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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.

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: Notice of Appearance

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. Most categories and filing events are found under the Bankruptey menu option. The Notice of
Appearance event can be found under the Adversary and Bankruptcy menu options.

= C . . — .
UE F [a— Query - Reports - Utiiies - 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: This screen displays after you have successfully logged onto ECF.  The blue bar across the top provides menu options from which to choose.  Most categories and filing events are found under the Bankruptcy menu option.  The Notice of Appearance event can be found under the Adversary and Bankruptcy menu options.

 Click the Adversary menu option. 
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The Adversary Events screen displays. This sereen allows for the selection of the category that contains the event. Related
events are contained in each of the categories. The Nofice of Appearance is located under the Nofices category.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Click the Nofices hyperlink

Quick Event Finder
ECF HELP DESK

Select the Notices link

Q@ et oo~
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Text Captions: The Adversary Events screen displays.  This screen allows for the selection of the category that contains the event.  Related events are contained in each of the categories.   The Notice of Appearance is located under the Notices category.

Click the Notices hyperlink. 
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The File a Notice screen displays. Enter the case number in this screen in the XX-X0000 format.

99-12345, 1:00-k-12345 or 1-99-bk-12345

Incorrect, please try again

For this example enter 07-1001

Then click the Submit button.

Q@ et oo -
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Text Captions: The File a Notice screen displays.  Enter the case number in this screen in the XX-XXXXX format.

For this example enter 07-1001.

Then click the Submit button. 



	[image: image5.png]The Notice Events selection screen displays. This sereen allows for the selection of an event under the Notice category.
Vihen filing the Notice of Appearance click on itto select,

File a Notice

07-01001-57S XX Company v. Jones
Type:ap Office: 2 (Seattle)

Lead Case: 07-10004-SJS
Tudge: SIS Case Flag 727

Hearing Notice
Notice of Appearanaick Box
Notice of Dismissal of Adversary Proceedin

Notice of Presentation of Order Click Notice of Appearance to select it }v

‘Submit

pore

Q@ et

#100%
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Text Captions: The Notice Events selection screen displays.   This screen allows for the selection of an event under the Notice category.   When filing the Notice of Appearance click on it to select.

Click Notice of Appearance to select it.
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The Notice Events selection screen displays. This sereen allows for the selection of an event under the Notice category.
Vihen filing the Notice of Appearance click on itto select,

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

INotice of Dismissal of Adversary Proceeding

[Notice of Presentation of Order

Q@ et oo -
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Text Captions: The Notice Events selection screen displays.   This screen allows for the selection of an event under the Notice category.   When filing the Notice of Appearance click on it to select.

Click the Submit button.



	[image: image7.png]The Select the Party screen displays. Click on the Party's name to select them. Most often the party will be the Defendant
in the adversary case or some other professional employed in the case. When the party is not listed click Ade/Create new
party to add them.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

Select the Party:

john Geti#r [Defendant]
XX Company. [Plaintif]

ﬁ\ Select the Jones, John George Sr [Defendant] itern
o

1 this example click on Jones, John George St [Defendan] o select thern

Q@ et oo~
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Text Captions: The Select the Party screen displays.   Click on the Party's name to select them.   Most often the party will be the Defendant in the adversary case or some other professional employed in the case.  When the party is not listed click Add/Create new party to add them.

For this example click on Jones, John George Sr [Defendant] to select them. 
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The Select the Party screen displays. Click on the Party's name to select them. Most often the party will be the Defendant
in the adversary case or some other professional employed in the case. When the party is not listed click Ade/Create new
party to add them.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

Select the Party:

TN A M| Add/Create New Party
XX Company. [Plaintif]

Clear

Click the Submit button
Click the Submit button to continue.
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Text Captions: The Select the Party screen displays.   Click on the Party's name to select them.   Most often the party will be the Defendant in the adversary case or some other professional employed in the case.  When the party is not listed click Add/Create new party to add them.

Click the Submit button to continue.




	[image: image9.png]The Attorneyiparty association screen displays. Clicking the checkbox forms an association between attorney and party in
the ECF database. The checkbox in this sereen should always be checked.

File a Notice:

07-01001-57S XX Company v. Jones
Type:ap Office: 2 (Seattle) Lead Case: 07-10004-SJS

Tudge: SIS Case Flag 727

[ The following attorneyparty associations do not exist for this case.
[Please check which associations should be created for this case:

Dlfones, John(pty-dft) represented by Attoney-Ross, Theola(aty)

[ JE
Click the checkbox to form an association.

oone Q@ et oo~
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Text Captions: The Attorney/party association screen displays.  Clicking the checkbox forms an association between attorney and party in the ECF database.   The checkbox in this screen should always be checked.

