7.0

Filing Documents
on the ECF System

This section will cover the mgority of what you will be doing within
ECF. Prior sections were the building blocks that will allow you to
docket events.

The topics here are an example of the docketing that you will perform.
All docketing done in ECF are similar, once you see how to perform
these basic procedures, you will be able to perform the majority of
docketing in ECF.

This chapter will cover:

Motions

Multi-Part Motion

Objections to a Motion

Notice of Hearing

Withdrawing a Document

Pending Order Upload

Proof of Claims

Additional Tips on Bankruptcy Events
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Motions

_ Motions/Applications are found under the Bankruptcy link.
Hint: If youarefiling a docu-

ment that will include noticing
information, such as a Notice of

you may refer to section 9.6: Re- link, a case number screen appears. Enter the
cipient Mailing List, for thelist of case number in the standard format (Y'Y-
electronic and manual recipients. NNNNN) including the hyphen. Click on the

You may then include on the no-
ticing document, (Received Elec-
tronically), before converting to
PDF, to indicate what parties

received the document electroni- - Thefiler must select an event that coincides with the docu-

cally. ment being filed. The title of the event designated by the
court, may differ from your document so you may have to
review the list for the best option. Certain events facilitate
other actionsin a case, such as schedule effects and dead-
lines or the entering of an order so it isimportant to use the
correct event. If you are uncertain what event to use, call the
court for instructions.

[Next] button.

STEP 2 Click on the type of motion that you are filing to
highlight your selection (see figure 1). The
Click on the [Next] button.

See section 1 for alisting of the
eventsavailable. Eventsfol-
lowed by a (fee) will require
payment of charges on a credit
card account
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A joint filing screen will appear next. Usethisoption if you
would like to select another attorney as ajoint filer. The attorney
must already be a participant in the case. You will not have the
option to add counsel from this screen. Click on the [Next] button
to continue.

STEP3 At the select party screen, select the movant. High
light your party and click on the [Next] button.

If the movant is not listed on the case party list, add
your party by clicking on the Add/Create New Party
link. Refer to section 4.2: Creating a New Party, for
instructions if necessary.

You may see a screen like the one shown in figure 2. This screen
will appear if the registered user logged in to the system is not
counsel of record for the party filer (movant) you have selected.
Figure 2 shows that (mmbaty) is not currently shown as counsel
of record for Zions First National Bank. Y ou may make the aso-
ciation at this point if you choose to do so. If not, leave the corre-
sponding box blank and click on [Next].
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If the pleading requires a fee you may be required to indi-
cate method of payment at this point.

STEP4

STEP5

Add your supporting documentation using the
procedure in section 2.5: Attaching a PDF
Document.

Verify your final docket text and make any ad-
justments necessary. This text will be displayed
on the Notice of Electronic Filing and on the
docket sheet.

Make sure that your entry is accurate up to this
point. When you click on the [Next] button, this
event will be sent to the court and applied to the
case.

If your final text is not correct,
you will most likely need to use
the back button on your browser
and correct it at the screenwhere
the information was originally
entered. Thisway a complete
correction is made to the pro-
gram, not just the final text.

July 2, 2004
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You cannot use the “ hot
key” option described in
section 7.1, when selecting
multiple events. Select the
first motion, then usethe
scroll bar.

Asindicated in section 7.1, itis
important to select the appro-
priate event to match your
pleading. A multi-part motion
can be critical when the events
you select can have a profound
or differing effect on the case.
Such as a Motion to Dismiss or
in the Alternative a Motion to
Convert the Case. The order
that is entered will greatly effect
the case and you want both of
these motions to be clearly ex-
pressed on the docket sheet and
on the electronic notification
that will emanate from each
entry.

Multi-Part Motions

ECF will allow you to docket multi-part motions, such as filing a
“Motion for Relief from Say, or in Alternative, Adequate Protection.”

Thisisareview of section 7.1: Motionswith an additional step for se-
lecting more than one motion.

STEP1 Enter the case number in the standard format (Y'Y-
NNNNN) including the hyphen. Click on the [Next]
button.

STEP2 Highlight the first motion that you are filing (see figure

3). Now, hold down the <Ctrl> key and scroll down to
your next motion. Click on that motion. Release the
<Ctrl> key and click on the [Next] button.
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A joint filing screen will appear next. Use this option if you
would like to select another attorney as ajoint filer. The attorney
must already be a participant in the case. Y ou will not have the
option to add counsel from this screen. Click on the [Next] button
to continue.

STEP3 At the select party screen, select the movant. High
light your party and click on the [Next] button.

If the movant is not listed on the case party list, you
will need to add your party by clicking on the Add/
Create New Party link. Refer to section 4.2: Creating
a New Party, for instructions if necessary.

Again, you may see a screen like the one shown in figure 2 on the
previous page. This screen will appear if the registered user
logged in to the system is not counsel of record for the party filer
(movant) you have selected. Figure 2 shows that (mmbaty) is not
currently shown as counsel of record for Zions First Natioral
Bank. You may make the association at this point if you choose to
do so. If not, leave the corresponding box blank and click on
[Next].

