the Total Dischargeable Debt (Computed) field.
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The Summary of Schedules screen displays. Information in this screen is reported to the administrative office of the court,
The data entered are totals gathered from the Schedules. Do not use commas.
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Text Captions: The Summary of Schedules screen displays.  Information in this screen is reported to the administrative office of the court.     The data entered are totals gathered from the Schedules.  Do not use commas.

Click the Submit button. 
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The Deficiencies List screen displays. This screen displays as a result of answering y at Deficiencies at the Case
Information sereen. Click the checkbox for missing items to select them.
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Text Captions: The Deficiencies List screen displays.  This screen displays as a result of answering y at Deficiencies at the Case Information screen.  Click the checkbox for missing items to select them.  

For this example, click Stmt. of Fin. Affairs to select it.
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The Deficiencies List screen displays. This screen displays as a result of answering y at Deficiencies at the Case
Information sereen. Click the checkbox for missing items to select them.
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Text Captions: The Deficiencies List screen displays.  This screen displays as a result of answering y at Deficiencies at the Case Information screen.  Click the checkbox for missing items to select them.  

For this example, click Schedules A - J to select it.
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The Deficiencies List screen displays. This screen displays as a result of answering y at Deficiencies at the Case
Information sereen. Click the checkbox for missing items to select them.
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Text Captions: The Deficiencies List screen displays.  This screen displays as a result of answering y at Deficiencies at the Case Information screen.  Click the checkbox for missing items to select them.  

Click the Submit button.
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The PDF Attachment screen displays. This screen allows for the upload of the PDF attachment into ECF. The Voluntary
Petition must be saved in PDF format prior to upload.
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Text Captions: The PDF Attachment screen displays.  This screen allows for the upload of the PDF attachment into ECF.  The Voluntary Petition must be saved in PDF format prior to upload.

Click Browse to navigate out to the saved PDF image.




	[image: image69.png]The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved PDF Image.
The Petition must be saved in PDF format prior to upload into ECF.

Sew Folder Fo1-2019mordam ook
MyRecent |, Fot-20190mtchrg i
Dosuments < g, ppcapturecode For-20190propord.paf
(3 Coomeosme St zszrauopd
= 00-00000PET pef, L,

Dok |
P | T m00RECTRdE o i 6yample select 00-000000PS.pd }OPS""" iem]
= o0 05250 g

00-10808MML £

02 TS20RESP

w

s MOS8 0218380080
= or-o1429CRTINGEP o227 TR b
= o1-c14290RD 2221 o
gj S 01127360 e 031043300,
i Eonpur L0112 = o-10s6aMandste s
il T o-11661NTRANS ook
(3 @
MyNetwork il pame ] - oen
fes
Files of type: A1l Files () - Cancel







	Slide 69

Text Captions: The Choose file box displays.  This box allows for the navigation through drives, folders and files for the saved PDF Image.   The Petition must be saved in PDF format prior to upload into ECF.

For this example select 00-00000OOPS.pdf.
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The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved PDF Image.
The Petition must be saved in PDF format prior to upload into ECF.
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Text Captions: The Choose file box displays.  This box allows for the navigation through drives, folders and files for the saved PDF Image.   The Petition must be saved in PDF format prior to upload into ECF.

Click Open to complete the upload process.
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The PDF Attachment screen displays again. The file path and name of document displays in the Filename field. Review

the information for accuracy.
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Text Captions: The PDF Attachment screen displays again.  The file path and name of document displays in the Filename field.  Review the information for accuracy.

Click the Submit button.
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The Incomplete Filing Submission screen displays. This screen provides the date the schedules are due when case
deficiencies exist.
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Text Captions: The Incomplete Filing Submission screen displays.  This screen provides the date the schedules are due when case deficiencies exist.

Click the Submit button
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The Ch 11 Small Business Plan screen displays. Submit through the screen.
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Text Captions: Click the Submit button.

The Ch 11 Small Business Plan screen displays.   Submit through the screen.
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The Filing Fee due screen displays. Click the Submit button to continue.
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Text Captions: The Filing Fee due screen displays.  Click the Submit button to continue.

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

Click the Submit button.
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The Final Text screen displays. This screen allows for a review for a final review of information that will display on the
electronic docket. If errors are discovered after submitting at this screen, the Clerk's office must be contacted.

In Seattle e-mail ECFHelp_Seattle@swawh.uscourts.gov
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(Attorney-Ross, Theola)

Warning!! Submiting this screen commits this transaction.
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Text Captions: The Final Text screen displays.  This screen allows for a review for a final review of information that will display on the electronic docket.   If errors are discovered after submitting at this screen,  the Clerk's office must be contacted.  

In Seattle e-mail  ECFHelp_Seattle@wawb.uscourts.gov 

In Tacoma e-mail  ECFHelp_Tacoma@wawb.uscourts.gov 

Click the Submit button. 
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Text Captions: The Notice of Bankruptcy Case Filing screen displays.  This screen provides the date and time of filing and the number assigned to the case.   It is suggested that a copy be printed for your records.
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