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1.0

An Overview
of CM/ECF

This section will cover what CM/ECF is, what software is
needed and how to navigate around ECF. The section will also
go over available ECF events available to registered users.

This section will list events:

Using ECF

Navigating around ECF
ECF Events Alphabetically
ECF Events Categorically
ECF Fee Events

July 14, 2009 7 U.S. Bankruptcy Court District of Utah
Help Desk: (801) 450-3443



: Using ECF

Bankruptcy ~ Adversary~ Query Reports ~ Utilities ~ Search Logout

U.S. Bankruptcy Court
District of Utah
Official Court Electronic Document Filing Svstem

This facility iz for Official Court Business only. Activity to and from this site is logged. Document filings on this system
are suhject to Federal Rule af Civil Procedure 11 and Federal Rule af Bankruptcy Procedure Y00 1. Bvidence af
unanthorized or criminal activity will be forwarded to the appropriate law enforcement officials under 18USC 152 and
3371

Welcome to the 1.3, Bankruptey Court for the District of Tlah Electronic Document Filing System. This service is for attorneys
and firms participating m the electrome filing system.

The CM/ECF system is the Bankruptcy Court’s electronic case filing and management system which has been used by
the District of Utah since Fall 2002. The system is designed to allow attorneys and trustees to open bankruptcy and ad-
versary cases, file documents with the court, and pay for fees over the Internet.
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Internet Browsers

ECF is designed to be used over the Internet using an Internet browser. Browsers that can be used are Internet
Explorer 7.0, and Firefox 2.

Adobe Acrobat

The court will only accept electronic documentation in a PDF format, with the exception of the creditor ma-
trix, which is a text document (.txt). Adobe is the proprietary license holder for PDF or the portable document
format.

Acrobat versions 4 or above are acceptable programs to use to create your PDF documents for filing to ECF.
Adobe Acrobat is the only way to combine and extract PDF documents (see section 2.3 & 2.4).

Scanners

Because of the chance of physical documentation needing to be used within a case, the use of a scanner may
become necessary. There are a number of types of scanners available on the market. If you are going to scan a
large amount of documents, you may want to consider purchasing a high-speed scanner with an automatic
document feeder. If you will be only scanning small amounts, a flatbed or sheet feed scanner will work. Also,
be aware of your scanner settings in order that you do not exceed the maximum file size allowed by CM/ECF.
Also, set your scanner to 300 DPI.

Because of the number of documents that you will be uploading into the ECF system as well as the ECF
pages you will be moving through, it is recommended that you use a high-speed connection to the Internet. See
page 29 for scanning guidelines.

Pop-Up Blockers

Please turn Pop-Up Blockers OFF when logged into the CM/ECF System in order to allow pertinent win-
dows to pop-up when using certain events. In order to turn pop-up blockers off please do one of the following:

Internet Explorer:
Select tools>Pop-up

Firefox:
Select tools>options>Content
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1.2 Navigating Through
ECF

Navigating around ECF is the same as navigating through any other Internet site. You can use the browser buttons to
move back and forth between pages that you have been to, as well as move through the ECF pages using the page but-
tons to move to a new screen. There are only a few things that you will need to remember concerning navigation.

Browser Navigation Buttons (see image on next page)

You can use the browser’s navigation buttons to move back and forth between pages that you have been to. This
will allow you to review the pages and information that you have entered into them. The thing to remember about
the browser buttons is that you can use the forward button after using the backward button if you have not changed
information on a page that you went back through. If you enter or change information, you will then need to use
the pages buttons and re-enter information as you move forward.

ECF Menu Bar

The ECF category menu bar is set up as a cascading menu system, which allows users to hover over the blue main
menu items (Bankruptcy, Adversary, Query, Reports, Utilities and Search) that have a downward facing arrow
showing the subordinate menu. Arrows pointing to the right indicate that a submenu exists. When users find the
item they want, a click of the mouse will send them to the first screen of that event or report. Users may also click
on the main menu item to see the list of events under that category. The interface also includes a navigation method
for keyboard users. By using the ‘Alt’ key plus the underlined letters in each main menu item such as “n” for Bank-
ruptcy, the mouse clicks are not necessary. If you are filing a case or pleading and decide to start over for whatever
reason, you can simply click on a Menu option to return to the category list.

ECF Category Events

ECF Categories Events are hyperlinks that will take you through the process of filing a document, whether it be a
new case filing, a motion or an objection. As you move through these pages, you will enter information and then
click on the [Next] or [Submit] buttons to continue on to the next screen.

Information is not submitted to ECF until you click on the submit button when creating a new party or when you are
given the screen containing the final docket text. This page will usually contain text above the [Next] button warn-
ing that the filing will become finalized.

Selecting Multiple Items

There will be times when you will want to select multiple items from lists, such as when referencing an existing
document (see page 89) or filing a multi-part motion (see page 86). When you reference an existing document,
what you might consider one type for a document, such as a notice, the court may deem it another type, such as a
motion. Therefore it may be necessary for you to select multiple categories to which your event relates.

To select multiple items:

e You can click and drag the mouse to select a consecutive group of items;

e You can click on the first item on the list, hold down the Shift key, and click on the last item in the list to select
a consecutive group of items;

e You can click on an item, hold down the Ctrl key, and then click on the next desired item to select individual
items from a list
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o ECF Menu Bar
Browser Navigation Buttons

| %) District of Utah - Train Database - Mozilla Firefox
File ¥ Edit  Wiew Histary  Bookmarks Tools  Help

6 M c ot I}fSIa{ https:{fecf-train,uth,uscourts, govfogi-binflogin.pl 7 -G )'"

ESape |_L] Customize... |_11 District of Utah - Live ...

6:[3 Districk of Ukah - Live Database ﬂa District of Utah - Train Database E 6]‘5 Districk of Ukah - Live|Database

CELUGI TR Adversary - Query Reports -  Utilities ~  Search  Logout

Appeal
Debtor Events
Case Upload
Creditor Mainkenance
Judge/Trustee Assign
File: Clairns
Mations/applications
Motices
Ohjection/Response
Open Woluntary BK Case
Open Involuntary Case
Cther

Pending Order Upload

U.S. Bankruptcy Court
District of Utah
Official Court Electronic Document Filing System

Selecting Multiple ltems

TIICTT COLIT
crditcrd Click and drag with the mouse or crditcrd

use the Shift key while clicking the % Click and hold the Ctrl key to
mouse to select a group of items. porrpn select individual items.

notice

plan 2

Image / No Image Events

There are a number of events that will have two instances. Notice of Appearance and Request for Notice is an example

(see page 77). One instance is a “no image event”, the other a “with image event”. Use the “with image” when you are
going to attached a PDF document to your event. If you select the “no image event”, you will not have the opportunity

to attach a supporting PDF document to your event.

Notice of Endorsement

A Notice of Endorsement is a “no image” (text only) event. It is simply a virtual entry of your endorsement of a docu-
ment that currently exists on a case docket. An example would be a stipulation filed by opposing counsel or by a trus-
tee. If asked to endorse the stipulation, you would file a Notice of Endorsement and in doing so, reference the docu-
ment, thereby “endorsing” the stipulation document.
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1.3 CM/ECF Search

The Search feature allows a user to search for events and reports available on the system. The search function is not
case sensitive. Users may search for word fragments, such as ‘eeting’ instead of “‘meeting’. This functionality is not
available to PACER users. The search results will display a highlight of the word fragment search for and will only
search for reports and events each user has access to. The word may appear anywhere in the name of the menu item or
event. In the results view, each item is a link that takes you directly to the menu item or event.

STEP 1. Click on Search on the main menu bar
STEP 2. Enter the text to be searched
STEP 3. Click on the magnifying —glass icon (or press the Enter key)

STEP 4. The results are displayed on the screen, with the search characters highlighted. Click on the link of the menu
item or event that you searched.

ZEC . . - Utiites -
UE F Bankruptcy » Adversary Query Reports Utilities Search  Logout

Search Menus and Events

Enter a part of the menu or event you want to find.

