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Case Upload

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

Information that appears in yellow highlight 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
re subject to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011. Evidenceof
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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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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Click Bankruptey to begin the upload of ereditors

This is the screen that displays after you have successfully logged into ECF. A blue bar containing a
list of categories displays across the top of the screen. Most of the categories and docket entry
events can be found under the Bankruptcy category.

Most bankruptcy software programs allow for the upload of cases into the ECF system. The upload
extracts the debtor information, attaches the PDF petition and schedules to the docket, uploads the
creditor matrix, dockets the chapter 13 plan, and other documents that are required as part of the
Bankruptey Reform Act. The following steps outline the upload process. Refer to the instructions
from your software vendor for more information.

IMPORTANT: Case upload can only be used for complete filings. Use Open a BK Case if any items
are missing.

If you are filing in both the Seattle and Tacoma locations, you must upload the cases for each office
separately in order for the judge and trustee assignment to be correct.

IMPORTANT: Case upload can not be used if the filing fee will be paid in installments. The case
must be opened manually. Only use Case Upload if the filing fee will be paid in full.

‘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.





Slide 2.  Text Captions: Select the Bankruptcy link.  This is the screen that displays after you have successfully logged into ECF.  A blue bar containing a list of categories displays across the top of the screen.  Most of the categories and docket entry events can be found under the Bankruptcy category.  Most bankruptcy software programs allow for the upload of cases into the ECF system.   The upload extracts the debtor information, attaches the PDF petition and schedules to the docket, uploads the creditor matrix, dockets the chapter 13 plan, and other documents that are required as part of the Bankruptcy Reform Act.   The following steps outline the upload process.  Refer to the instructions from your software vendor for more information. MPORTANT:  Case upload can only be used for complete filings.  Use Open a BK Case if any items are missing.

If you are filing in both the Seattle and Tacoma locations, you must upload the cases for each office separately in order for the judge and trustee assignment to be correct.

IMPORTANT:  Case upload can not be used if the filing fee will be paid in installments.  The case must be opened manually.  Only use Case Upload if the filing fee will be paid in full.  

Click Bankruptcy to begin the upload of creditors.
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The Bankruptey Events screen displays. This sereen contains categories of events. Most of the categories contain related
events. The Other category is a catchall 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
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Text Captions: Select the Case Upload link

The Bankruptcy Events screen displays.  This screen contains categories of events.  Most of the 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 the Case Upload hyperlink.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the sofware application.
Examples of file names appear to the right of the Browse box for each field. Debtor.txt extracts the case opening information
into the appropriate ECF fields.

Open Voluntary Bankruptcy Case. NOTE: Case UpLoad should be used to file
ICOMPLETE cases only. Deficient and/or inadequate cases should be filed using the
Open a BK Case menu.

Case information

[(Bemses. ] cDebtorsx

Petition Click the_Browse button

(B0 0 te Bromse buton

(Browse= ] e Creditorsxt

Creditor matrix

Chapter 13 Plan (chapter 13 only)
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Certificate of Credit Counseling for Debtor
Crowss. ] c:cccpar
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Social Security Number(s) Statement

(Browse— ] cissNper

‘Submit
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Text Captions: Click the  Browse button

Click the Browse button.

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Debtor.txt extracts the case opening information into the appropriate ECF fields. 
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.
Examples of file names appear to the right of the Browse box for each field. Debtortet extracts the case opening information
into the appropriate ECF fields.
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Text Captions: Select the Debtor31.Txt item

Click on Debtor31.Txt to select it.

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Debtor.txt extracts the case opening information into the appropriate ECF fields.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. Debtortct extracts the case
opening information into the appropriate ECF fields.
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Text Captions: Click the Open button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Debtor.txt extracts the case opening information into the appropriate ECF fields.

Click Open to upload the file.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software

application. Examples of file names appear to the right of the Browse box for each field. Petition.pdfattaches the petition
and schedules to the case docket
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Text Captions: Click the Browse button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Petition.pdf attaches the petition and schedules to the case docket.

Click the Browse button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software

application. Examples of file names appear to the right of the Browse box for each field. Petition.pdfattaches the petition
and schedules to the case docket
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Text Captions: Select the Petition.PDF item

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Petition.pdf attaches the petition and schedules to the case docket.

