Electronic Case Filing
Limited User’s Guide

Filing instructions specific to these filing professionals:

« Case Auditors

« Proof of Claim filers and claim related events

« Transcriptionsists

United States Bankruptcy Court
District of Utah
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Contact Information:

ECF Help Desk: 801-450-3443

Lisa Bernson
Ph. 801.524.6575
lisa_bernson@utb.uscourts.gov

Kyle Crockett

Ph. 801.524.6575

Fax 801.524.4409
kyle_crockett@utb.uscourts.gov

ECF and Court Websites

CM/ECF Website: https://ecf.utb.uscourts.gov
CM/ECF Training Website: ecf-train.utb.uscourts.gov
Bankruptcy Court Website: utb.uscourts.gov

Additional Contact information and resources can be obtained from the court’s website

This manual will specifically outline the procedures for a user with limited access to the sys-
tem. Limited Users are specific groups with limited access to ECF for the purpose of filing
user specific events. Limited user permissions are set up to include these filing professionals:

e Case Auditors
e Proof of Claim and Claim Related Filers
e Transcriptionists
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1.0

Getting Started With
CM/ECF

This section will cover anumber of important aspects of CM/ECF. This section will cover the following topics:
e Accessing CM/ECF and Navigating around the system

e  Document specifications

e The creation and manipulating of PDF documents using Adobe Acrobat
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System Accessand 1 1
Navigation

ECF is aweb based program designed to allow registered users to file documents el ectronically over theinternet. Exter-
nal filershave different levels of access and functionality, as determined by the needs of the user and their registration

status.

ECF REGISTRATION

Toregister for ECF, go to the District of Utah website at http://www.utb.uscourts.gov. Click on the CM/ECF button and
then select the CM/ECF Resources submenu. The Administrative Procedures for Electronic Case Filing should be thor-
oughly reviewed before signing. The consent forms are found on last pages of the Adminigtrative Procedures. Fill out the

correct group form and fax it to 801-526-1193.

BROWSER NAVIGATION

The system has been tested successfully using Internet Explorer 7.0 and Firefox 2.0. Knowledge of browser navigation
isrecommended, for efficient use of this system. Y ou can use the browser’s navigation buttons to move back and forth be-
tween pages. This alows you to back up and change or correct information on a screen. Once you have changed something
on ascreen, you will then need to select the next button as you move forward again.

The CM/ECF system is accessed at https://ecf.utb.uscourts.gov/. Y ou may want to set this page as a bookmark or favor-
ite, for quick accessin the future. Important notifications will be placed on the first page of the site, so when adding a book-
mark, be sure to set it to the first page, as shown herein Figure 1. Select the Digrict of Utah-Document Filing System hy-

perlink, to continueto the login screen.

https://ecf.utb.uscourts.gov

ﬂ U.S. Bankruptcy Court - Windows =l

[71 hitps: ffeck .uth, uscourts. gov, b % (X Pl
File Edt View Favorites Tools Help @ i
D », = »
W | [ U.5. Bankrupty Court o - B - @ v |5FPage v {CF Took -

This is the CM/ECF site. This is
the page that you will want to
bookmark or set as a favorite,
depending on your browser.

Welcome to the U.S. Bankruptey Court for the District of Utah

District of Utah - Document Filing System

Recent Case Filings Report [FREE

Creditor Load - No Matrix - Judse/Trustee Assignments - No Statements/Schedules Reports

PR

Netscape Browser Discontinuation Notice
As of March 1. 2008, Time Warner's AOL will end the development and technical support of their Netscape Navigator browser. To avoid
potential secunity risks, we highly recommend that all CM/ECF users of Netscape Navigator switch to a current version of Internet Explorer
or Firefox, both of which are available for free download from the respective vendor's web site.

CM/ECF Internet Payment System New Requirement

Cone @ Internet

Click on the District of Utah -
—— Document Filing System hy-
perlink to access CM/ECF.

Information related to the
CM/ECF system will be

— placed here, such as system
down times.

F A% -
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Category Menu Bar

Adversary

+  QOuery =«

Reports

« Utilities + Logout

ankruptcy Events

Motionsf Applications
Cither

Event Categories

Pending Order Upload

CM/ECF NAVIGATION

The category menu bar allows a user to access the bankruptcy, adversary and PACER (Public Access for Elec-
tronic Records) events within CM/ECF. Clicking on the Bankruptcy Category on the menu bar will allow you access
to the bankruptcy events assigned or available to aregistered user depending on their account rights. In the figure
above, the user has access to these three bankruptcy events categories.

Clicking on the Query and Reports category will allow you to log into PACER, if you have a PACER account.
You can sign-up for a PACER account by clicking on the hyperlink on the PACER login screen (http://

pacer .psc.uscourts.gov).

EEC F Bankruptcy . Adversary
File a Pleading
07-20084 Een Barbie and Malibu Barbie
Type: bl Chapter: 7w
Judge: TAB Aszetan

Abandaon (FEE) (Mation)

Abate (Motion)

Reports  «

Query «

Office: 2 (Salt Lake City)
Case Flag: PetFeeDue

HES

Abstention Under Section 305
Access to Tax Documents (Motion)
Adeguate Protection (Motion)

Motion/Application
Events List

Administrative Expenses (Motion)
Allow Claim(s) (Motion)
Arnend (Motion)

et

Items contained within list
boxes and drop-down menus are
“hot-keyed”. Thisallows a user
to type thefirg letter of an event
and be taken to the top of that
letter’s portion of thelist. If |
want to file amotion to recon-
sider, by typing the letter “R”, |
would be taken to the top of the
R-list.