Ieeting Lo

= c . . - Utilities ~
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

Search results for 'eeting’

4 events found

Adversary Events — Notices/Other

Form 35 .eport of Parties Planning MWeeting
Meotice of Parties' Planning hieeting

Bankruptcy Events — Motions/Applications

Cancel Meeting of Creditors (Motion) (Ch 11 only)
Continue Meets otion
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2.0

ECF Utilities

The Utilities menu area provides a number of options available including up-
dating your user account, obtaining internet payment information, make online
payments and viewing recipient mailing lists by case.

This chapter will cover

o Internet Payment History

e Internet Payments Due

e Maintaining ECF User Account
e Viewing the Transaction Log

e Mailings
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2 1 Internet Payment History

The Internet Payment History report is located under your account and will display a full accounting of online payments
for the user according to the dates you specify.

The payment history screen will default the dates from
today’s date back one month. You can change these
dates as needed to display the desired payment informa-
tion.

Internet Payment History

From |(9/26/2006 te [10/26/2006

[ Fun Report ] [ Clear ]

Date Paid

2006-10-24 11:08:45

2006-10-25 10:29:41

T

U.S. Bankruptcy Court

District of Utah

Internet Payment History for Johnson , Jared
10/20/2006 to 10/26/2006

Description Payment Method | Receipt# | Amount

Motion for Relief From Stay(06-20261)
[motion, milfsty] { 150.00)

Complaint(06-02080) [cmp,cmp] { 250,007

Motion for Relief From Stay(06-20256)
[motion, milfety] { 150.00)

Complant{06-02082) [cmp,cmp] { 250007

credit card
Motion for Relief From Stay(06-20256)
[motion,mrifsty] { 150.00)
Woluntary Petition {Chapter 7)(06-20279)
[misc,wolp7a] { 2859.000
credit card

T

122710 £ 20000

123761 £ 449 00

f

Date and Time Paid

What was Paid - Event and Case Number

Receipt Total
Number Amount
from Paid

Pay.gov

July 14, 2009
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? 2 Internet Payments Due

If you incur fees online during your ECF session, you will need to pay for those fees online with the use of a credit
card. To pay these fees select the Internet Payments Due hyperlink under Utilities.

A debit card may be used to pay for fees if the debit card has a credit card component attached to it, such as a VISA
component.

The court has a 24-hour period in which to pay your fees. For every 8-hour period that you have outstanding fees, you
will receive an e-mail from the court reminding you of your outstanding fees. After a 24-hour period has passed without
payment, your ECF account will be locked and the filing categories will not show. You will have access to is the Inter-
net Payments Due hyperlink. Simply pay your fees and your account will be unlocked. If have issues paying your fees
please contact the court

The court requests that you pay your online fees by the end of each day (midnight) to prevent the day’s fees from be-
ing carried over into the next day’s accounting.

IMPORTANT NOTICE
Do NWOT use the browser 'Back' button during the payment process.

Whenever you
file an event
that has a fee,
the payments
due pop-up
screen will dis-

2006-10-26 Motion for Relief From Stay(06-20261) play. Please

11:57-15 [motion,mrtfsty] ( 150.00) §150.00 make sure that
your Internet

Total: § browser’s pop-
150.00 blocker is

turned off.

Summary of cwrrent charges:

Date Incured Description Amount

[ Fany Now ] [ Continug Filing ]

STEP 1 To pay your fees online, click on the Pay Now button.

STEP 2 Fill out the asterisk items on this page (figure 1, next page). Make sure that the billing
name and address match that of the credit billing statement. This is a standard Internet payment
security feature. The information shown will be the information that the court has for you and
may not reflect the correct card billing information.

The credit cards accepted by the court are displayed to the side of the card type dropdown. The
accepted cards are: VISA, MasterCard, American Express, Diner’s Club and Discover Card.
Select your card from the list, enter in the card’s number, security code if needed, and the expira-
tion date. Once done with entering the card information, click on the “Continue with Plastic
Card Payment” button.

July 14, 2009 17 U.S. Bankruptcy Court District of Utah
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Online Payment Return to your originating application

Step 1: Enter Payment Information 1 F 1
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA) Ig ure
Required fields are indicated with a red asterisk *
*
Account Holder Name: |Jared Johnson
#
Payment Amount: $150.00
#
Billing Address: | 350 50 hain St
Billing Address 2:
City:
State / Province:] — .
Zip / Postal Code: 34101
- *
Country: Unitsd States v
Card Type:
Card Number: * (at ausinber vahee should aot sontsin snaves or daskes)
Security Code: T8 (0 the back of yaur Cand, find the last 3 digts) Help finding your secury code
* *x
Expiration Date: hall) L

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payrment Process
[ Continue with Plastic Card Payment ] [ Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible

STEP 3 You need to authorize the charge to your card. Review the information on this screen
and ensure that it is correct. If it is, place a checkmark in the box at the bottom of the screen
(figure 2) labeled Authorization and Disclosure. After placing the checkmark, click on the Sub-
mit Payment button ONCE.

STEP 4 You will receive a receipt (figure 3) indicating the time and date paid, what was paid
for and the amount paid. You will also receive a receipt number. Click on the hyperlink to print
the receipt out.

Online Payment Return to your originating application
Step 2: Authorize Payment 2 .
Payment Summary  Esitthis nformation Flgu re 2
Address Information Account Information Payment Information
Account Holder Name: Jared Johnson Card Type: Visa Payment Amount: $150.00
Billing Address: 350 So Main St Card Number: #1111 Transaction Date 10/26/2006 14:18
Billing Address 2: Expiration Date: 2 / 2007 and Time: EOT
City:

State / Province:
Zip / Postal Code: 84101
Country: USA
Email Confirmation Receipt
To have a confirmation sent ta you upon completion of this transaction, provide an email address and confirmation below,
Email Address:
Confirm Email Address:

cC: Sepamte multiple erail sddresses with 2
g LT

Autherizatien and Disclosure ) | You must authorize this Charge
Required fields are indicated with a red asterisk /

| authotize a charge to rmy card account for the above amount in accordance with my card issuer agreement. [ *
Press the "Submit Payment” Button only once. Pressing the button mare than once could result in multiple transactions.

Submit Payment -

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted F
and pages being loaded incorrectly. Please use the links provided whenever possible. |g ure 3

U.S. Banlauptcy Court
District of Utah

Thank you. Your transaction in the amount of $ 150.00 has been completed.
Please prmt a copy of your transachon receipt for future reference. The transaction number 15 123836

Detail description:
Motion for Relief From Stay(06-20261) [motionmelfety] ( 150.00)

Close window

U.S. Bankruptcy Court District of Utah 18 July 14, 2009
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Maintain ECF User

Account

As a registered user, you will be given access to maintain your own account information through Maintain Your ECF
Account. Using this option, users can update their name, mailing and e-mail addresses, phone and fax numbers, and

passwords.

Users can control the accuracy of their own information instantly. The user account will need to be updated as
changes occur, such as change of address, change of email provider, and when the need to change your password occurs.
If your feel the password security has been compromised or when an employee with access to your account leaves your
employ, it is recommended that you change your password.

Maimntam User Account
Last name Croclett First name Kyle
Middle name Generation
Title Type aty
Office Add Headers to PDF Documents
Address 1 |135 South Main Street
Address 2
Address 3
City |Salt Lake City State [UT Zip 8410
Comntry County | Saltlake v
Phone Fax
SSN/ITIN Tax ID / EIN
Bar ID Bar status ~ Iail group
Titials DOB AO code Person end date

[ Email information... I I hiore user information...

Update Address and Phone Number

STEP 1 Click on the Utilities hyperlink on the blue bar.
Click on the Maintain your ECF Account.

STEP 2 Your user account information will be displayed.
Corrections should be made here to affect all cases.

STEP 3 If a user selects the check box to “Add Headers to
PDF Documents”, headers will display anytime a PDF Docu-
ment is viewed in ECF. However, any docket report selection
to add headers, will override the users default account selec-
tion.