If the pleading requires a fee you may be required to indicate
method of payment at this point.

STEP4 Add your supporting documentation using the proce-
dure in section 2.5: Attaching a PDF Document.

If your final text is not correct,

STEP5 Verify your final docket text and make any adjust- you will most likely need to use
ments necessary. This text will be displayed on the the back button on your browser
Notice of Electronic Filing and on the docket sheet. and correct it at the screenwhere

the information was originally

. . ) entered. Thisway a complete
Make sure that your entry is accurate up to thispoint.  correction is made to the pro-

When you click onthe [Next] button, this event will be gram, not just the final text.
sent to the court and applied to the case.
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Note: Thereisboth an
Objection and Response
event availablein this
category. Selectingthe
correct event will ensure
your intent is proclaimed
clearly on the docket sheet
and before the court.

Objection to Motion

This section will look at filing an objection to a motion.

STEP1 At the Bankruptcy Events screen, click on the Ob-
jection/Response hyperlink. Select Reference an

Existing Pleading.

STEP 2 Enter the case number in the standard format (Y'Y-
NNNNN) including the hyphen. Click on the [Next]
button.

STEP 3 Click on the drop-down menu and select the type of

document that you are filing (see figure 4). Once
you have selected your type, click on [Next].

Answer to Complaint (Amended)

Answer to Section 304 Petition
Involuntary Answer

{Objection

Objection as to Form of Order

Objection to Claim

Objection to Confirmation of Plan
Ohbjection to Debtor's Claim of Exemptions
Response
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A joint filing screen will appear next. Use this option if you
would like to select another attorney as ajoint filer. The attorney
must aready be a participant in the case. You will not have the
option to add counsel from this screen. Click on the [Next] button
to continue.

STEP4 Highlight the objecting/respording party and then click

on [Next]. If the party is not listed on the case, you
may need to click on the Add/Create New Party link.
Refer to section 4.2: Creating a New Party.

A screen may appear asking if an association between the aprty
filer and the ECF user should be made. if the registered user
logged in to the system is not counseal of record for the party filer
you have selected. If you are the attorney representing the party,
you may need to make the association. Click on the checkbox and
then click on [Next].

STEP 6 Reference your pleading to an existing document. Re-
fer to section 5.0: Document Associations for instruc-
tions if necessary.

STEP7 Add your supporting documentation using the proce-
durein section 2.5: Attaching a PDF Document.

STEPS8 Check the final docket text and make any necessary
changes. This text will be displayed on the Notice of
Electronic Filing and on the docket sheet.

Make sure that your entry is accurate up to this point.

When you click on the [Next] button, this event will be

sent to the court and you applied to the case.

It isimportant to make
the association with the
pleading, to which, you
are objecting or re-
sponding, in order to
have the matter prop-
erly addressed.
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Hint: If you arefiling a docu-
ment that will include noticing
information, such as a Notice of
Hearing or Certificate of Ser-
vice, you may refer to section
10.5: Recipient Mailing List,
for thelist of electronic and
manual recipients. You may
then indude on the noticing
document, (Received Electroni-
cally) before converting to
PDF, to indicate what parties
received the document elec-
tronically.

When filing an Amended No-
tice of Hearing, do not link the
hearing event to the previous
hearing, link to the motion be-
ing heard.

If you havefiled a previous
hearing notice with the court
and you don’t select Amended/
Rescheduled, when it is appro-
priate, the previous hearing
may not be correctly removed
fromthe calendar.

Notice of Hearing

Correctly entering a Notice of Hearing is very important to both the
moving party and the court. When an electronic filer enters a no-
tice of hearing, they are actually setting a matter on the chambers
calendar. Incorrect entries can have a dramatic effect on chambers
S0 make sure you verify your entry.

STEP1

STEP2

STEP3

Select Notices from the category list. Click
on [Next].

Enter the case number in the standard format
(YY-NNNNN) including the hyphen. Click on
the [Next] button.

Click on the drop-down menu and select the type of
document that you are filing. Highlight Notice of
Hearing if thisis the first notice relating to the
motion. If you are amending or rescheduling a previ
oudly filed notice select Notice of Hearing
(Amended/Rescheduled). Once you have selected
your event, click on [Next].

A joint filing screen will appear as discussed in previous sec-
tions. Click on [Next] to continue.

U.S. Bankruptcy Court-District of Utah
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STEP4 At the select party screen, select the movant. Highlight
your party and click on the [Next] button.

If the party filer is not listed on the case party list, you will
need to add your party by clicking on the Add/Create New
Party link. Refer to section 4.2: Creating a New Party,
for instructions if necessary.

A case verification screen will appear next. This screen is displayed
to alow you to confirm your case number and name of debtor. Click
on [Next] to continue.

