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Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System
to file documents with the Bankruptcy Court, or to view and retrieve docket
sheets and documents for all cases assigned to this system. It assumes a
working knowledge of Netscape and Adobe Acrobat. Please refer to Adobe
Acrobat and Netscape instruction manuals for specific questions regarding
those applications.

Help Desk

Telephone the Court’s Help Desk at1-800-466-9302 betweenthe hours
of 8:30 A.M. and 5:00 P. M., Monday through Friday, if you need
assistance.

Capabilities of System

The electronic filing system allows registered participants with Internet
access and the Netscape browser to perform the following functions:

. Access the Court’'s Web page
. Download the most recent version of the User’'s Manual
. Access the training system comparable to the official “live”

system to acquaint yourself with how the system operates.

. Electronically file pleadings and documents in actual (“live”)
cases

. View official docket sheets and documents associated with
cases

. View various reports
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Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view and

retrieve electronic case documents are the following:

A personal computer running a standard platform such as
Windows, Windows 95 or Macintosh

The computer system should, at minimum, have a 486/66
processor with at least 16 megabytes of RAM

Internet access communicating by modem, DSL or cable
A browser, specifically Netscape Navigator version 4.5 or

higher*. Netscape’s browser is available as a free download at
www.netscape.com

Adobe Acrobat PDF Writer is a purchased piece of software
and allows a user to convert documents from a word processor
or other software to portable document format (PDF). Please
note that some newer software applications come bundled with
the Acrobat PDF Writer

Adobe Acrobat Reader software to view, print and download
documents from the Court’s electronic case file. The Adobe
Acrobat Reader is available as a free download at
www.adobe.com

* Due to security, a session can only be established using Netscape Navigator 4.5 or

higher.

DO NOT USE America On Line’s version of Netscape Navigator, or a

version of Netscape Navigator lower than 4.5.
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How to Register for Access

Note:

Participants who have never used the system must telephone the
Court to discuss the system requirements and the Court’s
training program. The Court can also provide a form to register
for access.

Toll Free Help Desk 1-800-466-9302
or
Roberta Kostrow, Operations Manager 816-512-1818

A training version of the system is provided on the Internet at
http://ecf-train.mowb.uscourts.gov for practice purposes. It is
strongly recommended that participants take advantage of filing
documents in the training database before filing a document in
the “live” data base.

A different set of logins and passwords are issued for the
training and live systems.

Revision Date: 04/02/2001

Page 3



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Preparation

Setting Up the Acrobat PDF Reader

In order to view documents filed on the system, users must set up
Acrobat PDF Reader. All pleadings are in PDF format. When installing
this product, please review and follow Adobe’s directions to utilize an
Acrobat PDF Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the
Court using the Court’s Electronic Filing System. Be sure to view the
PDF formatted document before sending it to ensure that it appears in
its entirety and in the proper format. See this manual on tips to view a
document with the Acrobat PDF Reader before filing the document
electronically.

How to View a PDF File

. Start the Adobe Acrobat Reader program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be
viewed.

. If the designated location is correct, and the file is in PDF

format, Acrobat PDF Reader loads the file and displays
it on the screen.

. If the displayed document is larger than the screen or
consists of multiple pages, use the scroll bars to move
through the document.

. Click on the View menu for other options for viewing the
displayed document. Choose the option that is most
appropriate for the document.
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How to Convert Documents to Portable Document Format

Conversion of any word processing document to PDF Format is
required before submission to the Court’s electronic filing
system.

The Acrobat PDF Writer installs on your computer as a printer
driver. Therefore, to convert a word processing document to a
PDF file, you need to seemingly print the document to get the
conversion to take place.

Since the Acrobat PDF Writer installs as a printer driver, most
software applications installed on the computer will have the
ability to print to PDF. For example, the bankruptcy petition
preparation software can print to PDF. When the Save As box
appears on the screen, you save the PDF document just as in
any other software application.

The conversion process is relatively simple and can be
accomplished in one of two ways depending on the word
processing program you are using.

For WordPerfect:

1 Once your document is complete and with the document
to be converted open on your screen,

2 Select File from the menu bar, then select Print ( or click
the printer icon from your toolbar)

3 Use the drop down box to select the Current Printer to
Acrobat PDF Writer

4 Click Print. The document will not actually print; instead
a Save As box will appear on your screen.
Save PDT Tile As =]|
. . SicName: Dincorics: P
a Navigate to the drive el et B
{D0-401 45t (e
Cance |
b Navigate to the folder — = =
£ Acrobatd J
) (£ Cuiel
¢ Name the file =1 desooot
£ FTw
CIHF -
I =
_isk Cil=s af Typ=: [ wes:
The PDF extension will affix automatically DF liles [*P-1F1 j < H=_PavIL CN j M
¥ Piore: 1o Dacumert i [ Yiew =2F File
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5 After you've selected the correct drive and folder and
named your file, click OK.

The PDF conversion is now complete. Yourelectronic original is stored in the
folder you designated.

You will still need to save your WordPerfect document in WordPerfect format
as you always have, however, you will only file your PDF document with ECF.

For Microsoft Word 95 or later:

1 Once your document is complete and with the document
to be converted open on your screen,

2 Click on the File menu and select, Create Adobe PDF.

3 Be sure to Savethefile as a PDFfile, giving it a .PDF
extension.

4 The file is now a PDF file under the newly designated
name. You will still need to save your Word document in
Word format as you have always done.

Any other word processing program:
. Open the document to be converted.

. Select the Print option and in the dialog box select the
optionto change the selected printer. A drop down menu
with a list of printer choices is displayed.

. Select Adobe PDFWriter.

. Click Print. The file should not actually print; instead Save
As box should appear allowing you to save the document.
It may be necessary for you to place the PDF extension
on the end of the file name.

Depending on the word processing program being used, it may be necessary to find
the printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.
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Basics

User Interactions
Documents Filed In Error

A document incorrectly filed in a case may be the result of
posting the wrong PDF file to a docket entry, or selecting the
wrong document type from the menu, or simply entering the
wrong case number and not catching the error before the
transaction is completed. Do not attempt to refile the
document.

To request a correction, telephone:

Toll Free Help Desk 1-800-466-9302
or
Roberta Kostrow, Operations Manager 816-512-1818

as soon as possible after an error is discovered. Be sure to
have the case number and document number for which the
correctionis being requested. If appropriate, the Court will make
an entry indicating that the document was filed in error. You will
be advised if you need to refile the document. The system will
not permit you to make changes to the document(s) or docket
entry filed in error once the transaction has been accepted.

Viewing Transaction Log

This feature, selected from the Reports Menu, allows you to
review all transactions processed with your login and password.
If you believe or suspect someone is using your login and
password without permission, telephone the Court’s Help Desk
at 1-800-466-9302 as soon as possible.

User's Manual

The most recent version of the User's Manual for the system is
always available athttp://ecf.mowb.uscourts.govoratthe Court’s
general Web site: http://www.mow.uscourts.gov.
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A Step-By-Step Guide
How to Access the System

Users can get into the system via the Internet by going to:

http://ecf.mowb.uscourts.gov

A login and password is required to file a document or train to file a
document.

Logging In
ECF/PACER Login
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gin I T
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o)

Enter your Login and User Password in the appropriate data
entry fields. Then click on the Lagin | button to transmit the

information to the system. If an error is made before you've
submitted the screen, the Clear ! button allows you to clear the

Login and Password entries so they may be re-entered.

(@)

if an invalid combination has been submitted, the system
responds with an error message. Click on the BACK button,
then re-enter your login and password.

o)

The entry of a valid login and password combination prompts the
system to display the Main Menu .
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Once the Main Menu Page appears, choose from a list of hyperlinked
options on the top bar.

EE F Barkiuptesr « Adwersary - luery - Hepoets = KEties - Lagont ﬁ
-

UMITED STATES BAMKRUPTCY COURT
FOR THE WESTERM DISTRICT OF MISSOURI

Case Management . ) | /‘

CM / ECF

L%, Bunliruptey Courl
YWesitern Disiricl ol Missouri

Oficial Coorl Plectronic Dacument Filing Svslem

Note: thatthe date you last logged into the system appears at the
bottom left corner of this page. You should review this information each
time you login for security reasons. If you believe your last login date
and time are incorrect, or suspect an unauthorized party is using your
login and password, please telephone the court’s Help Desk at 1-800-
466-9302 as soon as possible.

The following text appears beneath the above screen:

“This facility is for Official 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 unauthorized or
criminal activity will be forwarded to the appropriate law
enforcement officials under 18USC152 and 3571.

Welcome to the U.S. Bankruptcy Court for the Western District
of Missouri - Electronic Document Filing System. This service
is for attorneys and firms participating in the electronic filing
system.

The most recent version of the Netscape browser and the
Adobe PDF reader can be obtained by selecting the
Netscape/PDF Settings option listed below.

You should become familiar with the navigational capabilities of
your Netscape browser. Most screen displays in this system
are split to provide a small top frame for Netscape. Review
Netscape's frame capability for new navigation tips.”
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The Main Menu

SECF

]
Barbropley + Audversary 0 Query ¢+ Reporls o ULELiey ¢ Luguul Q

Bankruptcy If you are filing a new bankruptcy petition or filing any documents in a

Adversary

Query

Reports
Utilities
Logout

bankruptcy proceeding, click Bankruptcy from the main menu. This
manual provides step-by-step instructions for making a variety of
filings using ECF.

If you are filing a new Adversary action or filing any documents in an
adversary proceeding, click Adversary to proceed. See this manual
for instructions on making adversary filings.

Query allows you to view a variety of information about a case, such

as a list of attorneys or current status, as well as the docket sheet.
After identifying the case you want, you will see a menu of these
choices.

From the Reports menu, you can run a variety of reports including a
Case Report and Docket Report.

This option allows you to change your password or view a log of
transactions you have made in ECF.

Allows you to logout of the system. It is recommended that you use
the Logout option when finishing any filing or queries in ECF.

Help feature.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a bankruptcy
case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
STEP 2 The BANKRUPTCY EVENTS screen displays.
EECF Fankriqptry = Adwersary = Muey = Reporte = IRHARS = oot '?
Umubouproy Lvents
E.laFip:

Sl ol s
sorz e Sfacteanoce L

Fir Zaues
oo A inatinr g

gt thase Dorkeine

Llalee

P R T R
Sraena T vase
e

T

Trazter TN Trustes
razhee’s G911 Ldigs
Jode s aasho Aaganerl

o Click on the Open a BK Case hyperlink.
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o For further information on each of these categories,
click the help icon ﬂfrom the Main Menu.
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STEP 3

O

O

o

O

O

O

O

O

The CASE DATASscreen displays.

EECF Hmkimpbesyr = Adwersaey = Iiery « Hepoeks - IEfes - D annot

Qpen New Bankruptcy Gase

s Furnbies
Mtire lm

Lol Eiled 31502000
Chapiie
doint Feritiob
12w Ty

Leficienrias

537

The case number will be generated later in this process.
Select Office from the pick list box. You must select the office
that is the correct venue based on the debtor’s county of
residence.

The current date is displayed in the Date Filed field.

Select the Chapter from the pick list box.

The default value for Joint is n; for a Joint filing select y.

The Case Type defaults to bk. No action is necessary.

If there are any items missing from the petition change the
Deficiencies box fromn to y. A deficiency list will then be

presented on a later screen. Click y.

Click [Next] to continue.
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STEP 4

O

O

STEP 5

o

The PARTY SEARCH screen displays.

