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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. The majority of filing events can be found in the Bankruptcy category.

Adversary - Query - Reports - Utiities - Logout
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‘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 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.  The majority of filing events can be found in the Bankruptcy category. 

Click Bankruptcy to file the Request for Special Notice.
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Western Washington TRAIN Database V3.

The Bankruptey Events screen displays. This screen provides a list of categories from which to choose. Most
categories contain related events. Multiple Requests for Special Notice can be be filed simultaneously using

Creditor Batch Filing. Individual Requests can be entered using the Creditor Events category.
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Select the Creditor Batch Filings link

Click Creditor Batch Filing when filing multiple Requests for Special Notice.

The Bankruptcy Events screen displays.  This screen provides a list of categories from which to choose.  Most categories contain related events.  Multiple Requests for Special Notice can be be filed simultaneously using Creditor Batch Filing. Individual Requests can be entered using the Creditor Events category.
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The File a Court document screen displays. Enter the case number in the XX-XXXXX format.
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The File a Court document screen displays.   Enter the case number in the XX-XXXXX format.

For this example enter 07-10018.

Then press the Enter key on the keyboard. 
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The File a Court document screen displays.   Enter the case number in the XX-XXXXX format.

For this example enter 07-10140.

Then press the Submit key on the keyboard.
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The File a Court document screen displays. This screen allows for the selection of the filing event. Click on the
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Click the drop-down arrow

The File a Court document 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 event drop-down arrow to make a selection.
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Select the Request for Special Notice (Batch) item

The File a Court document screen displays.   This screen allows for the selection of the filing event.

Click on Request for Special Notice (Batch) to select it.
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Click the Submit button

The File a Court document screen displays.   This screen allows for the selection of the filing event.

Click the Submit button.



	[image: image9.png]Western Washington TRAIN Database V3.

Windows Internet Explorer: o [=[ 9]

The PDF Attachment screen displays. This screen allows for the upload of the Requests for Special Notices. The

Requests for Special Notice must be printed or scanned to PDF prior to upload. A Browse button displays for each
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Click the Browse button

The PDF Attachment screen displays.  This screen allows for the upload of the Requests for Special Notices.  The Requests for Special Notice must be printed or scanned to PDF prior to upload.   A Browse button displays for each case number entered.

Click the Browse button.
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Select the 07-10018ReqSNtc.pdf item

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

Upload the PDF image for the first case of the list. 

For this example click on 07-10018ReqSNtc.pdf to select it. 
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Click the Open button

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

Click the Open button.
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Click the button

The PDF Attachment screen displays.  This screen allows for the upload of the Requests for Special Notices.  The Requests for Special Notice must be printed to PDF prior to upload.   A Browse button displays for each case number entered.

Click the Browse button.
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Select the 07-10140ReqSNtc.pdf item

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

Upload the PDF image for the first case of the list. 

For this example click on 07-10040ReqSNtc.pdf to select it.
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Click the Open button

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

Click the Open button.
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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 Party Search screen displays.  This screen allows for a search of the ECF database for the party(s) filing the Request for Special Notice.  

For this example enter LLL Corporation.

Then click the Search button.
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Click the Create new party button

The Party 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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The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.

For this example enter c/o Smith and Smith Law Firm in the Address 1  field.

Then click in the Address 2  field.
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For this example enter 11411 19th Ave in the Address 2 field.

Then click in the City field.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.
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For this example enter Seattle in the City field.

Then click in the State field.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.
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For this example enter WA.

Then click in the Zip field.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.


	
	[image: image22.png]Western Washington TRAIN Database V3. ndows Internet Explorer

The Party Information screen displays. This screen allows for the addition of the party's name and address
information. An address must be entered for the party. When the party's attorney should receive the special
notice, enter the party's address as in care of the attorney. The Role must always be Special Request.

EECF  wwirwio - Aoy - oy - s - e - gt
i ClckBox
fparty Information (@15 x29%)

Last name [LLL Corporation First name 8823 V:30)

Middle Generation Title

name
o oy Type failure text
here

Office Address 1 [clo Smith and Smith Law Firm

Address 2 [11311 19th Ave Address 3
City [Seattle State [WA Zip
County =
For this example enter 98101
Phone
— Then click the County drop-down arrow.
Role [(blank) =
Party text
Add ll attomeys, liases and corporate parents

Attomey. Alias... | | Corporate parent. Il e e et
Submit | Cancel | Clear _





Slide 22

For this example enter 98101.

