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Creditor Upload

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

« Information that appears in the header 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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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 is the screen that displays after you have successfully logged info ECF. A blue bar containing a list of categories
displays across the top of the sereen. Most of the categories and docket entry events can be found under the Bankrutpey
category.

Adversary - Query - Reports - Utiities - Logout

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: 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.

Click Bankruptcy to begin the upload of creditors. 
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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 oher 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

(Credit

Tvohuntary | Click on the C
Motions/Applicafions
Notices

Open Involuntary Case
Open Voluntary BK Case
Other
Plan Select the Creditor Maintenance link

Case Upload
Judge/Trustee Assignment
Quick Event Finder

Q@ et oo~




Slide 3

Text Captions: Select the Creditor Maintenance link

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 on the Creditor Maintenance hyperlink. 
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The Creditor Maintenance screen displays. This screen allows for the addition of creditors individually or as a creditor
matrix file. Enter individual creditors allows creditors to be typed directly into ECF. When Upload a credifor matrix file is
used to upload the creditors, they are saved as a text file and uploaded from the file.

BanKIUpLLY |+ AUVETSAry | uery s REpURLS s ULmues e Logour

Enter individual creditors
Tpload a wediioe matrix fild

1 matrix file link
Click the Upload a creditor matrix file link.
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Text Captions: Select the Upload a creditor matrix file link

The Creditor Maintenance screen displays.  This screen allows for the addition of creditors individually or as a creditor matrix file.   Enter individual creditors allows creditors to be typed directly into ECF.  When Upload a creditor matrix file is used to upload the creditors, they are saved as a text file and uploaded from the file.

Click the Upload a creditor matrix file link. 
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The Creditor Processing screen displays. Enter the case number in the 0(30000C format.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Creditor Processing - Upload a File Method

Case Number

Incorrect, please ry again
99-12345, 199-bE-123 Entor 0710018, then click
Submit

[EBm] (Cear] (por s example enter 07-10018

Then click the Submit button.
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Enter 07-10018, then click Submit

The Creditor Processing screen displays.  Enter the case number in the XX-XXXXX format.

For this example enter 07-10018.  

Then click the Submit button.
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The Creditor Information screen displays. This sereen allows for the navigation out to the matrix.xt file that will be
uploaded.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Case number 07-10018
Enter name of file and click on Next
Example: c:\credifor.sen

IETT

Click the Browse button
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Text Captions: Click the  Browse button

The Creditor Information screen displays.  This screen allows for the navigation out to the matrix.txt file that will be uploaded.

Click the Browse button.



	[image: image7.png](- Western Washington TRAIN Database V3.1.4 - Windows Internet Explorer.

The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved matrix.txt
file. The file must be saved as a .t<t document and should be aligned in a single column o the left of the page.
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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 matrix.txt file.   The file must be saved as a .txt document and should be aligned in a single column to the left of the page.  
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The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved matrix.txt
file. The file must be saved as a .t<t document and should be aligned in single column to the left of the page.

ﬁ TE-TATEI5TIT B TETHEIL T
) 06-14197MML bt 06-14438MHL bt

My Recent 06-1419MML bt 06-145SBMML bt 07-10004tzst bt

CE=m= 06-14262MML bt 06-14573MML xt 07 10T

06-14279MML bt 06-14590MHLL bt 07-10035CLMz48:

06-14234MHL ¢ 06-14530MML2 0 07-10082M1Ltxt| Click 07-10018MML.txt to select it [t itern

Deskiop. 06-14314MMLL bt 6-145I0MMLBEXE (2] 07-1008EMML tt

06-14314MML bt 06-14590MML bt 07-10089MML bt

06-14344MML bt 06-14593MML bt 07-10108MML bt

06-14363MMLL bt 06-14800MML bt 07-10112MML bt

06-14363MML bt 06-14603MMLLEE ) 07-10133MML.bxt

06-14304MML bt 06-14603MML2. b5t 07-10162MML bt

06-14405MML bt 06-14803MML bt 07-10164MML bt

06-14422MML bt 06-14822MML bt 07-10104MML bt

) t6-L42MML bt O6-tagzamiLext ) 07-10197MML.bxt

< m

My Network  File name:
Places

Filesof type: [AlFies )





Slide 8

Text Captions: Select the 07-10018MML.txt item

The Choose file box displays.  This box allows for the navigation through drives, folders and files for the saved matrix.txt file.   The file must be saved as a .txt document and should be aligned in single column to the left of the page.

Click 07-10018MML.txt to select it.
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The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved matrix.txt
file. The file must be saved as a .t<t document and should be aligned in single column to the left of the page.
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Text Captions: Right Click the 07-10018MML.txt item

The Choose file box displays.  This box allows for the navigation through drives, folders and files for the saved matrix.txt file.   The file must be saved as a .txt document and should be aligned in single column to the left of the page.

In the live database you will right click to view the dialogue box. 

For this example left -click to display the dialogue box.
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The Choose file box displays. This box allows for the navigation through drives, folders and files for the saved matrix.txt
file. The file must be saved as a .t<t document and should be aligned in single column to the left of the page.
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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 matrix.txt file.   The file must be saved as a .txt document and should be aligned in single column to the left of the page.