EECF Bambrupicy  » ADVErsaR)  « Query + Reports o+ UElElRS ¢ LDpaut

Open New Bankruptcy Case

Searth for 1 party
55 | TaxTd

Last'Bumnese name |"sa:=1g

cez ch M

Before adding a party, it is recommended that one search the
database for the filer to eliminate duplicate records in the system.
One can search by Social Security Number, Tax Identification
Number, Last Name or Business Name.

Enter the debtor’s last name and click [Search]. For business
filings, enter the entire name in the Last/Business name field.

If there are no matches, the system will return a No Person
Found message.

llankeuptry  + Arheerseey o IRy« Heparts o LtERez: + Dagnirt

LastBusiues s name
Sk | Ces
Carty seavch rexults

Mo person foond.

DIFTR A% A

Since the party is not already on the database, proceed to add the
debtor. Click [Create New Party].
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STEP 6 The PARTY INFORMATION screen displays.

EECF Catkrmptey +  Adweesary  « Query - Reports - Udltles - Logaut

l'Bmy [mfrmadon
Tazkname |l'a:.:e1: Tirskmamn Il‘ale
Middle name [x. Censration. [ The |
Wi lm-’li— Laaw 1LY Ii
Ciffire | Ardras 1 I:'.-1LJ S AL
Addrecz2 | Addresz 2 |
ity |Fleamacis e Shale IT Lip I?
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Dhane [0 553 s531] e [
E cuail |
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Party bext I
Sl | Alia, | Rz, . elidnnﬂgﬂcfi:iﬂm e
Seknil | e | :'|53I|

o Enter the debtor Name and Address information in the appropriate
boxes.
o Select the debtor’'s County of residence from the pick list box.

NOTE:  Type the first letter of the county name for a faster search.

o Leave pro se as no.

o The Role Type defaults to Debtor. No action is necessary.

o Enter further descriptive text for the debtor in the Party text field, if
appropriate. (a Missouri Corporation, Guardian of the State, etc.)

o If the party has an alias, click the [Alias] button.
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STEP 7 The ALIAS screen appears.

EECF Fankrupbey  + Adwersary - Luery + Kepks  « Uilites - Logout

e Alias Tulwrrnzitinn
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o One can enter up to 5 alias records. Alias Role selections include
aka, dba, fdba, fka.
o Click [Add aliases].

STEP 8 The PARTY INFORMATION screen reappears.

EECF Dakrmtey + Adweesary « Query - Reports - Uditles - Logaut
l'ery Infortnadon
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o Clicking on the [Review] button presents a screen summarizing the
attorney and alias activity for this debtor.

EECF Denkrlptey  + Acwersary o« CNEFY + ReEpmets o UtEHEs  +

lartormexts) add ed:
1 e 3 ied

"\"nﬂ'ﬁ] addrd:
F DaeA. Daniels

Rr-un: =r 2atty wri=mn | [ ".\'l il b omta

o Verify the information.
o Note _there will be no attorney added until the end of the case
opening process.
o Click [Return to Party Screen].
STEP 9 The PARTY INFORMATION screen will return again. If you are

finished adding information for this new party, click [Submit] to
continue with Case Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR
PARTY screen would appear next.

STEP 10 The STATISTICAL DATASscreen appears next.

EECF Ourikropley v Aty « Query + PBepurls + DLElE=s ¢ Loguul

Pype afdebtor [ emdsy T Slapewar [0 Parees she [ tiFem-

[ Kl T oia-thecdier [T Dawrcadrr ek

Few atauy | a4

fussek natice | Iz =l
“atnee nf daht |-a=ave
T stimnted numbar nf eraditnre | 215 -
Nuluriusr |'.1. s =
Lsthnated assets | 20450 000 -1
Sz | el ﬂ
Rarmsrad Ashts [-1LE 11N =
Drale aplil! tran sl e
il Tlaa

O

Select the Type of Debtor by clicking in the appropriate box(es).

O

Fee Status values are Paid and Installment. If the petition is

accompanied by an Application to Pay Filing Fees in Installments,
choose Installment from the pick list box.
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O

O

O

O

O

O

O

O

o

Designate the Nature of Debt as Consumer or Business.

The default value is for a Voluntary Petition. For Involuntary
Petitions, select Involuntary from the pick list box.

The Origin defaults as Original. No action is necessary.

Date Split/Transfer is only necessary when a joint debtor splits
from the original case or if this case was transferred in from
another district. Otherwise leave this field blank.

Choose Yes or No for Asset notice designation.

NOTE: A Chapter 7 is always “No” asset. All other chapters are
always “Yes” assets.

Select the range of Estimated Creditors from the pick list box.

e 1-15

e 16-49

e 50-99

e 100 -199

e 200 -999

e« 1,000 - over

Select the correct dollar range for Estimated Assets.

e Under $50,000
 $50,001 - 100,000

« $100,001 - 500,000

*  $500,001 - 1 million

+ $1,000,001 - 10 million

« $10,000,001 - 50 million
« $50,000,001 - 100 million
e More than $100 million

Select the correct dollar range for Estimated Debts.

e Under $50,000
 $50,001 - 100,000

e $100,001 - 500,000

«  $500,001 - 1 million

« $1,000,001 - 10 million

« $10,000,001 - 50 million
» $50,000,001 - 100 million
e More than $100 million

Click [Next] to continue.
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STEP 12

If you have selected y for Deficiencies on the Case Data screen,

the DEFICIENCY LIST screen appears.

IIJ.:ﬁu:iu- ney Lt
Via R aleaph ) OB T e ek are Dl peztzien

[~ Dy, Sig. 1w Reliel Ay,
[ Arp. Nie. Page P
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[~ Srhedule &

[~ Sthatule
 Qeluedile 0

[ Mrhedule Ly

" Schadule I

[~ Rchodule F

[ Sl L3

[~ Srhedule H

[ Schednle]

[ Schedulc J
[ Twrentory af T'roperty
™ List of All Creditors

Check the check box for each item that is not included with this

petition. For this exercise, select Schedules A-J.

Click [Next] to continue.
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STEP 13

O

O

o

O

STEP 14

The SELECT A PDF DOCUMENT screen appears.

E E ll . I Bl . [P ] i1 . F 4
ch F Oankr ey RdYErFsary Quety Raparts LitINtes LoagaLrt
Cpen Mew Banknuplcy Case

Erlectthe e Az -raent o sanply ColSeRSIL-T ] R
Filonsitie
[revTamrIne, zprorsa ot Bz i0T use T Brewsel

Arrarliments tn Tinenwame & 170 £ g

Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

Highlight the file. Then right click with your mouse and select open

to verify the contents of the document. If correct, double-click the
PDF file to select it.

There will be no attachments to this petition. Attachments will be
covered in a later lesson.

Click [Next] to continue.

E Hankimptry - Arhnrsary e Iy ¢ Hepineks . LDHEREs  Deqrait
(W) |y L 1Ty k| gl

Cpan Mew Bankruptey Casa

Jrceanploe Zhnas due dabe 3030500

The INCOMPLETE FILINGS DEADLINES screen is presented
showing the due date for the missing schedules A-J.

P

o The court will monitor this deadline for compliance.

o The deadline for missing documents is calculated and
displays. This will print on the final docket text and as a
schedule record for queries and reports.

O

Click [Next] to continue.
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STEP 15

O

o

STEP 16

O

O

O

o

The MODIFY DOCKET TEXT screen appears.

EECF O ke = Adwercady + uary - [Repoetz - UEEes -
CUpen Mew Bankruptcy Case

Lupgked | gt Rodiby we Appnoopniole,

ihagk 7 ¥ahmtary Petirion || Filed by Dale A. Daniels
Havnes, Hamonal

No editing is necessary.
Click [Next] to continue.

The FINAL TEXT EDITING screen displays.

EECF Fanknpikey = avarsay - mmry - Rapts = LHIRRE - 1agrit
Opan New Eankruptcy ¢asa

Inne.kAr 1A=  Flnal | Rxr

Chapes 7 Yalmitary Pativien Filed by 500 Daniels (Haynes, Ramona)

Artention!! hobmudiktng this forepn cowawdts thistassartdan Yoonill hare no bother
opportunity te mediby this sobudssion ' yeu coutiune.

Proof this screen carefully! This is what will print on the docket
sheet.

If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the screen to be
modified.

To abort or restart the transaction, click on the Bankruptcy Events
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

The case number will now be assigned. Click [Next] to continue.
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STEP 17

o

O

O

O

o

o

The NOTICE OF ELECTRONIC FILING screen displays.

Make a note of the case number appearing below.

EECF Harkrupley ¢ Sudeorcary + Uuory 4 Roporly o ULty ¢ Logoul

Upen New Eankruptcy Caxe

Wetiv: =% Sanbagptry Taze Fhas

T = fr mavina trans 277 an Wz reeeir=s T Sewers, Sabe o WITS00 e - FRICOTT
Caye Mame: e n aael:
Case Muwher: U ietl

Lrarnmenr “miher:

Dl.ll.'k.l.‘l Il‘j.l:

Dol TV orboders o P, Shaan
Tars Lo 2ovme el 50 e g s ok b ool Wi 2 szavko

Dluwnent descoigiime 5 = ook
Myenpl [Wegepoei 2 TEARTL O SE ) T aapw . sew | 3wl W nda o TDE s 0 alden w0
[Eleetc urv: Jueumenl Flanys:

[ 3ol ob ool Slean TD=000 G0 TE I [Drale =37 0020 W Fle XDl z= 155300 g

SIUERE R W AR b | T T EARR T ARE TR S T Al 1 o2 P
PRt B RHREN LT R P A T ALETH ot T e

EEE B T B P T B () el EYR
(RPN - WY if A 31 b=l A T TR ST PO g

[]IEI-IEI‘I Il Mndrawill ha alarteonically wailad me:
0 1011 TFunice weill oun b edevliunieadly cnaded 1o
oo VDans

5 | unbngtny A
el BB 72012

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies the that
petition is now an official court document.

NOTE: Itis recommended to save and/or print this screen for
future reference. It will not displayed again.

Clicking on the case number hyperlink identified in blue, the Notice
of Electronic Filing will present the docket report for this case.

Clicking on the document number hyperlink will present the PDF
image of the petition just filed.

The Notice of Bankruptcy Case Filing hyperlink appears at the top
of the Notice of Electronic Filing. Clicking on this hyperlink reveals
a notice summarizing the pertinent details and participants of this

case.

The NOTICE OF BANKRUPTCY CASE FILING screen appears.
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EECF Rankriqikry = Adwareary = Muary = Raprcts = IRIkRe = [ ngont "?

1witrd firares Rambraprey CCamr
Tuchrnligy Trmning wonl gyt THcizinen

Wl ew oF Taambaqrey U'nse Ting F'.H:II_IHIEF:H:I':;"'IIJ = Y
N (o e w n  p
P S =
&bt kgl v s T sdlilee 0 Debisd s fene v 17 P ER R
ks St Y wl s Loohed T Sadoupbae sl al
LAY i D
Drale . Douiels
b ¥ R R
Lzl e Ded e el cadviey e badouplos sezzon
Eouce Willinmy i Sl veon

=55 sk Fae
Zaller. WE 21D
HIER R b H

[Thee vz vz szl vace oo 700 T0220 e Zodee Db Snabary

o

This certification was created in addition to the initial notice of filing.
It also displays the debtor(s), attorney, trustee, case number, time,
filed date of the case opening information. It can be used to notice
creditors as an official notice of stay besides the 341 Meeting
Notice to stop foreclosures and other creditor actions. It may be
saved or printed at the time of filing.