Repeatedly tapping the R key
will continue to cycle me
through the R events. When | hit
thelast R event, | will be taken
tothetop of theR ligt.

There will betimes that you will need to select multipleitems from alist. One of these timeswill be when you
reference an existing document. Y ou will need to select a document type, one that matches the document type that
you arereferring to, such asamotion. Often, what you consider a certain document type, the court may consider it
another document typei.e. you may consider a document a motion, but the court may consider it a generic.

You can select multiple events by:

e Clicking the mouse button on the first item, holding the button down and dragging the mouse until you reach

the last item.

e Clicking on thefirgt item of thelist, holding down the SHIFT key and then clicking on the last item will high-

light the items in-between.

e You can select multiple and separate items by clicking on the first item, holding down the CTRL key and then

clicking on the next item.
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Maintain Your ECF Account 1 2

Registered Users have access to their party record information under the Utilities menu to make changes. The
Maintain Y our ECF Account category will allow the user to update tel ephone numbers, address and password
information, as necessary.

Click on Maintain Y our ECF Account under the Utilities menu option.

The information the court has on file for the registered user will appear on the information screen. Correc-
tions should be made on the account information screen to affect all cases the ECF user islisted asa party. To
finalize the changes click on the [Submit] button or see section below for more options.

Multiple User Accounts

Many limited users require several accounts in order to accommodate large organizations. These accounts

areissued to an individual in the organization. Should an individual |eave the organization the company
should contact the court to disable the account.

Changing a Password

Should a user feel the security of the account has been compromised, they should change the password as
soon as possible to prevent ineligible access.

To Change an account password select the [More User Information] button on the Maintain Y our ECF Ac-
count screen. Highlight and delete all characters in the Password field and replace with a new password.

It is recommended that passwords are created with a combination of |etters, numbers and symbols for in-
creased security.

Click on [Return to Account] after the new password has been entered.

Submitting Changes

Changes to the user account have not been completed until a confirmation screen appears. After returning to

the main user account information screen, —
. . WIaintain User Account
click on the [Submit] button at the bottom Last name mmbered First name
of the page' IIiddle name (Generation
Title Type cr
Thefinal screen will show the user update Office [Becket & Lee
was successful. Address 1 Attention Michelle
Address 2 500 South 500 East
Address 3
City |Salt Lake City State [UT Fip 841
Country County v
Phone Fax
88N TaxId
BarId Bar status ~ Mail group
Initials DOB A code Person end date
Email information... ] [ More user inforration... ]
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View Your Transaction Log 1.3

The Transaction Log is arecord of all transctions that have occurred on the account currently logged into the
system. This option can be a useful tool for tracking activity within your office on a particular account or
employee.

STEP 1: Toview transactions, click on the View Y our Transactions L og link under the Utilities menu op-
tion.

STEP 2: Enter the date range for the log you would like printed to the screen as shown in figures.2. The
start and end dates should be entered in the [MM/DD/Y Y] format. The screen will default to the last date the
log was accessed. Click on the [Submit] button to run the report.

Bankruptcy

SECF

iew Transaction Log

Figure 5.2
Enter the Date Selection Crtenia for the Transaction Log Eepot

Start Date: 1,107 End Date: |3/14/07

[ Submit ] [ Clear ]

The transaction log is displayed (see Figure 5.3). The system will retrieve all activity within the date range
specified.

Thelog will include the date of the transactions, case numbers and a brief text of the actions performed.

Id Date Case Humber Text

1255850 ||0Z2/09/2007 1&:15:20|06-20001 Insert claim no: &6, caseid: 2754 in claims table

126225 02/23/2007 15:10:35 |Z2-07-bk-20010 Creditor Request for Notice (mbcred, )

126226 |([02/23/2007 16:17:37|2-07-bk-20010 Notice of Withdrawal of Claim, Claim Nwberis): 2. (mbcored, |

126605 (0370272007 18:44:11|2-07-bk-20003 Creditor Regquest for Notice (mwbcored, )

; i MNotice of Transfer of Claim Transferor: ADP Payroll Service (Claim No

126625 |03/02/2007 18:53:31|2-07-hk-20036 1) To ADF Paproll Service. | —

126628 ||03/02/2007 18:53:52 |2-07-bk-2003¢6 Notice of Withdrawal of Claim, Claim MNwakeri(s): 1. (mabcored, |

126660 |03/08/2007 23:04:54(2-07-bk-20034 Creditor Request for Notice (mwbcored, )

126661 03/09/2007 13:53:56 |2-07-bk-20034 Notice of Withdrawal of Claim, Claim Number(s): 1. (mmbcred, |

126662 03/09/2007 13:56:34|2-07-bk-20036 Notice of Withdrawal of Claim, Claim Nwiberi(s): 1. (mbcored, |

126667 03/09/2007 13:57:10|2-07-bk-2003 6 Notice of Withdrawal of Claim, Claim Nwaeri(s): 1 America First.
[mmbcred, |

126687 03/11/2007 21:59:15|2-07—bk-20036 Notice of Transfer of Claim Transferor: ADT (Claim MWo. 2) To Americo
Int. . (mebcred, |

126702 03/12/2007 14:38:34|07-20036 Insert claim no: 4, caseid: 3238 in claims table

Figure 5.3

U.S. Bankruptcy Court District of Utah

March 5, 2008



PDF Documents 1 4

There are two types of documents that we will be looking at: regular pleadings which will be uploaded to the ECF
system most of the time, and electronic orders.

These documents can be created by using any word processing program, such as Microsoft Word, Corel WordPer-
fect, Star OpenOffice or Atlantis Ocean Mind.

Y ou should review the local rule for the specific requirements for filing electronically.

