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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 headaris far.

Each page is timed. If no respon: Click Startto begin d, the page may time out.

You may use the playback contro
Click the Start button to begin.

vigate the lesson.

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 o this system are subject to
\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
land firms participating in the clectronic filing system.
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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. All categories and filing events are found under the Bankruptcy menu option.

Adversary - Query - Reports - Utiities - Logout

Click Box. B
(215 x295) =

Click the Bankruptcy menu option ()

Us.
Waestern | Select the Bankruptey link pop

Official Court Electronic Document Filing System

\This facility is for Official Court Business only. Activity to and from this site is logged. Document filings o this system are subject to
\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 l_l
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Select 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.  All categories and filing events are found under the Bankruptcy menu option.

Click the Bankruptcy menu option.


	[image: image3.png]o [=[ 9]

Windows Internet Explorer:

Western Washington TRAIN Database V3.

The Bankruptcy Events screen displays. This screen provides a list of categories from which to choose. Most
categories contain related events. The ECF HELP DESK link displays the Seattle and Tacoma help desk phone

numbers.

Adversary - Query - Reports - Utiities - Logout

Bankruptcy

Eve Click Box.
[Bankruptcy Events (215 x295)
(x652; ¥:30)

Creditor Batch Filings

Click the File Claims hyperlink.

Select the File Claims link
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Select the File Claims link

The Bankruptcy Events screen displays.  This screen provides a list of categories from which to choose.  Most categories contain related events.   The ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Click the File Claims hyperlink.
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The Search for Creditor screen displays. Enter the appropriate case number in the XX-XXXXX format. The original
claim number is needed at a later screen when filing an Amended Proof of Claim. The creditor's name may be

entered in the Name of creditor field. Leaving the field blank allows all creditors to be displayed. Itis suggested that

the field be left blank. The Type of creditor is Creditor by default.

2| C B B .
UE F [— J—— Query

[Search for Creditor

Western Wast

Reports -+ Utiities - Logout

Click Box.
(215 x295)
(x652; ¥:30)

‘Case Number
Name of creditor
) For this example enter 07-10018 in the
Tope of creditor [Credtor | oaco Number field

Submit | Clear
_I _I Then click the Submit button
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The Search for Creditor screen displays.  Enter the appropriate case number in the XX-XXXXX format.  The original claim number is needed at a later screen when filing an Amended Proof of Claim. The creditor's name may be entered in the Name of creditor field.  Leaving the field blank allows all creditors to be displayed.  It is suggested that the field be left blank.  The Type of creditor is Creditor by default.

For this example enter 07-10018 in the Case Number field.

Then click the Submit button.
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The Select Creditor screen displays. All creditors in the case will display when the Name of creditor field was left
blank in the previous screen. Click on the name of the creditor to select it. When the creditor is listed with an
incorrect address, select the creditor. Clerk staff will correct the address for the creditor.

stLl— [a—— Adversary - Query -

Reports - Utiities - Logout

Cickbox
(215 x 295)

e v

[Select a Creditor for Claim

Case 07-10018-SJS: John Doe Swith and Jane Doe Suith

Alegis Group - 9700 Bissonnett Ste 2000 Houston, TX 77036 - 3226 Box. ;‘

&did Cruior Clickthe Select a Creditor drop-down

Edit Creditor

arrow to select the creditor.

Incorrect, please try again
‘Submit. Clear
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The Select Creditor screen displays.  All creditors in the case will display when the Name of creditor field was left blank in the previous screen.  Click on the name of the creditor to select it.  When the creditor is listed with an incorrect address, select the creditor.  Clerk staff will correct the address for the creditor.

Click the Select a Creditor drop-down arrow to select the creditor.
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The Select Creditor screen displays. All creditors in the case will display when the Name of creditor field was left
blank in the previous screen. Click on the name of the creditor to select it. When the creditor is listed with an
incorrect address, select the creditor. File a change of address for the creditor with the court. Clerk staff will

change the address for the creditor.

