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Declaration/Memorandum

This lesson is for training purposes only. Actual documents must be filed in the court's official ECF system.
Read and follow instructions as outlined in each page of the lesson.

Procedural instructions appear in white call-outs.

Information that appears in the h

You may use the playback contro te the lesson.

Click the Start button to begin.

U.S. Bankruptcy Court
‘Western District of Washington

Official Court Electronic Document Filing System

\This facility is for Official 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 unautharized ar criminal activifywill |
 forwarded to the appropriate law enforcement officials under 18USC152 and 3571.

‘elcome to the U.S. Bankruptcy Cout for the Western District of Washington Electronic Document Filing System. This service is for attorneys
land firms participating in the clectronic filing system.

Kl I»lll
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This lesson is for training purposes only.  Actual documents must be filed in the court's official ECF system.  Read and follow instructions as outlined in each page of the lesson.   Procedural instructions appear in white call-outs.  Information that appears in the header is for informational purposes only.   Each page is timed.  If no response is made within the allotted time period, the page may time out.  You may use the playback controls at the bottom of the screen to navigate the lesson.

Click the Start button to begin.
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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 category.

Click the Bankruptey menu
option

OTE: Every pleading filed in response to or subsequent to a motion or other initial pleading must be linked to the
initial pleading by including in the title of the subsequent pleading the same title as used in the initial pleading, e.q.,
aresponse to a Motion for Avoidance of Lien shall be entitied "Response to Motion for Avoidance of a Lien".

Memorandums and declarations shouid be fifed on the Electronic docket as stand-a-fone pleadings. They should
NOT be fifed as part of the initial motion.

When filing service of a responsive pleading, the proof of service must link to the initial motion and all documents
mailed. A proof of service is always linked to the initial motion.

\This facility is for Official Court Business only. Activity to and from this site is logged. Document Jilimgs o this system are Subject o
\Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011. Evidence of unauthorized or criminal activity will
 forwarded to the appropriate law enforcement officials under 18USC152 and 3571.

‘elcome to the U.S. Bankruptcy Cout for the Western District of Washington Electronic Document Filing System. This service is for attorneys

o 5
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Selec the Bankruptcy link.  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 category.  Click the Bankruptcy menu option.  NOTE: Every pleading filed in response to or subsequent to a motion or other initial pleading must be linked to the initial pleading by including in the title of the subsequent pleading the same title as used in the initial pleading, e.g., a response to a Motion for Avoidance of Lien shall be entitled "Response to Motion for Avoidance of a Lien".  Memorandums and declarations should be filed on the Electronic docket as stand-a-lone pleadings.  They should NOT be filed as part of the initial motion. When filing service of a responsive pleading, the proof of service must link to the initial motion and all documents mailed.  A proof of service is always linked to the initial motion.
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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.

Bankruptcy Adversary -+ Query - Reports

SECF

utiities:

+  Logout

[Bankruptcy Events

\Answer/ResgtsenDeclaration. Case Upload

Appeal Tndee Trst: i it
Claim Actions i
e Cont Click AnsweniResponselDeclaration

to begin the filing

ConvertBifurcate’S
Creditor Maintenance.
File Claims

Invohuntary Case Events
Motions/Applications
Notices

Open Involuntary Case
Open Voluntary BK Case
Other

Plan

Selectthe
AnsweriResponsefDeclaration... link

Click Box
(265 3 455)
(x632; v:30)
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Select the Answer/Response/Declaration... 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 Answer/Response/Declaration to begin the filing.
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The Answer/Response screen displays. This screen allows for the selection of an Answer/Response type. Click
the Reference an Existing motion link when a motion already appears on the electronic docket.
Supportinglopposing documents should always be filed as stand-a-lone pleadings and linked to the motion. The

motion is the lead document and is considered the "mother” of all documents. When the filing does not reference a
document that appears on the docket, select Other Answers.