From the box that displays select Open with and select Notepad

Click on Notepad
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EEX ¢

The contents of the Matrix file displays. Review the content of the file.

allied Interstate
FO_Box 361477
Columbus, OH 43236

anerican medical response
PO BOX 3420
Modesto, Ca 95353

Bankrirst
/o Arrow Financial sves
5596 W Touby v
wiles, TU 60714

Bankrirst-visa
2600 w 45th st
sioux Falls, sp 57105-6575

BP/AMOCO_FCU
580 westlake park Blvd
Houston, TX 77079

capital one
PO BoX 85520

Internal ZIP 12030-016
Richmond, va ~23285

capital one sank
£O' BoX 85015
Richmond, VA 23285

capital one Bank Accounts
PO BoX 85049
Richmond, VA 23286

capital one services
15000 Capital one or
Richmond, va 23238-1110

cee Group
FO_Bax 2635
waterloo, Ta 50704

Centerpoint Energy
ATTH: R. Farrar, 6th Flr
Fo Box 1700





Slide 11

Text Captions: The contents of the Matrix file displays.  Review the content of the file.
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The contents of the Matrix file displays. Review the content of the file.

Bankrirst-visa
2600 w 45th st
sioux Falls, sp 57105-6575

BP/AMOCO_FCU
580 westlake park Blvd
Houston, Tx 77079

capital one
PO BoX 85520

Internal ZIP 12030-016
Richmond, va ~23285

capital one sank
£0' Box 85015

Richmond, va 23285 snimation

capital one Bank Accounts (730 704)
PO Bax 85040 (0, ¥:0)
Richmond, va 23286

capital one services
15000 Capital one or
Richmond, va 23238-1110 1

cee Group
FO_Bax 2635
waterloo, Ia 50704

Centerpoint Energy
ATTH: R. Farrar, 6th Flr
PO Box 1700

Houston, TX 77251

Citibank sp/shell
FO Bax 6003
Hagerstown, MD 21747

city of Houston
Emer gency Medical svcs
PO BOX 4545

Houston, TX 77210

Comcast
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Text Captions: The contents of the Matrix file displays.  Review the content of the file.
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Everett, Wa 98204

credit protection assoc
13355 noel Rd_ste 2100
pallas, Tx 75240

Direct merchants Bank
/0 Credigy

3950 J0hns creek cr_st
Suwanze, GA 30024-1206

bynacare Lab
PO Box 11608
Tacoma, wa 08411

Eastern Collection Corp
1626 Locust av
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(730 704)
(03 ¥:0)







	Slide 13

Text Captions: The contents of the Matrix file displays.  Review the content of the file.
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The contents of the Matrix file displays. Review the content of the file.

cee Group
FO_Bax 2635
waterloo, Ia 50704

Centerpoint Energy
ATTH: R. Farrar, 6th Flr
PO Box 1700

Houston, TX 77251

Citibank sp/shell
FO Bax 6003
Hagerstown, MD 21747

city of Houston

Emer gency Medical svcs
PO BOX 4545

Houston, TX 77210

Animation
comcast

500 132 nd s t_Sw (790 x 704)
Everett, wA 98204 (03 ¥:0)

credit protection assoc
13355 noel Rd_ste 2100
pallas, Tx 75240

Direct merchants Bank
/0 Credigy

3950 J0hns creek cr_st
Suwanze, GA 30024-1206

bynacare Lab
PO Box 11608
Tacoma, wa 08411

Eastern Collection Corp
1626 Loclst Ay
Bohemia, N 11716

Fingerhut /axsys Nat Bank
/0 Pallino Rec/Island Nat
6851 Jericho Turnpike #180
Syosset, NY 11791

First Nat Bk Marin/CACH LLC
C/0 Bronson & Migliaccio
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Text Captions: The contents of the Matrix file displays.  Review the content of the file.
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The contents of the Matrix file displays.

city of Houston
Emergency Medical svcs
PO BOX 4545

Houston, TX 77210

comcast
500 132 nd s t_Sw
Everett, Wa 98204

credit protection assoc
13355 noel Rd_ste 2100
pallas, Tx 75240

Direct merchants Bank
c/0 Credigy

3950 J0hns creek ct_st
Suwanze, GA 30024-1206

bynacare Lab
PO Box 11608
Tacoma, wa 08411

Eastern Collection Corp
1626 Loclst Ay
Bohemfa, N 11716

Fingerhut /axsys Nat Bank
/0 Pallino Rec/Island Nat
6851 Jericho Turnpike #180
Syosset, NY 11791

First Nat Bk Marin/CACH LLC
c/0 Bronson & migliaccio
415 Lawrence Bell or
williamsville, Ny 14221

FMS Investment Corp
865 £ Schaumburg Rdl

PMB 264

Schaumburg, IL 60194-3654

Foley's/Macy's 5 #2
c /0 Neo)

Philadelphia, PA 19101

. Revieu|Click the X in the upper right hand comer of the screen to close the file j
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Text Captions: Click the Close button

The contents of the Matrix file displays.  Review the content of the file.

Click the X in the upper right hand corner of the screen to close the file.
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The Choose file sereen displays again. Review the file name for accuracy.
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Click the Open button to upload the file.
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Text Captions: Click the Open button

The Choose file screen displays again.  Review the file name for accuracy.

Click the Open button to upload the file.
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The Creditor Information screen displays again. The file path and name displays in the Filename field. Review the
information for accuracy.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Case number 07-10018
Enter name of file and click on Next
Example: c:\credifor.sen

Clear

P\Scan\WATRIX\07-100 18MML.txt (CEmwse)

Click the Submit button.







	Slide 17

Text Captions: Click the Submit button

The Creditor Information screen displays again.   The file path and name displays in the Filename field.  Review the information for accuracy.

Click the Submit button.
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Click the Submit button.
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Click the Submit button.

Click the Submit button.

The Total Creditors Entered screen displays.  The total number of creditors displays in this screen.  
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The Creditors Receipt screen displays. This screen is the confirmation that creditors have been entered into the case.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Creditors Receipt

Case Number 07-10018
Total Creditors Added to Database

{File A Proof Of Claim
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Text Captions: The Creditors Receipt screen displays.  This screen is the confirmation that creditors have been entered into the case.
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