Pleadings

Items that should be included are:

1. You should have Filed Electronically near the top of the document. Thiswill indicate that you as an ECF user
filed the document electronically and that the clerk’s office did not enter it for you.

2. By local rule, you must indicate all signatures with the notation /. Thisindicatesto the court that you have the
original document signed and in your possession.

3. Indicate on the document when the document was signed.

=T R T

Personal information that I THE UNITED STATES BANKRUPTCY COURT
. F I T AH
should not be made public, T e
such as social security num-
berS, bank EF.CCOUﬂF numbers’ Inre: Banknuptey No. 07-20545 GEC
names of minor children, etc N + Clmer 13 cace
. TAC, . JCHINETET, i 0eT 1> Case)
should be blocked from view | e
before submitting the images/ et i ——

documents to ECF.

MOTION OF DEUTSCHE BANK NATIONAL TRUST COMPANY. AS TRUSTEE
FOR TERMINATION OF THE AUTOMATIC STAY

{Oral Argument Requested)

Pursuant to 11 U.5.C. §362(d). Bankruptcy Fules 4001 and 9014 and Local Rules 4001-1
and 9013-1. Deutsche Bank Naticnal Trust Company. as Trustes (“Creditor™), a secured creditor of
the above-referenced debtor, moves the Court to terminate the sutomatic stay. Chase Home Finance
LLC presently services this loan. Creditor represents as follows:

On Febmary 13, 2007, the debtor filed 2 petition commencing a case under Chapter
-— ===

Creditor further requests, pursuant to Bankmptey Fule 4001(a)(3). that the order
termunating the automatic stay not be stayed ten (10) days and the order be enforceabls upon enfry.

DATED: August 10, 2007

LUNDEEEG & ASSOCIATES
By /s

Kent W. Plof
Attormeys for Creditor

U.S. Bankruptcy Court District of Utah March 5, 2008



Electronic Orders

Electronic orders are submitted to the court through the ECF system. There are three things to remember for an elec-

tronic order:

1. Includea?2 1/2 inch margin at thetop of thefirst page. Itisnot necessary on any other page. The purpose for this
isthat the judges sign the orders using an electronic stamp, and that stamp goes in that 2 1/2 inch margin on the
first page.

2. Sinceéectronic ordersare electronically signed, a signature block isnot required at the bottom of the document.

3. If you do not include a signature block, there should be something to indicate that the document is finished, such
as “End of Document” or “Nothing Follows” at the bottom.

Orders Presented in Court

Orders submitted in court should have a signature block at the bottom of the document, as well asthe 2 1/2 inch
margin also at the top of the order.

DOCUMENT PROPERTIES

. 5 Rmuc,‘_
ECF allows a document size of 2MB per attached The below describeds SIGNED. e @
image, which isroughly 50 pages of a document cre- 2, crp s Xuf ¢
. L. Dated: July 11, 2005 K hon ECLp A » 3
ated from aword processing application. If you use an L CLENE CLARK, %y @ Lo
. ankrupte uone ot o \
optical scanner to create your PDF document, the T~ e s e
numbe' Of pag% may be decrm Mark 8. Middlemas, Utah Bar No. 9252

SHAPIRO & MEINHOLD. L.L.P.
102 West 500 South. Suite 300

H H H Salt Lake City. UT 84101
Scanning Guidelines Telephone: (301) 5335361
Facsimile: (801) 961-9575
Email: mmiddlemasélogs.com

1- Qu allty and Fl I e Sl ze Attorneys for Litton Loan Servicing, LP as servicer for Deutsche Bank National Trust Company
The quality of a document when scanned is deter- et | M

mined by the leve of detail recorded by the scanner. IN THE UNITED STATES BANKRUPTCY COURT

The detail isreferred to asresolution, which is meas- FOR THE DISTRICT OF UTAH

ured by dots per inch or “dpi.” A document scanned Centnal Division

with ahigher dpi will have alarger fileszethan a

document with alower dpi. i Claper 13
The court recommends documents are SRR R Bankruptey No. 0321164
Diebtor. Judge: Glen Clark

scanned between 200-300 dpi in order to
minimize file size.

[FILED ELECTRONICALLY]

The software used for scanni ng documents should ORDER GRANTING MOTION FOR TERMINATION
be properly configured to this setting when possible. FOR DEUTSCHE BANK NATIONAL TRUST COMPANY F/K/A BANKER'S TRUST
ECF users should be diligent while scanning to make COMPARY OF CAL ORI
suretheimageis clear and readable. The Motion of Litton Loan Servicing, L as servicer for Deutsche Bark National Trust

Company {/k/a Banker's Trust Company of California, for Termination of Automatic Stay.

2. Mode

The mode of scanning can also impact file size.
Mode of scanning can include “photograph”, Filed 071103

“grayscale” or “black and white.”
ECF users should almost always use the “black and white” mode when scanning documents to
file with the court.

Limits on Size
The maximum size of a PDF file which can be filed with the ECF system is 2 Megabytes (MB). If auser attempts
to file a document or attachment larger than 2MB, a warning will be displayed which forces the user to stop thefiling.
If adocument istoo large for filing, a user must separate the document into smaller parts using the Adobe Acrobat
software.

o 10
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Creating, Combining 1 §
and Extracting PDF
Documents

Documents can be created by a word processing program and printed to PDF, or a document may be scanned and
saved as a PDF File. Proof of claim forms are often scanned with supporting documentation or the writable Proof of
Claim (POC) form can be created separately and combined with other images, before filing.

Adobe Acrobat Reader can be downloaded off the internet, without charge. A full version of Adobe Acrobat soft-
wareisavailable for purchase. Buying thefull Adobe software will provide the user with additional tools and print
drivers necessary to prepare a document for ECF.