Answer/Response

Reference an Existingamotion applicatior]
Other Answers

For this example click Reference an Click Box

Existing motioniapplication to select it Pl

Selectthe Reference an Existing motion/application
link
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Select the Reference an Existing motion/application link

The Answer/Response screen displays.   This screen allows for the selection of an Answer/Response type.   Click the Reference an Existing motion link when a motion already appears on the electronic docket.  Supporting/opposing documents should always be filed as stand-a-lone pleadings and linked to the motion.  The motion is the lead document and is considered the "mother" of all documents.  When the filing does not reference a document that  appears on the docket, select Other Answers.

For this example click Reference an Existing motion/application to select it. 
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The File a Motion screen displays. Enter the case number in the XX-XXXXX format.

[File an answer to a motion

Case Number

99-12345, 1:99-5K-12345 or 1-99-bk-12345 ClckBox

(285 x 455)
(ea2; via0)
Submit | Clear For this example enter 07-10142,

Then click the Submit button

Incorrect, please try again
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Text Captions: Incorrect, please try again

The File a Motion screen displays.   Enter the case number in the XX-XXXXX format.

For this example enter 07-10142.

Then click the Submit button.
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The File an answer to a motion screen displays. Scroll the list of event for the most appropriate answer to motion
type. Forthis example click on Memorandum to file a Memorandum in Support of Motion.

ZECF s - ovosn

[File an answer to a motion

107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v
Tudge: KAO Assetsin
| Affidavit

| Affidavit on Non-Military Senvice I
|Amend Complaint

[ Ansuer to Amended Complaint

[Ansuier to Wiit

Declaration

[Declaaton of Disnterestedness and Acceptance of Appointment
| Declaration of No Objection

Submit | _Clear |

Office: 2 (Seattle)
Case Flag.

utiities:

+  Logout

Click Box
(265 3 455)
(x632; v:30)

x|
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Text Captions: The File an answer to a motion screen displays.   Scroll the list of event for the most  appropriate answer to motion type.   For this example click on Memorandum to file a Memorandum in Support of Motion.   
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The File an answer to a motion screen displays. Scroll the list of event for the most appropriate answer to motion
type. Forthis example click on Memorandum to file a Memorandum in Support of Motion.

ZECF s - v - ey - nopors - wme - toson
[File an answer to a motion
107-10142-KAO Joha Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: KAO Assetsin Case Flag:

[Affidavit on Non-Military Senice =l ametion
|Amend Complaint B,
[Answer to Amended Complaint s Vi)
[Answer to Wit

Declaration

Declaration of Disinterestedness and Acceptance of Appointment
Declaration of No Objection

[ Joinder -

Submit | _Clear |
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Text Captions: The File an answer to a motion screen displays.   Scroll the list of event for the most  appropriate answer to motion type.   For this example click on Memorandum to file a Memorandum in Support of Motion.   
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The File an answer to a motion screen displays. Scroll the list of event for the most appropriate answer to motion
type. Forthis example click on Memorandum to file a Memorandum in Support of Motion.

ZECF s - ovosn

[File an answer to a motion

107-10142-KAO John Doe Jones and Jane Doe Jones

Office: 2 (Seattle)

Declaration of Disinterestedness and Acceptance of Appointment
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[Answer to Wit =
Declaration
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+  Logout

Click Box
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Text Captions: Select the Memorandum item

Click on Memorandum to select it.

The File an answer to a motion screen displays.   Scroll the list of event for the most  appropriate answer to motion type.   For this example click on Memorandum to file a Memorandum in Support of Motion.   
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The File an answer to a motion screen displays. Scroll the list of event for the most appropriate answer to motion
type. Forthis example click on Memorandum to file a Memorandum in Support of Motion.

[File an answer to a motion

107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle) .

Tudge: KAO Assetsin Case Flag. (25 4559)
323 v:30)

| Answer to Writ -

| Declaration

| Declaration of Disinterestedness and Acceptance of Apf Click the Submit button
[Declaration of No Objection
|Joinder

|Jury Demand
[Memorandum of Points and Authorities =

Click the Submit button
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Text Captions: Click the Submit button

The File an answer to a motion screen displays.   Scroll the list of event for the most  appropriate answer to motion type.   For this example click on Memorandum to file a Memorandum in Support of Motion.   