O

The Notice of Bankruptcy Case Filing is also available for viewing
or printing through the Query Main Menu Bar selection. This option
is available for public inquiry as well as court users.

O

To print a copy of this notice, click the browser [Print] icon.

O

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
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Application To Pay
Filing Fees in Installments

This procedure explains how to docket an application to pay filing fees in installments
using the electronic case filing system (CM/ECF).

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

EECF Bankrphcy  + Acersary ¢ Quory o Roports  + Utidlities + Logout ‘?

STEP 2 The BANKRUPTCY EVENTS screen displays.

Udikrupley  +  Adwersdary ¢ uery ¢ Beporls o Wililiey r Luyoul

Foanlomimny Eeenrs

R R A L

Arpril

[ i
t2mdbar by -enarce
Il " Ta s

tatans! dppicat ars
Hob—Cmae Tozx-erb=n
Ietivce

R s SED Vs

Clrdu i, .

P

o Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays.

EECF Darkruptcy - Adversary - Ouery - Report: - HiEbes - Logout
Flla an arder

Laae Humibees

[po 1o.2: T, D H ol B ar el

“laA T

Revision Date: 04/02/2001 Page 24



U.S. Bankruptcy Court - Missouri Western

ECF User’s Manual

o
o

NOTE:

Enter the correct case number (yy-nnnnn) including the hyphen.
Click [Next].

If the system prompts that you have entered an invalid case

number, click the browser [Back] button to try again.

STEP 4

o O

O

STEP 5

O

o

The next screen displays.

<cECF

Meankripiliy v AabeprnAary v Tuery + Reperela o Qi ¢ Lol 6‘
-

Flla a rMatian

C0-22002 Loiae M _Coe

Abacon il

2ezonlive

2= ala I 'mla- -
s o Lopr oo
Slum ClLine:

e

2may Fd SpAILT R

2 ascd Bowdine |
Fn- | S

Scroll to display the Pay Filing Fee in Installments event.
Click to highlight.
Click [Next].

The next screen displays.

= ndverearg 0 Werp c Rty o ULty 0 Loyguul "}

Hurikrog by

Flla a Matlon:
S ke A ng

Check the box if you are making a joint filing. Do not check the box
if you are not making a joint filing.

Click [Next].
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STEP 6 The PARTY SELECTION screen displays.

Bankrupbcy ¢+ Adworsacy ¢ Luory + Heports ¢ Uklibcs + Logowt "T

File a Motion:

JT-EC00E Zaba 240 Jue

Kalerr rha I'nrty

BDCFenicl [z o _ o] AddvZeste ks artr

H
M L
o Scroll the list to find the party this Application is being filed on
behalf of.
o Click to highlight.
o Click [Next].
STEP 7 The PDF DOCUMENT SELECTION screen displays.
Aulprcnry T MuHey s Mol 1 diles r
Fila a Motinn:
W 1 ik Wiy
Telact Do pdf docr sk Jber s e LSBT0 2 pdk
Filearius
| Burwrse...
AmAChinents by ncumeme F own 0 ey
o Click the Browse button to navigate to the directory where the
appropriate PDF file is located.
o Right-click for a popup menu, then Click Open. The Adobe
Acrobat Reader will start up and let you view your document.
When you confirm your document is the correct document you
intend to file, simply close down the Reader and you will pop back
to the file upload screen.
o The PDF file you selected should still be highlighted. Click Open.
o Click [Next].
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STEP 8 The MODIFY TEXT screen displays.

EECF Ranknptry  +  AruersAacy o+ Qmary ¢ Rapmte + DHIKES 4 | goot
File a2 Motian:

| I o Pl O U

Docket Tewt: Medify == fpjreiake.
| ﬂ Application ta Pay Tikue Fee w [ustabhnevts

| Tled br Jobn Lews ., Stodeutl, |

LT
o A supplemental text box window and the prefix box are available to
add more detail to the docket text.
. Click the down arrow to display the prefix options.
. Add detail to the final text if appropriate.
. Click [Next] to Continue.
STEP 9 The FINAL DOCKET TEXT screen appears.
EECF Uerikrigpeoy ¢ Achersary v Duery ¢ Wegporls v ULELEs v Lol
File a W otion:
00 2201 Zaeke Welor
Ihnzkul azzl: Lienal Tuzi
Appieanam ra Fax 1Mine Fap i Inalhnants FIeA by nim e . (Smid ekl 3
Artent md Snhederine chls seeeen camdrs This oanssetd ms oo il iare oo e
uppiucty | modily Lhiy suboaniseion i yuu cunliooe.
o Confirm any text added is correct.
o Click [Next] to file the document.
NOTE: At this point, your document has not been filed. If you
need to cancel this transaction, click Logout from the Main Menu to abort
the filing.
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STEP 10 The NOTICE OF ELECTRONIC FILING screen displays.

EECF Rankruptry =  AmuarsAry o« MUAY  « Rapmits o« (HEES oot

Flle an order: 0010123 Dale &._DOanlels
Hatree of Forrtem= =iine
Tl alesmie loes s 2w pevviess oz 2e oo, Shoooe v 305 2000 ) TR IDT

rza Cama: izl & Trzrivlz
Cluwe Sumnibree: L-l0lze
Llormnent Bomber 25

Trucket Tear:
Aperk czanead Cacder Do Foe Fomg sees = gt Zhoeds Spmied ol S5 00T ba, aelZhoed Foagmend Jue ke 1702020700
Loy Jesmal ey oz g 2w 120020000 7 ochon, 225

! he BaTemang derer=eb s are as s abed s E s B s

Teneim st dasrniom: «"ak 7 Pt

Mriginal filemams: Ty 2T T T T = T T o e pof
Lilectronic documecut Skanup:

Eve sl ol avzlatle Le o veeel

o 107122 Mnrice will he clectrnvicalbe noqdled o

Aty S I, l.L-c.'.l@:-.tl.'-'.".'l.:...".-||..

Earre-t | s ranssarehay sl e D ess o,

Boacs Wil wveilEzsd s vaz,

0l 10122 Medee mill vocbe clectrovdcalby ruadled do:

i Bupa by

Aaprbz Crewe TTar g an Tnie
11 o A st

e, S E1T00

o2 Eoi=ri.
[Han: -+ 2 Fanzrr
e lain b
an Arkarsto ey

Lrer= Llazoa
AT SR
ETF' Wu'.‘fL:.!'J

[Tz asber, TA ¥702%

L, LU0 3 23500

o Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

o Clicking on the document number hyperlink will present the PDF
image of the petition just filed.

o To print a copy of this receipt click the browser [Print] icon.
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e}

O

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

Description of Notice of Electronic Filing screen.
Notice of Electronic Filing:

Hyperlink to docket sheet
Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

Docket text

. Annotated text in italics

. Text produced from docket event

. Attachment type, description and attachment number
which is a hyperlink to the PDF file of the attached
document.

Associated documents:

Document description: Defaults to Main Document being
docketed.
Original filename: Filer's full directory path from firm or

court’s hard drive or network.
Electronic document stamp: Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption
Document description: First attached document’s
description that was entered on the
attachment screen by the filer.
Original filename: Filer's full directory path from the
firm or court’s hard drive or network.
Electronic document stamp: Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address with
the court will be listed here with their current e-mail address, not
their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.
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Proofs of Claim

When claims are filed in a CM/ECF case, the claim is attached to the creditor record of
the claimant. One must first retrieve the creditor by searching the creditor database and
then link the claim to it.

Most often the creditor filing the claim has already been added to the creditor data base.

In the following exercise, the creditor is already on the case. A separate procedure
showing how to add a creditor to the creditor data base is available.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu.

EECF Barkauptey  » Adwersay  + [uery » Peparks o [Hilities » Loqout Q

STEP 2 The BANKRUPTCY EVENTS screen displays.
RIkrIptry  + Aulwnesacy = Iaecy -« Ropacks s LHIFIES - | npouk
|Haokoupicy Evenla
PN oa ol A A

Lpgod
ik Tiirss
Clami. Ak

Jeln sz Leedkozcig
AT

i aa Bl Jws

o neninie RS

lan

Tneren TR Tt~
R TTTE L. | S H

o Select File Claims.
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STEP 3 The SEARCH FOR CREDITOR screen displays.

EECF Omeripley o Aeeryary + Oeernr o+ Reporly o Ulliliey ¢+ Luyoul

i=earch for Creditor

{2=m Flranber |u_-1_1as

Fars of = = bor I.I: we=ho_d|

T oo dor | Trer 1n -
Hal | T laar

Click in the Case Number box and enter the correct case number
in yy-nnnnn format.

o

O

Enter the Name of Creditor filing the claim or other helpful search
clues.

Search Hints:

Searching is case sensitive. (Smith not smith)

Include punctuation. (O’Brien)

Partial names can be entered. (Smi)

Significant words or names are effective. (Radio for Radio

Shack and Northwest Radiology)

Try alternate search clues if your first search is not

successful.

Wild cards will not be recognized.

o Do not change the default in the Type of Creditor box.

o Click [Next] to search the creditor database for this claimant.

NOTE: If no search criteria are entered in the search window, all
creditors belonging to the case will appear on the next
screen. To view and scroll the entire list, click and hold the
mouse on the credit name window.
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STEP 4

The SELECT A CREDITOR FOR CLAIM screen displays the
creditor(s) who meet the search criteria.

NOTE:

O

(o))

Mankmipkey  « Afuarsamp o @Ry o RApaebz: o« [IHIARE o oot

Ealect 3 Craditor for Clalm

A pick list displays if more than one creditor meets the search
criteria.

If no search criteria are entered in the search window, all
creditors belonging to the case will appear on the next
screen. To view and scroll the entire list, click and hold the
mouse on the creditor name window.

If, after several attempts with different search clues, you are
unable to retrieve the correct creditor, it is possible to add a new
creditor while on this screen. Click on the Add Creditor hyperlink
and proceed with the addition of the creditor record. You must
click on Last Entry before selecting [Next]

The next three screens show addition of creditor(s).

—_——————————————————————————
EECF Harkruprley adversary + Quory 4 Hopwrly 4+ URGes s+ Luyguul ?

£dd Creditor|s)

Cave owober 10--1012 Tvadiz Lo ez

Fume |H' st e aml 0T e

Addrress | ||-".' Ue d0n

Al pzsl |'| Trew Cila, M

Address b |

Addreze4 |

l1\|]||l (B 5 |

Tpe [Cred = =]
Craditoy comaitras = XT: 7 Te:
T T Edu 81 a0 Sale

ﬂ rar
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Bakrwotcy - Adversary - Uuery - Keaods - Utifies - Logoot '?

‘Lutal 'eedibaes barerad

3 bi

EE F Exkrupkry - Aduersay ¢ duery - Reports + UbNMEs e

Credibors Recelpk

PTENg (P8 LI [l

T Cizbreze Acbbzl s |l

Joie . PoccEeZf Tam

E urocls Ok Farbusae i whion

o When Creditors Receipt screen appears (see screen above),
select File a Proof of Claim. Refer to Step 4 for selecting
creditor.

o Identify the creditor filing the proof of claim and click highlight.

o Click [Next].
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STEP 5 The PROOF OF CLAIM INFORMATION screen displays.