Two features available only with the full version of Acrobat are Combining pages or files and Extracting Pages
from afile.

CREATING PDF DOCUMENTS
Converting your document to a PDF document consists of “printing” to the Adobe Acrobat application instead of a
printer. Below are the seps to convert a document from aword processing program using Adobe Acrobat

STEP1 Print thedocument. After you have created your document, click on the application’s print icon. Change the
printer using the drop-down menu box (figure 1) from your default printer to Adobe PDF*. After highlighting your
selection, click on the [OK] button. A Save PDF File Aswindow will appear.

STEP 2 Give your PDF file aname and click on the [Save] button. Y our PDF document should now be saved to your
computer, for later retrieval and attachment, in ECF.

Printer From: To: |1 of 11
Training Printer bt Properties... [ pelete Pages After Extracting
kxq_bk_traini I
E;IDELCIEDF_ A |:| Extract Pages As Separate Files
Castelle Cover Page
Castelle DK Driver 0K ] [ Cancel
CiocuCorm PDF Driver d ;
* Microsofit Office Documetik Image Wiker [print ko file
PaperPort Black & White Image .
PaperPort Colar Image Flgure 2

PaperPort PDF

() Current page Elﬂ ‘ ‘ ‘

‘ ‘ ‘ ‘ ‘ ‘ [ Delete Pages After Extracting

Change the “default” printer within
n the appllcatlon‘ to Adobe PDF o

Figure 3a

Figure 1

‘ ‘ ‘ X Delete Pages After Extracting

* Adobe Acrobat versions 6 thru 8 use Adobe PDF. Version 5, use

Acrobat PDF Writer. Figure 3b

o 11
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COMBINING PDF DOCUMENTS

Y ou may have separate attachments that need to be combined with a document before filing the complete imagein
ECF. The following procedure outlines the steps required to combine PDF documents. The full version of Adobe
Acrobat is required to perform this procedure.

STEP 1: Open the main PDF document, within Adobe Acrobat.

STEP 2: To combine another PDF document, click on Document > Insert Pages [Document > Pages > Insert]
(depending on the Adobe product).

STEP 3 : Sdect thefilethat you want combined or added to the document that is currently open, such asatrust deed
image or debtor’snote. Either double-click or left click once and then click on Select.

STEP 4: Thelnsert Pages window will appear (Figure 2.3). Select the radio button to insert the pages before or after
thefirs page, thelast page, or a page within the document (the number in the box isthe page that is currently dis-
played). Then click on [OK].

Verify the inserted pages by using the navigation buttons at the top and bottom of Acrobat. The combining of
documentsis complete after the changes are saved. Y ou will be asked to save the changes when the document is
closed or you may click on the Save button on thetool bar, or select [File> Save].

To check afilesize go to [File > Document Properties]. Reminder: ECF will not allow afile larger than 2MB. Files
that exceed 2MB must be divided into separate files and added as attachments.

EXTRACTING PDF DOCUMENTS

Occasionally, you will need to file adocument that is larger than the two megabyte size limit allowed by the ECF
system. Most likely, thiswill come from a scanned document, since scanned documents are notorioudy large files. In
this case, you will need to split the document into sections. Thisis done by either preparing the document in sections
or by splitting the document after it has been converted to PDF.

The following procedure outlines the steps required to Extract PDF pages. The full version of Adobe Acrobat is
required to perform this procedure. Be aware that some of the specific tool selections may differ, depending on the
version of Adobe you are using.

STEP 1: Open up your main PDF document, within Adobe Acrobat .

STEP 2: To extract the pages, click on Document > Extract Pages [ Document > Pages > Extract]. Thiswill open up
the Extract Pages Window (figure 2).

STEP 3: The page number in the boxes isthe page that is currently displayed. Enter in the range (whether single or
multiple) of pages that you will be extracting.

STEP 4: Thisnext step isimportant and will effect the way your document is split. Notice the check box |abeled
Delete Pages After Extracting (Figure 2). If you are going to split the document into two separate files, place a check-
mark in the box. Thiswill create two separate files from the one document. If you only want to copy pages from the
document and leave the original document intact, then leave the checkbox blank (figure 3). Once you have determined
how you want to manipulate your pages, click on OK. Click OK for confirmation if deleting your pages.

STEP 5: The extracted pages are presented on the screen. The original PDF document isin a window under the ex-
tracted pages. Acrobat will, by default, name the extracted pages “Pages from” and the name of the original document.
If you are satisfied with this split, close out of the extracted pages by clicking on the lower “X” in the upper right-hand
corner of Acrobat and then save the document.

STEP 6: Close out of the original document and saveit.

To revert back to the old document, close the main document without saving.

—_ 12
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2.0

Limited User Groups

The Limited User Group includes electronic filers with limited access to the ECF system for the purpose of fil-
ing specific documents. The screens for each group will have different events available, depending on the needs
of the user.

The categories and events available to the limited user groups are listed below. The list will identify the group,
then the category, followed by a list of the events available to that group. Limited users will have access to
Bankruptcy events only. If an event is designated as “No Image”, this entry will not require a PDF document
attachment. Eventsthat do not require an image, will present a screen to add party and address information. The
information is entered by thefiler. The Clerk’s Office will not have an image with which to verify the accuracy
of theinformation, so it isimportant to add the correct information, as you would like it to appear on the case.

Auditor Group
Auditor Reports

Amended Auditor’s Reports
Auditor’s Reports
Supplemental Auditor’s Reports

Claims Filer Group
File Claims
Claim Actions
Notice of Transfer/Assignment of Claim
Notice of Withdrawal of Claim

Creditor Maintenance
Enter individual creditors (No Image)
Edit creditors (No Image)

Transcriptionist Group
Transcriptionist Events
Transcript

—_ 13
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Auditor’s Reports 2 1

The Auditor group will have limited access to file reports in cases randomly assigned for audit. The stepsto file
the few documents in this group, are essentially the same. The events available to this group are shown below.