STEPS5 Y ou will then see a Hearing Information screen. Again, it
is very important to enter the information on this screen
correctly. The filer should begin by selecting the first
pull-down box field that reads “ Please select a previously
created event”. Information from chambers' calendars are
populated directly into this field, see figure 5 below.
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Hearing Imformation

In order to emter a hearing date/timee/ location, you must obtain prior approval from the
preziding judge.
Contact the Chambers of Jides Boulden

Piaase sebect a previously created calendar avant J

Hearing Date: [ - Calendar | Hearng Tirme: r Al - PM

Location: | i

Confirmation Hearing Information

Your schedule record
should already bein
the system, by the time
anotice of hearing is
filed. Soifyou don't
see your party at this
stage, you should won-
der why.
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Pre-sets, 341 and
confirmation hear-
ingswill not ap-
pear in the box at
thistime.

Keep in mind that
when the matter
was scheduled with
chambers, some of
the details may not
have been con-
veyed to the calen-
daring clerk.

If the hearing in the
box, appearsto be
for the pleading you
are entering, but the
information is not
accurate, verify the
information with the
scheduling clerk be-

Most previoudly created calendar events created on the chambers calendar for
this case will appear. In the example, shown in figure 6, only one hearing was
scheduled on the court’s calendar for 7/30/03 at 9:00AM. If thisis the hearing
that is scheduled for the pleading you are now entering, smply highlight and
click on your selection.

If the title on the pleading you are filing and the scheduled hearing inside the
box, do not match exactly, but appear to be a close match, you should check
with the scheduling clerk, at the court, to verify it is the same matter. If the
date and time (and other information) match, the hearing should probably be
selected. If you do not select the displayed hearing and enter the hearing record
again, a duplicate entry may be placed on the court calendar so please make
every effort to match the hearing or you will probably be contacted by cham:
bers.
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Hearing Information

In order to enter a hearing date/time/location, you must obtain prior approval from the
presiding judge.

Contact the Chambers of Judge Boulden.

07/30/2005 - 0900 AM - Motion For Redefl From Stay Flled By Jefferson C. Camp {Paul, Colton) 7|
Please select a previously created calendar event

OFFA02003 - 09:00 AM - Mot

tion For Relaf From Stay Fiked By Jefferson C. Camp (Paul, Colton)

Location: | 1

Confirnmation Hearing Infornyation
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Training Department

fore you enter the R — BRI T
notice, so it can be
corrected. Figure6
After you have highlighted the previoudly scheduled event, the Hearing Date,
Hearing Time and Location fields will be populated automatically (see figure
7).
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STEP6 The location field will almost always display the US

Bankruptcy Court. (seefigure 8 below).

324 25th, Ogden

Andres Diaz
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REMEMBER: Do not
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aSalt Lake hearing,
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ruptcy Court. If the
location isOgden, High-
light 324 25th Street and
if inSt George, select St
George.
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STEP7 After entering the details on the hearing, scroll down to

The document asso- the bottom of the hearing screen where you will see all
ciation functionis documents still pending in the case. Click on the box that
b;“: into the NOtti ?e corresponds to the motion for which, you are noticing the
ol Hearing event ror H H

ke of orcs Bio hearing (see figure 9).

sure you select the .

correct pleading to Click on [Next]

be heard in court.
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ing may not be Attorney for Trustes. (1b)
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Amount $75 Filed by Jefferson C. Camp (dlg, y (EOD:
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STEP 8 Browse and attach your supporting documentation using
the procedure outlined in section 2.5: Attaching a PDF

Document. : , .
Verify, verify, verify.
. . . . This cannot be stressed
STEP9 Verify your find text and the hearing date and time that enough in this section.
appears in the final text. If the date and time are not cor A mistake made here
rect at this point. Y ou must use the back button and go will directly effect the
back to the Hearing screen to make any corrections. chambers’ calendar.

The motion on for hearing should also be verified for
accuracy before filing the document with the court (see
figure 10).
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Withdrawing a Document

This event is something you may use quite frequently to satisfy a
motion or to correct an error, so it is important that you understand
how to file these pleadings. Y ou may withdraw a pleading by either
filing a Motion to Withdraw Document or by filing a Notice of With-
drawal of Document. If it isyour intent to motion the court to with-
draw the document and subsequently file a pending order, you may

Note: There are a number do so under the Motions/Applications category. However, if you

°Nfo‘fi"§gt$"a(')' :"bt'gwlme simply want to file a notice of withdrawal, you may do so by filing a

draw a dofgmﬁt_ Notice of Withdrawal of Document found in the Notices category.
This section will outline the procedure for filing the notice.

As mentioned in section: 1.0, if the event is followed by a No Image
or Text Event notation then you will not need to attach a document
when filing that event. This means that the text entry will exist on
the docket sheet, but it will not be necessary to prepare or attach a
PDF document. Under the Notices category, you have the option of
attaching a pleading to your withdrawal entry or filing a text entry.
Text events do not receive a document number on the docket sheet.