E-mail mformation for Kyle Crockett

Primary e-mail address kyle_crockettButh.uscourts.gov

Send the notices specified below
to my primary e-mail address

[ to these additional addresses

Send notices m cases in which I am mvolved

[J Send notices in these additional cases

© Send a Daily Swnmary Report

Format notices @) html format for most modern email programs or ISP e-mail service
O text format for ce:Mail, GroupWise, other e-mail service

Return to Account screen l l Clear l

Change Email

STEP 1 Click on the [Email Information] button to access
your email information. You can change your primary email
address in the Primary e-mail address.

STEP 2 Add additional email addresses as desired. Mark
the checkbox “to these additional addresses”.

STEP 3 You can also receive notices for other cases that
you are not involved in by adding case numbers to the text
area labeled “Send notices in these additional cases”. These
will be Utah cases only. This is not the free look of the
PDF—only a summary of the entry(s)

STEP 4 Click return to account screen.

July 14, 2009
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More User Information (change pass-
word)

STEP 1 Click on the [More user informa-
tion] button to change your password.

STEP 2 Highlight the current password in
the text box.

STEP 3 Change the password.

IVore User Information for Jared Johnson
Logn jjaty
Password
Prid 68
Registered ¥
Internet Credit Card ¥
Groups Attorney

Feturm to Account screen ] [ Clear]

Lastlogin 10-26-2006 09:41
Cwrent login 10-27-2006 0541
Create date 06/06/2001
Update date 10/25/2006

It is recommended that you use a combination of letters and numbers/symbols to
create your password. This will make it harder for someone to randomly discover

your password.

Click the [Return to Account screen] when finished changing your password.

Submitting changes

STEP 1 Once you are finished changing/managing your account information, email or pass-

word, click on the [Submit] button.

STEP 2 A screen will appear requesting that you select the cases to be updated. You can select
individual cases or update all cases by selecting ***Update All*** from the scroll box.

STEP 3 Click on the [Submit] button to change the information for all the cases you selected.
A Change Confirmation screen will display informing you that your account and associated cases

have been updated.

Fearching for existing Attormey Records
Belect the cases to be updated

nfarmation.

2002-20001 Thomas Herrick

2002-20003 Yilliam Jones

2002-20005 Echward Pakenham and Sarah Pakenham
2002-20005 Edward Pakenham and Sarah Pakenham
2002-20005 Echward Pakenham and Sarah Pakenham
2002-20020 Eleanor Righy

2002-20024 Lars Larson

2002-20025 Albert Paul Hill v

CAUTION: If you madified name, SSN, Tax ID, ar Bar ID on the previous screen, the new values will be recarded for ALL vases o which the person i
inked. Modifications af ather items will be recarded ONLY far thase cases you select below. Click the question mark on the menu bar above for mare

U.S. Bankruptcy Court District of Utah
Help Desk: (801) 450-3443
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2.4 Transaction Log

The Transaction Log is a record of all transactions that have occurred on the account currently logged in. If there are
multiple accounts in your office, you would view them separately. This tool is useful for tracking docket activity within
made to the ECF system. The Transaction Log can be used as a tracking method for support staff who may file using
your ECF account or to verify filings that have been made. Filers may also choose to use this tool to quality control
their submissions.

The transaction log is queried by date, allowing you to select the date range.

The Transaction log is found under the Utilities category.

STEP 1 Enter start and end dates in MM/DD/YYYY format, or accept the default dates. The
default dates are the last date that you accessed the Transaction Log (start date) and today’s date
(end date). Click on the Submit button.

STEP 2 The Transaction Log is displayed (see figure 1 next page). The log displays a transac-
tion 1D number, Dates of the transactions, case numbers of the cases the account has been in-
volved in, and a brief text of actions performed.

View Transaction Log

Enter the Date Selection Critenia for the Transaction Log Eeport
Start Date: |10/25/2008] | End Date: |10/27/2006

[ Submit ] [ Clear ]

July 14, 2009 21 U.S. Bankruptcy Court District of Utah
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Id Date
134501 0341972008 09:41:11
134545 03/20/2008 13:42:30
134565 0372172008 09.35:42
134568 03/21/2008 09:35:42
134675 03/21/2008 10:34:35
134594 03/21/2008 10:49:34
134601 0372172008 10:49:34
134613 0372172008 11:.03:23
134615 03/21/2008 11:10:37
134627 03/21/2008 11:30:07
134627 03/21/2008 11:30:07
134639 0372172008 11.39:05
134650 03/21/2008 11:49:21
134664 03/21/2008 12:03:58
134690 03/25/2008 09:13:04
134590 03/25/2008 09:13:07
J 134708 03/25/2008 09:39:05
134725 03/26/2008 095627
Figure 1

Transaction Log
Report Period: 01/01/2008 - 09/18/2008

Case NMumber

03-20035
2-05-bl-20154

03-20041

03-20041

2-08-bl-20041
2-05-bk-20155

2-05-bk-20155

05-20155

2-05-bk-20155

2-05-bk-20155

2-05-bk-20155

05-20155

05-20048
2-08-bl-20045

Text
Opened Mew BK Case 08-20035
Amended Chapter 13 Plan filed by Debtor(s). (Crockett, Kyle)
Updated person recaord: Kyle Crockett Prid: 8022
Updated user record: kyleaty 5022
Opened Mew BK Case 08-20041

Creditar matrix load 3 creditors added. insert cr_name: American
Express Costco. insent or_name: Capital One Bank. insert
cr_narne: Target Retailers Mational Bank.

Creditor(s) uploaded (3 creditors). (Crockett, Kyle)
Chapter 13 Plan filed by Debtor(s). (Crockett, Kyle)

Chapter 13 Staternent of Current Manthly and Disposable Income
(Crockett, Kyle)

1 creditors added. insert cr_name: Wasatch Professional
Recovery, LLC.

Amended Matrix and Amended Schedules Ffiled by Debtar(s).
(Crockett, Kyle)

Maotion to Abate , Disburse fnsurance Froceeds, Release Lien
and Approve Gosts to Attorney for Debtor Filed by Bernard
Hackett (Crockett, Kyle)

Ohjection to (related documentis):[18] Motion to Abate, Motion to
Awoid Lien filed by Debtor Bernard Hackett) Filed by Bernard
Hackett (Crockett, Kyle)

Uploaded an order 1093 and routed it to Chambers falder
Updated person recaord: Kyle Crockett Prid: 5022
Updated user record: kyleaty 80222

Opened Mew BK Case 08-20046

Motice of Appearance of Counsel and Request for Motice Filed by
Kyle Crockett on behalf of R.C. Willey (Crockett, Kyle)

U.S. Bankruptcy Court District of Utah
Help Desk: (801) 450-3443
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25 Mailings

The Mailings option under the Utilities menu selection will provide a list of parties who receive electronic and those
who are manual recipients for a case. This information can be used to create a certificate of service and allow the user to
indicate the method in which service was provided to parties.

A certificate document is created and converted to PDF before it is actually filed electronically. By utilizing the Mail-
ings option you can enter the case humber to view what parties will require a manual notice and what parties will re-
ceive the electronic notification, and include this information on the service list or certificate of mailing.

The mailing list is found under the Mailings hyperlink under the Utilities Category. After click-
ing on Mailings, click on the Mailing Info for a Case hyperlink. Enter a case number and click
on the Submit button.

The mailing list is divided by email notification and by manual notification. These are the same
parties that appear on the bottom of the Notice of Electronic Filing. Please note that you should
check this list often as parties make appearances and addresses change.

You may use the list to create a certificate of service by dragging your mouse over the names and
addresses, performing a copy function <Ctrl><C> and then a paste function <Ctrl><V> within a
word processing program, and then cleaning up the entries and adding the necessary language for
the certificate.

For those names that receive e-notification, include text that indicates the method in which ser-
vice was provided such as notified electronically or ECF notification, or a physical address if
notice was sent manually (figure 1 next page).

MVailing Information for Case 05-20015

Electronic Mail Notice List
NOT A MATLING MATRIX

Che following is the kst of parties whe are currently on the hist to recerve e-mail notice/service for this case.