Auditor Reports
Amended Auditor’s Reports
Auditor’s Reports
Supplemental Auditor’s Reports

STEP 1. Select Auditor Reports under the Bankruptcy menu to display the event list. Highlight the ti-
tle of the report that is being filed. Click on the [Next] button to continue.

STEP 2: Enter the case number in the case number field, using the correct format demonstrated to the
right of the field.

STEP 3: On the next screen the filer will attach the report that has been prepared and converted to a
PDF document. The user must select the [Browse] button, then navigate to the location of the file. The
document should be opened and viewed for accuracy, before attaching the file and moving forward.

* Attaching a document within ECF, isdiscussed in detailed, in Section 3.

Figure4.1 Auditor's Report

07-20034 Jitn Smith and Jan Smith
Type: bl Chapter: 13
Assets v Case Flag:

[»]

Armended Auditor's Report
Auditar's Reports
Supplemental Auditor's Reports

[4]

- 14
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STEP 4: If the Auditor 's Report event is selected from the list (Figure 4.1), the user will be asked to identify the
content of the report being attached, by sdecting one of three items listed on the screen. The options are;

- No material misstatements identified
- Unable to complete
- Material misstatements identified

STEP5: If the event selected is an Amended Auditor’s Report or Supplemental Auditor’s Reports, Thefiler will
be presented with the option to link the amended document to the initial report. Figure 4.2 is an example of a
case with more than one report on the court record. Link to the appropriate document by placing a check mark in
the corresponding box.

Click on[Next] to continueto final screens.

elect the appropriate evenri(s) to whick vour evert relates:

[ 03/06/2007 3 Report of Audit with Material Misstatements Tdentified. Filed by mmbanditor,
[ Mext ] [ Clear ]

Figure 4.2

STEP6: Continue to the final submission screen. The final screen will include a box with the Docket Text and
awarning indicating that submission beyond this point will commit the transaction to the case docket sheet
(Figure 4.3). Thefiler can use the back button to change information or submit the report to the court.

Docket Text: Final Text
Amended Auditor's Reports Filed by mmbauditor, {RE: related document({s)[3] Auditor's Reports)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this s
if you continue.

Figure 4.3

—_ 15
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ClamsActions 2 2

Currently there are two events available under the Claims Actions category. This section will outline each of the
events under the Claims Actions.

o Notice of Transfer/Assignment of Claim
o Notice of Withdrawal of Claim

Notice of Transfer/Assgnment of Claim

This section will outline the stepsto file a Notice of Transfer or Assignment of a Proof of Claim.
STEP 1: Select the Claims Actions category under the Bankruptcy menu.

STEP 2: Enter the case number in the Case Number field. Click on the Next button.

STEP 3: Select Notice of Transfer/Assignment of Claim from the event list.

After the event selection, a screen will appear, with a case hyperlink and other case information. This screen
is provided to the user, for verification purposes. After confirming the correct case, click on [Next] to con-
tinuefiling the notice.

The next screen (shown in Figure 4.6) will requireidentification of the transferee (new creditor, claimis be-
ing transferred to) and transferor (original claim owner), and the transfer type.

STEP 4: Click theradio button next to the Transfer type.

NOTE: Creditor name search criteria can be entered in the transfer fieds, to minimize the search of the case
records. If thefields are left blank the entire creditor record will appear.

STEP5: Search the caserecord for the transferee. If the party is not present, one can be added by clicking the
[Add New Creditor] button.

STEP 6 After entering the transferee, search for and add the transferor with claim. leave the search screen
blank or enter optional search criteria, then click on [Search Creditor] button. Thelist of creditors will appear.
Claim numbers will appear next to the creditor name of those with claims on the case (Figure 4.7). After se-
lecting the correct party, the name and claim # will be pulled into the transfer screen. Up to three claims may
be transferred to the same creditor, per screen.

STEP 7: Onthe next screen the filer will attach the prepared PDF file. The user must select the [Browse]
button, then navigate to the location of thefile. The document should be opened and viewed for accuracy,
before attaching the file and moving forward.

Attaching a document within ECF, isdiscussed in detailed, in Section 3.1.

STEP 8: Thefinal screen with thetext, asit will appear on the case docket, is shown in Figure 4.8. The par-
ties should be verified before submitting the screen. Once the [Next] button is pressed, the notice is placed on
the case docket, and the claims register will reflect the new party transfer information.
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Transfer type ©3001 (&)1 ©300L{e)2 ©3001(e)3 O3001 (e) 4

Search for transferee [ Search Creditars ] [ Add New Creditar

Transferee selected |Chase Manhattan Bank LS4

Search for transferor Search Creditars

Transferor selected
Claim number
Search for transferor
Transferor selected
Claim number
Search for ransferor
Transferor selected

Claim numher

3 = A
Figure 4.6

Select creditor

LADP Pavroll Service 12260 E_ |iff Awve_Aurora, CO 80014, . (Claim #1)
ADT.F.O. Box 650485, Dallas. T« 75265-0485, |, (Claim #2)
Advanta Bank Corporation.P.0. Box 8088, Fhiladelphia, FA 19101-8088, . (Claim #3)

[ select ] [ Close ]

Figure 4.7

Notice of Transfer of Claim Transferor: ADT (Claim Ho. 2) To Amwerico Int. .
[rrbcred, |

A ttention!! Submitting this screen commits this transaction. You will have no further opportunity to m

Figure 4.8
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Notice of Withdrawal of Claim

This section will outline the steps to file a Notice of Withdrawal of Claim.