Bankruptcy Adversary - utiities -

Clck Box
(@15 x295)
Giisaz; ¥:30)
[Select a Creditor for Claim

Case 07-10018-SJS: John Doe Smith and Jane Doe Smith
Alegis Group - 9700 Bissonnett Ste 2000 Houston, TX 77036 - 32207

|Allied Inletslale PO Box 361477 Columbus, OH 43236 - 32208
|American Medical Response - PO Box 3429 Modesto, CA 95353 - 32209
|BankFirst - C/o Arrow Financial Svcs 5996 W Touby Av Niles, IL 60714 - 32210
|BankFirst-Visa - 2600 W 49th St Sioux Falls, SD 57105-6575 - 32211

|BP/Amoco FCU - 580 Westlake Park Blvd Houston, TX 77079 - 32212

|Capital One - PO Box 85520 Internal ZIP 12030-016 Richmond, VA 23285 - 32213
| Capital One Bank - PO Bax 85015 Richmond. V 35 - 14

Sﬁ One Bank Accoul Select the Citibank SDIShell - PO Box 6003 Hagerstown, MD
CBE Group - PO Box 261 21747 -32219 item

|Centerpoint Energy - ATT.
|Citibank - 11499 19th Ave E Tacoma, WA 98402 - 32714

|Citibank SD Shell - PO Box 6003 Hagertown, MD 21747-32219 - 32715

|Citibank SD Shell - 32716

| Citibank SD/Shell - PO Box 6003 Hagerstown, MD 21747 - 32218lick Box_

|City of Houston - jlency Medical Svcs PO Box 4945 Houston, TX 77210 - 32220
|Comcast - 900 1.
|Credit Protection| ~Click on Citibank SD/Shell...to select it
|Direct Merchant

|Dynacare Lab NW - PO Box 11698 Tacoma, WA 98411 - 32224
I|Eastern Collection Corp - 1626 Locust Av Bohemia, NY 11716 - 32225

. GA 300241296 - 3





Slide 6

Select the Citibank SD/Shell - PO Box 6003 Hagerstown, MD 21747 - 32219 item

The Select Creditor screen displays.  All creditors in the case will display when the Name of creditor field was left blank in the previous screen.  Click on the name of the creditor to select it.  When the creditor is listed with an incorrect address, select the creditor.   File a change of address for the creditor with the court.  Clerk staff will change the address for the creditor.

Click on Citibank SD/Shell...to select it. 


	[image: image7.png]blank in the previous screen. Click on the name of the creditor to select it. When the creditor is listed with an

incorrect address, select the creditor. File a change of address for the creditor with the court. Clerk staff will

change the address for the creditor.

Bankruptcy

[Select a Creditor for Claim

Adversary  +  Query

Case 07-10018-SJS: John Doe Smith and Jane Doe Smith

Reports

Utiiities:

Logout

Click Box.
(215 x295)
(x652; ¥:30)

Add Creditor

Edit Creditor

Click the Submit button

[Citibank SD/Shell - PO Box 6003 Hagerstown, MD 21747 - 32219

Click the Submit button
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Click the Submit button

The Select Creditor screen displays.  All creditors in the case will display when the Name of creditor field was left blank in the previous screen.  Click on the name of the creditor to select it.  When the creditor is listed with an incorrect address, select the creditor.   File a change of address for the creditor with the court.  Clerk staff will change the address for the creditor.

Click the Submit button.
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information screen displays. This screen allows for the addition of claims information. Enter
all applicable fields, including the Description and Remarks fields, if appropriate.

NOTE: You must have the original claim number prior to docketing an Amended Claim.

Bankruptcy

Adversary - Query - Reports - Utiities - Logout

Proof Of Claim Information For Click Box

(215 x295)
For this example enter 3 inthe Amended  %:682; :30)

32219 - Citibai Claim field to amend claim number 3

Hagerstown, | Then click in the Unknown field

PO Box|

Case Number: 07-10018-SJS

Amends CAZ Filed By:

Creditor

Last Date To File: Date Filed: 11/07/2007
Cast Dol (Gov Incorrect, please try again
e E—
Unsecured Secured ‘ Priority ‘ Unknown ‘ Total (Display Only) {
Amount Allowed

Unsecured Secured ‘ Priority ‘ Unknown ‘ Total (Display Only) {
Se——
Remarks:

Submit | _Clear |
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The Proof of Claim information screen displays.  This screen allows for the addition of claims information.  Enter information in all applicable fields, including the Description and Remarks fields, if appropriate.