Now, let’s withdraw a document from a case.

STEP1 Click on the Notices category under the Bankruptcy
menu option.

STEP 2 Enter the case number in the standard format (Y'Y-
NNNNN) including the hyphen. Click on the [Next]
button.

U.S. Bankruptcy Court-District of Utah 118 July 2, 2004
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STEP3

Select the event that matches the document type you
arefiling and click on [Next].

There are several events available to withdraw a docu
ment. The events listed below describe the options
available in the Notice category.

If you are withdrawing a claim previously filed,
select Notice of Withdrawal of Claim.

If you wish to correct a document filed in error.
Y ou may choose Notice of Withdrawal of Incor-
rectly Filed Document.

Y ou may select Withdrawa Document (No Image)
to indicate the withdrawal with atext event on the
docket sheet.

Look for withdrawal

. . . events alphabetized
Select Withdrawal of Document (With Image) if under * N!? for Notice or

you wish to attach a pdf document to your filing. “W’ for Withdrawal.

Withdrawal of Objection to Confirmation (No I m
age) if you are withdrawing an objection to con-
firm by text entry.

Withdrawal of Objection to Confirmation (With
Image) if you with to attach the supporting PDF
document.

Withdrawal of Objection by IRS is reserved for
use by the Internal Revenue Service.

Withdrawal of Objection by USTC is reserved for
use by the Utah State Tax Commission.

July 2, 2004
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If you are with-
drawing a motion
that has a hearing
scheduled, do not
link the withdrawal
to the Notice of
Hearing, just the
motion you are
withdrawing. Con-

tinue to strike hear-

ings by calling the
court.

The Browse screen
may not appear at
thispoint if you
chose aNo Image
or Text event.

The joint filing screen will appear. Enter as appropriate and click
on [Next] to continue.

STEP4

At the select party screen, select the party filer. Your party
should appear in the case from prior entries. Highlight
your party and click on the [Next] button.

A screen may appear asking if an association between the party filer
and filing user should be made. This screen will only appear if the
registered user logged in to the system is not counsel of record for the
party filer you have selected. If you are the attorney representing the
party, you may need to make the association. Click on the checkbox
and then click on [Next].

STEPS

STEP6

STEP7

Reference your pleading to an existing document. Itis
important that you specify the document that you are with
drawing so that deadlines and/or motions can be properly
terminated. Refer to section 5.0: Document Associations
for complete instructions if necessary.

Browse and attach your supporting documentation using
the procedure in section 2.5: Attaching a PDF
Document.

Verify the final text and that the correct association to the
document, being withdrawn, exists. Click on [Next] to
send the filing to the court.
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Figure 11 below, demonstrates a Withdrawal of Document (No Image)
event. Notice there is no Document Number displayed on the Electronic
Notification. The text will exist on the docket sheet but no document num-
ber is assigned and no image will exist for this entry.
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Disirict of Utah

Meotice of Electronic Filing

The following transaction was received from mmbaty, entered on 7/2/2003 at 4:40 PM MDT and
filed om T/2/2003

Case Name: Paul Robert McKmght

Case Number: 2-20107

Document Number:

Docket Text: e

Withdrawal of Document (related document{s):[39] Motion to Defer Discharge) Filed by mmbaty
omn behalf of Paul Bobert Meknight{mmbaty, )

The following document(s) are associatad with this transaction:

02-20107 Notice will be electronically mailed to:

=
i == Biunronr. Tore Lo e AE (|
Figurell
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7.6

Pending Order
Upload

Pending Order are sent directly to chambers with the Order Upload
event.

This section covers the following:
Pending Order Upload

Uploading Additional Orders
Uploading Batch Orders (Trustees)
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Refer to the Local Rules
and Section 2: Document
Basics, for specific guide-
linesfor preparing your
proposed order for up-
load.

Banlkruptcy Events
Appeal

Creditor Maintenance. .

Uploading Orders

Orders are uploaded under both the bankruptcy and adversary ECF
menu options, depending on the case type. The orders must be as-
sociated with a specific case and related document. Aswill other
pleadings filed electronicaly, all orders must be converted to a PDF
format before submission.

STEP1 To upload your order, click on the CM/ECF heading
which is appropriate for your order. For the pur-
poses of the manual, we will click on Bankruptcy
(figure 1).

Order Upload for Bankruptcy

File Claitns

MMotionsfdpplications

Unload Single

Motices

Chiection/Besponse. ..

Cnpen a BE Case
Other

Plan

Fd,qef Trustee Assigntment

Figure2

Pending Order Upload

Figurel

U.S. Bankruptcy Court-District of Utah
Training Department

STEP2 Click on Pending Order Upload (figure 2).