Neantriptry  « Sddversaey = CUPRY « Renete < IRNHPS « | oot "i
asa Lontar . . Aerda Cler ® Tag:hratrs “rain = =ird Fir
T Hlaw 17 | =
Tar s ToFle TastToz- Ta Luno Filed, Iﬁ Gl
1 e e il kil :isa [REERE FrCN TR 1] Lu. W =
Swnoume Slaiued
Lozl Zoar I-miy L-fcmzm ol 1 ezl ar Vil
[ene.ae [ | IS
Aawenut Sllmaeed
T e Sl Thersmily LSRRI Trulal Torze wp TR
I I I I I
T = -gelic- |:Ai'_|n.l.|.l'u_'|.
Fiznrk |
Azl Lln.
C Enter the data in the appropriate fields for this claim. Do not enter

the “$” or commas in the dollar amount fields. Values default to
whole dollars. Decimals are accepted but not required.

C There is now an Amount Allowed and Amount Claimed section to

record. Both of these amounts will appear on the Claims Register.
C The Filed By field offers the options of attorney, creditor, debtor, or

trustee.

C The optional Status field displays the Claim status of Allow,

Amend, Expunge, Reclassify, Reduce, Withdraw. These values
are controlled by the court.

C The Description and Remarks fields are for local court use and
will appear on the Claims Register. Both fields are 60 characters
long.

C The Total Amount Claimed and the Total Amount Allowed fields

total the values of Unsecured, Secured, Priority and Unknown.

C Click [Next].
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STEP 6 The PDF DOCUMENT SELECTION screen displays.

T mulueweury v Lmeey s Hegerls v i

File a Motion:
W 11 aiks wii-y

Telech Duw polf dozv oy S ber e ales ORBenIl 2 pdEL
Ederrius
| Burwsk...

MrAChINPIS by Acumasmr: F w0 ey

o

Click the Browse button to navigate to the directory where the
appropriate PDF file is located.

O

Right-click for a popup menu, then Click Open. The Adobe
Acrobat Reader will start up and let you view your document.
When you confirm your document is the correct document you
intend to file, simply close down the Reader and you will pop back
to the file upload screen.

O

The PDF file you selected should still be highlighted. Click Open.

O

Click [Next].
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STEP 7 The NOTICE OF ELECTRONIC CLAIMS FILING is then
produced and displayed. This claim is now part of the official court
record.

EE F Narkruntry  «  PARMRAMY (AR« Repneks - IRIItER < Ingool
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o Clicking on the case number hyperlink on the Notice of
Electronic Claims Filing will present the docket report for this
case.

o Clicking on the document number hyperlink displays the PDF
image of the claim itself.

o To print a copy of this notice, click the browser [Print] icon.

o To save a copy of this notice, click
[File] on the browser menu bar and
select Save Frame As.

o To continue claims processing, click again on Bankruptcy, File
Claims. Your prior case number will be preserved for further
claims entries to the same case. For a new case, simply type in
the new number and repeat the process outlined above.

STEP 8 CLAIMS REGISTER
o To run the Claims Register to see how this information is

presented, click Reports on the Main Menu Bar and then Claims
Register hyperlink. There is also a separate Claims Register
lesson.
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Application To Employ

This lesson shows the specific example of an application to employ a party as an

auctioneer.

STEP 1

STEP 2

STEP 3

Click the Bankruptcy hyperlink on the CM/ECF Main
Menu.

EECF Bakuptcy « Adwersary ¢ Query ¢ Reports + Ufiies « Logout ‘?

The BANKRUPTCY EVENTS screen displays.

SECF

D krupley + Avereary + Owery 0 Bopurls o UliElesr  + Logaul

i bouaptoy Lvents
sxbmranlias: ansr
Eavh boen
P T T
Do Blanzr
Fi_ Clams
W auesw b o gues
Loub-Caze Db
Hak-n2
S a T T
Trher
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et ST lLrss

Click the Motions/Applications hyperlink.

The CASE NUMBER screen displays.

Rimkriphiy  +  Mleirwwy + Muery + Ryl + NSl o Tingiml]

Casg Muniber

|'3"3- 17133 B LFL T8 1S £ LM LT

Enter the case number in YY-NNNNN format.
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o)

STEP 4

O

NOTE:

e}

STEP 5

o

O

Click [Next].

The DOCUMENT SELECTION screen displays.

SECF

Denkruphcy  + Adversary o Query + Reparts + Utlthes o Logout

File a Motian

L [ T ATy T

Cisrizs 2ary a
Cisrizecdilidren DaeL ners

Frapliy

Ezatnzam =

L= pzdite | exing

Faerr Fiw ity Mernd

Exre Fhr Forroe

Lzwerc hins =

ﬂ lzar

Scroll the File a Motion box to select the Employ relief.

To find the motion you need fast, type the first letter of the

employ (E for Employ) and the highlight bar will
immediately select the first event beginning with E.

Click [Next].

The JOINT FILING screen displays.

Eimbruploy

Adversary o+ Yuory ¢ Hueporets + o Udlibcs 0 Luyoul

File an answer to a motion: 0010122 Dale A. Daniels

___________________

This screen is only used if another attorney is joining in a filing. No
action is necessary.

Click [Next].
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STEP 6

o

STEP 7

o

O

O

The SELECT PARTY screen displays.

EE F Harkrupley 4+ Abeersry 4 ery o Hogmorls ¢ DELes 0 Lot

Flle a Motlion: ¢e-10122 Dale 8. Danlals

Malarr the Aty
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I rrcer —mzrveEl | o) =l
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Scroll the Select the Party box to locate and select the trustee.
Click [Next] to continue.

The PDF DOCUMENT SELECTION screen displays.

EECF RarkTuptry  «  OruAarsary = UARY = RBApncts s [IHIfIRE = 1ot
Flia a Motan: 00-1012F Dala A, Danlals

Sl e pldd deewie = (v e DTRG0 il

Eileowine

TR e e T e P e - [ 1T T

lattarlanenrs b0 Damimiant: = Mo & ves

Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

Double-click the PDF file to select it.

Click the Yes radio button to the right of the Attachments to
Document prompt to attach the affidavit to the motion.
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NOTE: Please note that the PDF file of the application to employ is not
an attachment. An attachment is another supporting document, such as
supporting affidavits, exhibits, etc. which are defined by each court.

An attached document will be referenced in the docket text separately,
and the attached image will be accessible by clicking on the hyperlink
within the docket text.

o Click [Next].

STEP 8 ADOCUMENT INFORMATION screen displays.

EECF Famkrighiy +  duduersory + Quimy + Repwls « 0RHes « 0 Longoml

ile a Motion: 00-10122 Dale A. Daniels

l2emer Weene +2Fzzan o b Eorpleesd |Jlﬂ='= Sibroezar

Feer Topr af Tociton FRNER—

M Ce:-
o The information typed in the windows displayed above will appear
in docket text. Follow local court conventions for entering this data.
o Click [Next] to continue.
STEP 9 The MODIFY TEXT screen displays.
Docket Text: Modify 93 Appropriate.
| d Spplieation to Empluﬂf""' sale ot myn- TNt Haml:
Scloveder as Auclivneur Filed Uy Luke MeCoy | daliachmenty; # (1 alidavity (Cowpar,
T awnrade}
o A supplemental text box window and a prefix box are available to

add more detail to the docket text.

. Click the down arrow i to display the prefix options. Select
a descriptive prefix, if it is appropriate.

. If necessary, add detail to the final text.
. Click [Next] to continue.

STEP 10 The FINAL APPROVAL screen will appear.
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Dor ket Tewt Final Tt

svpphc o ta Luvplay fer sadr 2t rawipererr Llank: Schoaedor as Aucdaweer Miled by
Tuka TrCny, (Attarhments: & (1) affidandr) [Cnnpar, Tammiia)

Cittermdou®! Submicting s s reeow conudts this transacdan. Yo will bawe na further
appnrtrnime o randify thiz mhevdzeing Tram ermnnns,

o Verify the final docket text. Read the warning message and
proceed. If correct, click [Next]

o If the final docket text is incorrect:

o Click the browser [Back] button to find the errors(s) and proceed
with the event.

o To abort or restart the transaction, click the Bankruptcy hyperlink

on the Menu Bar.
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STEP 11 The NOTICE OF ELECTRONIC FILING screen displays.

EE F earkrupley ¢ fdversary 0 uory 0 Bopmarly o+ UAlikies 0 Lisguul

File a Motion: 0010122 Dale A, Daniels

Hutive oS Evzwdv ik

Too Lol ep suvlivs wis 120w Svos Sdapbdr, Duboz e Be302000 0 028 fn M 02T
Care ITuns; T & Dranics

Caye Hurnben: -2 e

Lo cownent Mowheas 1

Tluckel Texl:

ARk IRYT:
g Loabon bo ool oo e ranw o opagpassar Lo S obeas Do o0 couenzeeer 2de S ke _ekes Lz em Sottockrzsctz: 3+ (10
lalfelgel 2, Tt

e Bl o mnean e ere e mlee] vedll Zes weeion

Tearmnrnt desaipiam: % = - et
risiona] Dlewrane: O v L FLE
Elexironic dvvunee Skuup:

Uit blecki g LV SRS [Date— L LT
RO LT CERT b PR | P IR A E R
T TR = R e R e S TR M
Lracumenl descoiplime Slihes.
hipioel Llesrame: v = FIE
Eleclovnic dovunvud. Slaug;
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ST LTI 1TSS

T P ot i—=218-11 |
i wedfecA P A adad ozt kTR
LS 16 e DT D ma s Lz e T s e T e T e MU e s e |

r]D-EIIIlZ Mulice will T eleciounically nwiled Lu:
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Tz & Tz

1794 e - i
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o Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

o Clicking on the document number hyperlink will present the PDF
image of the application just filed.

o Scroll down to see participants who have or have not registered for
electronic noticing on this case.

o To print a copy of this notice click the browser [Print] icon.

o You may also save the notice through the browser File/Save

option.
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Multi-Part Motions

This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

EECF bankiuptey  + pdwersacy = Luary + BEpoits - Ubiites - Logout ?

STEP 2 The BANKRUPTCY EVENTS screen displays.

EECF D kruploy a Advorsary + Owery = Bopurls « UliEless  « Loguual

- baaptoy Lvents
sbmranlias: s,
Eavh Fown
—ohmi el
Dok Banozr
Fi. Clams
I aveawfmpb s dues
Loub-Caze Deoa bz

Tak-n2

Sar AT e
Hn

e 15 st

et 27T s

1 Click the Motions/Applications hyperlink.
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STEP 3 The CASE NUMBER screen displays.

Hakruptry = Athwarsary = ey = Heparts = (flilees = I agraet
Cayr Humhien
[no—1 1 YA RN L L e
he:'.l 0 oawe
o Enter the case number, including the hyphen.

o Click [Next].

NOTE: You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

STEP 4 The DOCUMENT SELECTION screen displays.

D dbruploy + Aduerary « OQwery * Bopurls o UiBless = Loguul

1le a Motlon

L0 ZE T s Tl

~banccr :*I
Aok

AdreIrizba s b s aanas
A Ul =
Ll S

o Scroll the Document Selection box, if necessary, to display
Adequate Protection.

o Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. There are now
two reliefs identified and selected for this motion.

o Click [Next].
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STEP 5

O

O

STEP 6

O

STEP 7

o

STEP 8

The JOINT FILING screen displays.

EECF lanknipiey + febdeesary o IpRPY + BEpORES o DHiENER + D onour

File a Mation: 00-10122 Dale A. Daniels

[7 o Eliyg =y ocker whorne s,

This screen is only used if another attorney is joining in a filing. No
action is necessatry.

Click [Next].

The SELECT PARTY screen displays.