Click the checkbox to form an association.
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the ECF database. The checkbox in this sereen should always be checked.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-STS

Case Flag 727

e following attorneyparty associations do not exist for this case.
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Text Captions: The Attorney/party association screen displays.  Clicking the checkbox forms an association between attorney and party in the ECF database.   The checkbox in this screen should always be checked.

Click the Submit button.
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The PDF Attachment screen displays. This screen allows for the upload of the PDF image of the Notice of Appearance into
ECF. The document must be saved to PDF before it can be uploaded.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

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

Filename

[ Bruksex.

Attachments to Document: © No O Yes Glick the Browse bufon
Olick he Browse buton.  |———

‘Submit

Q@ et oo~
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Text Captions: The PDF Attachment screen displays.   This screen allows for the upload of the PDF image of the Notice of Appearance into ECF.  The document must be saved to PDF before it can be uploaded.

Click the Browse button.
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The Choose file sereen displays. This screen allows for the navigation through drives, folders and files for the Notice of
Appearance. The Notice of Appearance must be saved to PDF format prior to upload.

Bankruptcy - Adversary + Query - Reports - Utiities » Logout
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Text Captions: The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Notice of Appearance.  The Notice of Appearance must be saved to PDF format prior to upload.

For this example select 00-00000OOPS.pdf.
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The Choose file sereen displays. This screen allows for the navigation through drives, folders and files for the Notice of
Appearance. The Notice of Appearance must be saved to PDF format prior to upload.
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Text Captions: The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Notice of Appearance.  The Notice of Appearance must be saved to PDF format prior to upload.

Click on Open.
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The PDF Attachment screen displays again. The path and document name displays in the Filename field. Review the

information for accuracy.

ase 07-10018-SJS
Select the pdf document (for example: C:1199cv301-21.pd).
Filename

Doc\00-00000 p (Browse. )

Attachments to Document: © No O Yes

Click the Submit button

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

Click the Next button.
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A Miscellaneous screen displays. Click on submit to continue.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

the Submit bution.

Click the Submit button

iaiting Fo https:fec-train. wawb.uscourts.govicgrbinfDispatch, 117599527 @ nnternet w100% -
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Text Captions: A Miscellaneous screen displays.   Click on submit to continue.

Click the Submit button.
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The Modify Text screen displays. This screen allows for a review of the information that will display on the electronic

docket, When errors are discovered restart the filing by clicking on the Adversary menu option. A pretext drop-down menu

displays to the left of the docket text. Make a pretext selection, when applicable. A supplemental text box also displays.
This box is used to include additional text, when applicable.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

Docket Text: Modify as Appropriate.

Nofice of Appearance

 Filed by Theola

Attorney-Ross of Law Offices of Attorney-Ross on behalf of John George Jones Sr.
(Attorney-Ross, Theola)

Clear

Click the Submit button.

iaiting Fo https:fec-train. wawb.uscourts.govicgrbin/Dispatch, 116326911 @ nnternet Ho0% -
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Text Captions: The Modify Text screen displays.  This screen allows for a review of the information that will display on the electronic docket. When errors are discovered restart the filing by clicking on the Adversary menu option.  A pretext drop-down menu displays to the left of the docket text.  Make a pretext selection, when applicable.  A supplemental text box also displays.  This box is used to include additional text, when applicable.

Click the Submit button.
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The Final Text screen displays. This sereen provides a final opportunity to review the information that will display on the
electronic docket. Clicking Submit at this screen adds the entry to the electronic docket. When errors are discovered after

submitting, the docket entry should be refiled. Amended should be selected from the pretext drop-down menu options at
the Modify text screen.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle) Lead Case: 07-10004-SJS
Case Flag 727

Docket Text: Final Text
Notice of Appearance . Filed by Theola Attorney-Ross of Law Offices of

Attorney-Ross on behalf of John George Jones Sr. (Attorney-Ross, Theola)

'Warning!! Submitting this screen commits this transaction.

You will have no further opportunity to modift this submission if you contime.

Click the Submit button

Click the Submit button.
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Text Captions: The Final Text screen displays.   This screen provides a final opportunity to review the information that will display on the electronic docket.  Clicking Submit at this screen adds the entry to the electronic docket.  When errors are discovered after submitting, the docket entry should be refiled. Amended should be selected from the pretext drop-down menu options at the Modify text screen.

Click the Submit button.
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and document number assigned the entry displays in this screen. It is suggested that a copy be printed for your records.
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07-01001-57S XX Company v. Jones
Type:ap Office: 2 (Seattle) Lead Case: 07-10004-SJS

Tudge: SIS Case Flag 727

[U.S. Bankruptcy Court Western District of Washington
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otice of Electronic Fiing
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(George Jones Sr. (Attorney-Ross, Theola)
Document Number: 1
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Text Captions: The Notice of Electronic Filing screen displays.   This screen provides a receipt of the filing.   The date and time of filing and document number assigned the entry displays in this screen.  It is suggested that a copy be printed for your records.
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