STEP 3 Enter the case number for the case that you are up-
loading the order to (figure 3). UsetheYY-
NNNNN format. Click on [Next].
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Upload a Single Order

Case Number |03-2UU42 Examples: 99-12345, 1:99-bk-12345 or 1-99-bk-12343

M Clear |

Figure3

Upload a Single Order

0320042 Cranied Roberto Moaan

Eolated Du-:mul.ﬂumlnr| Enler bhe documant muibar o Um mlatsd mustler Sorwhich iba ordar o b eing siboitied

Fote [Frow don't erosar the related docoment cwenber, chels on Nest to conbinue
Mex|  oox]

Figure4

STEP4 The next screen that comes up (figure 4) will ask
you for a document number that you will be relating
this pending order to. If you do not know the docu-
ment number, go ahead and click on [Next].

If you do know the document number, enter it into
the box and the click on [Next]. Jump to Step 7.

STEPS If you don’'t know the document number, you will
need to search for the related document (figure 5). Select the
category that the related document falls under. Refer to Section
5.1 for Referencing an Existing Document. After selecting the
document category and/or filing out the filling or documents
range, click on [Next].

b e et B SHEr

Upload a Single Order

Helect the category 1o which your event relntes:
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ahixe)
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Filel to
Dl nAme RS ]

et Clea |

Figure5
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STEP6 Select the document that you are referring to by click-
ing on the checkbox to the left of the document (figure
6). If the document that you are searching for is not
listed, go back one page and change your search crite-
ra

After selecting the document, click on [Next].

STEP7 The screen shown in figure 7 alows you to select the
order type, include a hearing date if one has been sched-
uled, and then attach the required pdf order document
(refer to Section 2.4 Attaching a PDF Document).

After attaching your document, click on [Next].

STEP8 The final docket text screen appears (figure 8). Review
al information on this screen. Add text if necessary to
clarify this docket entry. Click on [Next]

Upload a Single Order

Order types are:

- Agreed to/Stipulated Ikt tha appeopriate arentfs| fo which poar avent relates:
Confirmation Orders
Consent Orders

Ex Parte (7 11¢242003 5 bation for Retief From Stay Filed by Zions Firat Metionsl Benk (e, (E0D:
L1/33ran0T
Hearing Held [ 11r2143003 & Mation for Febisf Fram Say Files by Bions Furst Hetiomal Bank (e, )
Hearing Scheduled | rise| Do
Motion for Relief
Other
Figure6

pload a Single Order

‘nse mmnher: O5-100432

Fame: Carid Fobero Mosso

il Dociumen Mumber: 2

Relnted Dincumaent Deserqtom: [Wotion for Relief From Sty

OrderType § =
Hearing Diate Exmuplar: 1 3053000 o 0217402
File im Upload | Hipwse.. |

Mote: You can only opload fles with a2 pdf extension. If yon use Adobe Acrobat Wiriter version 3 or 4 to comveal onders o pdf, your orders shonkd be
_prepared wsing e Courter, Helveten, or Times Mew Boman fomt {regular. beld, 1ialic, sy bokl ftalic). IF you use Adobe Acrobai Writer version 5, your
prilers shonld he prepared nging the Aral, Cewrier, or Tinees Mew Reman font (rezular, bald, italic, amd bald italic). Othea fonts will not process conTecthy
thromgh the court's noticing ceniler,

Agienen!! Submdiing tds sereen cormmbis this wasaedon. Yo will hase ne Turiher opporoandty w modify this submission 1F you cont e

| e

Figure7
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Upload a Single Order

Pending Order [(Other) related docwnenhts(s):[8] :Motion for Relief From Stay Filed
by: (dpa, |

ittention! | Submitting this screen commits this transaction. You will have
it further opportunity to modify this submission if you continue.

M Clear I

Figure8

Note: Clicking on [ Next] will commit thisfiling to the system and
you will not be able to change or recover it.

Y ou will receive the “€electronic” notice that the filing has been
submitted (figure 9). You can look at the uploaded document by
clicking on the numbered hyperlink (24.pdf in figure 9). The docu-
ment number does not match the document number in the docket.
This a sequential number assigned by the system only.

If you have other orders to upload into the system, click on the Do
it again hyperlink. This will take you to the case number screen
(figure 3, step 3).

. - — |
Upload a Single Order

[The new pif file 24 pidf was uploaded and routed to Chambers folder successfully on 3/25/2004 -- 9:52 AM

Order Type: Other

Case Number: 03-20042

Case Name: Daniel Roberto Mosso

[Related Document Number: 2

[Related Document Description: Motion for Relief From Stay

Coo it again

Figure9
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Uploading
Additional Orders

In some instances an additional or second order may need to be
filed. The process of uploading an additional order is the same as
the upload process described in Section A.1. However, after seled-
ing the document number a warning screen will appear (figure 1)
notifying you that an order(s) already exists for this document num-
ber. It will allow you to upload a new order. Ensure that the radio
button is selected and the click on [Next] to upload another order.

