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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 |
authorized or criminal activity wil be forwarded to the appropriate law enforcement officials under 18USC152 and

571.

‘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: Trustee's Application to Employ.  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 Bankruptcy menu option.

+ 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: Click  Bankruptcy

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.  

Click the Bankruptcy menu option.  
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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 it into one of the ofher categories. The
ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.
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Claim Actions
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Other
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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 the Motions/Application link.
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The File a Motion screen displays. This screen allows for the inclusion of the case number. Enter the case number in the
06)000K format.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

99-12345, 1:99-bk-12345 or 1.99-bl-12345

For this example enter 07-10018.

Then click the Submit button.

Q@ et oo -
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Text Captions: Enter 07-10018

Then click the Submit button.

The File a Motion screen displays.  This screen allows for the inclusion of the case number.  Enter the case number in the XX-XXXX format.

For this example enter 07-10018.

Then click the Submit button.
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applicable event. To conducta faster search enter the frst letter of the word. For example, when searching for the
Employ event, type an e,
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Text Captions: The Motion Events screen displays.  This screen allows for the selection of the filing event.  Scroll the list for the most applicable event.  To conduct a faster search, enter the first letter of the word.  For example, when searching for the Employ event, type an e. 
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Text Captions: The Motion Events screen displays.  This screen allows for the selection of the filing event.  Scroll the list for the most applicable event.  To conduct a faster search, enter the first letter of the word.  For example, when searching for the Employ event, type an e.
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Text Captions: Select the Employ item

The Motion Events screen displays.  This screen allows for the selection of the filing event.  Scroll the list for the most applicable event.  To conduct a faster search, enter the first letter of the word.  For example, when searching for the Employ event, type an e.

For this example click on Employ.
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Text Captions: Click the Submit button

The Motion Events screen displays.  This screen allows for the selection of the filing event.  Scroll the list for the most applicable event.  To conduct a faster search, enter the first letter of the word.  For example, when searching for the Employ event, type an e.

Click the Submit button.
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The Party Selection screen displays. This screen allows for the selection of the filing party. The filing party for trustee

events is usually the trustee. Click on the trustee's name to select them. When the filing party is not listed in the Select
the Party box, click AddiCreate New Party to add them.
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Text Captions: Select the James, Nancy L. [Trustee] item

The Party Selection screen displays.  This screen allows for the selection of the filing party.  The filing party for trustee events is usually the trustee. Click on the trustee's name to select them.  When the filing party is not listed in the Select the Party box, click Add/Create New Party to add them.

For this example click James, Nancy L [Trustee] to select it.  
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Text Captions: Click the Submit button

The Party Selection screen displays.  This screen allows for the selection of the filing party.  The filing party for trustee events is usually the trustee. Click on the trustee's name to select them.  When the filing party is not listed in the Select the Party box, click Add/Create New Party to add them.

Click the Submit button.
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The Motion Hearing screen displays. Answering y at this screen allows for the inclusion of a hearing date. The hearing
date screen displays later in the filing process. Answer n when the motion does not require a hearing.
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Text Captions: Click the Submit button

The Motion Hearing screen displays.   Answering y at this screen allows for the inclusion of a hearing date.  The hearing date screen displays later in the filing process.  Answer n when the motion does not require a hearing.

For this example a hearing will be scheduled.

Click the Submit button.
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The PDF Attachment screen displays. This sereen allows for the upload of the PDF image into ECF. The motion must be
saved to PDF format prior to upload.
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Text Captions: Click the Browse button

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

Click the Browse button.
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motion image. The motion must be saved in PDF format prior to upload.
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Text Captions: Select the 00-00000oops.pdf item

The Choose File pop up window displays.  This window allows for the navigation through folders and files for the saved motion image.  The motion must be saved in PDF format prior to upload.

For this example click 00-0000oops.pdf to select it.
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Text Captions: Click the Open button

The Choose File pop up window displays.  This window allows for the navigation through folders and files for the saved motion image.  The motion must be saved in PDF format prior to upload.

Click Open to continue.
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the Filename field for accuracy. When additional attachments are required, click yes at Attachments to Documents to
upload them.
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Click the Submit button.  The PDF Attachment screen displays again.  This screen displays the path to and motion name.  Review this information in the Filename field for accuracy.  When additional attachments are required, click yes at Attachments to Documents to upload them.  When the Proof of Service is a separate document, it may be uploaded as an Attachment to Document.  Answer yes at the Attachment to Document radio button.  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 no in the Proof of Service Included field. 
Click the Submit button.
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Text Captions: Enter John Smith

The Person Employed/Hearing Information screen displays.  This screen allows for the inclusion of the party being employed and the hearing date. Enter information in all applicable fields.

For this example enter John Smith as the Person to be Employed.

Then click in the Type of Position field. 



	[image: image17.png]‘The Person EmployediHearing Information screen displays. This screen allows for the inclusion of the party being

employed and the hearing date. Enter information in all applicable fields.

File a Motion:

07-10018-S7S Joha Doe Smith and Jane Doe Smith
Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: SIS Assetsin

Case Flag CounDue, CounDuelt, DebtEd, DebiEdJt, MEANSNO, Appeal

(Enter Name of Person to be Employed [John Smith

Enter Type of Position

For his example enter Attorney For Trustee
[Hearing Information

Then click in the Hearing Date field.

IHearing Date: Calendar_j————

[Hearing Time: OAMOPM

ustee

ILocation

[Response Deadiine - Information

[Response due seven calendar days before hearing:

oone Q@ et

# 100%

53






	Slide 17

Text Captions: Enter Attorney For Trustee

The Person Employed/Hearing Information screen displays.  This screen allows for the inclusion of the party being employed and the hearing date. Enter information in all applicable fields.