STEP 1: Select the Claims Actions category under the Bankruptcy menu.

STEP 2: Enter the case number in the Case Number field. Click on the [Next] button.

STEP 3: Select Notice of Withdrawal of Claim from the event list. Click on Next.

STEP 4: The screen (shown in Figure 4.9), allows thefiler to identify the claim being withdrawn, by claim

number only. More than one claim can be entered in thefield provided, but they must be separated by a comma,
(as the exampl e next to the field demonstrates).

Figure 4.9

nter Claim Mumber(s) withdrawn: (Example: 1,2,4)

select the pdf document (for example: CA19%cw201-21 pdb).

Filename

Browse. ..

ttachments to Document: @ No O Yes

[ Mext ] [ Clear ]

NOTE: The system is programmed for information to be extracted from the claim #
field and applied elsewhere in the case. Therefore, the following rules must be fol-
lowed:

o TheName of the Creditor should not beincluded in the field, only the numeric digit.
o Multiple claims must be separated by a comma, then a space, then the next claim #.
e No characters, such as a period, should be added or removed from the field above or the final text.

STEP5: Onthe claim identification screen, the filer will attach the prepared PDF file. The user must select the
[Browse] button, then navigate to the location of the file. The document should be opened and viewed for accu-
racy, before attaching the file and moving forward. Attaching a document within ECF, is discussed in de-
tailed, in Section 3.1.

STEP 6: A screen with thefinal text and warning will appear. Up to this point you have not submitted any infor-
mation to the court. Click on [Next] to submit the transaction. The Notice of Electronic Filing (NEF) will appear
to confirm the submission.
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Creditor Maintenance 2 3

This section will outline the options accessible under the Creditor Maintenance category. This category provides
the ability to add new creditors and edit creditor information already present in a case. The events that will ap-
pear are entitled:

e Enter Individual creditors
o Edit Creditors

Enter Individual Creditors

This option will provide similar screens to add a creditor to the mailing matrix as the Creditor Request for No-
tice, which is discussed in Section 4.2.

STEP 1: Select the Enter Individual Creditors option under the Creditor Maintenance category. Click on Next.
STEP 2: Enter the bankruptcy case number.

STEP 3: Enter the name and address of the party to be added in screen shown in Figure 4.10. The party should
be entered in address format, with no morethat 5 lines per creditor address. More than one party can be entered
inthisfield. A list can also be copied and pasted using the Ctrl C and Ctrl V windows commands. Creditor Type
field should be l€eft at Creditor.

Thered text alert informs the filer that creditors are present, to prevent creditors from being added by an out-
side party, before the debtor has submitted his original matrix.

) [Case 07-20036 already contains creditors!
Figure 4.10

Case number 07-20036 Eoger L Flubbison

Mame may ba 50 characters. Address may be 5 fines, 40 characters each.
Mare than ane craditor may he anierad, Separate creditors with a blank ne.

Name and Address

Creditor type | Creditor v
Creditor committee & Mo O Yes
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STEP 4: The screen shown in Figure 4.11 will be presented, prior to adding the creditors to the matrix. The
total number of creditors loaded with this submission is printed on the screen for verification. Click on Submit to
add the creditors.

A Creditors Receipt will follow (Figure 4.12) which can be printed and placed in the client file. The hyperlinks
shown below the case information, are shortcuts to File a Proof of Claim or Return to the Creditor Maintenance
Menu.

dd Creditor(s) Creditors Receipt
Case Mumber 07-20036
Total Creditors to be Entered 1 Total Creditors Added to Database | 1
ease press the Submit button to add these creditors to the database
File & Proof Of Claim
Feturn To Creditor Wamtenance Ienu
Figure 4.11 Figure 4.12

Edit Creditors

Docket entries and Proof of Claim creditor information should always match the image that is attached to the
filing. If theimage does not match the court record, the record should be edited before the document is filed.
This process requires afew simple steps.

STEP 1: Select Edit Creditors under the Creditor Maintenance category.

STEP 2: Enter the case number and name of creditor in the appropriate fields. The Name of creditor field can
search with afew letters or return the entirelist of creditors, by leaving the field blank. Figure 4.13 displays a
search of a creditor beginning with the letters [dis] (not case sensitive). Figure 4.14 displays the search results,
with alist of all creditors on the case with that combination of |etters. Highlight the appropriate creditor and
click [Next].

STEP 3: Edit the creditor address presented in the text box and click on [Submit] to make the changes effective.

A Modify Complete! screen will confirm the changes and provide additional shortcuts to file a proof of claim or
edit more creditors.

Edit Credit .
it Creditor(s) Case number 07-20036 Foger L Flubbizon
Case number |07-20036 ® Edit Creditor : Besline Long Distance 255 So. Orern Blvd, Orern, UT 84058 - 11025 v
Enter name of creditor |dis Beeline Long Distance 255 S0, Crerm Bl Orern, UT 84058 - 11025
Discover Card P.0. Box 30395 Salt Lake City, UT 84130-0395-11038
[(Next | [ Clear | Discover Card Platinum P.O. Bax 30395 Salt Lake City, UT §4130-0355- 11038
Figure 4.13 Figure 4.14
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U.S. Bankruptcy Court District of Utah March 5, 2008



Filing Proof of Clams 2 4

This section will cover the procedures for submitting a Proof of Claim to a case Claims Register.
STEP 1: Click onthe File Claims category under the Bankruptcy menu.

STEP 2: Enter the case number and creditor name (or search with letters or ablank field for all creditorsin the
casereturned, asdiscussed in the Edit Creditors section in step 2, on the previous page). Click [Next] to con-
tinue.