NOTE:  You must have the original claim number prior to docketing an Amended Claim. 

For this example enter 3 in the Amended Claim field to amend claim number 3. 

Then click in the Unknown field. 
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The Proof of Claim information screen displays. This screen allows for the addition of claims information. Enter
information in all applicable fields. When the claim is amended enter the Amends Claim field. A Description and

Remarks may also be entered.

Adversary -+ Query -

Reports - Utiities - Logout

ZECF = s

Proof Of Claim Information For (;“‘;kj;;s) A
e v
32219 - Citibank SD/Shell
PO Box 6003
Hagerstown, MD 21747
‘Amends Claim & Fied By
Case Number: 07-10018-S7S 5 [Cstor o1
LastDate To 2 i example enter 7231.42 as the amended
Last Date To Fia €81 amourt
Then clickin the Tofal (Display Ony) field
Unsecured Secured Priority Takvhn | Total Display Only)
Amount Allowed Incorrect, please try again
Unsecured Secured Priority Unkaown i —
ES—
Remarks:

Submit | _Clear |
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The Proof of Claim information screen displays.  This screen allows for the addition of claims information.  Enter information in all applicable fields.  When the claim is amended enter the Amends Claim field.  A Description and Remarks may also be entered.

For this example enter 7231.42 as the amended claim amount.

Then click in the Total (Display Only) field.
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The Proof of Claim information screen displays. This screen allows for the addition of claims information. Enter
information in all applicable fields. When the claim is amended enter the Amends Claim field. A Description and
Remarks may also be entered.

ZECF = s

Adversary

Proof Of Claim Information For

32219 - Citibank SD/Shell
PO Box 6003
Hagerstown, MD 21747

-+ Utiiities

Click Box.
(215 x295)
(x652; ¥:30)

Case Number: 07-10018-SJS

Amends Claim #

o G

x|

Last Date To File: e Filed: 11/07/2007
e BT Click the Submit button
Amount Claimed
Unsecured ‘ Secured Priority ‘ Unknown ‘ Total (Display Only) {
|7231.42 |7231.42
Amount Allowed
Unsecured ‘ Secured Priority ‘ Unknown ‘ Total (Display Only) {
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The Proof of Claim information screen displays.  This screen allows for the addition of claims information.  Enter information in all applicable fields.  When the claim is amended enter the Amends Claim field.  A Description and Remarks may also be entered.

Click the Submit button.
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The PDF Attachment screen displays. This screen allows for the upload of the Amended Proof of Claim into ECF.
The Amended Cl must be saved to PDF format prior to upload.

ECEE T
ClckBox
(215 x 295)

(Case 07-10018-SJS Gisiz; Vo)

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

Filename

Attachments to Document: & No  Yes

Lizafl ]

Click the Browse button

Click the Submit button
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The PDF Attachment screen displays.  This screen allows for the upload of the Amended Proof of Claim into ECF.  The Amended Claim must be saved to PDF format prior to upload.

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

[Case 07-10018-; okin [Goocs =] «@&ckEr (x:682; ¥:30)

Select the pdf dc
Filename 07-10018AmeRelpdClaim pdl | ZJ07-10599CLM.pelf
~10094AFRL ot = 07-10622CKCLM.pdf
0710099
[Attachments to 0710331 o this example click on 07+

07-10384 .
07-10304) 10018AmendedClaim.pdf to select it.

707103984 E
7 07-10456CHR.
= 07-104s8CoNT Select the 07-10018Claim.pdf item
7 07-10488INY. e m
7 07-10488L TR plf 2 07-106980rdLpdf
7 07-10512IRS pof Z07-106980rd2.pof

7 07-10537INT 1 pelf 2 07-106960rd3.pof
7 07-10537INT pcf 2 07-106960rd pof

T 07-10599CLML peff Z07-10698Reqtran.pdf

Lizafl ]

0] >
My Computer [l 30 - Open
Fils of ype: Al Fies () ~ Cancel
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Select the 07-10018Claim.pdf item

For this example click on 07-10018AmendedClaim.pdf to select it.

