Filing Agents

* File on behalf of an attorney or trustee or the
U.S. Trustee

 Have their own login and password

e May be linked to multiple attorneys or
trustees.




How To Create A Filing Agent

* Log into ECF and Click on Utilities

e Choose “Your Accounts”

e Select “Maintain Your ECF Account




How To Create A Filing Agent

o Select “More User Information”

A aintain User Account

Lastmamemn | Festamo[omm
Middlewamelt | Gemeraon| |
e Type ar

Office Fodman & Associates, LLC
Address 13534 Morth Jefferson Avenue

N CTT—

Bar status
DOB

Email information... Mare user information._.

Submit




How To Create A Filing Agent

e Type the last name of your employee in the
“Find filing agent” field and then click the
search icon

More User Information for Norman H. Drew
Login drewn
Paﬁﬁwﬂrd E S s STt S

[minimum 8, upper- & lower-case letters; include digit or special characier]

Registered Y
Internet Payment Y

Groups Attorney, E-Orders Attorney

Filing agents

Return to Account screen




How To Create A Filing Agent

* If no filing agents are associated with your
account you will see this screen

More User Information for Norman H. Drew
Login drewn
Password -+t stestssrstestesrssss
] Add a filing agent

Could not find filing agent johnston
Registered Y
Internet Payvment Y

Groups At

Filing agents
Find filing agent |75

| Return to Accour

Create a new filing agent




How To Create A Filing Agent

* Next click the “Create a new filing agent”
hyperlink at the bottom of the results list

|Add a filing agent
Could not find filing agent johnston




How To Create A Filing Agent

e You will now see the Filing Agent Information
screen

State Zip |

County |
Fax |

DOB |




How To Create A Filing Agent

* Create a Login and Password for the Filing Agent

e The Password must have a minimum of 8 characters,

include both upper and lower case letters and
include one digit or special character

[e.g.,0-9, @, #, S, %, &, *, +}

Filing Agent Information

[minimum 8; upper- & lower-case letters; include digit or special characier]




How To Create A Filing Agent

* Next type the Filing Agent’s Name, Address
Phone and Fax number

e DO NOT include the Country, County,
SSN/ITIN, or DOB




How To Create A Filing Agent

Once you have input the Filing Agent’s
information, click “Submit”

Filing Agent Information

Login |SJ4730 |

Password | sBVUTvuj |
[minimum 8; upper- & lower-case letters; include digit or special character]

Last name | Johnson | First name
Middle name | | Generation |:|
Title | |
Office |Rodman and Associates LLC
Address 1 |8534 MNorth Jefferson Avenue
Address 2 |
Address 3 |

City|San Antonio State Zip
Country |:| County |

Phone 210-334-2225 Fax |210-334-2000

SSN/TTIN| DOB| |

[ Submit ] [ Clear ] [ Cancel ]




How To Create A Filing Agent

* An information window opens, confirming the
creation of the filing agent.

e Click “OK” to add this filing agent to your account

Login stul Current login 11-17-2011 1534
Registered Y Create date 10/24/2000

Internet Payment Upda The page at https://ecf-test. mowb.circB.dcn says:

Groups Attorney La

Filing agent Johnson, Susan has been created and will be added to your account after you submit
= ' your changes.

[See the Utilities menu for the "C

Filing agents

Uncheck the box to remove a filing agent.

[¥] Hanson, Shelly [, MO]
Johnson, Susan [Rodman and Associates LLC, 8534 North Jefferson Avenue, San Antonio, TX, 78233, 210-334-2225]

Find filing agent|Dcdsnn |/-J

Return to Account screen ] ’ Clear]




How To Create A Filing Agent

e Click “Return to Account screen” to complete
the changes to the attorney record

Login stul Current login 11-17-2011 15:34
Registered Y Create date 10/24/2000
Internet Payvment Update date 04/07/2011
Groups Attorney Last login 10-21-2011 16:28

[See the Utilities menu for the "Change Your Password" aption]

Filing agents

Uncheck the box to remove a filing agent.

