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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. Most categories and filing events are found under the Bankruptcy menu option.

Adversary - Query - Reports - Utiities - Logout

Click Box. B
(215 x295) =

Click the Bankruptey menu option Ghesz; ¥i30)

U.§ Select the Bankruptey link
Wester! on

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.  Most categories and filing events are found under the Bankruptcy menu option.

Click the Bankruptcy menu option.
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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)
(x681; ¥:30)

Creditor Batch Filings

Click the Creditor Events hyperlink.

Click Creditor Events
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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 ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Click the Creditor Events hyperlink.

Click Creditor Events
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The Search for Creditor screen displays. Enter the appropriate case number in the XX-XXXXX format.

Click Box.
(215 x295)
(x652; ¥:30)

[Creditors Events

Case Number

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

Forthis example enter 0710018 inthe
‘Submi Cle
it | [Clear| |2 Numbor fok

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.  

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

Then click the Submit button.
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The Creditors Events screen displays. This screen displays all events in this category. Select the appropriate
Reaffirmation agreement depending indicating whether debtor is represented by counsel or not.

Bankruptcy Adversary - Query - Reports - Utiities - Logout

[Creditors Events

ClckBox
(215 x 295)
8823 V:30)
107-10018-S7S Joha Doe Smith and Jane Doe Smith
Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: SIS Assetsin Case Flag.
koo =]

Submit | Clear

Click the drop-down arrow

Click the drop-down arrow
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Click the drop-down arrow

The Creditors Events screen displays.  This screen displays all events in this category.  Select the appropriate Reaffirmation agreement depending indicating whether debtor is represented by counsel or not.

Click the drop-down arrow.
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The Creditors Events screen displays. This screen displays all events in this category. Select the appropriate
Reaffirmation Agreement indicating whether debtor is represented by counsel or not.

Adversary - Query - Reports - Utiities - Logout

Bankruptcy

Click Box.
(215 x295)
(x652; ¥:30)

Office: 2 (Seattle)
Tudge: SIS Assetsin Case Flag.

[Change of Address
Notice of Override of Preferred Address
Proof of Senice
affimation Agreement (Debterdsepresented by attomey)
eaffirmation Agreement - pro | \(Debtor is not represented by attorey)
Request for Debtor to File Fe
Request for Special Notice | For this exarmple click on Reaffirmation Agreement (Debtor is

| Transfer of Claim
e m (o CredFEPTESENted by attomey) to select it

Selectthe Reaffirmation Agreement (Debtor is represented
by attorney) iterm
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Select the Reaffirmation Agreement (Debtor is represented by attorney) item.
The Creditors Events screen displays.  This screen displays all events in this category.  Select the appropriate Reaffirmation Agreement indicating whether debtor is represented by counsel or not.

For this example click on Reaffirmation Agreement (Debtor is represented by attorney) to select it. 
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The Creditors Events screen displays. This screen displays all events in this category. Select the appropriate
Reaffirmation Agreement event. The event selected depends on if the debtor is pro-se or represented by an
attorney.

ZECF oo - s - oo - s - ki - togmt
(Creditors Events )
(ee2; ¥:30)
107-10018-SJS John Doe Smith and Jane Doe Smith

Type: b Chapter: 7v Office: 2 (Seattle)
Judge: SIS Assetsin Case Flag:
Reaffirmation Agreement (Debtor is represented by attorney) =]

Click the Submit button

Click the Submit button
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Click the Submit button

The Creditors Events screen displays.  This screen displays all events in this category.  Select the appropriate Reaffirmation Agreement event.  The event selected depends on if the debtor is pro-se or represented by an attorney.

Click the Submit button. 
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The Attorney Selection screen displays. This screen allows for the selection of the attorney representing the filing
party.
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Select the Attorney-Ross, Theola [Creditor] item

The Attorney Selection screen displays.   This screen allows for the selection of the attorney representing the filing party.

For this example click on Attorney-Ross, Theola [Creditor] to select it. 
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The Attorney Selection screen displays. This screen allows for the selection of the attorney representing the filing
party. The creditor's address information displays in a pop-up box. Review it for accuracy.
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Click the Submit button

The Attorney Selection screen displays.   This screen allows for the selection of the attorney representing the filing party.  The creditor's address information displays in a pop-up box.  Review it for accuracy.