Annhriptry  + Adwrsay - Daey s+ Repacks o HHIHes - D ogret

File a Motion: 0010123 Dale A. Daniels

Guluect o Paaiy:

Al e e Mews Serns

Sraanl-ae Francal vors [z
Huwir - Dpl o

readian Francial o0 crl

Srores Kera [ -

ﬂl T laar

Since the party, Friendly Finance, is not listed, it must be added.
Click the Add/Create New Party hyperlink.

The PARTY SEARCH screen appears.

EECF navkruptcy  « AmuArsary . Mueey - Repnrts o LHIRIRE o 1 ognoet
viearch T o partr

WY Tua Id |
LasrBusibess HAME [F:icusil=
Swerron | Ciear

Enter the first part of the business name and click [Search].

If there are no matches, the system will return a No Person
Found message.
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EECF Hambxuptcy ¢ Adwersary -+ Luery « Heports  » Udides - Lagout
Fearch tar a pary

LR | Tuac Il
Lanst Husimr o e hamne |

o | Gry

Harrp seane b rrsnies

[0 persan found.

CleAH 1 Ly

o Since the party is not already on the database, proceed to add the
creditor, Friendly Finance. Click [Create New Party].

STEP 9 The PARTY INFORMATION screen displays.

EE F Horkniphey  r Adversay + lurry + Hepoeks - (itlities - I oQraet

Pary Inforadon

L st name |:Fr'-:r-11= Finoeze First name |
Wil eame [ Grenenntion | e |
SeM FEAENES TexIT
Oftiee | Address ||
Adilea 2| Al d |
vie [ srate [ wp [
Coumy [ 5] Cowmney [
Mheae [ tae [
E il |
Frote Iﬂ Hale [Cebtar dbio? [~
Darty ek |

E..'-n'rll ~arce I Cles

o Enter creditor Name information in the appropriate boxes,
according to court policy.
o Leave pro se as no.
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e}

O

o

STEP 10

STEP 11

O

O

STEP 12

Expand the Role Type selection pick list by clicking on the down
arrow N and select Creditor.

Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

Click [Submit].

The SELECT PARTY screen appears again.

Dakrogeley v Adveraarg b Query + Repwrls ¢ UiEles 1 Logowsl

File a Mation: 10-10122 Dale A. Daniels

Selext e Purly:

Trerely Tinanee s 077777 1) [N TS ETEON  JERY G
SamsElar D el Do |erer|

Caaewes Suleios b oo’
Javzs, Lole A~ oyl
Stmavwe: Trarc Al Gop o ern
drme Jaadl nx

Ayl Jul = i)

Fanid sl rorz el [z |

=

The creditor’'s name, Friendly Finance, is highlighted.

Click [Next] to continue.

The ATTORNEY/PARTY ASSOCIATIONS screen appears.

EECF Rarkripitey = Adwarsay = MUARY = Repits = IRIHAL = | apauk
Fila a Motlion: 00-10122 Dale A4. DOanisels

["he: Fallamer o arbemnenpary s ceida- 1 4 s ezt for Beiz ease
F12aze chmc whuch aszoc o ans cboul ! Te comaed fioo thar e

[@ Tierd = Tivawe - -erirepszent b ez - S ey famn

Click the box to establish the association between you and
Friendly Finance.

Click [Next].

The PDF DOCUMENT SELECTION screen displays.
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O

o

STEP 13

O

O

O

EECF Cankrmbey a AAYEFSary 4 Query + Repars + IUWIdes -+ LpRauk
ile 2 Motion: ¢00-10122 Dala 8. Danials

e S 1 i S DY 23 b o LR LN e %
FﬂJ_‘nH.III.I.'

||-.: F PG AL SR ALFED lest i LlEsEy a =0 L A

Puraclonenes tn Dinrnmarit: © o 0 ves

baA | T laar

Click [Browse], then navigate to the directory where the

appropriate PDF file is located. Double-click the PDF file to
select it.

Click [Next].

The MODIFY DOCKET TEXT screen appears.

EECF arkrupley  + fadworsary v Julry ¢ Beporly 4 Udider ¢ Luyoul

ile a Mobon: B0-10122 Dale A, Danizsls

Lrackel | axe Rodlhy 33 ApRroprians,
ﬁ.ﬂu&m Lun Ml wate Eroteclivo | L
"l Afutivn Lun Beliel frum Suay [ Filed Ly

Frvepaly Figurive . [Atlaclowenlaz # (1 Propeeed Coder Beliel [em Sy 2edeyusle
Plull‘l.".i.l.u:l:l l:I'.'fuquL_ Pmty]

If appropriate, choose a prefix such as Emergency from the
Prefix Text pick list

In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

Click [Next] to continue.
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STEP 14 The FINAL TEXT EDITING screen displays.

EECF Barkrupley o+ fubversary 4 Lweery 4 Roporly 4 Uliics 0 Loyl

lla a Motlon: 00-1012% Dale A. Danlels

Dkl Tewt: Fincal Tunli

2dlotion Fov fedeguate Lretertow, Meotiow Foa Lickief fow ¥tay Miled by Lidendly Fuance.
tAttarlanames: = | 1] Ivopnsad Cedar Halial Tram Srar ddegnata [vnractiom] (B aenn,
Fersh

LATTEL THITY ';ulu:u.i.lliugllﬁ:. serven vommily his Lo e ¥uw ndll Jave ou fuctleer
appadtimity tonn dify this suhmission iF o conbme.

o Carefully verify the final docket text. This is your last chance to
verify and change this entry before addition to the case.

o If correct, click [Next]

o If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.
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STEP 15

O

O

The NOTICE OF ELECTRONIC FILING SCREEN displays.

EE F N-mkrapulezy v Aubwrrsary 4 Ny« Requels o HHilies « Tl 6

Flle a2 Motlon: 0010122 Dala A, Danlals
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Click the browser [Print] button to print a copy of this notice.

You may also save the notice through the browser File/Save
option.
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Objections to Motions

This lesson explains how to docket an objection (or a response) to a motion or
application. The example used is an objection to a Relief from Stay and Adequate

Protection.

STEP 1

STEP 2

z

()

STEP 3

P

(@)

Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

EE F Mankruptry  +  Adrrzaty o Querer + Reprets + Ml + Dograe

The BANKRUPTCY EVENTS screen displays.

EECF D druploy 2 Aduersary + Owery = Bopurls + UliEless = Loguual

Uulaaaptey Lvents
cbmmranlias: spse
Eavh Fooen
A T [T
Do Bz
Fi. Clams
I dsrw Bmphe s duwes
Liub-Caze Do

Tak-=2

Siae s a T Tae
Ceher

Hn

s [Fl T T B ]
ruzzee's ST Lless

Click the Answer/Response hyperlink.

The ANSWER/RESPONSE TYPE screen displays.

EECF Mankrupley + Auversany + Query + Peporly 0 Ulliliey + Loyl

L Asman| L pspamsa

Belezeo oo un B sloer covlon S pinie 2
L AR

Click the Reference an existing motion/application hyperlink.
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STEP 4

O

O

STEP 5

O

O

o

The CASE NUMBER screen displays

EE F Haikrupley ¢ Aubiersary ¢ iemy 0 Hoepurls + WLies ¢ Loyt

File a2n answer to a motion

Lowpa Humih i

I:':'-l':'-:i ES IR L R I T = B e |

Enter the correct case number, including the hyphen.
Click [Next].

The DOCUMENT TYPE SELECTION screen displays.

EECF Hapbiptry  « Adwesary o« Ay o BApts o« (IR s Dongnist

lle an answer to a maotlon

1= 2 Tl & Trones

Click on the down arrow in the Document Type pick list.

Your choices in the starter database are Objection, Reply or
Response. Highlight objection.

Click [Next].
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STEP 6 The JOINT FILING screen displays.

EE F Eambrupley ¢ Pulversary o+ Quory o RHopoely o+ Ullides 1 Luygoul

File an anzwer to a motion: 0010122 Dale A. Daniels

___________________

r;l i 'nrl

o This screen will only be used if another attorney is joining in this
filing. No action is necessary.

o Click [Next].

STEP 7 The SELECT PARTY screen displays.
Laikruy vy +  Mulwersarr 4 uery 4+ Kepurls o+ UEiliey ¢ Logoul
File an answer to 2 mation: 00-10122 Oale A. Daniels
delerl the Parly:

o The party filing the objection in this example is Providian Financial.
o Since the party name (Providian Financial) does not display in the
Select The Party box, they need to be added to this case.

o Click the Add/Create New Party hypertext link.
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STEP 8 The ATTORNEY/PARTY ASSOCIATION screen appears.

EECF Dankrupkcy - Adyeesary - Query - Reparts -+ UtEWEs - Lagout
ile an answer to a motion: ¢0-10122 Dale A. Daniels

e b leamne, starmres!f a=r azas s 2me s e rob scazk barchiz mase
g e Bl sk ars sl Ve mimd i G vrin g r

P Doamzlz, T by AbY repres somed b Bassr, T omp jals

M UEa

o Since the party filer, Providian Financial, is new, this screen will
establish you as counsel for them on this case.-
o Check the box and click [Next].
STEP 9 The PDF DOCUMENT SELECTION screen displays.
EECF Murkruplop + Adwersery ¢ Ouery  + Reporly o Uldilies ¢ Lugoul
Flle an answar to a motan: 0010123 Dala A. Danlals
Gkl scewme s er oo ThoRMel -3 gL
Filonurne
ko vraan s e s o pot s pazest o | Bowee,
Attachmiprre o Damimieeet:s &0 T Yer
E Fora |
o The file date and the EOD date for this entry will appear in a
subsequent screen, the Notice of Electronic Filing.
o Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.
o Double-click the PDF file to select it.
o There will not be any Attachments to the objection in this lesson.
Accept the No default radio button.
o Click [Next].
Revision Date: 04/02/2001 Page 54

Figure 9



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

STEP 10 The PENDING MOTIONS screen appears.

EE F Barkroptey ¢ adbeeraony o+ Uuory s Heporls o« Uit o Loguut

File an answer to a molion: 1010122 Dale A. Daniels

slzek the resberlEyasphaation:” v wizk 1o s,

[T o 175 Sppeans o bar Ceneseesar e, DA s abmark, WA W Paweape e, e Pened

o Select the appropriate motion you wish to answer by clicking in the
box next to the date.

o In preparation for enhancing the FINAL DOCKET TEXT screen,
you can use a Windows shortcut to assist your processing.

. Using your mouse, highlight the text of the Applicable
Motion.

. From the browser Edit pull down menu, select Copy or
execute the keystroke [Ctrl+C]. This will store the text in
the Windows clipboard until you are ready to paste it into
the final docket text.

. This utility can eliminate extra typing and also make the
entries of the same type on the docket sheet more
standardized. This step is optional; the final docket text can
still be modified by typing additional text.

o Click [Next].
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STEP 11 A reminder message will display to ensure the final docket text is
complete and meaningful.

EECF Dwrkripley  + Andversary v Ouery + Feporls + Ulililes ¢ Logouwl

Flle an answar to a meton: 00-10122 Dala A. Danlels

Conplete The Docken Wisndaes %5300 The Zwoe O The Ducument To Which Fuw e Cljecing

@ Llaa”

o Click [Next].