For this example enter Attorney For Trustee.

Then click in the Hearing Date field. 
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Text Captions: Enter 6/14/07

The Person Employed/Hearing Information screen displays.  This screen allows for the inclusion of the party being employed and the hearing date. Enter information in all applicable fields.

For this example enter 6/14/07 in the Hearing Date field.

Then click in the Hearing Time  field. 
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Text Captions: Enter 9:30

The Person Employed/Hearing Information screen displays.  This screen allows for the inclusion of the party being employed and the hearing date. Enter information in all applicable fields.

For this example enter 9:30 in the Hearing Time field.

Then click in the AM radio button. 
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Text Captions: Click the Location drop-down arrow.

The Person Employed/Hearing Information screen displays.  This screen allows for the inclusion of the party being employed and the hearing date. Enter information in all applicable fields.

Click the Location drop-down arrow.  
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Text Captions: Select the Judge Steiner's Courtroom, U.S. Courthouse, Room 8206 item

The Hearing Location screen displays.  This screen allows for the selection of the location for the hearing.  Prior approval must be obtained when scheduling an evidentiary hearing or other contested matters where testimony will be taken.

For this example click on Judge Steiner's Courtroom, U.S. Courthouse, Room 8206 to select it.  
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Text Captions: The Hearing Location screen displays.  This screen allows for the selection of the location for the hearing.  Prior approval must be obtained when scheduling an evidentiary hearing or other contested matters where testimony will be taken.  
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Text Captions: Click the Submit button

The Hearing Location screen displays.  This screen allows for the selection of the location for the hearing.  Prior approval must be obtained when scheduling an evidentiary hearing or other contested matters where testimony will be taken.

Click the Submit button.
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Text Captions: For this example click the Submit button. The Proof of Service Included screen displays. When the Proof of Service is contained within the Motion/Application answer y in the Proof of Service Included field.  When the Proof of Service is a separate document, it may be uploaded as an Attachment to Document.  Answer yes at the Attachment to Document radio button.  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 no in the Proof of Service Included field.  
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“Amended" from the pre-text drop down list.

A supplemental text box also displays. This boxallows for the adition of supplemental information that will display on
the electronic docket.

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

Office: 2 (Seattle)

Case Flag: CounDue, CounDuelt, DebtEd, DebtEdJt, MEANSNO, Appeal

Docket Text: Modify as Appropriate.

| Application to Employ John Smith as Attorney For Trustee

with Nofice of Hearing. .. Filed by Theola RossTrustee on
behalf of Nancy L. James Scheduled for 6/14/2007 at 09:30 AM at Judge Steiner's
Courtroom, U.S. Courthouse, Room 8206. Response due by 6/7/2007. (RossTrustee,
Theola)

[Clear

Click the Submit button.

iaiting For hitps:fec-train.wawb.uscourts.gov/cgr-bin/Di @ nnternet Ho0% -
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Text Captions: 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 box displays to the left of the docket text.  When, for example, the application is being amended, select "Amended" from the pre-text drop down list.  A supplemental text box also displays.  This box allows for the addition of supplemental information that will display on the electronic docket.  If errors are discovered as a result of the review, click Bankruptcy to restart the entry.  Click the Submit button. 


	
	[image: image26.png]Western Washington TRAIN Database V3. 1.4 - Windows Internet Explorer.

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 after submitting at this screen contact the ECF Help Desk.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Office: 2 (Seattle)

Case Flag: CounDue, CounDuelt, DebtEd, DebtEdJt, MEANSNO, Appeal

Docket Text: Final Text
Application to Employ John Smith as Attorney For Trustee with Notice of

. Filed by Theola RossTrustee on behalf of Nancy L. James
Scheduled for 6/14/2007 at 09:30 AM at Judge Steiner's Courtroom, U.S.
Courthouse, Room 8206. Response due by 6/7/2007. (Ross Trustee, Theola)

Warning!! Submiting this screen commits this transaction. Click the Submit button
You will have no fuxther opportunity to modify this submission i yor

Click the Submit button.

iaiting For hitps:fec-train.wawb.uscourts.gov/cgr-bin/Di @ nnternet  100%





Slide 26

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 after submitting at this screen contact the ECF Help Desk.

Click the Submit button.  


	[image: image27.png]The Notice of Electronic Filing screen displays. This sereen is the receipt of filing. It contains the date and time of filing
and the document number assigned to the event. It is suggested that a copy be printed for your records.
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File a Motion:

Logout

53

07-10018-S7S Joha Doe Smith and Jane Doe Smith

Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: SIS Assetsin

Case Flag CounDue, CounDuelt, DebtEd, DebiEdJt, MEANSNO, Appeal

[U.S. Bankruptcy Court Western District of Washington

[Do not reply to this email. If you have questions, contact the Clerk's Office a
otice of Electronic Fiing

[The following transaction was received from RossTrustee, Theola entered 0r{5/222007 at 11:18 AM PDT and fled on
/22007

Case Name: Joha Doe Smith and Jane Do Smith
[Case Number: 07-10018-575
Docket Text: Application to Employ John Smith as Attorney For Trustee with Notice of Hearing. . Filed by Theola
RossTrustee on behalf of Nancy L. James Scheduled for 6/14/2007 at 09:30 AM at Judge Steiner's Courtroom, U.S.
(Courthouse, Room 8206. Response due by 6/7/2007. (RossTrustee, Theola)

[Document Number: 33

IThe above document(s) are associated with this transaction:

IDocument description:Main Document

Q@ et oo~
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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 to the event.  It is suggested that a copy be printed for your records.
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