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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. Al filing events can be found in the Bankruptcy category.
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‘Western District of Washington
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\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 Court 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 filing events can be found in the Bankruptcy category. 

Click Bankruptcy to file the Notice to Override Preferred Creditor.
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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.
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Select the Creditor Events link

Click the Creditor Events link.

The Bankruptcy Events screen displays.  This screen provides a list of categories from which to choose.  Most categories contain related events.  
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The File a Court document screen displays. Enter the case number in the XX-XXXXX format.
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Case Number
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lear

Then press the Submit button

Incorrect, please try again





Slide 4

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

For this example enter 07-10142.

Then press the Submit button.
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The Creditors Events screen displays. This screen allows for the selection of the filing event. Click on the drop-
down arrow to view available filing options.
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Click the drop-down arrow button

Click the event drop-down arrow to make a selection.

The Creditors Events screen displays.   This screen allows for the selection of the filing event.  Click on the drop-down arrow to view available filing options. 
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The Creditors Events screen displays. This screen allows for the selection of the filing event. Click on the drop-
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Select the Notice of Override of Preferred Address item

The Creditors Events screen displays.   This screen allows for the selection of the filing event.  Click on the drop-down arrow to view available filing options.

Click on Notice of Override of Preferred Address to select it.
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The Creditors Events screen displays. This screen allows for the selection of the filing event. Click on the drop-
down arrow to view available filing options.
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Click the Submit button

The Creditors Events screen displays.   This screen allows for the selection of the filing event.  Click on the drop-down arrow to view available filing options.

Click the Submit button.

	[image: image8.png]Western Washington TRAIN Database V3. ndows Internet Explorer =]p)

The Select additional Attorney screen displays. An attorney selection is not required when filing a Notice to
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Click the Submit button

The Select additional Attorney screen displays.   An attorney selection is not required when filing a Notice to Override Preferred Creditor.  Click on the Submit button to continue past this screen.

Click the Submit button.
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Click the OK button

The Select additional Attorney screen displays.   An attorney selection is not required when filing a Notice to Override Preferred Creditor.  Click on the Submit button to continue past this screen.

A warning message displays indicating an attorney was not selected.

Click the OK button to continue. 
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Select the Add/Create New Party link

The Select the Party screen displays.   This screen allows for the selection of the filing party.  Click on the party's name to select them when they appear in the list of parties.  When the party does not display click Add/Create New Party to add them.

For this example click Add/Create New Party.
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The Party Search screen displays.  This screen allows for a search of the ECF database for the filing party.   

For this example enter LL Workshop in the Last/Business name field.

Then click the Search button.
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The Party Search Results screen displays. This screen displays the results of the search of the database. When
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Click the Create new party button

The Party Search Results screen displays.  This screen displays the results of the search of the database.  When the party is listed in the database their name will display in the Party search results screen.  Click on the name to select it.   When the party is not listed a No person found message displays.  Click Create new party to add them. 

Click the Create new party button.
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Click the Close button

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   The address of the party is not required when filing the Notice to Override Preferred Creditor.   The Role is always Creditor.

Click the Role drop-down arrow.


	
	[image: image14.png]LALESETy) d Party Plaintif (3pp:pty) 1.6 - Windows Internet Explorer

The Party Information screen displays. This screen allows for the addition of the party's name and address
information. The address of the party is not required when filing the Notice to Override Preferred Creditor. The
Role is always Creditor.

[S =F| Consumer Privacy Ombudsman (ombe:pr) L.
k5] = {Counter-Claimant (cc:pty) versary -+ Reports - Utiities - Logout

(Counter-Defendant (cd-pty) Clck
Creditor(cren) _clokboc ey
|Credito"Committee (crem:pty) (x:682; ¥:30)

|Cros
iddle |Cros|Click on Creditor {cr:cr) to select it as the Rofe. | (S7-CP e
name Deby

Debtor Jrab-py]
SSN [Debtor In Possession (dbpos:pty)
Defendant (dft pty)

Office [Examiner (ex pr)

Foreign Representative (fep:pty)
Address 2 |Former Judge (id-fd)

. |Former Trustee (i)

City |Health Care Ombudsman (ombh-prf) Zip

Interested Party (intp:pty)
County |interpleader (ipty)

Intervenor (invty)
Phone (iyicrvenor-Defendant (id:pty)

* mail |IMtevenor-Plaintif p:pty)
E \Joint Debtor (jdb-pt

Role [ (blank)
Party text

it |_cace | coa]





Slide 14

Select the Creditor (cr:cr) item

Click on Creditor (cr:cr) to select it as the Role.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   The address of the party is not required when filing the Notice to Override Preferred Creditor.   The Role is always Creditor.
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Click the Submit button

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   The address of the party is not required when filing the Notice to Override Preferred Creditor.   The Role is always Creditor.

Click the Submit button.
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Click the Submit button

The Select the Party screen displays.   This screen displays all parties in the case, including the newly added one.  The newly added party is pre-selected.  

Click the Submit button.
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Click the Browse button

The PDF Attachment screen displays.  This screen allows for the upload of the Notice to Override Preferred Creditor.  The Notice must be printed or scanned to PDF prior to upload.   

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

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

07-10142NtcOverride.pdf
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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 X 

07-10142

Notice of Override of Preferred Creditor
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The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Notice of Override of Preferred Creditor.  The Notice must be saved to PDF format prior to upload.

Click the Open button

Click the Open button.

07-10142NtcOverride.pdf
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The PDF Attachment screen displays again. The path and file name displays in the Filename field. Review the
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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.  

Review the file name and path for accuracy.

Click the Submit button.
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Click the Submit button

A Miscellaneous flag screen displays.   Click the Submit button to continue past this screen.

Click the Submit button.


	[image: image23.png]Western Wast

ington TRAIN Database V3. ndows Internet Explorer =]p)
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Click the Submit button

The Final Text screen displays.   This screen allows for a final review of information that will display on the electronic docket.  Review the information for accuracy.   If errors are discovered click Bankruptcy to restart the filing process.  If errors are discovered after submitting this screen, the filing should be amended.  Contact the clerk's office for help.

Click the Submit button.
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The Notice of Electronic Filing screen displays.  This screen provides a receipt of the filing.  The date and time of filing and the Document Number displays.  It is suggested that a copy be printed for your records.
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