STEP 12 The MODIFY DOCKET TEXT screen appears

Lrandes
F i Al e =Ll
by M= 2ol =2l
HEr tws A ) i ﬁl (= 3 ik t‘:.l gi
HI R Fid a Hine- Frain draqa P Fray  Fin =iy
[+ ["‘; Eovaimfln A e wal ol led a an FPEAGTEIE W T | T
[ r;:,h Chencer 5 220 12n
Indel =1
I_l_. - Darkruptcy ¢+ Adwersery  + Ouery -+ Repoetz « UMIHe:  « Logoot
Ppperilice
F1 rangare to a motion: 00-10122 Oale A. Oaniels
Terkr
S
e a5 Bpprap riain.
E:‘:_'l'“:'r"' Obiperiow g [Herlon 227 adesuace Froce (eplaead to motionzz 16T
ke ) = [Thaminls .
[ Ulua I
o These prefixes are optional. (See pop-up menu above.)

o

Complete the docket text with the appropriate prefix and
descriptive detalil. If you have copied the text from the
motion in Step 11, position your cursor within the text box
and click on Edit on the browser Menu bar and select
Paste, or, alternatively use the keystroke [Ctrl + V] to paste.

o Click [Next].
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STEP 13 The FINAL DOCKET TEXT screen appears.

EECF Diarkr by B A Aareary + Ouery -+ Reportz + UWIHe: - Logout
File an anzwer to a motion: 00-10127 Dale A. Daniels

Lrockar | B2 | Inal | Bxm
Cilnjerctivn Lo frelated to oions(s] | 1G[ Filed Uy Dade A Dunicls,

Aremtion:: Sobiirtng thie sereen cowbnits this wenzacton. Voo pill have no forther
uppuntwily e sowdily vhiv s uluriesion iy uu cooliowe.

M (T |
o Use caution on this screen and proof the contents of the entry
carefully.
o When you click [Next], the entry is sent to the court’s database.
NOTE: To abort or restart the transaction at any time, click the

Bankruptcy hyperlink on the main menu bar.
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STEP 14

(@} (@}

O

The NOTICE OF ELECTRONIC FILING screen appears.

sECF
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Users should scroll down to view

Click the browser [Print] button t

=
= Inpourt ?
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Caniels

w e £ Derele,
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entire notice.

0 print a copy of this notice.

You may also save the notice through the browser File/Save

option.

Revision Date: 04/02/2001

Page 58



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Adversary Case Opening

Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff, defendant, and basic statistical data. The lead event is incorporated into this
process and will not need to be docketed separately.

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.

Eimkmpey ¢ adeorsaey  + Juory o Ropoets e UbEGes o Logout ‘?

STEP 2 The ADVERSARY EVENTS screen displays.

Hirkruplry = fdbeersary = Uuery = Hoeporls = ULy = Lugool

Cinnplerl A S -
2ot Teenks

[ R

Howcas

CRCEF o2 A W e
Lars! Do ianz,

z

()
Click the Open an AP/MP Case hyperlink.

STEP 3 The CASE DATASscreen displays.

EECF mAnkmiphey - Afeeesary o MUARy  « RRpAFER « 1ITNIBRS o Aok

IOpen Adversary/MP Case

Caye Jumdeen

Dowte Filwd &7 42200
Pase Mype [op 2
Cowplaint [; =]

O

The case number will be generated later in this process.

o

Select the Office from the pick list by clicking on the i arrow and
highlighting your selection. The office selected should match the
office of the related bankruptcy.

The current date is displayed next to Date Filed.
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STEP 4

The Case Type values are ap for adversary proceeding. No
action is necessary.

The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint, such as a Notice
of Removal, select (n) to change the Y to N.

Click [Next].

The PARTY SEARCH screen appears.

EECF Homkuptcy  + dworsary = Lucry o Hoports s UMiHCE s Logaut
Cpen Adversary/MF Case

B ch (or u parky

R Lux Il
T.amTiusfuness nama |Cinanc o=l

Seancy | Clean

E-dpsry =z ei |

Enter the SSN or Tax ID of the plaintiff.

Enter the plaintiff's last name or, for a business, enter the entire
name in the Last/Business name field.

Click [Search].

The SEARCH RESULTS screen appears.

EECF Harkruptry  + Adwersery ¢ Durey o+ Hepinets + IEERPS o+ D rount

Sezuth for aparty
PN Tuc
TastRinsine gz name
Lezeh | T 9.=|'|
Prrty =rareh rezlts

My pacsun Luwid,

Conals noe=r a0+
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¢

STEP 6

O

o

O

NOTE:

Since this party is new to the court’s database, click [Create New
Party].

The PARTY INFORMATION screen appears.

EE F Udmkripby  + Audverssmr 8 Juery 4 Bepurls + Uil + Logoul

[Farcy Inforiasion
Lustmary [+ moie: o\ Seveies, 10 Fiml jomne |
Lidlle ciumoe l_ Generuion | Lule |
v Shell-nid TucID |30 Z320380
Offira || Address 1 |
At 3| address § |
e [ seatr [ s [
County l—;| Counbtiyr li
Huwe Ii Fus li
E-oul |

Enter the plaintiffs Name and Tax ID or SSN information in the
appropriate boxes, if it is not already there.

Enter the Tax ID or SSN if it is not already there.

Expand the Role Type selection pick list by clicking on the down
arrow £ and select Plaintiff.

Do not add address information for parties. Noticing will be

through the attorneys.

o

O

STEP 7

The Party Text field is used for further party description, such as
A California Corporation or Trustee for the Estate of....

When this screen is correct, click [Submit].

The PARTY SEARCH screen appears again

Frofw |-, = Eulw |'|d'.|lkb.:..-.'l =]

Tarr tevt |

. o gz Db e
4‘ ki 4|"' 20 | betangshe sobm bultsa

Sk | varerl | i |

Figure 6
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STEP 8

(@)

STEP 9

EECF Fankimpkey = arwarsary = Muecy = Renrts = (ke = 1ogrot
lopen AdversaryMP Case

Firarch tor a pamy
ua Tax 1d |
Last'Nnzinacs naiee |Dazie’=
sl I Zlem

=ne: 231 zalacl cr |

Figure 7

Enter party information for the defendant Dale A. Daniels. Search
by last name.

When the SEARCH RESULTS screen appears, the party will be
displayed because Dale Daniels is a debtor on the bankruptcy
case.

EECF Ratkruptry = adwersarey - ey« Repicks - IR - Lot

Srareh b a party
b Tux Il
Loast/ I nsfrs s namere
EEF Lexa
I'arhr semrh Temnles [
lcoicts Qe s = '
=l
Soicoca we | | Creai pem: rinily

Highlight the name and click on [Select name from list].

The SEARCH RESULTS screen appears next with this party’s
address as it is recorded in the database from the bankruptcy
case.
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o

O

STEP 10

e}

Bankupkey = acharsary - Ouesy = Peports - WUtlbtles - Lopout

SECF

[Fran vy Infucamialion
[1alp & Diawials WXPecs -2t
({IMWicr || Adihess | |1\.-:LI:. Sum CCalo
Adlrena 2 | Allress 3 |
Uity [Flessancviie srate [T ¥ip [zewmr
Cuuoly B = Cluwndey l—
1'henur Ii | ax li
:Enluﬂ |
FroSe IE‘ Eole [.Jrkezer ek plo j
Vet trxt | &
S S B 5 e

Follow your court’s procedures for addresses for defendants. You
must select the Party Role by clicking on the i down arrow for the
Role field. Highlight Defendant and click on [Submit]. The
defendant’s attorney information will be added at a later time.

The Party Search screen will reappear. You may continue to add
additional parties and when all parties have been entered, click on
[End Party Selection]. Statistical information will be entered on
the next screen.

The ADVERSARY STATISTICAL screen appears.

SECF

Rapreks. = IHIHPE = |ngrot

FRannkriptry Aulvrrsary = rEAy .

[Open AdversanyMP Case

Pary e (RIS EIEE =]

*oamuma ot Tic |-1.'--1 JOhpR s atior Tisshara TR j

I Irigin
Irsmelmr dats l—

Hnle 13 {rlass artiam) H
[T K|
Dewand Womy [

riLra anreelee -

dmr deawand

Mt

Unless the US is a plaintiff or defendant in your case, accept the
default US is not a Party in the Case.

Revision Date: 04/02/2001

Page 63



U.S. Bankruptcy Court - Missouri Western

Other values are:

3 L5 Mot a Party in the Case j
1L is a Plaintiff

215 is a Defendant

O

Select the Nature of Suit of the complaint from the list below. If
there are multiple suits in an adversary, only one can be selected.

*  Click on 426 (Dischargeability 523 for this exercise.

426 (Dischargeahility 523) j
424 (ObREevocation Discharge 7247
A26 (Dischargeability 523
434 {Injunctive Relief)

435 Malidity/Priority/Extent Lien)
454 (Recaver Money/Property)
455 (Rewoke Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate ClaimdInterest)
458 (Approval For Sale)

453 (Application Faor Removal)
4595 [Other Action)

NOTE: If one of the multiple suits is a 727 Objection to Discharge, it
is important to enter 424 as the first NOS.

o The Origin code defaults to original proceeding. No action is
necessary to accept the default. Other values are:

-original proceeding
-removed from state
-remanded from appellate court

-reinstated/reopened
-transferred

-multidistrict litigation

O

The default in the Rule 23 (Class Action) box is n. Change the
default to y if this applies.

o)

Demand. If there is a dollar demand, enter the ($000) amount to
the nearest thousand (i.e. 5,000 enter 5, leave off the 000).

o The default in the Jury Demand box is n (None).
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o)

‘Both
Defendant
Mone
Flaintift

» Highlight the appropriate selection.

Verify the data on your screen and then click [Next].
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STEP 11 The RELATED CASES screen displays.

EE F prkruply + Audversaey o ey 4 Roeperls s ULl Lugaul

)0 pan AdversanyTdP Case

Ddd A speipead Cazag

Klemhat raza nmmhar

Luwl cuse nurnbnes [ =111

Ausuciuivn yppe [Relae =]

R

o Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

o If the case number is invalid or if the lead case does not reside on
this database, an error message, “YY-NNNNN is not a valid
case. Please enter a valid value.” is generated. You will not be
able to proceed with the case opening process. Research the
reason for the error.

o If you do not enter any number in the Lead Case Number field the
system will allow you to proceed with case opening.

o Select the correct association type for your case.

o Click [NEXT] to continue.
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STEP 12

O

o

O

STEP 13

O

The PDF DOCUMENT SELECTION screen displays.

EE F Roudruphy ¢ Mbaraary + ey + Hiepoorels » Hidilies 0 Tingmil

Cpen Adverzary/MF Caze

Celzek 4 pdf Swecemsnt S mmops SA1ERREI I pd0
Elleavamn

|'_'.l.'.a1'\- woskine, Fal doosl oowaoaink . ans Browerc... I

Bittaehenente ro Leompent: © Lo £ 5o

Clest| e

To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse] and locate the file.
. Double-click the file name.
. Verify the path and filename of the document you have

selected displays in the Filename box.

There will be no attachments. Attachments are be covered in
another lesson.
Click [Next] to continue.

The message, “Enter Nature of Suit and Description in
Docket Text,” appears on the next screen to remind you to add
any final docket text with pertinent information concerning this
complaint.

Click [Next] to continue.
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STEP 14 The MODIFY TEXT screen displays.

EE F Darikrogeley ¢ Aduversory ¢+ Query ¢ Reporly  + Ullilies  + Luywul

Cpen AdversaryMP Case

Crovizdoer Tz Mo Hy 08 Sppro priade.

Bawczd 1] Cowplaint | hy Linaneial ¥ervices, Inc.
ariancee I PRI

Allag

o

Fa 2w
T

Faa

|

F ol

It

o B

Oppes toa

| baanges

R I |

Fread

Fizl

Lo wneral
FIRES) T4

o b
ﬁTI'irr Far-y | Ccemnt Do = 5

-1
E
%

o Optional prefixes are available for the final docket text. If
appropriate click on a prefix.
o Additional description can be typed in the text window. It was

suggested in STEP 8 to add the type of complaint that has been
filed. (See Figure 13.)