Click on Petition.pdf to select it. 
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software

application. Examples of file names appear to the right of the Browse box for each field. Petition.pdf attaches the petition
and schedules to the case docket
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Click the Open button.







	Slide 9

Text Captions: Click the Open button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  Petition.pdf attaches the petition and schedules to the case docket.

Click the Open button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. Creditor.tt uploads the ereditor
matrix.
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Text Captions: Click the Browse button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  Creditor.txt uploads the creditor matrix.

Click the Browse button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. Creditor txtuploads the creditor

Bankruptcy - Adversary + Query - Reports - Utiities » Logout

) Fied{Complete)_Train

Debtor1 Tt

Case informati Sringr
e R
ccumens

Pettion, FOF.
Lo sststatens Click on GSMITH.Tatto select it
eskiop

Chapter 13 P

My Network — File pame: I
Places

Filesof type: [AlFies )

(Browse— ] cissNper





Slide 11

Text Captions: Select the GSMITH.TXT item

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field. Creditor.txt uploads the creditor matrix.

Click on GSMITH.Txt to select it.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. Creditor.tt uploads the ereditor
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Click the Open button.
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Text Captions: Click the Open button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  Creditor.txt uploads the creditor matrix.

Click the Open button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. SSN.pdf uploads and dockets the
Statement of SSN.
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Text Captions: Click the Browse button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  SSN.pdf uploads and dockets the Statement of SSN.

Click the Browse button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.
Examples of file names appear to the right of the Browse box for each field. SSN.pdf uploads and dockets the Statement of

) Fied{Complete)_Train

Debtor1 Tt

Brine.iT
MyRecent = pomaze.pd
Documents GSMITH.TXT

@ = petiion.POF
T sshtekuent. ool

Deskiop
f item
Click SSNStatement.pdf to select it

My Docurents

o)

My Computer

Q

My Network — File pame: I
Places

Filesof type: [AlFies )





Slide 14

Text Captions: Select the SSNStatement.pdf item

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  SSN.pdf uploads and dockets the Statement of SSN.

Click SSNStatement.pdf to select it.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field. SSN.pdf uploads and dockets the
Statement of SSN.
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Text Captions: Click the Open button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.  SSN.pdf uploads and dockets the Statement of SSN.

Click the Open button.
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The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software
application. Examples of file names appear to the right of the Browse box for each field.

Open Voluntary Bankruptcy Case. NOTE: Case UpLoad should be used to file
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Text Captions: Click the Submit button

The Case Upload screen displays. Upload fields allow for the upload of the files that are created by the software application.  Examples of file names appear to the right of the Browse box for each field.

Click the Submit button.
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The Notice of Bankruptey Case Filing screen displays. This is the receipt of filing. It provides the date and time of iling.
Itis suggested that a copy be printed for your records. When uploading a case the only step left in the case opening
process is assigning the judge and trustee to the case.

oI Bankruptcy - Adversary + Query - Reports - Utiities » Logout

Open Voluntary Bankruptcy Case. NOTE: Case UpLoad should be used to file
ICOMPLETE cases only. Deficient and/or inadequate cases should be filed using the
Open a BK Case menu.

ITo see the notices of electronic filing, seroll down o click on the appropriate hyperlink below:
Petition

Social Security Number(s) Statement

USS. Bankruptcy Court
Western District of Washington
[Do not reply to this email. If you have questions, contact the Clerk's Office

otice of Bankruptcy Case Filing

(The following transaction was received from Theola Attorney-Ross entered on 3/1/2007 at 9:54 AM PST and fled on
1112007

Case Name: George W Smith and Michelle T Smith

(Case Number: 07-10023

Docket Text: Chapter 7 Vohuntary Petition, Schedules A-] & Statement of Financial Affairs. Fee Due § 299 fled by Theola

(Attorney-Ross of Law Offices of Attorney-Ross on behalf of George W Smith, Michelle T Smith. Government Proof of Claim

ue by 8/28/2007. (Attorney-Ross, Theola)

Document Number: |
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Text Captions: The Notice of Bankruptcy Case Filing screen displays.  This is the receipt of filing.  It provides the date and time of filing.  It is suggested that a copy be printed for your records.  When uploading a case the only step left in the case opening process is assigning the judge and trustee to the case. 
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