STEP 3: Select the creditor from thelist. The image attached to a filing should always match the entry, there-
fore, if the creditor information does not match the claim form that will be attached to the filing, the information
should be updated before continuing. The Edit Creditor button appears on the screen for your convenience or
refer to the previous section 4.3, Creditor Maintenance, if arecord update is necessary. If therecordis correct,
click on [Next] to continue with thefiling.

STEP 4: The Proof of Claims screen is displayed (figure 4.15). Enter the claim information:

. If this claim amends a previous claim, indicate the number assigned to the previous claim, in the Amends
Claim# field.

. Enter the data from the document in the appropriate Amount Claimed fields. Do not enter the “$” or
commas in the dollar amount fields.

. Type any additional information in the Description and Remarks fields, if necessary. Arrears and

Value of Collateral should be entered in Description and/or Remarks if they appear on your claim.
When you have completed this screen, click on [Next] to continuefiling a claim.

STEP5: Add your Proof of Claim using the procedurein Section 3.0 Verifying and Attaching a Document in
ECF. Thisisthelast screen prior to submitting the filing.

The notice of electronic filing will appear with the claim # assigned to the entry and the time and date of the fil-
ing. This can be printed for your records or regenerated from the claims register by clicking on the silver
radio button as seen in the example in figure 4.16.

[
. Froof Of Claim Information For
Figure 4.15
10573 - Ford Motor Credit
7843 Hemy Ford Way
Dearborn MI 35723
Case Number: 06-20261 AmndnClad, ElcdBy
I Creditor v
Last Date To File Date Filed: 10/25/2006
Last Date To File(Gowt):
Amount Claimed
Unsecured Secured Priority Unknown Total (Display Cnly)
Amount Allowed
Total (Display Cnly)
Description: Orem, UT 24058
Remarks
Unsecured claimed:  $2000.00

Jecured  claimed:  $1000.00

Total claimed: $3000.00

Click radio button to see History:
Notice of electronic Filing @41 03122007 Claim #4 filed by Eeeline Long Distance , total amount claimed: $3000 (mmbcred)

Descripfion: (4-1) Value of Callateral $1000.00

Figure 416 Remarks: (4-1) Arrears $254.00
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Filing Amended Claims 92 §

Limited filers should review the claims register, including the original Proof of Claim on file with the Court as
well as the image of their amended proof of claim prior to filing it with the Court to ensure the accuracy of their
entry.

Creditor addresses listed in the Proof of Claim images should match the information listed in the court’s data-
base. Likewise, the image of the amended proof of claim should correctly reference the previously-filed claim
number or file date.

Limited filers should never need to add a new creditor during thefiling of an amended claim.

Step by step Instructions for filing an Amended Claim.

Step 1. Under the Bankruptcy Menu, click the “File Claims” category.

Step 2. Enter the bankruptcy case number.

Step 3. Inthe name of creditor field, do NOT enter any data. Leavethis field blank and click next (by leaving
thisfield blank, the entire list of creditors will post) (seefigure 1). From the “Select a Creditor for a Claim”
screen, select the appropriate creditor from list of existing creditors. If the address for your creditor is incorrect,
select the “Edit Creditor” link and update the creditor address before continuing. If the addressis correct, select
the creditor fromthelist. Do NOT add a creditor for an amendment.

Step 4. Click next

Step 5. The Proof of Claim Information screen appears. Insert the previously-filed claim number in the Amends
Claim# field and other fields in the claim screen as appropriate (figure 2).

Step 6. Click next.

Step 7 Attach the amended proof of claim image and finish the entry.

Search for Creditor

Case Mumber |17-20084
Mame of creditor < Leave this field (Name of creditor) blank

7%

Type of creditor | Creditor v

Figure 1

07-200%4 Amends Claim #: E
| Cre

[To File: Enter the Date Filed: 09/13/2007
original claim
File(Gewt): [ number here

Amomnt Claimmed

Secured Priority Tnlenown
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Transcripts 2 G

The most limited of our limited users in the transcription group. The only option available is the Transcript
event. This section will outline the simple instructions for submitting transcripts to the courts ECF system.

Personal information that should not be made public, such as social security numbers, bank
account numbers, names of minor children, etc should be blocked from view before submit-
ting the images/documents to ECF.

STEP 1: Select Transcriptionist Events under the Bankruptcy menu. Click [Next].
STEP 2: Enter the case number. Click [Next].
STEP 3: Highlight Transcript from the event field. Click the [Next] button.

STEP 4: On the next screen, enter the numeric [MM/DD/Y Y] date of the hearing (figure 4.17), and upload the
transcript, using the upload procedure in discussed in Section 3, in the required PDF format, discussed in Section
2.Transcripts can sometimes be quite large, so you may have to add additional attachments and employ some of
the procedures for combining or extracting pages, if the file size exceeds the 2MB size limit.

STEP5: Click [Next] to move forward to the final text screen (Figure 4.18). Please verify the correct hearing
information has been entered. If an error has been made you may use the back arrow buttons in the upper-left
hand corner of your browser window, shown in figure 4.19. A warning will appear below the text that indicates
submission will send the transcript to the docket sheet.

After submission, the Notice of Electronic Filing will appear with the date and time of the filing and the number
assigned to the transcript.