Then click the County drop-down arrow.

Type failure text here

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request. 
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Select the King item

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.

Click on King to select it.
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Click the Role drop-down arrow.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.

Click the Role drop-down arrow.



	[image: image25.png]Western ot

1.6 - Windows Internet Explorer

The Party Information screen displays. This screen allows for the addition of the party's name and address
information. An address must be entered for the party. When the party's attorney should receive the special
notice, enter the party's address as in care of the attorney. The Role must always be Special Request.
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Select the Special Request (sr:pty) item

Click on Special Request (sr:pty) to select it.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.
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The Party Information screen displays. This screen allows for the addition of the party's name and address
information. An address must be entered for the party. When the party's attorney is applicable and should receive
the special notice, enter the party's address as in care of the attorney. The Rofe must always be Special Request.
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Click the Attorney... button

Click the Attorney button to when an attorney is applicable.

The Party Information screen displays.  This screen allows for the addition of the party's name and address information.   An address must be entered for the party.  When the party's attorney is applicable and should receive the special notice, enter the party's address as in care of  the attorney.   The Role must always be Special Request.
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The Search for Attorney screen displays.   This screen allows for the inclusion of the attorney's Bar Id and/or Last name to search the ECF database for the party.

For this example enter Ross in the Last name field.

Then click the Search button.
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The Attorney Results screen displays. The attorney name should always display. Contact the Clerk's Office when
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Select the RossAttorney, Theola item

The Attorney Results screen displays.  The attorney name should always display.   Contact the Clerk's Office when the attorney displays with an incorrect address.  Click on the attorney's name to select it.  

For this example click on RossAttorney, Theola to select it.
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Click the Select name from list button

The Attorney Results screen displays.  The attorney name should always display.   Contact the Clerk's Office when the attorney displays with an incorrect address.  Click on the attorney's name to select it.  A Person Address box containing the attorney's information displays.

Click the Select name from list button.
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The Attorney Information screen displays. This screen contains the information stored in the ECF database.
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Click the Add attorney button

The Attorney Information screen displays.   This screen contains the information stored in the ECF database.   When changes are necessary the Clerk's Office should be contacted.

Click the Add attorney button.
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Click the Submit button

The Party Information screen displays again.  Review the information for accuracy.   

Click the Submit button.
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The Search for a Party screen displays again. When other creditors require Special notice enter them in the manner
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Click the End party selection button

The Search for a Party screen displays again.  When other creditors require Special notice enter them in the manner outlined above. Click the End party selection after all Special Request creditors have been added.

For this example click the End party selection button.
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The Requestor Name screen displays. This screen allows for the inclusion of the name(s) of the party(s)
requesting special notice.
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The Requestor Name screen displays.   This screen allows for the inclusion of the name(s) of the party(s) requesting special notice.

For this example enter LLL Corporation.

Then click the Submit button.
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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 request is being amended,

select "Amended" from the pre-text drop down list. If errors are discovered as a result of the review, click
Bankruptcy to restart the entry.
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Click the Submit button
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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 request is being amended, select "Amended" from the pre-text drop down list.  If errors are discovered as a result of the review, click Bankruptcy  to restart the entry. 

Click the Submit button.
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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 the Clerk's Office must be notified or the filing
must be amended.
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Warning!! Submiting this screen commits this transaction.
You will have no further opportunity to modify this submission if you continme.

Click the Submit button
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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 the Clerk's Office must be notified or the filing must be amended.

Click the Submit button.
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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 the motion.
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[US. Bankruptcy Court Western District of Washington

{Do not reply to this email .
‘ofice of Electronic FMJ 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 11:38 AM PST and filed on 11/8/2007
|Case Name: Joha Doe Smith and Jane Doe Smith

Case Number: 07-10018-S7S

[Docket Text: Request for Special Notice. Requestor Name Added: LLL Corporation.. (CreditRoss, Theola)

[Document Number: 54

|Case Name: Daisy M Smith and Albert Smith

Case Number: 07-10140-TTG

[Docket Text: Request for Special Notice. Requestor Name Added: LLL Corporation.. (CreditRoss, Theola)

[Document Number: 7

[The above document(s) are associated with this transaction:
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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 the motion.
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