Upload a Single Order

Warning: The following order(s) already exist for the same case and related document.
24 pdf
) Uplgad another order

M lear |

Figurel . HUl
& Upload another order
b et I Clear I
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Uploading Batch
Orders

Trustees

The Upload Batch feature alows Chapter 13 Trustees to upload
multiple orders at one time. The system will only alow ordersto
be uploaded to cases assigned to the trustee.

Each batch upload must contain the same order type and order de-
scription for each order in the batch.

STEP1

STEP2

Order Upload for Bankruptcy

Upload Single
Upload Batch

Figurel

STEP3

U.S. Bankruptcy Court-District of Utah
Training Department

After clicking on the Pending Order Upload hyper-
link, click on the Upload Batch Hyperlink (figure 1).

Enter in the order type and description and a hearing
date if necessary (figure 2). Enter in the case num-
bers for the batching of the orders. Usethe Y'Y-
NNNNN format. There is no limit to the number of
cases that can be batched, but it is recommended that
you limit the number of orders batched at one time
to 50.

Y ou can enter case numbers into the case number
field one at atime or by performing a copy of alist
of numbers from a word processing application.

After finishing withthis screen, click on [Next].

Y ou will need to now upload your pdf order docu-
ments (figure 3). After uploading your files, review
the information because after clicking on next will
submit your order upload to the system. When you
are ready to continue, click on [Next].
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Upload a Batch of Orders
Order Type | Consert Orders |
Order Description poDesc l Order Confirming Chapter 13 Plan by Consent =
Hearing Date | Excamples: 03/192002 or 03/19/02
{D3-z0042
03-zZ0043
Case Number(s) 03-20044 Order Descri pt| ons
03-20045 .

Figure2

Upload a Batch of Orders |

Amended Order confirming Chapter 13 Plan
- Amended Order Confirming Chapter 13 Plan by Consent

Nest|  Clear| . Order Confirming Chapter 13 Plan

Order Confirming Chapter 13 Plan by Consent

Order Dismissing Chapter 13 Case

03-20042 Daniel Roberto Mosso  |C:\My DocumentstTraining'Base Doc.pdl — Browse... |
03-20043 Tondra . Dowland IE:\M_I,I DocumentzsTraining4Baze Doc.pdl  Browse... I
03-20044 Helen M. Ziegler IE:\M_I,I DocumentzhTraining4Baze Doc.pdf  Browse... I
03-20045 Richard Legrand Spencer |C:\My Documents\Training\Base Doc.pdl  Browse.. |

(through the court's noticing center.

Attention!! Submitting this screen cormmits this transaction. You will have no fur

M ext I Clzar !

Note: You can only upload files with a .pdf extension. If you use Adobe Acrobat W
prepared using the Courier, Helvetica, or Times New REoman font (regular, bold, i
jorders should be prepared using the Arial, Courier, or Times New Foman font (reg

Figure3

Y ou will receive a confirmation screen indicating that your documents
have been uploaded (figure 4).

Upload a Batch of Orders

[The following orders were uploaded and routed to Chambers folder successfully on 3/25/2004 - 1:31 PM
Order Type: Consent Orders

Order Description: Order Confirrming Chapter 13 Plan by Consent

Upload a Batch of Orders

03-20042, Craniel Roberto Iosso P

03-20043, Tondra B Drowland . )

1320044, Helen M. Ziegler 03-20042 Daniel Foberto WMosso new PDF file: 26.pdf

03_20045’ Richard LEgI'EIld SpEﬂCE‘[’ 03-20043 Tondra F. Dowland new PDF file: ET.Edf
03-20044 Helen M. Fiegler new PDF file: 28 pdf

Flease click on Next button to view the uploaded docurments. 03-20045 Richard Legrand Spencer new FDF file: 20 pdf

- Lo it again

Figure4
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If not on the matrix, a credi-
tor may be added to a case
or aclaimfiled, by entering
a Creditor Request for No-
tice. The user may attach the
claimto the notice and the
court will add the creditor
and enter the claimor, the
court will add the creditor on
the notice, then later, the
user isableto filethe Proof
of Claimelectronically.

Claimants are listed by type.
The default for the Type of
Creditor fieldis*“ creditor” .
You may |eave the type at the
default when entering claims.

Proof of Clams

When a proof of claim isfiled in CM/ECF, the claim will be attached
to the creditor record of the claimant. One must first locate the creditor
by searching the creditor database and then enter the corresponding
clam.

Sometimes, the creditor filing a claim already resides in the creditor da-
tabase. If the creditor cannot be located on the case, they will need to
be added (by court staff) and then the claim can be applied to the new
creditor record.

STEP1 Click on the File Claims hyperlink. You will get the
creditor search screen (see figure 12).

STEP 2 Enter in the case number.

STEP3 Enter in the name of the claimant from the Proof of

Claim that you will be attaching. Y ou may enter a por-
tion of the creditor name.
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Search for Creditor

Case Number |0=2-20107
Mame of
creditor

Type of creditor |Creditor

MNext| Clear |

& Dok e Cicim T = - )

Figurel2
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Figure 13 exhibits a search for First Mortgage by entering
First Mort. Figure 14 shows the search effort resulted in two
creditor matches beginning with First Mort at two different
addresses.