Click the Submit button. 


	
	[image: image10.png]Western Wast

ington TRAIN Database V3. ndows Internet Explorer =]p)

The Party Selection screen displays. This screen allows for the selection of the filing party. When the filer's name
displays in the Select the Party box, click on the name to select it. Inthe live database when selecting multiple

parties, click on the first party, hold down the CTRL key and click on the next party(s). When the filer does not exist
click AddiCreate New Party to add them.

G: r Bankruptcy - Adversary - Query - Reports + Utiities - Logout

Creditors Events: Click Box
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107-10018-SJS John Doe Smith and Jane Doe Smith

Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: SIS Assetsin Case Flag.
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[James, Nancy L. [Trustes] 75| Add(Create New Party
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[Smith, Jane Doe [Joint Debtor]

[Smith, John Doe [Debtor]

US Trustee, [US Trustee]

West Houston Medical Center, [Creditor] —
(CC Corporation digkeditor] 4

Submit | Clear

For this example click on XCC Corporation to select it
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Select the XCC Corporation, [Creditor] item

The Party Selection screen displays.  This screen allows for the selection of the filing party.  When the filer's name displays in the Select the Party box, click on the name to select it.  In the live database when selecting multiple parties, click on the first party, hold down the CTRL key and click on the next party(s).  When the filer does not exist click Add/Create New Party to add them.

For this example click on XCC Corporation to select it. 
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The Party Selection screen displays. This screen allows for the selection of the filing party. When the filer's name
displays in the Select the Party box, click on the name to select it. Inthe live database when selecting multiple

parties, click on the first party, hold down the CTRL key and click on the next party(s). When the filer does not exist
click AddiCreate New Party to add them.
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Click the Submit button

The Party Selection screen displays.  This screen allows for the selection of the filing party.  When the filer's name displays in the Select the Party box, click on the name to select it.  In the live database when selecting multiple parties, click on the first party, hold down the CTRL key and click on the next party(s).  When the filer does not exist click Add/Create New Party to add them.

Click the Submit button. 

	[image: image12.png]Western Washington TRAIN Database V3. ndows Internet Explorer =]p)

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

Creditors Events: (zcxhs(kxﬁzagxs)
Giisaz; ¥:30)

107-10018-S7S Joha Doe Smith and Jane Doe Smith
Type: bk Chapter: 7v Office: 2 (Seattle)
Tudge: SIS Assetsin Case Flag.

Click the Browse button

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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Click the Browse button

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

07-10018ReaffAgr.pdf

To verify that you have the right PDF document, right click on the file name and select the Open with Acrobat 8 (your version may vary) menu item

Select the menu item. 
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Click the Close button

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. 
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The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Reaffirmation Agreement.  The agreement must be saved to PDF format prior to upload.

Click the Open button.

Click the Open button

07-10018ReaffAgr.pdf 
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The PDF Attachment screen displays again. The path and file name displays in the Filename field. Review the
information for accuracy.
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Click the Submit button

Yes
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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.   

Click the Submit button. 
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The Creditors Events screen displays.   This screen allows for the inclusion of the creditor in the Reaffirmation Agreement.  

For this example enter XCC Corporation.

Then click the Submit button. 
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The Miscellaneous Flags screen displays.
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Click the Submit button

Click the Submit button.

The Miscellaneous Flags screen displays.   Submit to continue past this screen. 
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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.
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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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[US. Bankruptcy Court Western District of Washington

{Do not reply to this email i
otice of Electronic m‘J End of Lesson. Click Here to Return to ECF Lessons Page.

(The following transaction was received from CreditRoss, Theola entered on 11/8/2007 at 846 AM PST and filed on 11/8/2007
|Case Name: Joha Doe Smith and Jane Doe Smith

|Case Number: 07-10018-5JS

[Docket Text: Reaffimation Agreement Between Debtor and XCC Corporation Filed by Theola Attorney-Ross on behalf of XCC.
|Corporation (CreditRoss, Theola)

[Document Number: 53

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

[Original filename:P*Scan DOCS)\07-10018ReaffAgr pdf
[Electronic document Stamp:
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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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