¢ Kevin R. Anderson tr  michelle_bugni@utb uscourts. gow, michelle_winder@utb. uscourts. gov
¢ Jared Johmson bktraner05@yaheo. com
¢ mmbaty michelle_bugm@utb uscourts. gov, foxtrotmyworld@hotmail com

Manual Notice List

Che following 15 the kst of parties whe are not on the list to recewe e-mal netice/service for this case (who therefere require manual noticing/service). You may]
frish to use your mouse to select and copy this list inte your word processing program in order to create notices or labels for these recipients.

General Attormey
350 Zouth Main Street
Salt Lake City, UT 84101

Rolf Berger
350 South Main Street
Salt Lake City, UT 84101

David Anthony Berry
1111 Sonnth Wfnin Steaot

July 14, 2009 23 U.S. Bankruptcy Court District of Utah
Help Desk: (801) 450-3443



Certificate of Service

Kevin R. Anderson tr
Notified by electronic notice

Jared Johnson
Notified by electronic notice

mmbaty
Notified by electronic notice

General Attorney
350 South Main Street
Salt Lake City, UT 84101

Rolf Berger
350 South Main Street
Salt Lake City, UT 84101

David Anthony Berry
1111 South Main Street

Figure 1
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3.0

Document
Preparation

In order to accomplish an electronic filing, an ECF user will often be
required to attach an image of the document being transmitted. This
pleading must be in a Portable Document Format (PDF) using Adobe
Acrobat software. This section of the manual is designed to familiarize
the ECF user with the procedures for preparing and converting PDF
documents for ECF system.

This section will cover:
e Creating a PDF Document

e Combining Different PDF Documents Together
o Extracting PDF Documents/Pages

U.S. Bankruptcy Court District of Utah 26 July 14, 2009
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3.1 PDF Documents

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 WordPerfect,
Star Open Office or Atlantis Ocean Mind.

You should review the Local Rules of the District of Utah 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. This will 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 /s/. This also indicates to the court that you have
the original document your possession.

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

IN THE UNITED STATES BANKRUPFTCY COURT
FOR THE DISTRICT OF UTAH

Personal information that should NORTHERN DIVISION

not be made public, such as so-

cial security numbers, bank ac- s Bankruptey No. 07-20545 GEC
count numbers, names of minor Birach . Schluste, o gt 15 )
children, etc should be blocked _— S —

from view before submitting the
images/documents to ECF.

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

{Oral Argument Requested)

Pursuant to 11 US.C. §362(d), Bankmiptey Fules 4001 and 9014 and Local Fules 4001-1
and 9013-1. Deutsche Bank National Trust Company, as Trustee (“Creditor™), a secured creditor of
the above-referenced debtor, moves the Court to termunate the automatic stay. Chase Home Finance
LLC presently services this loan  Creditor represents as follows:

On Febmary 13, 2007, the debtor filed a petition commencing a case under Chapter
_—— e

Creditor further requests, pursuant to Bankmiptey Bule 4001(z)(3). that the order
termmmnating the antomatic stay not be stayed ten (10) days and the order be enforceable upon entry.

DATED: August 10, 2007

LUNDBERG & ASSOCIATES
By /s

Kent W. Flof
Attomeys for Creditor
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Help Desk: (801) 450-3443



Electronic Pending Orders

Electronic pending orders are submitted to the court through the ECF system. There are four things to remember for an

electronic pending order:

Include a 2 1/2 inch margin at the top of the first page. It is not necessary on any other page. The purpose for this

is that the judges sign the orders using an electronic stamp, and that stamp goes in that 2 1/2 inch margin on the first

Since electronic orders are electronically signed, a signature block is not required at the bottom of the document.

be something to indicate that the document is finished, such as

Offending Font - Unacceptable fonts are those that begin with WP (Word Perfect) or Hidden Horz. These fonts can

1.
page.
2.
3. If you do not include a signature block, there should
“End of Document” or “Nothing Follows” at the bottom.
4. Page size should be 8.5 x 11 pursuant to Local Rule.
5.
sometimes be hidden in pleading templates or punctuations.
6.

Remove All Web References Within Your Order - In the full version of Adobe Acrobat 7.0 Standard, users can

remove web references, such as active email links, by selecting Advanced>Links>Remove all links from document.

DOCUMENT PROPERTIES

ECF allows a document size of 2MB per attached
image, which is roughly 50 pages of a document cre-
ated from a word processing application. If you use an
optical scanner to create your PDF document, the
number of pages may be decreased.

Scanning Guidelines

1. Quality and File Size

The quality of a document when scanned is deter-
mined by the level of detail recorded by the scanner.
The detail is referred to as resolution, which is meas-
ured by dots per inch or “dpi.” A document scanned
with a higher dpi will have a larger file size than a
document with a lower dpi.

The court recommends documents are
scanned between 300 dpi in order to minimize
file size.

The software used for scanning documents should
be properly configured to this setting when possible.
ECF users should be diligent while scanning to make
sure the image is clear and readable.

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

The below described Is SIGNED. s Bk,
S BT
~ FN

itny 2 < ?

z, Sy = ; B

Dated: July 11, 2005 A7 hoon EClpr £ ¥ &
GLEN E. CLARK Q..' o o
1.8, Bankruptey Judge Fathd

Mark 8. Middlemas, Utah Bar No. 9252
SHAPIRO & MEINHOLD. L.L.P.
102 West 500 South, Suite 300

Salt Lake City, UT 84101

Telephone: (801) 533-5361

Facsimile: (801) 961-9575

Email: mmiddlemaselogs.com

Attorneys for Litton Loan Servicing, LP as servicer for Deutsche Bank National Trust Company
f/k/a Banker's Trust Company of California

IN THE UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF UTAH

Central Division

In re: Chapter 13

KATHLEEN MIYAMOTO Bankruptey No. 03-21164
Debtor. Judge: Glen Clark

[FILED ELECTRONICALLY]|

ORDER GRANTING MOTION FOR TERMINATION
OF AUTOMATIC STAY FILED BY LITTON LOAN SERVICING, LP AS SERVICER
FOR DEUTSCHE BANK NATIONAL TRUST COMPANY F/K/A BANKER'S TRUST
COMPANY OF CALIFORNIA

The Motion of Litton Loan Servicing. LP as servicer for Deutsche Bank National Trust

Company fk/a Banker's Trust Company of Califomia. for Termination of Automatie Stay.

Filed: 0TI 1105

“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 a user attempts to

file a document or attachment larger than 2MB, a warnin

g will be displayed which stops the filing.

If a document is too large for filing, a user must separate the document into smaller parts using the Adobe Acrobat

software.

U.S. Bankruptcy Court District of Utah 28
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32 Creating 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-
ware is available for purchase, and will provide the user with additional tools and print drivers necessary to prepare a
document for ECF.

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

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 steps to convert a document from a word processing program using Adobe Acrobat

STEP 1 Print the document. 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 se-
lection, click on the [OK] button. A Save PDF File As window will appear.

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

Prinker

Training Prinketr b Properties..,
ikl _bk_training_color
adobe POF

(Castelle Cover Page
Castelle DCX Driver
CocuCaormn PDF Driver

" |Microsaft Cffice Documnent Image Writer [Print ko File
PaperPaort Black & White Image
PaperPort Colar Image
PaperPort POF copies: 1 E|

(*) Current page E|1_|

Change the “default” printer within
i the appllcatlonj to Adobe PDF ema |

Figure 1

* Adobe Acrobat versions 6 thru 8 use Adobe PDF. Version 5, use
Acrobat PDF Writer.
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3.3

Combining PDF
Documents

The court requests that if you have exhibits or support documents to a motion that the documents be combined.
(Combined Pdfs cannot exceed the two megabyte file size limit set by the ECF system.) It is important to understand
that each additional attachment will require a new browser window to be opened to view the attached document.

The following procedure outlines the steps required to combine PDF documents. The full version of Adobe Acrobat
is required to perform this procedure.

Do not combine events that
are required to appear sepa-
rately on the docket sheet.