This field may also be left blank to return a complete list of all
creditors on the matrix.

STEP4 Y ou must select the creditor from the drop-down menu with
the same address as the claim you are filing.
Click on [Next] to continue.
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Search for Creditor

Leavefield blank for
Case Number [02-20107 completelist of creditors
or you may enter all or

Nmnlc of ot Mort part of the creditor
creditor name.
Tvpe of creditor [Creditor |

B EE

Figure13
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T4 & 3 & = & = o o @ = Afiling user may not

i Y g T ki i add a creditor if they do
il Beimat L Lbwre v (v b ni e gl Bk e TS TTERL T 0 o] 7 b Fkad not appear on thelist.

- = inT i However, you may edit
NO ASSET 1 an existing record if it is

@ the correct creditor. See

next page for instruc-
tionson Adding and
_ i Editing Creditors.

Select a Creditor for Claim

Case 02-20107: Paul Robert McKnight
[1461 - First Mortgage Company - 1380 Van Nuys Blvd Van Nuys, CA 5452 |

1461 - First Mortgage Company - 1320 Van MNuys Blvd Van MNuys, CA. 94524
rigage Company - 13t Avenue Street Sandy Ut 84770

Figure 14 3
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sl |
T Vamad Owa TR T Y )
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Although the screen has an option to add creditors, exter-
nal ECF users are only able to upload creditors when a case
isfirst filed. If the creditor on your claim is not on the ma-
trix, you must submit a Creditor Request for Notice or
Amended Matrix to the court and the creditor will be added
by aclerk.

If your creditor appears on the matrix, but the address is dif-
ferent than the address on your claim, you must edit an ad-

dr ess so your claim is accurate and any notices can be prop-
erly sent.

To edit an address you must exit from the File a Claim cate-
gory and select the Creditor M aintenance category from
the main Bankruptcy menu. Then select Edit Creditors.
For instructions on how to edit or add creditors, see section
3.3: Editing a Creditor Matrix and Adding Creditors.

After you have updated the record for your client, you may
return to the File Claims category and select the updated
creditor record.

STEPS5 The filer enters the information describing the claim on the
screen. (see figure 15).
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1461 - First Mortgage Cospany
1598 Yam Mayz Bl
Wam Muys, CA. 54524

e Wumber e Amends Clamm # Do licates Claam # Filed By:
0220117 Cladm Mo [ [Flstetior
Last Trate Ta File: e 10 [Dae Filed: 07072005 | Late: [ 3 Stanms: :
Amsani Clalmed

Unsecured Hecured Friocity Usmowm Total (Display Omly)
|1".'n1 on |1.'."|r|1_n1 | | |1:q'n1-'_r|1

Ameant Allewed
Total (Display Omly)

Drescription: [-alua of Cellatakal §165000.00

Foemsarks Prrceacs $1350.00
[Went| [ Clear o
LI Dwcarart: [omy 1k e 29 08 J-J
Figure 15
U.S. Bankruptcy Court-District of Utah 134 July 2, 2004

Training Department



If this claim amends or duplicates a previous claim, indicate

the number in the appropriate fields. The date s entered auto-

matically. The District of
Utah does use the Late or

The Filed By fields allow you to indicate attorney, creditor, Status Fields at thistime.

debtor or trustee.

Disregard the Amount Al -

Enter the data from the document in the appropriate Amount lowed field.

Claimed fields. Do not enter the “$” or commas in the dollar The Total Amount Claimed
amount fields. Values default to whole dollars. Decimals are fieldstotal the values of Un-
accepted but not required. secured, Secured, Priority

and Unknown.

Type additional information in the Description and Remarks
fields, if necessary. The court includes Arrears and Vaue of
Collateral on these lines.

When you have completed this screen, click on
[Next] to continue filing a claim.

STEP6 Add your supporting documentation using the pro-
cedurein section 2.5: Attaching a PDF Docu-
ment.

STEP7 Check your final docket text and make any adjust-

ments that you need. This text will be displayed
on the Notice of Electronic Filing and on the
docket sheet.

Make sure that your entry is accurate up to this
point. When you click on the [Next] button, this
event will be sent to the court and applied to the
case.
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Additional Docketing Tips

This section will aid an eectronic filer with additional information on issues that
we have experienced thus far and also describe the notices that a user may receive
or see on the docket if an error is made.

There are three events that were created for use by court staff to identify an entry
that may be of concern and either make a note on the court record or send notifica-
tion to the electronic filer regarding the possible error. The Clerk’s Notice of Pos-
sible Error and Notice of Corrective Entry will produce an Electronic Notification,
but the Clerk’s Notice of Adjusted Entry will smply make a note on the court
docket sheet and notice will not be sent to interested parties.