6  Click [Next].

STEP 15 The FINAL DOCKET TEXT screen displays. (See Figure 15.)

E Hardkruploy +  fuborrsary o+ Lo+ Huopoels + Uliles + Lol
U Hit 1 1 H =

Qpon Adversary/MP Case

Ducked Teel: Firal Tewt
Uoruplaint by Fuancial ¥e1vices, Inc agadust. {1l layurs, 1 ansonp

dmantinn!! ¥nknibing s emrran camnwirs this meaiea chan. Yanwall have un fothar
O7pOTOmitY to modily this euhmigsion if 7o continoe,

Figure 15

1 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen.
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1 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Adversary hyperlink on
the Menu Bar.
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STEP 16 The NOTICE OF ELECTRONIC FILING screen appears.

EE F Rinkrmpley + fulwiwsary + Nury ¢ RBeyqmcls + IMiElE= + Tl

Open Adversary/MP Case

}‘T::l’l = I:I-F =i l1I'i H :Ii“.}';

A Nimez B ornal fem e 0, e o Tiereels
L mrnlune [P

Docornewt dmnher; o

[ocket Taxt:

gl e S loe k! e g D Ll by Fomeial feceo4 T iegai s, Trale N Trereels 83 eaer s Fale?
T Exdonang ocunant s ave agsociated =k du: Tarzackon

Do cornenst description:baiy - sownent

{Uniginmud Jile swene: = T3 ATHTT 20Ty o T2E 20T doc s lanl ol
Eleefronle doenbvent Smmp:

[ELAbAD b sibonp, LE=trd 18270H0 Diabe= 315007 Bele Slisis =t 0] |6

(RS I Y PR [ Lt T Il Pl T S IR PERL = I B, BT [ e |
L H oo [ b B RPN SO B U

A RS R | T ek i Rt H TR
Hlessek 1 rasteitizdl 5
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O0-01222 Katee will wot he eleckronleally medled ro:

|.' wTarn T."l :::Il
G0 L. Chestrat Steess
Cizrin el TT a2 1

Figure 16

1 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that this
is now an official court document.

1 Thie Notice of Electronic Filing lists your case number.

o To print a copy of this notice, click the browser [Print] icon.

o To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.
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Answer to Complaint

This process shows the steps and screens required for an attorney to file the answer to
a complaint in an adversary case. For this lesson, let's assume that you are attorney
Robert Louis Stevenson, and you have logged into the court's CM/ECF system.

STEP 1 On the main screen of the CM/ECF system, click on the Adversary
hyperlink on the Main Menu Bar.

EECF Bamkrupley v dalwersgry o« Ouery v Reporls o Uliiles o Loguul £

STEP 2 The ADVERSARY EVENTS screen displays.

g
EECF Bankrptey  + Acversary  + CQuery + Peparts + Ulities + Logoot Q

Lalvursars Evenls
LTI
1 Ak o SN Ierns
Coat Eeerts
Ml
“Jnbi.xs
Cpifr an 27007 —ae
Crd=afOptan..

o For further information on each of these categories, click the icon.
The following help screen will appear.
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P
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STEP 3

O

O

Adversary Events
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[Totees Fi= ¢ rotice to an ssting —hversary cass

Juen am AFRTAF Zars (CoosZewpes o adversare Cazse o Blecella -ous Fio_eedinr

dode s’ s nions L= zn ez er oo ploon.

On the Adversary Events screen, click on the Answers... hyperlink.

The next screen lists two menu selections for Answers.

Harkrupley ¢ mbersry ¢ Qoony 4 Hoperls ¢ Uidites e Logoul '?

Motions/Applications is for documents filed in response to a motion
or application such as joinder, memorandum, objection, reply or
response.

Complaint, 3rd, cross, counter is for answers to these types of
documents. For this lesson, we are docketing the answer to the
original complaint in the case, so click on Complaint, 3rd, cross,
counter.
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STEP 4

o

O

STEP 5

O

O

O

The CASE NUMBER screen displays. The system will display
the number of the last case you accessed in this session.

ool v Loapn

AnTuwrer a {:l.'ll'l’lplﬂll'il

Casc Humbaer

d- Leze RN B S L H W il T H )

If the displayed case number is the case number you want, just
leave it. If it isn’t, enter the desired case number in the format
YY-NNNNN. (Leading zeroes can be omitted.)

Click [Next].

The system will then display a screen to verify the document you
are filing and the case you are filing it to.

EECF Ratkimptry = adurRrsay « uRry = Beparts = (kRS = Ingaonr

LA nswer a Complaint

07 P15 P Bervicwe) Jw v Dwdel, T Zoud Ghegg wirs o Jin wboocziz i)

[FET [ :i'

This screen allows you to indicate whether this is a joint filing with
another attorney. If itis, click in that box to check it.

If the document and case information are not correct, click your
browser [Back] button at the top of the screen one or more times

to access the screen where the error occurred, and correct the
error.

If the information is correct, click [Next].
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STEP 6

z

(0]

STEP 7

O

The SELECT PARTY screen the displays.

EE F Eankrnpley 4 adwersay ¢ ey ¢ Heporls o UGG+ Lol ?

lAnswar 2 Somplaint

Rule et thi Py : |

Caride Ll & Qg i 2] A deiseame MTe=F arkr
ohe S ew e, I PRy poT,

Azt Claar

On this screen you select the defendant(s) for whom this answer
is being filed. Click on a party to select them, then click [Next].

The ATTORNEY/PARTY ASSOCIATION screen displays.

MHIWET a Camiplalnt

LTI BB EES TR RSPy, EE TP F T T DL RN IR RN EEC St

[REE T EREI N R Y NIRRT R P T TE N E R EOR IEH | TR
[ TN P BN ISP T IR D I RSN TR TP 1 PN R EY gy
I=1 I L e

Although you have selected a party for the answer, the application
doesn’'t automatically link or associate you with that party. This
screen, then, is to tell the application that the selected party is
represented by the attorney who is logged in. To make that
association, click in the check box, then click [Next].
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STEP 8 The COMPLAINT screen displays.

o
EECF Uanibrupliy 4 Aiberaery ¢ Uuery ¢ Beporls - Dililies e Lugoal ?

Ansurar a Complaint
Include  Lake # Docket Lext
r e Samclnt AR 13 Daevhegestaisy bR Finvria Fereees oo azvint Tals S

Trarine Trdere Ry Friered 2000000

o This screen displays the complaints in the case which this answer
could be in response to. Click in the check box to show which
complaint this answer should be linked to, then click [Next].

STEP 9 The PDF DOCUMENT screen displays.
EECF Rankptey = AfWRrsay  « TERY = Repite = [HERlEe - Tngant '?
Answer a Camplaint
et Eon pdb Cozvicent Choc sxample 1 ESoen)l 250K
Tilamama
I Bruwue: ...
Attarhanenrs tn Doanent 3§ s 5 Far
k

o Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

o Highlight the file. Then right click with your mouse and select open
to verify the contents of the document. If correct, double-click the
PDF file to select it.

o There will be no attachments to this petition. Attachments will be
covered in a later lesson.

o Click [Next] to continue.
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STEP 10 The ANSWER INCLUSIONS screen displays.

EE F UWankrupley + Pudversary = Uuery ¢ Heporls @ Dllies - Logoal '?

AnEwer 4 Complaint
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I e 00 Fhrag e iz socrmsaelwion 2 01 g o« bk oo Dzt 3
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o

On this screen you can indicate whether this answer includes a
third-party complaint, a cross-claim, and/or a counterclaim. Click

in the check box for any other claims which this answer contains,
then click [Next] to continue.
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STEP 11

o

O

O

o

e}

STEP 12

The FINAL TEXT EDITING screen displays.

EECF Ranknphcy  + AfMPCSAry o+ Miery o APparts s DIERs o | oot '?

lAnswar a Complaint

nrdad | Axe LInd Hy an.ﬂ.ppmprla&.

(R = risrver o 4 pusplaine] Liled ko Liale %

Lravdels . $tewensou, ohery)

In the field before “Answer” you can select a prefix, such as
Amended, Joint, or Second, if appropriate.

In the field after “Complaint” you can insert any additional
descriptive text that you feel is relevant. Any text inserted here will
appear in italics in the final docket entry.

Verify the accuracy of the docket text. This is what will print on the
docket sheet. If it has a significant error, click the browser’s
[Back] button at the top of the screen one or more times to
access the screen which caused the error, and correct the error.

To abort or restart the transaction, click on the Adversary hyperlink
on the CM/ECF Main Menu Bar. Although this can be done at
any time, this is your last opportunity to change the event.

If the docket text is correct, click [Next] to continue.

The EVENT SUBMISSION screen displays.

EECF Barkwptey  + Adwersary - Quory « Roparks - WRIbke: -+ Logout "f

JAnEwer 4 Complalint

Dkt Tl Final Tesl

e e Cewplaint adifamm® freerad roer Liled by Lale S Lawdcls, ©Etewenro
Ruh u|1]

Abten Lt | Sulimillieg thin seces s cosnmile thia b ion Fooa T haves oo Gethiee
opp oty to wodiBy Hus sobwds sien i 3o corrbne.

i ool

This is your final chance to quit out of the event. If it is not correct,
click on one of the choices in the CM/ECF Main Menu Bar. Ifitis
correct, click [Next] to continue.
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STEP 13

O

O

O

O

O

The NOTICE OF ELECTRONIC FILING screen displays.
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The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that the
summons was issued.

Clicking on the case number hyperlink, 00-01222, will display the
docket report for this case.

Clicking on the document number hyperlink will display the PDF
image of the document just filed, if it had a PDF image.

To print a copy of this notice, click the browser [Print] icon or
button.

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
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Reports

Cases Report

Displays summary data about selected cases, plus links to view more
detailed information about each case.

Claims Register

View the claims register for a case. Click on Run Report after specifying the
selection criteria.

Docket Report

Display the formatted docket sheet with links to documents.
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Queries

Query allows you to view a variety of information about a case, such as a list of
attorneys or current status, as well as the docket sheet. After identifying the case

you want, you will see a
menu of these choices.

Search Clues screen

You can find the case by case number, OR the name of a participant, OR
name and type of a participant, OR Social Security number (SSN), OR Tax

ID number.
Case Number

Name

SSN

Tax ID

Type

Select a Person

Select a Case

Enter at least the case year and case number.

Enter at least two characters of the last name, using an
asterisk as a substitute for unknown letters (e.g. Jo*s
will find Jones, Johnson, Joseph etc). The search is
"case sensitive").

Enter the full SSN number in the format ###-H#-H#HtH .
Enter the full Tax ID number in the format ##-#i#HHH.

Click on the down arrow and highlight the desired
person type.

This screen will be displayed if you are searching by
name and more than one person matched what you
entered. Click on the name of the person whose
information you wish to find.

This screen will be displayed if you selected a name
from the "Select a Person" screen and that person is
associated with more than one case. Click on the
number of the case whose information you wish to view.

Query menu The items to which you have access are listed. Options which

show "

..." after their name will have an additional selection

screen.
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Known Problems and Troubleshooting

Known Problems

Converting documents to PDF

If WordPerfect 5.1 or 7.0 is used to write the document, and
the document is more than three pages, Adobe Acrobat will
not convert all pages to the PDF format. The converted
document will have missing pages. Use Adobe Exchange to
ensure the integrity of the converted PDF document.