For example, you would not com-
bine a Notice of Hearing to a mo-
tion. But certificates of service are
sometimes combined with motions
and notices. Also, Statements and
Schedules are filed as one docu-
ment but cannot be combined with
a 13 Plan.

More examples:

Notice of Intent can be combined
with Statements and Schedules.
Motions and exhibits can be com-
bined, if document is under 50
pages or 2MB.

Currently , the system
requires documents lar-
ger than 2MB (roughly
50 pages) to be broken
up into segments.

STEP1 Open up your main PDF document, such as a motion, within Adobe Acrobat
(Figure 1).

STEP 2 To combine the next PDF document, click on Document > Insert Pages
[Document > Pages > Insert]. This will open up the Insert Pages Window.

STEP 3 Select the file that you want combined to the main document, such as an
exhibit. Either double-click on the file or left click once and then click on Select.

STEP 4 The Insert Pages window comes up (figure 2). Here, you can select to insert
the pages before or after the first page, the last page, or page whatever of whatever (the
number in the box is the page that is currently displayed). Once you have decided
where to insert the pages, click on OK.

The combining of documents is complete. You can verify the inserted pages by using
the navigation buttons at the top and bottom of Acrobat.

If you insert the wrong page, or insert it in the wrong place, you will have to delete the
pages: Documents > Delete Pages [Document > Pages > Delete]

You will need to save the document to get the full file size of the document after com-
bining pages.

The notation: [Document > Pages > Insert] Refers to Adobe Acrobat 6+

July 14, 2009
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[ Signatures \f Comments \f Thumbnails \f Bookmarks

United States Bankruptcy Court
District of Utah

Louis T. Dunder
Debtor
Filed Electronically

This is a simple filing to be used for training and has not resemblance to the actual
legal document, real or imagined.

Dated this 1™ day of February 2005.

&/ Jared Johnson

] H 4 1o

P M 85x1in [0 =2 B 4|

EFHE Edit Document Tools  Wiew Mindow  Help — | &
ERHSAG®- #B-E | <4r | e» anx - OOEE =1
mE-HTE & B-7/-2-B&L BRUGBE T kv

»

Figure 1
Insert Pages Figure 2
Insert File: “Additionalattchment, pdf!
Location: - N
U Page
™ First gy
" Last
. {* Page: 1
is ade of 1 1]
mj
(04 | Cancel
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3.4

Extracting PDF Pages

Occasionally, you will need to file a document that is larger than the two megabyte size limit allowed by the ECF
system. Most likely, this will come from a scanned document, since scanned documents are notoriously large files. In
this case, you will need to split the document into sections. This is done by either preparing the document in sections
or by splitting the document after it has been converted to PDF. The process is similar to the combining of PDF docu-

ments.

The following procedure outlines the steps required to Extract PDF pages. The full version of Adobe Acrobat is
required to perform this procedure.

Currently , the system
requires documents lar-
ger than 2MB (roughly
50 pages) to be broken
up into segments.

STEP 1 Open up your main PDF document, such as a motion, within Adobe Acrobat
(Figure 1).

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

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

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

STEP 5 The extracted pages are presented on the screen. The original PDF document
is under these extracted pages. Acrobat will name, by default, the extracted pages as
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 save it.
If you were not happy with the split, close the main document without saving the docu-

ment. This will bring back your original document before the split and will allow you to
split the document again.

The notation: [Document > Pages > Insert] Refers to Adobe Acrobat 6+

July 14, 2009
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United States Bankruptcy Court
District of Utah

Louis T. Dunder
Dehtor

Filed Electronically

[ Signatures \[ Comments \[ Thumbnails \f Bookmarks

k] 44 1af1 F M E5x11in | O =

Dated this 1™ day of February 2003,

This is a simple filing to be used for training and has not resemblance to the actual
legal document, real or imaginad.

s/ Jared Johnson

EF”E Edit Document  Tools  View ‘Window Help - a x
EREERSE @ BB-E 144 b€ |an - AOO0OE - M
e -THTE R B-7F-L-B& BRUBEE T kv«

id

Figure 1

Extract Pages

From: |B To: |1 of 19

| Delete Pages &fter Extracting

— | a4 | Cancel |

real or imagined.

1w 00 L i L 0 2 L R

1

mh

| Delete Pages After Extracting

Figure 3a

Figure 2

X Delete Pages After Extracting

Figure 3b
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4.0

Commonly Performed
Features

This section will look at functions which are performed in most ECF filings

This section will cover

o Searching, Creating and Adding a Party to a Case
o Attaching Files to ECF

e Adding Attachments to ECF Filings

e Adding Creditor

U.S. Bankruptcy Court District of Utah 36 July 14, 2009
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4.1

Searching, Creating
and Adding a Party to a

Case

You will select the party that you are representing when filing an event in ECF. If the party that you represent is not a
party to the case, then you will have the option to search for and add the party to the case or if they are not present
within the court’s party database, you may create them -- adding them to the case at the same time.

The procedure below will look at searching for, then creating and adding that party to the case.

SELECTING A PARTY

When you see the screen
shown to the right, you will
need to select the party that
you are representing. You can
select your party from the list
and then click on the [Next]
button. If the party is not pre-
sent, you will need to add
them. Click on the Add/
Create New Party hyperlink.

Select the Party:

iCraigson, Steven [Debtor] (7356) AddiCreate New Party
Miller, Dawid L. [Trustee] (386)
Mauntain Marine Sales, [Creditar] (7 384)

United States Trustee, [LL5. Trustee] (397)

et

SEARCH SCREEN You can search for a party by social security number (SSN), Tax ID, Last or
Business name, a First name and/or a Middle name (figure 1). The recommended search method
is by a social security number, since these tend to be unique to individuals. Next would be a last
or business name. To search for a last or business name, all that is needed to conduct the search
is the first three letters of the name. This will return all names that begin with those letters. You
can also use the wildcard “*” within the name, such as with “*son”. After entering in the search

criteria, click on Search.

If you are adding a party to a
case, and the name comes back
in the Party search results box
(figure 2), you may then select
that name from the list, high-
lighting this party record will
cause a pop-up window to ap-
pear containing the party’s
record on file with the court.

You may select the name from the list or if your party does not return in the

Search for a party
SSN | Tax Id

LastBusiness name

First Name

Middle Name

Figure 1

results box, click on the Create new party button to create a new party.

July 14, 2009
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Search for a party

SSN /ITIN
Last/Business name
First Name

Middle Name
Party search results

Williams.,
Williarns, Jayne

Tax ID / EIN

Williams, Jessica, 800 M 2300 E, Morth Salt Lake, UT
Williarms, Jessica, 800 N 2100 E. Morth Salt Lake, Ut

Williams, Lee, 290 Maxim St Murray, UT

Select name from list I [ Create new party ]

PARTY INFORMATION SCREEN You will get the party information screen whether you selected

a party from the list or if you cre-

TIP: If an address has been en-
tered for the party you have
search, that address appears with
the name in the Party search re-
sults.

Figure 2

ate a new party_ [Party Information
Last name |[FortLight Traders LLC First name
The name will appear at the top of |nhddle name Generation Title
the Party(;gformation screen.hlf SSN R Tax ID
you are adding a new party, then offi Addvess 1
the name that was searched for will - aaess
appear in the Last name field. Address 2 Address 3
City State Zip
You will need to select the role County v Comntry
that this party ha_s in the bank- Phone Fax
ruptcy case. In figure 1, the e
. . ~mail
party’s role is a creditor. When e
creating a creditor party to the Role | Creditor fercn) e
case, an address is not needed, but Party text
can be added.
[ Submit ][ Cancel ][ Clear ]
SELECTING A PARTY Il
After you have completed the party information screen, click on the Submit button. Your new
party should be highlighted at the top of the party box (figure 3). Click on the [Next] button to
add this party to the case and continue with the filing.
Select the Party:
ight Traders LLC, AddfCreate New Party
Craigson, Steven [Debtar] (7356)
Miller, David L. [Trustee] (386)
taountain Marine Sales. [Creditar] (7384)
United States Trustee, [L.S. Trustee] (397)
Next
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4 D Attaching a PDF
Document

At some point during the electronic filing process, you will be asked to upload the supporting PDF document.