Hanson_ Shelly [, MO]
Johnson, Susan [Rodman and Associates LLC, 8534 North Jefferson Avenue, San Antonio, TX, 78233, 210-334-2225]

Find filing agent |D0dsan |f-J

Return to Account screen [ Clear ]




How To Create A Filing Agent

Next, click “Submit”

Maintain User Account

Last name Drew First name MNorman
Middle name H. Generation
Title Tyvpe aty
Office Rodman & Associates, LLC Add Headers to PDF Documents
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio State TX Zip 78233
Country County BEXAR-TX
Phone 210-334-2225 Fax

SSN/ITIN Tax ID / EIN

Ba[3D TX44632 Bar status Active
Tnitials DOB

[ Email information... ] [ Mare user information...

[ Submit ] [Clear]




How To Create A Filing Agent

This screen represents the final step in the
“save process” and ensures that the attorney
person record has been updated.

EEC F  sankruptey - Adversary ~

Case specific fields were not altered.
Press Next to continue with update of person

Click Submit




How To Create A Filing Agent

* You will receive a confirmation page that the
update was successful

EECF Bankruptcy ~ Adversary ~ Reports ~ Utilities -

Ipdating person record.
Successfully updated Norman H. Drew

Successfully updated user drewn

Participant records were not altered.

No email edit requested

Return to User Maintenance

 Congratulations! You have now created a
Filing Agent




How To Create A Filing Agent

If you have questions or need assistance
please contact the Clerk’s Office

(816-512-1800)




Filing Agents

e Attorneys, Trustees and the U.S. Trustee have
access to create new filing agents

e Users may modify their own filing agent
accounts via the “More User Information”
screen on the “Maintain Your ECF Account”
utility




Filing Agents

: - - - iliti 1
UEC F Bankruptcy Adversary Query Reports Utilities

laintain User Account

Last name |Parle| First name Cecelia

MMiddle name |M. (Generation

Title Tvpe atv
Office | |
Address 1 |4DD E. Sth Street |
Address 2|Suite 1510 |
Address 3 | |

City |Kansas City State Zip [p4110
Country County | JACKSON-MO (29095)

Phone |(816) 5121838 Fax | |
SSN / ITIN | | Tax ID / EIN |

Bar ID 083188 Bar status Mail group
Imitials DOB AO code

’ Email information... ] Mare user information...

’ Submit ] ’ Clear ]




Filing Agents

e Attorneys and trustees can have multiple filing
agents

EE C F Bankruptcy ~ Adversary ~ Query
More User Information for Cecelia M. Parle
Login cecelia  Current login 04-10-2011 12:58
Registered Y Create date 09 03
Internet Pavment N

Groups Attorney Last login 04-10-2011 12:04
[See the Utilities menu for the "Change Your Password" option]

Filing agents

Uncheck the box to remove a filing agent.
Dewey, Cecelia [400 E. 9th Street, Kansas City, MO 64110]
Dewey, Fiona [400 E. 9th Street, Kansas City, MO 64110]

Fdfingagen| |0
Return to Account screen




Filing Agents

* Once the Filing Agent logs into ECF they will
be prompted to select the attorney they are
filing the document on behalf of:

..".I:' CM/ECF (Test) Western Missouri Ban... -

Filing for
Benjamin B. Banville (aty)
Cecelia M. Parle (aty)




Filing Agents
 The Filing Agent has the ability to switch back

and forth from attorney to attorney by
selecting “Change User”

EECF Bankruptcy - Adversary - Query Reports - Utilities ~ Search Logout

iling for Benjamin B. Banville (aty) :5_. Change user

Bankruptey Events

Appeal Trustee's 341 Filings
Batch Filings Judge/Trustee Assignment
Claim Actions

Creditor Maintenance Case Upload

File Claims

Motions/ Applications

Multi-Case Docleeting

Notices

ObjectionResponse. .

Open New Banlouptev Case

Open New Involhmtary Bankruptey Case

Other

Plan

Trustee/US Trustee . . .




Filing Agents

 The Notice of Electronic filing (NEF) and
docket text will only show the name of the
attorney/trustee as the party filer

* Filing agents will not receive a NEF unless
designated in the attorney or trustee’s
account as a secondary e-mail address




Filing Agents

If you have questions or need assistance
please contact the Clerk’s Office

(816-512-1800)