Cannot login to the System

A session can only be established using Netscape Navigator
4.5 or higher.

ECF is not consistently compatible with Internet Explorer.

If you are using Netscape Navigator 4.5 or higher, and your
password and login have both been correctly typed, and you
still cannot login to the system, please call the Court’s Help
Desk at 1-800-466-9302.

To ensure the documents transmitted have arrived in their
entirety, it is important to read the document after it is received
by the Court. This can be done by viewing the docket sheet for
the case and selecting the transmitted document. The number
of the transmitted document appears on your electronic filing
receipt.

Trouble-shooting Hints

If your login or password is not accepted, please ensure that they are
typed correctly. The logins and passwords are case-sensitive.
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on Determining System Configuration

Standard
Platform

RAM

Modem
Speed

Adobe
Acrobat

This is the basic software that your computer uses to operate.
The opening screen will show whether you are using Windows 95,
Windows 98, Windows NT or Windows 3.1 (the predecessor to
Windows 95).

RAM is the amount of memory your computer has. Memory is
important because it controls how fast your computer operates and
the complexity of the software it can run. To determine how much
memory your computer has, do the following:

Click on the start button in the bottom left-hand corner of your screen
(if you have Windows 95 or later); click on settings; click on control
panel; click on the system” icon and click on the “General” tab
(although it should already be on that tab). The number of ram will be
noted on the screen.

Modem speed is the speed at which your computer can send to

and receive information from the Internet using the telephone lines. If
you have a modem, you can determine its speed by doing the
following:

Click on the start button in the bottom left-hand corner of your screen
(if you have Windows 95 or later); click on settings; click on control
panel; click on the modems icon. The screen should display the
speed of your modem, such as 14.4, 28.8, 33.6, or 56.

Adobe Acrobat Writer and Reader are software programs that
enable a computer to read and write documents in the format
required for ECF. That format is called PDF, which is short for
Portable Document Format. The Adobe Acrobat Reader is a free
program that can be downloaded from the Internet. It only allows a
computer to read PDF documents, such as tax forms downloaded
from the IRS website. The Adobe Acrobat Writer program must be
purchased, but will be available at a discount for attorneys using ECF.
The Writer program enables a computer to convert documents
created with word processors such as Word or WordPerfect to PDF
format. Attorneys using ECF will need both the Reader and the
Writer. (The Reader is usually included in the Writer program.)
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Netscape

Flatbed

Netscape is an Internet browsing software program. It is available on
the Internet for free. If you are already using Netscape to “surf’ the
Internet, you can determine what version you have by doing the
following: Start the Netscape program; click on the “help” menu at the
top; and click on the bottom item on the menu, which will be either
“about navigator” or “about communicator.” The

version number will be dispayed on the screen.

A scanner is a piece of equipment that scans a document, like a
copier, and sends the image to a computer. A flatbed scanner is,
much like it sounds, a scanner that is flat and operates like a small
copier (without the output tray). A sheet feeder enables the scanner
to scan a number of pages automatically. Most scanners will
translate the image into a form compatible with the Adobe software,
although the manual for the scanner will have the details.

Revision Date: 04/02/2001

Page 83



U.S. Bankruptcy Court - Missouri Western

ECF User’s Manual

Bankruptcy Events List

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Election for Appeal to District Court
Notice of Appeal
Record on Appeal
Statement of Issues on Appeal

Batch Filings
Ch 13 Tr Final Report-Completion
Ch 13 Tr Final Report-Conversion
Ch 13 Tr Final Report-Dismissal
Ch 13 Tr Final Report-Hardship Discharge
Notice Allowing 13 Claims by Trustee
Notice Allowing Amended 13 Claims by Tr
Trustee’s Obj to Confirmation of Plan (batch)

Claim Actions
Notice Transfer Claim and 2002
Obijection to Claim (secured)
Obijection to Claim (unsecured)
Objection to Transfer of Claim
Transfer of Claim
Withdrawal of Claim

Creditor Maintenance
Enter individual creditors
Upload a creditor matrix file
Edit creditors

Motions/Applications
Abandon
Accounting
Adequate Protection
Administrative Expenses
Allow Claims
Amend
Amend Plan by 13 Trustee
Amended Application
Amended Motion
Appear pro hac vice
Appoint Creditor's Committee
Appointment of Trustee
Arrearages
Assume/Reject
Avoid Lien
Borrow

Close Case

Compel
Compensation

Motions/Application (continued)
Compromise Controversy
Consolidate
Contempt
Continue Hearing
Convert 13 to 7 by Trustee
Convert Case 7 to 11
Convert Case to 12
Convert Case to 13
Convert Case to 7
Deconsolidate Case Association
Defer Fee
Delay Discharge by Debtor
Deposit Funds into Court Registry
Deposit Unclaimed Funds
Determine Tax Liability
Disallow Claims
Disburse Funds
Dismiss Case
Dismiss Case by 707b by UST
Dismiss Case by 13 Trustee
Dismiss Party
Dismiss/Withdraw Document
Emergency Refund for Debtor
Employ
Examination
Expedite Hearing
Extend Exclusivity Period
Extend Plan Payments
Extend Time
File Out of Time
Final Decree
Final Decree & Ch 11 Final Report
Hardship Discharge
In Limine
Incur Debt
Join
Joint Administration
Leave to Appeal
Limit Notice
Limited Admission
More Definite Statement
Pay
Pay Filing Fee in Installments
Post-Confirmation Fees
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Preliminary Injunction Dismissal
Prohibit Use Cash Collateral Intent to Transfer Equity Interest
Protective Order Notice of Motion (sets objection deadline)
Quash Submission of Fees
Quash Garnishment Voluntary Conversion to Chapter 7
Reaffirmation Voluntary Dismissal
Reconsider

Motions/Applications (continued)
Recusal
Redeem

Reinstate Case

Relief from Co-Debtor Stay
Relief from Stay

Remand

Remove Debtor as Debtor in Possession
Reopen Case

Revive Judgement
Sanctions

Sell

Set Hearing

Set Last Day to File Proofs of Claim
Settlement Agreement
Shorten Time

Spend Income Tax Refund
Stay

Stay Pending Appeal
Substitute Attorney
Substitute Party

Summary Judgement
Suspend Plan Payments
Transfer Case Inter-District
Transfer Case Intra-District
Transfer Claim

Use Cash Collateral
Vacate

Waive Pay Order
Withdraw As Attorney
Withdrawal of Reference
Writ

for Order

Multi-Case Docketing
Chapter 13 Plan Certification
MoDR Motion to Dismiss Case
Tr Motion Dismiss Case for Default
Trustee's Report of No Distribution

Notices
Amendment to Schedules
Continuance of Meeting of Creditors
Creditors to File Claims (court use only)
Default
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Objection/Response...

Reference an Existing Document
Objection

Reply

Response

Other Answers

Answer (Involuntary)
Answer, Section 304 Petition

Orders/Opinions (court use only)

Other

20 Largest Unsecured Creditors

Address Added or Changed

Affidavit

Amended Matrix Adding Creditors
Amended Matrix Deleting Creditors
Amended Schedules

Amended Voluntary Petition

Assignment of Judgment

Assignment of Tax Refund

Attorney’s Signature, Exhibit B
Attorney’s Signature, page 2

Brief

Certificate of Service

Chapter 11 Ballots

Chapter 11 Final Report and Account
Conversion Schedules

Creditor Matrix

Debtor’s Signature re: Relief Availability
Declaration

Disclosure of Comp of Atty for Debtor
Entry of Appearance

Equity Security Holders

Exhibit List Filed

Findings of Fact and Conclusions of Law
Interrogatory Answers

Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
Notice of Appearance and Req for Notice
Notice of Assumption of Lease

Notice of Change of Address

Notice of Continuance of Mtg of Creditors
Notice of Intent to Surrender Property
Obijection to Debtor’'s Claim of Exemptions
Obligations Ch 11 Debtor

Operating Report

Reaffirmation Agreement

Redemption Agreement

Rejection of Executory Contract of Lease
Request for Hearing

Request for Notices by Creditor
Rescission
Satisfaction of Judgment

Other (continued)

Schedule A

Schedule B

Schedule C

Schedule D

Schedule E

Schedule F

Schedule G

Schedule H

Schedule |

Schedule J

Schedule A-J

Section 304 Petition
Settlement Agreement

Social Security Number/Tax Id
Statement of Chapter 7 Business

Operations

Plan

Statement of Financial Affairs
Statement of Intent
Stipulation

Suggestions of Death
Summary of Schedules
Verification by Debtor
Withdraw Document
Witness List filed

Amended Chapter 11 Plan
Amended Chapter 12 Plan
Amended Chapter 13 Plan
Amended Disclosure Statement
Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

Disclosure Statement

Objection to Confirmation of Plan

Trustee/US Trustee

13 Trustee Objection to Exemption
Abandonment
Agreement to Continue Meeting of

Creditors

Agreement to Waive Appearance

Amended Summary to Final Report
Chapter 12 Trustee’s Final Report and Acct
Chapter 13 Plan Recommendation

Claim Recommendation
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Comment by UST

Final Account / Zero Balance

Final Asset Report

Notice & Summary of Final Report

Notice Appointing Trustee

Notice Intent to File Objection to Claim
Notice of Appointment of Creditors’ Comm
Notice of Assets

Notice of Intent to Abandon

Trustee/US Trustee (continued)
Notice of Intent to Sell
Objection to Exemptions
Rejection of Appointment
Report of Sale
Report of Sale by Auctioneer
Request for Dismissal Order
Request for Show Cause
Request to Defer Payment
Statement Non-Formation of Committee
Trustee’s Interim Report
Trustee’s 341/Initial Report

Adversary Events List

Answers
Motion/Application
Objection
Reply
Response
Complaint, 3¢, cross, counter

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Election for Appeal to District Court
Notice of Appeal
Record on Appeal
Statement of Issues on Appeal

Complaints & Summons
Amended Complaint
Answer to Complaint - 2
Complaint
Complaint, Third-Party
Counterclaim
Crossclaim

Notice of Removal

Registration of Foreign Judgment
Summons Service Executed
Summons Service Unexecuted

Motions
Add Defendant
Amend
Amended Application
Amended Motion
Appear pro hac vice
Compel
Compromise Controversy
Consolidate
Consolidate for Trial
Contempt
Continue Hearing
Deconsolidate Case Association
Default Judgment
Defer Fee
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdraw Document
Expedite Hearing
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Notices

Extend Time

File Out of Time
Intervene

Join

Jury Trial

More Definite Statement
Preliminary Injunction
Protective Order

Quash

Reconsider

Recusal

Reinstate Case
Remand

Reopen Case

Revive Judgement
Sanctions

Set Hearing

Settlement Agreement
Shorten Time

Stay

Stay Pending Appeal
Substitute Attorney
Substitute Party
Summary Judgement
Transfer Adversary Inter-District
Transfer Adversary Intra-District
Withdraw As Attorney
Withdrawal of Reference
for Order

Notice of Motion (sets objection deadline)
Stipulated Dismissal in an Adv Proceedings
Voluntary Dismissal

Orders/Opinions (for court use only)

Other

Affidavit

Assignment of Judgment

Bill of Costs

Brief

Certificate of Service

Entry of Appearance

Exhibit List Filed

Findings of Fact and Conclusions of Law
Interrogatory Answers

Notice of Change of Address
Request for Hearing
Response

Satisfaction of Judgment
Settlement Agreement

Stipulation
Withdraw Document
Witness List Filed
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