The procedure below will outline the steps to attach a PDF document to your filing. The process for attaching the
document is the same regardless of the filing event. It will consist of navigating to the file’s location on your computer,
verifying that the PDF document is correct, and then selecting the document. Additional attachments will be covered in
the next section.

When you need to attach a PDF document to your filing, you will receive a page which will con-
tain the file upload section shown in figure 1. The upload section can come by itself on the page
or with other items, such as a “reference an existing document” checkbox or a list of referenced
documents/events.

STEP 1 Click on the browse button at the end of the filename text box. The File Upload win-
dow will appear.

STEP 2 Navigate to the location of your file.

STEP 3 A major error performed within the ECF system is the attaching of the wrong docu-
ment to the filing being performed. The court requests, for your sake, that you first verify that
the document that you are about to upload to the system is correct. This is done by right-clicking
on the document name and selecting Open from the pop-up menu (see figure 3). This will launch
Adobe Acrobat and allow you to review the document that you are attaching to be sure that it is
the one you want attached to the filing.

STEP 4 After you have verified the document, you can close or minimize Adobe Acrobat, and
then click on the [Open] button located toward the bottom right-hand portion of the window
(figure 2).

STEP 5 Once you have attached your PDF document, you can then click on the [Next] button
to proceed with your filing.
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=elect the pdf document (for example: CA199cw301-21 pdf). Figure 1

Filename

|[ Browse... ]

Attachments to Document: & Mo O Yes

r

File Upload
Look in: |Lf} Casewark j & £k Ef- Figure 2

o [£] 04-z0450.txt
I_"ﬁ ﬂ.ﬁ.dditional.ﬂttchment.pdf
My Recent  Fal_Filngs.pdf
Documents @case ane.pdf
'_'F ﬁCase wiork, pdf

ﬁDunderSDS.pdf
Desktop '@Mntion ko Dismiss, pdf

§ E] skd matrix. bxt

My Documents

tdy Computer

—

by Netwark, File: name: | j Open |
Places
ﬂ Cancel

Files of type: |.-’-‘-.|| Files

T

File Upload

Look ir |Lﬂ Cazework j & ¥ Ef- Figure 3
'2 2] n4-20450, bxt
5 '@Additionalnttchment.pdf
My Recent
Documents ﬂcase one Select
cl e o
@DunderBD Print
Desktop ﬁMotion ko
@ std matri Scan for Viruses, .
‘-’) M Hetware Copy. ..
My Documents Open With 1
_;;J Send To 4
o el r
y Computer
Cuk
= Copy
I ) Create Shortout
My Network il : - 0 |
yF'Iaec:;vsD[ e name; Delete J {al-ly]
Files of type: Rename j Cancel
Properties
Attacliments to Docmment
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4.3

Additional Attachments

If the pleading you are filing exceeds the two megabyte file limit set by the ECF system, you will be required to break
this document up into segments. These sections will then be added to the filing as an additional attachment.

The court strongly recommends combining documents containing exhibits, certificates of service, etc. whenever
possible. If you include these additional documents as separate attachments to the filing, they appear as a separate file
that requires a separate browser window to view each file. This can be time consuming for Judicial Staff and the Public.
It is understood that additional attachments are unavoidable, but when possible, use them sparingly.*

Each attachment will be added separately using the browse procedures outlined in the previous
section 3.2.

STEP 1 Click on the radio button after attaching your main document (figure 1), and then click
on [Next]. The screen shown in figure 2 will appear.

STEP 2 Attach your additional document as per section 4.2.

STEP 3 You may further identify the attachment, in section 2 of the attachment screen, by
selecting a document type or typing in a description or both.

STEP 4 You are required to add the document to the list of attachments for the pleading you
are filing by clicking on the [Add to List] button.

Repeat steps 2-4 if you have additional attachments.

STEP 5 Once you have included all support documentation click on the [Next] button to con-
tinue.

* Background: When the court first implemented the ECF system, e-filers would upload a main
document with the file size of ~760kb, and then add additional attachments of ~450kb, 1,050kb.
After having so many small files open, the Judges requested that small documents be combined
into one.
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Filename
ChADocuments and Settingshjohnsanjibd:

Mttachments to Document: O Mo &) Ves
A

Figure 1

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

Filename

|H: YWTraining docsh\Documentl.pdf Browse... |

2) Select a document type and/or enter a description.
Type Description
[Exthibit d[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.

K Ty =
HATraining docs\attachmentdoc4 pdf Add to List |

Remove from List |

Next

Figure 2
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5.0

Opening a Case

This section will introduce you to the ECF system. It will cover logging into
the system and then opening a new bankruptcy case. By opening a bankruptcy
case, you will be able to perform the basics of using ECF: creating a new party
and uploading documents.

This section will cover

Opening a New Bankruptcy Case
Case Upload

Open a New Adversary Proceeding
Issuance of Summons
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51 Opening a New
Bankruptcy Case

This section will look at opening a new bankruptcy case manually using CM/ECF.

There is a large number of third-party “bankruptcy” software that will perform a number of filing functions available
within CM/ECF. Many of these companies have worked with the court to develop an application that interacts well with
CM/ECF. The court does not endorse one application over another and we would suggest that you look at each applica-
tion to determine which product provides you the most desired features to suit your needs.

This section will demonstrate many fundamentals used with all CM/ECF filings, such as searching for a party, creat-
ing a new party record, and attaching a PDF file to an ECF filing. This will also step you through the process of opening
a case manually.

Also note: Bankruptcy software is not required to open a bankruptcy case using the CM/ECF system.
This process will only open the case. It will not file other supporting documentation such as your Statements of Fi-

nancial Affairs and Schedules, the Creditor matrix, Statement of Social Security Number, the Chapter 7 Means Test, etc.
Those documents should be filed separately after opening the case.

To open a new bankruptcy case, click on the Open a BK Case hyperlink under the bankruptcy
events.

STEP 1 Select the Chapter and whether the case will have a joint debtor. Disregard the Defi-
ciencies option, since the court deals with deficiencies separate from the ECF system. If you do
have deficiencies, the court will inform you of those deficiencies. Click Next.

STEP 2 Search for a party to add to the case.

SEARCHING FOR A PARTY

You can search for a party by social security number (SSN), Tax ID, Last or Business name, a
First name and/or a Middle name. The recommended search method is by a social security num-
ber, since these tend to be unique to individuals. Next would be a last or business name. To
search for a last or business name, all that is needed to conduct the search is the first three letters
of the name. This will return all names that begin with those letters. You can also use the wild-
card “*” within the name, such as with “*son”. After entering in the search criteria, click on
search.

If the name comes back in the Party search results box (figure 1), you may then select that name
from the list. Clicking on a name in the box will cause a pop-up window to appear containing
the party’s information which the court currently has.

The party information that appears must be an exact match to full name (including generation)
and social security number. If it matches, click on the Select name from list button. If it does
not match, or you are in doubt, create a new party

If your party does not return in the results box, click on the Create new party button to create a
new party.
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Opening a New Bankruptcy Case

STEP 3 Enter in the information for your party (figure 2). If this is for a new debtor, enter the
information as it appears on the petition. The address fields are mailing addresses, so if your
party uses a post office box, include that in the address fields.

You will need to select the county since this will be used in assigning a trustee to the case (and
you cannot submit this information without selecting the county).