Click the Submit button.
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The Party Selection screen displays. This screen allows for the selection of party(s) filing the memorandum. When
multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on

each of the other parties.
ZECF v - amesy - ey - mgors - wme - oo

[File an answer to a motion:

107-10142-KAO John Doe Jones and Jane Doe Jones

Type b Chapter: 7+ Office: 2 (Seattle) "
Tudge: KAO ficzeee Case Flag oy
G YD)
[Please select the fler
Select the Party:

Selectthe Jones, John Doe [Debtor] itern

Add/Cr

Brown, Ronald G_[Trustee]
[Jones. Jane Doe fJoint Debior]

Click on Smith, John Doe
[Debtor] to select it

Submit | Clear
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Text Captions: Select the Jones, John Doe [Debtor] item

Click on Smith, John Doe [Debtor] to select it.

The Party Selection screen displays.  This screen allows for the selection of party(s) filing the memorandum.  When multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on each of the other parties.
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The Party Selection screen displays. This screen allows for the selection of party(s) filing the memorandum. When
multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on

each of the other parties.

ZECF sy - v - ouey - oo
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+  Logout
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ss Corporation, Debtor] to select it

Click Box
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Submit | Clear
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Text Captions: Select the Jones, Jane Doe [Joint Debtor] item

Click on Smith, Jane Doe [Joint Debtor] to select it.

The Party Selection screen displays.  This screen allows for the selection of party(s) filing the memorandum.  When multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on each of the other parties.
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The Party Selection screen displays. This screen allows for the selection of party(s) filing the memorandum. When

multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on
each of the other parties.

Bankruptcy Adversary  «

Query - Reports |- Utiities - Logout

[File an answer to a motion:

107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle) e
ClckBox
Tudge: KAO Assetsin Case Flag. (25 4559)
323 v:30)
[Please select the file.
Select the Party:

Add/Create New Party

[US Trustee]
XXXss Corporation, [Creditor]

Click the Submit button

cia |

Click the Submit button
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Text Captions: Click the Submit button

The Party Selection screen displays.  This screen allows for the selection of party(s) filing the memorandum.  When multiple party(s) are filing the memorandum click on the first party's name, hold down the CTRL key and click on each of the other parties.

Click the Submit button.
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The Proof of Service Included screen displays. When the Proof of Service is contained within the declaration
answer y in the Proof of Service Included field.

When the Proof of Service is a separate document, it may be uploaded as an additional Attachment to Document.
Answer yes at Attachments to Documents in the pdf attachment screen. Answer y in the Proof of Service Included
field.

The Proof of Service may also be filed as a separate entry on the electronic docket. Look for the Proof of Service
event under the Other category when filing it separately. Answer n in the Proof of Service Included field.

107-10142-KAO John Doe Jones and Jane Doe Jones

Type b Chapter: 7+ Office: 2 (Seattle) "
Tudge: KAO ficzeee Case Flag oy
G YD)

ffs Proof of Service Included? [y or n] [0

e For this example the Proof of Service is not included in
ok tho Submitbuton || 1e Declaration of No Objection, leave the default at n

Then click the Submit button
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Text Captions: Click the Submit button

The Proof of Service Included screen displays. When the Proof of Service is contained within the declaration answer y in the Proof of Service Included field.

When the Proof of Service is a separate document,  it may be uploaded as an additional Attachment to Document.  Answer yes at Attachments to Documents in the pdf attachment screen.  Answer y in the Proof of Service Included field.

The Proof of Service may also be filed as a separate entry on the electronic docket.  Look for the Proof of Service event under the Other category when filing it separately. Answer n in the Proof of Service Included field.

For this example the Proof of Service is not included in the Declaration of No Objection, leave the default at n.

Then click the Submit button.
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The PDF Attachment screen displays. This screen allows for the upload of the Memorandum into ECF. The
Memorandum must be saved to PDF format prior to upload.