07-10018AmendedClaim.pdf

The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Amended Proof of Claim.  The Amended Claim must be saved to PDF format prior to upload. 
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The Choose file screen displays. This screen allows for the navigation through drives, folders and files for the

Amended Proof of Claim. The Amended Claim must be saved to PDF format prior to upload.
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The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Amended Proof of Claim.  The Amended Claim must be saved to PDF format prior to upload.

To verify that you have the right PDF document, right click on the file name and select the Open with Acrobat 8 menu item

07-10018AmendedClaim.pdf

Select the menu item 
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The PDF document displays. Review the content for accuracy prior to uploading it.
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The PDF document displays.  Review the content for accuracy prior to uploading it.

Click the X in the upper right hand corner to close the document.

Click the Close button 
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The Choose file screen displays. This screen allows for the navigation through drives, folders and files for the
Amended Proof of Claim. The Amended Claim must be saved to PDF format prior to upload.

SECF

|Case 07-10018-
Select the pdf dc
Filename

[Attachments to

Lizafl ]

Lookjn: | & DOCS

Desklop

S

My

o

My Computer

Bankruptcy

o A
7 07-100944PPL pelf

7 07-100994RROW. peff
7 07-10331RNTOMLG pelf
7 07-10384CLML peff
7 07-10384CLM2.pef
7 07-10384CLM pelf

Adversary

« @ ok Er

07-10595CLM.pelf

2 07-10622CKCLM. peff
Z07-106561RS pelf
Z07-10689CLM,peff

2 07-10698Counshr pf
2 07-106960KltshtL pof

7 07-10458CHR pelf
7 07-10485CONT. peff

= tpof

Click the Open button tpdf
pl.pdf

7 07-10488INV. pf
7 07-10488L TR plf
7 07-10512IRS pof
7 07-10537INT 1 pelf
7 07-10537INT pcf
T 07-10599CLML peff

il

- 07-10698Nctran,pef
2 07-106980rdLpdf
Z07-106980rd2.pof
2 07-106960rd3.pof
2 07-106960rd pof
Z07-10698Reqtran.pdf

Click Box.
(215 x295)
(x652; ¥:30)

20x|

File pame:

[07-10018Caim. el

Filesof ype: Al Fies ()

Clren !
Cany

Click the Open bution.





Slide 16

Click the Open button

The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Amended Proof of Claim.  The Amended Claim must be saved to PDF format prior to upload.

Click the Open button.

07-10018AmendedClaim.pdf 
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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.

Bankruptcy Adversary + Query + Reports « Utiities « Logout
ClckBox
(215 x 295)

|Case 07-10018-57S. (issaz; ¥:20)

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

Filename

[Attachments to Document:

Click the Next button Click the Next button
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Click the  Next button

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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Windows Internet Explorer:

The Creditor Receipt screen displays. This screen provides the date and time of filing and the Claim Number

assigned the claim. Itis suggested that a copy be printed for your records.

ZECF = s - ovosn

US. Bankruptcy Court
Western District of Washington
otice of Electronic Claims Fiing
(The following transaction was received from CreditRoss, Theola on 11/7/2007 at 10:09 AM PST

|Case Name: John Doe Smith and Jane Doe Smith

Click Box.
(215 x295)
(x652; ¥:30)

|Case Number: A7 10010 Sx

|Creditor Name:

End of Lesson. Click Here to Return to ECF Lessons Page.

Hagerstown, MD 21747
|Claim Number: Amended3  Claims Register
(Total Amount Claimed: $7231.42

(The following document(s) are associated with this transaction:

[Document deseription:Main Document

[Original filename:P:Scan DOCS07-10018 AmendedClaim pdf

[Electronic document Stamp:

[STAMP WAWBStamp_ID=070851926 [Date=11/7/2007] [FileNumber=1694708-0]
[044bd6b26283289f8a547465906b7 1f00819391¢156¢7d70a798¢829edabecI6ecd65
[3bd5848a1c2b9563a379bdcI0642211647ed103bb9c37cIadd846dab]]







	Slide 18

The Creditor Receipt screen displays.  This screen provides the date and time of filing and the Claim Number assigned the claim.  It is suggested that a copy be printed for your records. 
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