Search for a debtor Fi gure 1
SSN/ITIN TaxID / EIN

Last/Business name

First Name

Lhddle Name

TIP: If an address has been en-

Party search results

SMITH, JIM, 1234 Main St. SaltLake City, UT
SMITH, JIM, 1234 Main 5t Salt Lake City, UT
SMITH, JIM, 1234 Main St. SaltLake City, UT

tered for the party you have
search, that address appears with
the name in the Party search re-

SMITH., JIb, 1234 Main St, Salt Lake City, UT sults.
Srnith, 1234 East 200 North, Alpine, UT
Srnith v

Select name from list ] [ Create new party ]

Figure 2
Debtor Information
Last name Bacaville First name
Middle name Generation Title
SSN 2232-11-1234 Tax ID
Office Address 1
Address 2 Address 3
City State Zip
County A Country
Phone Fax
E-mail
Party text
- - A dd all aliases and corporate parents
[ Alias... ] [ Corporate parent.. ] [ Fewview. . O E L W=
[ Submit ][ Cancel ][ Clear ]
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There are three things of interest at the bottom of the debtor (party) information page:

Alias You can add an alias to the case as needed. If your party has provided an alias on the
petition, then include it here. This will allow the party to be found on a search of the alias. The
options for an alias are aka, fka, dba, and fdba. You can add up to five aliases at a time. If you
have more than five aliases, then add them in groups of five. You can add as many aliases as
necessary.

Corporate Parent You can add a corporate parent, any affiliated company/entities or stock-
holders as necessary. You will search for the corporate parent, and then add them or create a
new one (figure 1).

[Search for a corporate parent

Search for a corporate parent Business name
Business name | |:>
Search Clear
Corporate Parvent search results

Figure 1

No person found.

Create new corporate parent ]

!

Corporate Parent Name

Fort Charles

Add Corporate Parent ] [ Cancel Corporate Parent ] [ Clear ]

Review You can review the aliases and corporate parents added. An alias or corporate parent
can be removed from the case at this point by removing the checkmark from the box to the left of
the name.

Once done with the debtor (party) information page, click on the Submit button.

STEP 4 You will receive a page indicating the divisional office that the case is assigned to (in
Utah, all cases are assigned to Salt Lake City). Click on [Next].

STEP 5 Fill out the statistical information for this new case.

For the FEE STATUS:
Selecting PAID will bill you the full amount of the filing fee, which you will pay by
credit card.
Selecting INSTALLMENTS requires that the petition be accompanied by an Applica-
tion to Pay Filing Fee in Installments. By paying in installments, you are allowed to
pay the filing fee in varying payment amounts, including the option to pay $0.00 at the
opening of the bankruptcy case, and instead spread the case filing fee over the allowed
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120 days. You will be prompted to enter an amount for payment. If this amount is
$0.00, please indicate in the fee field. Users who enter $0.00 in the field will not be
charged. Users who enter any other amount will be charge appropriately. The amount
inserted in the field, MUST MATCH THE APPLICATION TO PAY FILING FEE
IN INSTALLMENTS. (see figure 2)I

Select FEE NOT PAID when filing an IFP case. The court will make adjustments as
needed upon approval of the IFP waiver. If the waiver is denied, you will then receive a
fees due notice and the filing fee will need to be paid.

DO NOT USE the IFP FILING FEE WAIVED option.

Open Voluntary Bankruptcy Case

All Petitions Faid In Installiments Must Be Accompanied by An Application to Pay Filing Fees in Installiments. .
INSERT THE AMOUNT YOU WISH TO PAY BELOW. INSERT 0.00 FOR NO AMOUNT Figure 2

Fee: |274 for Voluniary Petition (Chapter 13) (FEE)

Open Voluntary Bankruptcy Case

Prior filing
within last 8 |no v Type of debtor
pears @ Indridual
Fee status f O Corporation (inchides LLC & LLP)

O Partnership
Nature of &y O Other
debt | fee not paid

Nature of business

Asset notice |25 h O Health Care Business
Estimated O Single Asset Real Estate
nuber of |1-49 v O Railroad

creditors O Stockbroker
. O Commodity Broker
Estimated 4, ge0 000 v O Clearing Bank
assels
O Other
Estimated ro et 000 (40 o g50,000) 3 [ Tax-Exermpt Extity
liabilities

For the Asset Notice:

With a Chapter 7 case, the Asset Notice field will always be N. Even if there are assets
to this case, set the field to N and then if the trustee determines that there are assets, the trustee
will then change the asset status.

With a Chapter 13 case, the Asset Notice will always be Y.

After completing click on [Next].
STEP 6 If you selected a chapter 7 case from STEP 1, then you will receive the _ o |wes
chapter 7 means test page, asking if the presumption of abuse arises with this case. Fresumption Arises | unknown
Select yes or no according to what has been determined from the chapter 7 means
test (Form B22 A). If you have not filled out this form at this time and/or if you
are unsure at this time, select unknown and be aware that you will need to file the
appropriate forms at a later and timely manner.
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SUMMARY OF SCHEDULES

Report the totals from Schedules &, B, D E, F, I I, Form 22, and Nondischargeable Debt in the boxes provided.

NAME OF SCHEDULE/FORM ASSETS LIABILITIES OTHER

& - Beal Property

E - Perzonal Property

D - Creditors Holding Secured Claims

E - Creditors Holding TTnsecured Prionty Claims

F - Creditors Holding Tnsecured MNonpriority Clatms

Average Income (from Schedule T, Line 16)

FA L. £ Sobadnla T T 1o

STEP 8 If you are not filing the schedules with the petition you may skip this section of the
screen and enter the figures when filing the statements and schedules.

You will need to fill out the Summary of Schedules screen. This information is found on Sched-
ules, Form 22 (Means Test), Form 6 Summary of Schedules and Summary of Statistical Liabili-
ties

STEP 9 At the bottom of the summary of schedules is the docu-
ment upload field.

Total Dischargeable Debt (Computed)
Mote: Mot computed when any value above for DL E, F, or
nondischargeable debt is not knewn,

Attaching a PDF File to ECF
Select the pdf decument (for example: CA19%cw501-21 pdf).

[Filename
Browse...

Wttacliments to Document: ® Mo O Yes

Upload your supporting PDF document

File Upload

Look in: | I Caze'w/ork A

by ] n4-z0450. bt

ﬂ [£] n6-20003 bt

[Z] n6-z0019 txt

.,'__-. Cunder308.pdf
T ECLIPSE_3_PAGE.pdf
-,"; Mation ko Dismiss , pdf

CMI/ECF requires a PDF petition document to support the electronic
filing that you are performing.

To attach a document to the ECF system, click on the Browse button.
This will present the file upload window. Navigate to the folder/
location of where your document is stored.

The court requests that before you attach your file to this filing, that
you preview the document to ensure that the document that you are
attaching to the filing is the correct one.
This can be done by right-clicking on the
file and then selecting Open or Open with
Acrobat from the context menu (see figure
below). Once you are sure that this is the
correct document, close the document in

My Recent
Documents | £] 06-20202.6¢ HewAlCase.doc I Acrobat and then click on Open to attach
— [£) ne-zozet bt T HewalCase, pdf L .
[ =438 MP Risk Assesment _Feb 06_pdf T NaticeWithdraw, pdf the document to the filing. Click on [Next].
Desktop Additionalttchment. pdf -','__q Pages from MewallZase . pdf |
All_Filings.doc 7’; POC-mortgage.pdf | |

f
/_/- aIFiing. dol select
7__-\ CAse One. [
T Case wark,  Print
[Z] pebtorz. T4 Lock il with Folder Lock

- [Z] Debtors. T
:_‘_jg [Z] pebtord. T

bu Computer

ty D ocuments

®: Combine in Adobe Acrobat,

Scan for Vi ice:

Open with Acrobat 7.0 <:|
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STEP 10 You will get a warning concerning submitting this screen commits this transaction,
and that is the only item on the page -- disregard this warning and click on [Next].

This is the last page prior to submitting your filing to the court. Up to this point, the only thing
that you have submitted at this time are any parties that you created for this case. You may use

Docket Text: Final Text
Chapter 7 Voluntary Petition. Filed by Howard Bacaville (Johnson, Jared)

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

the browser’s back button to review previous pages to ensure that they have been filled out cor-
rectly and contain the desired information. If you make no changes to the pages, you can then
use the browser’s forward button to return to this page. If you make a change to a page, you will
then need to use the [Next] button at the bottom of each page until you return back to this page.
Once you are satisfied with this filing, click on the [Next] button to submit and commit this fil-

ing.