[File an answer to a motion:

107-10142-KAO John Doe Jones and Jane Doe Jones
Type: bk Chapter: 7v Office: 2 (Seattle) -
ClckBox

Tudge: KAO Assetsin Case Flag: (265 3 455)
(x632; v:30)

Click the Browse

Select the pdf document (for example: C:1199cv301-21.pd).
Filename

Attachments to Document: & No  Yes

Click the Browse button

Submit | Clear
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Text Captions: Click the Browse button

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

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

ZECF Bankruptcy [Choose file
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Text Captions: Select the 07-10142Memo.pdf item

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

For this example select 01-10142Memo.pdf to select it.

	[image: image16.png]Western Washington TRAIN Database V3.1.7

The Choose file box displays. This box allows for the navigation through drives, folders and file for the saved PDF
image. The Memorandum must be saved to PDF prior to upload into ECF.
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Text Captions: Click the Open button

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

Click the Open button.



	[image: image17.png]Western Washington TRAIN Database V3. ndows Internet Explorer: =10l x|

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

[File an answer to a motion:

107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle) .
Tudge: KAO Assetsin Case Flag: (25 4559)
323 v:30)

Click the Submit button

Select the pdf document (for example: C:199ev501-21.pdb).

Click the Submit button
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Text Captions: Click the Submit button

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

Click the Submit button.
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The Document Reference screen displays. This screen allows for the linking of the Memorandum to the main

motion in ECF. The Memorandum should be a stand-a-lone document and MUST be linked to the Motion. The
checkbox must be checked.

Bankruptcy

Adversary - Query - Reports |- Utiities - Logout

[File an answer to a motion:

107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle)

fck Box
Tudge: KAO Assetsin Case Flag: sy
(x632; v:30)

I” Refer fo existing event(s)?

——
Select the check box
Click the checkbox to link back to the motion }7
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Text Captions: Select the check box

Click the checkbox to link back to the motion.

The Document Reference screen displays.   This screen allows for the linking of the Memorandum to the main motion in ECF.  The Memorandum should be a stand-a-lone document and MUST be linked to the Motion.  The checkbox must be checked.
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The Document Reference screen displays. This screen allows for the linking of the Memorandum to the main
motion in ECF. The Memorandum should be a stand-a-lone document and MUST be linked to the Motion. The

checkbox must be checked.
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Text Captions: Click the Submit button

The Document Reference screen displays.   This screen allows for the linking of the Memorandum to the main motion in ECF.  The Memorandum should be a stand-a-lone document and MUST be linked to the Motion.  The checkbox must be checked.

Click the Submit button.
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The Events Category screen displays. This screen allows for a search of the case docket for the document for
which the Memorandum will be linked. Click the motion category to attach the Memorandum to the motion. All
documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the
mouse and moving to the last item in the list.

thr Bankruptcy -  Adversary + Query - Reports - Utiities + Logout
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Text Captions: The Events Category screen displays.  This screen allows for a search of the case docket for the document for which the Memorandum will be linked.  Click the motion category to attach the Memorandum to the motion.  All documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the mouse and moving to the last item in the list.
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The Events Category screen displays. This screen allows for a search of the case docket for the document for
which the Memorandum will be linked. Click the motion category to attach the Memorandum to the motion. All
documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the
mouse and moving to the last item in the list.

Gt |- Bankruptcy Adversary + Query + Reports |+ Utiities « Logout
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lick on Motion to select it.







	Slide 21

Text Captions: Select the motion item

Click the Submit button.

The Events Category screen displays.  This screen allows for a search of the case docket for the document for which the Memorandum will be linked.  Click the motion category to attach the Memorandum to the motion.  All documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the mouse and moving to the last item in the list.

Click on Motion to select it.
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The Events Category screen displays. This screen allows for a search of the case docket for the document for
which the Memorandum will be linked. Click the motion category to attach the Memorandum to the motion. All
documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the

mouse and moving to the last item in the list.
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Text Captions: Click the Submit button

The Events Category screen displays.  This screen allows for a search of the case docket for the document for which the Memorandum will be linked.  Click the motion category to attach the Memorandum to the motion.  All documents in the case may be viewed by clicking on the first item in the list of categories, holding down with the mouse and moving to the last item in the list.