Clerk’s Notice of Possible Error:

- Used when the court is seeking a response or action from filer because the
court cannot definitively identify the intent of the filer. Such as when image of
pleading and docket entry do not match.

The filer needs to take some action to clarify the filing by a withdrawal or
amendment.

Clerk’s Notice of Corrective Entry:

- Used after a mistake has been clearly identified and can be fixed by the court.
This could be if the filer used the completely wrong code, linked to the wrong
pleading, or didn’t link at all.

The court does not expect a response from the filer, other than to do it correctly
the next time. If you do not understand the procedure contact the court for
clarification.

Clerk’s Notice of Adjusted Entry:
This notice will be used to make a notation or clarification on the docket sheet
that an adjustment was made to an entry and describe what changes were made
for the sake of information to parties reviewing the docket sheet.
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You may want to review this section of the manual periodicaly to ensure the
proper use and understanding of events and procedures. The court will update
this section on the website as more issues arise.

New Cases: Verify your information before submitting the new case to the
court.
Common mistakes made on new cases are: name differs on entry sub
mitted from the petition image, no alias information entered in the sys
tem but appears on the petition and incorrect chapter entered.

Notice of Hearing: When entering a Notice of Hearing, a room number will
not appear in the location field.

Notice of Hearing (Amended/Rescheduled): If you are amending or re-
scheduling a hearing, remember to use the event code Notice of Hearing
(Amended/Rescheduled). Do not link the amended notice to the previous
Notice of Hearing, link the new Notice of Hearing to the motion to which it
relates.

Motion to Expedite Hearing vs. Shorten Time: If you are requesting that a
hearing be expedited use the event Expedite Hearing rather than Shorten
Time Thiswill enable the court to enter the hearing date when the order is
signed. Therule at the court isif you are shortening time for a hearing or
make mention of a hearing in your motion, we use the Expedite Hearing
event. Motion to Shorten or Extend Time may be used for other motions
such as Extend Time to File Statements and Schedules.

Signatureor /5: Make sure that you include the /S to all areas where asig-
nature would normally appear. This includes a certificate of service.

Motion to Withdraw Document vs. Notice of Withdrawal of Document:
If you elect to withdraw a previoudly filed document, you may file a Motion
to Withdraw Document (found in the Motion/ Application event category), a
Withdrawal of Document w/image or a Withdrawal of Document without
image (found in the Notice category). If it isyour intent to motion the court
to withdraw the document and subsequently file a pending order, you may do
so under the Motion/Application category. However, if you simply want to
withdraw your document you may do so by using the Withdrawal of Docu-
ment under the Notice category. The system was modified to give you the
option to withdraw your document without having to attach a pdf image.

Multiple Motions: When filing multiple motions, consider whether you will
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need to select multiple events from a category rather than just enhance the
final text. If you are filing a motion that requires a fee, you will need to se-
lect that event for the system to request payment for the event.

Enhancing Final Text: You are able to enhance the final text on events to
clarify afiling, add Ex Parte or possibly include additional events. Be aware
that enhancing to add some events has a profound affect on your motion and
can serioudly affect your case. For example, if you are filing a Motion to
Dismiss Case and enhance the final text by adding or Motion to Convert, be-
cause both of these motions change the case dramatically it is advisable to
use two separate events. (See also Multiple Motions above).

Correct Event Code: Be sure to select the correct event or call the court if
you are unsure which event to use. Although, the use of some events is obvi-
ous, others have been modified to do some specific tasks. Some events were
created to facilitate deadline reports, fee requirements, etc., such as Motion
to Expedite Hearing vs Motion to Shorten Time. The Motion to Expedite
Hearing event has the ability to enter the new hearing date built into the sys-
tem.

Fee Events: If you select an event that has a fee attached your account will
be charged. Events with afee (listed in section 1.3) will show (fee) next to
the event.

Clerk’s Notice of FeesDue: If you receive a Clerk’s Notice of Fees Due,
an event requiring a fee may have been filed without proper payment at-
tached. It is possible that the ECF user selected an incorrect event from the
list or occasionally, afiler enhances an entry to add an additional event. To
pay afee online, select the Other category, then Electronically Paid Fee —
xxxx. Where xxxx is the amount due on the clerk’s notice.

Amended Schedules and Amended Matrix Fee Event. Since the court
does not charge afiler the fee twice if these events are filed together, a event
was created so that your account will only be charged the one fee for both. If
you select these events separately you will be charged a fee for each.

Confirm by Consent: When filing a Motion to Confirm by Consent, be sure
to enter the claims being objected to, if any. A screen will appear and re-
quest thisinformation. Simply enter the claim numbers in the box provided,
i.e; 1,34

If you are filing a Chapter 13 Amended Plan at the same time as your mo-
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tion, use the event Confirm by Consent and Amended Chapter 13 Plan from the
Other category.

July 2, 2004 139 U.S. Bankruptcy Court-District of Utah
Training Department



NOTES
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