Figure 4.17 Figure 4.18
[ e————— T yy e———— |
Transcriptionist Events Transcriptionist Events
2 07-20036 Roger L Flubbizon
AN e L) Type: b Chapter 13 v Office: 2 (Salt Laks City)
Type: bl Chapter: 13 v Assets y Case Flag: PetFeeDue

Assets: y Case Flag PetFeeDue

Docket Text: Final Text

Transcript for hearing held on: 3/1/2007. Filed by mmbtrans,.
[Enter date of hearing: |3/1/2007

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Select the pdf document (for example: CA39cw501-21.pdf).
Filename
ChDocuments and Settings\bugnimm'\,li

Attachments to Document: © No O Yes &) District of Utah - Train Database - Netscaj

Next | [ Clear | . File  Edit Wiew Go  Bookmarks Tools  Window

OQ O O O L] https:ife

Figure 4.19 ‘ A/ B\ 4 Home Metscape ©l Search | %)
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3.0

Verifying and Attaching
PDF Documents

At some point during the el ectronic filing process, it may be necessary to upload the
supporting PDF document. The process will consist of navigating to the file’slocation on
your computer, verifying that the PDF document is correct, and then selecting the docu-
ment to be upl oaded.

e Upload PDF Document
o Additional Attachments
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Veritying and Attaching 3
PDF Documents

At some point during the el ectronic filing process, it may be necessary to upload the supporting PDF document.
The process will consigt of navigating to thefile’s location on your computer, verifying that the PDF document is cor-
rect, and then selecting the document to be upl oaded.

If the document exceeds the 2MB size limit, it may be necessary to utilize the Attachments to Documents option
that appears below the Filename browse field. Additional attachments will be covered in the next section.

When a PDF document isrequired to complete the filing, a screen will appear, which will contain the file upload
section shown.

=elect the pdf document (for example: CA99cw301-21 pdf).

[Filename
Wttachments to Document: @ Mo O Tes
STEP 1: Click on the browse button & the end of MRS : BIX]
the filename text box. The File Upload window Lookin: | 3 Casewark BN e B ef e
will appear. (Fi gure 1). LY ) 04-20450. 1t
{ IE.m:h:litional.ﬂtttchment.|:||:IF
) ) by Recent T al_Filings. pdf
STEP 2: Navigate to the location of the prepared Documents |8 oo o, pof
PDFfile. T IECase work,pdf
IEDunl:IerSDS.m:IF
Desktap IEMotion to Dismiss. pdf
STEP 3: One of the most common errors made [E] std matrix.bxt
within the ECF system is the attaching of the LY/
wrong document to the filing. The court requests by Bocunents
that the filer first verify that the document to be 3 Fi 1
uploaded to the system is correct. ’ ;;:)mgute[ Igure

Thisis done by right-clicking on the document v
name and sel ecting Open from the pop-up menu \,’]

(see Figure 2). Thiswill launch Adobe Acrobat and | wyuawek  Fie name: | =] Open |
provide a preview of the document that is being N | ="
attached to verify it isthe correct image.

If theviewed imageisnot correct, then close .
the PDF document, return to the File Upload win- RGN 3
dow and navigate to the correct file. Re-verify that Look in: [ Casswrk ] e @k E
the document isthe correct one. : &

=| 04-20450,Exk
L»j} IE.m:h:litional.ﬂtttchment.|:||:IF
STEP 4: After you have verified the document, ] %‘M"’Se,w
close, or minimize Adobe Acrobat, and then click = o o
on the [Open] button located toward the bottom e Tlounderao  print
right-hand portion of the window (Figure 1). ’ EZE“;;;”X Scan for Viuses...
,,-/ M MetWare Copy...
STEP 5: After attaching the PDF document, My Dacuments Open With ,
click on the [Next] button to proceed with thefil- B T %
ing' :!j-g PGP » :
My Computer Flgure 2
Cuk
"1] Copy
M N:e;t:mk i ) Create Shortout - T
yF'Iac:es lle name: e P |
Filez of type: Rename - Cancel
Properties
|Attachments to Docmment
25

U.S. Bankruptcy Court District of Utah March 5, 2008



ADDITIONAL ATTACHMENTS

If the document being filed, exceeds the 2 MB size limit set by the ECF system, it will be necessary to break the
document up into segments. These sections will then be added to the filing as an additional attachment.

Be aware that the court strongly recommends combining images containing exhibits or other supporting documen-
tation together asoneimage. If these documents are included as separate attachments, they will requires a separate
browser window for viewing. This can causeimage viewing and retrieval to be very time consuming. It is understood
that additional attachments are unavoidable at time, but when possible, images should be combined and submitted as
one document.

Each additional attachment will be uploaded separately using the browse procedures outlined in the previous sec-
tion.

STEP 1: After attaching the main document, or first segment of afile, click on the[Y es] radio button shown next to
Attachments to Documents in (figure 3). Click on Next. An additional screen, shown in figure 4, will appear.

STEP 2: First attach your additional document the same way the main document was attached, as detailed on the
previous page.

STEP 3: You may further identify the attachment, in step 2 of the attachment screen, by selecting a document type
and/or typing in adescription, or both. Y ou must have at least one—type or description.

STEP 4: You arerequired to add the image to the lig of attachments, by clicking on the [Add to List] button. Repeat
steps 2-4 for each additional attachment.

STEP 5: Once you have included all support documentation click on the [Next] button to continue.

Filename Figure 3

C:ADocuments and Seﬂingsﬁjuhnsunjwj

A ttachments to Document: O No & Tes

!

1) Enter the pdf document that contains attachment (for example: C:\appendix.pdf).
Filename

’H:\Trainlng docs\Documentl.pdf Browse...

2) Select a document type and/or enter a description.
Type Description
[Exhibit H[rrust Deed

3) Add the filename to the list box below. If you have more attachments, go back to Step 1.
When the list of filenames is complete, click on the Next button.

H:\Training docs\attachmentdoc4.pdf 2 ;
. Add to List
Figure 4

Remove from List |

Next |
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