Click the Submit button.
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The Motion Events screen displays. This screen allows for the selection of the appropriate motion. Clicking on it

allows ECF to form a link between it and the Memorandum.
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¥ 10/30/2007 4 Motion for Relief from Stay, 201 ‘Hearing... Filed
by Theola Aftomey-Ross on behalf of XXXss Corporation Scheduled for
11/29/2007 at 09:30 AM at Judge Oversireet's Courtroom, U.S. Courthouse,
Room 7206. Response due by 11/23/2007. (Attachments: # (1) Proposed Order)
(Attorney-Ross, Theola)

Clear

Click the Submit button
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Text Captions: Click the Submit button

Click the Submit button.

The Motion Events screen displays.  This screen allows for the selection of the appropriate motion. Clicking on it allows ECF to form a link between it and the Memorandum.
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The Modify Text screen displays. This screen allows for a review of information that will be added to the electronic
docket. A pre-text drop down box displays. Select Amended from the drop-down list when amending the
Memorandum. A supplemental field also displays. Descriptive test may be entered in that box.
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Tudge: KAO Assetsn Case Fl (285 455)
Incorrect, please try again (x:632; Y:30)

Docket Text: Modify as Appropriate.

[ ‘Memorandum [
Relief from Stay, ). . Filed by Theola At
Jane Doe Jones , John Doe Jones . (4

Submit | Clear

(Related document(s)[4] Motion for
ev-Ross of Law Offices of Attorney-Ross on behlf of
Enter in Support of Motion in the
supplemental text field

g

Then click the Submit button.
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Text Captions: Enter in Support of Motion in the supplemental text field.

Then click the Submit button.

The Modify Text  screen displays.   This screen allows for a review of information that will be added to the electronic docket.  A pre-text drop down box displays. Select Amended from the drop-down list when amending the Memorandum.  A supplemental field also displays.  Descriptive test may be entered in that box. 

If errors are discovered as a result of the review, click Bankruptcy  to restart the entry. 

Incorrect, please try again
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The Final Text screen displays. This screen allows for a final review of information that will appear on the ECF
docket. When errors are discovered the Memorandum must be amended. Contactthe Clerk's Office for directions.
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107-10142-KAO John Doe Jones and Jane Doe Jones

Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: KAO Assetsin Case Flag.
Docket Text: | Text.

Memorandum in Support of Motion, otion for Relief from
Stay, )... Filed by Theola Attorney-R Click the Subrmit button [orney-Ross on behalf
Doe Jones, John Doe Jones. (Attol

Warning!! Submiting this screen commits this transaction.
You will have no further opportunity to modify this submission if you continme.

of Jane

Click the Submit button

Click Box
(265 3 455)
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Text Captions: Click the Submit button

The Final Text screen displays.   This screen allows for a final review of information that will appear on the ECF docket.  When errors are discovered the Memorandum must be amended.  Contact the Clerk's Office for directions.

Click the Submit button.
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The Notice of Electronic Filing screen displays. This screen is the receipt of filing. It contains the date and time of
filing and the document number assigned the declaration.
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[File an answer to a motion: =

107-10142-KAO John Doe Jones and Jane Doe Jones
Type: bk Chapter: 7v Office: 2 (Seattle) .
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[US. Bankruptcy Court Western District of Washington

Do not reply to this email. If you have questions, contact the Clerk's Office.

tice of Electronic Fil "
o one i End of Lesson. Click Here to Return to ECF Lessons Page.
(The following transaction was recefved Fom ARormey-Ross, Theola entered on 97T 0 4/1512008

|Case Name: Joha Doe Jones and Jane Doe Jones
|Case Number: 07-10142-KAO

[Docket Text: Memorandum in Support of Motion (Related document(s)[4] Motion for Relief from Siay, )... Filed by Theola Attomey-Ross
lof Lavw Offices of Attorney-Ross on behalf of Jane Doe Jones, John Doe Jones. (Atiomey-Ross, Theola)

[Document Number: 13

[The above document(s) are associated with this transaction:

[Document deseription:Main Document
[Original filename:P:Scan DOCS07-10142Memo pdf

[Flectronic docament Stamn:
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Text Captions: The Notice of Electronic Filing screen displays.  This screen is the receipt of filing.  It contains the date and time of filing and the document number assigned the declaration.
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