This is the Notice of Electronic Filing (NEF). The NEF confirms the filing of the case. Along
with this page, a pop-up window will display informing you that a fee is owed and will need to
be paid (see section 2.2). On the NEF, you will find the date and time of when the event was
filed. The case number is given as a hyperlink, which will take you to the PACER docket sheet
for the case. If you click on the document number hyperlink, you will be directed to PACER and
can view the submitted document.

Two items of importance are located at the bottom of the NEF page. The first is a listing of all
registered ECF users who are parties to the case. All ECF users in the case will receive E-

notification of all events
which occur within the case.
This constitutes notification [The following transaction was received from Johnson, Tared entered on 10/18/2006 at 9:14 AM MDT and filed on 10/18/2006

[Motice of Bankruptey Case Filing

for registered ECF users. Case Name: Heward Bacavile
Case Number: 06-20265 <« Case Number
The second item is a listing of [Pocument Number: 1 < Document number on docket
non-ECF registered parties Docket Text: Docket text
who do not receive electronic [Chapter 7 Woluntary Petition. Filed by Howard Bacawille (Tohnson, Taredy

nOtIfIC_atIOFI and may need to [The following document(s) are associated with this transaction
be noticed manually.

[Docwment description: Main Diocument

You will now need to file the Original .filename:C:\I?ocuments atd Settings\jehnzonf\dy Documents\Case Work\All Filings pdf
[Electronic document Stamp:

other d_ocuments need t0 SUP-  |iSTunP bleechStamp TD=983650642 [Date=10/18/2006] [FilsMumber=395651-0]
port this new case, such as the [7dr7ds059¢ 16715365 10F1 sbFcbef23d2Mbc 734404620 0be b 1dedT7c3bbHI2S
Statement and Schedules, the [B66ba5523062bbd2c0eccBbad leacdSE71dc 185028963438 122678 7e4d62]]

Means Test, the Chapter 13

. 6-20265 Notice will be electronically mailed to:
Plan if needed, etc. :

Tared Johnson  bkirainer03@vahoo.com Parties that will receive e-notification.

6-20265 Notice will not be electronically mailed to:

TTrited States Trustes Parties that need manual notification
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52 Case Upload

Case upload allows you to upload case information to the CM/ECF system using a third-party bankruptcy program, or
independent of third-party software without having to go through the manual process of “open a bankruptcy case hyper-
link” within CM/ECF.

If you do not have third-party software you will need to develop a debtor.txt file, which is a delimited text file con-
taining all the required information needed by the CM/ECF system.

In addition, you will now need to combine all of your opening documents into one packet to be uploaded. This packet
will consist of the opening Petition and the Statement of Financial Affairs and Schedules. The Means Test will be up-
loaded as a separate filing event from the Case Upload. DO NOT USE CASE UPLOAD UNLESS YOU HAVE A
COMPLETE UPLOAD.

EE F Bankruptcy + Adversary + CQuery + Reg

Open New Bankruptcy Case

WARNING! FLEASE DO NOT USE CASE UFLOAD UNLESS
ALL STATEMENTS AND SCHEDULES ARE BEING FILED
'WITH THE PETITION

Case information

sADebtartt

Petition with Statements and Schedules

¢Petition. pdf

Creditor matrix

cMCreditor tat

STEP 1 Click on the case upload hyperlink under the bankruptcy category.

STEP 2 You will have four fields allowing you to upload the required documents. You will
have to upload three documents: the debtor text file; the petition in PDF format; and the credi-
tor matrix text.

Once you have attached each of the files needed to support your new case, click on the [Next]
button.

You will get the notice of electronic filing indicating that you have filed a bankruptcy case.

You will also get the Internet fees due pop-up window (Section 6.2). You may pay for the filing
at this time, or continue to file and pay your fee later.

statjnone||4/10/2005]i]||7|p[cIvIIn|FIEIAlIN|IlY|999999999999.99|169.48|3426789125.25|125.22|125.25|125.25|125.25|12
5.25|543873.34|debt|db|John||Covington|||558-44-3254]|2|495 Gonea Wayl|||Santaquin|UT|84655[49049|||n|

A debtor.txt file example./
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You can get further information on the Case Upload feature from the PACER Service Center website at:
http://pacer.psc.uscourts.gov/cmecf/developer/case_upload.html

The site has a formatting “tech” sheet in PDF which can be downloaded and used in the development of your debtor text
files.
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53 Opening a New
Adversary Proceeding

This section will walk you through the opening of a new adversary proceeding. ECF will automatically generate a
summons upon completion of your filing.

As outlined in step 4, it is important to add counsel to the Plaintiff party so that this information will be accurately
reflected on the automatic summons.

To open a new adversary proceeding, click on the Open an Adversary Proceeding hyperlink un-
der the Adversary events.

STEP 1 Click [Next] through the first screen that appears.

STEP 2 Enter in the lead bankruptcy case number that is related to this adversary proceeding.
Click on [Next]. On the next screen, you will receive information telling you where the case is
assigned and who the judge is for the bankruptcy case.

STEP 3 Here you will need to search for a party to add to the case beginning with the plaintiff.

SEARCHING FOR A PARTY

You can search for a party by social security number (SSN), Tax ID, Last or Business name, a
First name and/or a Middle name. The recommended search method is by a social security num-
ber, since these tend to be unique to individuals. Next would be a last or business name. To
search for a last or business name, all that is needed to conduct the search is the first three letters
of the name. This will return all names that begin with those letters. You can also use the wild-
card “*” within the name, such as with “*son”. After entering in the search criteria, click on
search.

If the name comes back in the Party search results box (figure 1), you may then select that name
from the list. Clicking on a name in the box will cause a pop-up window to appear containing
the party’s information which the court currently has.

The party information that appears must be an exact match to full name (including generation)
and social security number. If it matches, click on the Select name from list button. If it does
not match, or you are in doubt, create a new party

If your party doesn’t return in the results box, click on the Create new party button to create a
new party.

STEP 4 Figure 2 is for adding a new plaintiff (the screen is labeled plaintiff Information). You
will need to select the role that this party has in the bankruptcy case.

There are four things of interest at the bottom of the party information page:
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Attorney You will need to add yourself as the attorney

for the party. Click on the attorney button. You can

Search for a debtor

search for the attorney record by using a last name or a SN LN
bar number. When you get the search return back, select Lo Buinessname

your name from the list and then click on the Select name

from the list button. **

First Name

Middle Name

This will present you with the attorney information page Bt search resuts

SMITH, JIM, 1234 Main St, Salt Lake City, UT

and displays what information the court currently has for —|sMTH um. 1234 bein . Salt Lake ity UT

SMITH, JIM, 1234 Main St, Salt Lake City, UT

you. If the information on this screen is incorrect, chang- |sMmH v 1234Mainst. SaltLske Cit: UT

Smith, 1234 East 200 North, Alpine, UT

Tax ID / FIN

TIP: If an address
has been entered for
the party you have
search, that address
appears with the
name in the Party
search results.

ing it here will only change it for this case. To change Smith 3

your ECF information, you will need to go to Maintain [ Sslecinsmefomist | [ Create newpary |

Your ECF Account under Utilities (see section 2.3). At

this point, click on the Add attorney button to add yourself to the case and to return to the party Figure 1
information screen. Note that you can add as many attorneys to the case as needed.

Alias You can add an alias to the case as needed. If your party uses an alias on a regular basis,
then include it here. This will allow the party to be found on a search of the alias. The options
for an alias are aka, fka, dba, and fdba. You can add up to five aliases at a time. If you have
more aliases than the five, then add them in groups of five. You can add as many aliases as nec-
essary.

Corporate Parent You can add a corporate parent, any affiliated company/entities or stock-
holders as necessary. You will search for the corporate parent, and then add them or create a
new one (figure 1). This information will check for any possible judge conflict.

Plaintiff Information ** NOTE:
Lastname |Bannock Telecom First name By making an ap-
Middle nane Generation Title pearance In an Ad'

SSN 222-11-1234 TaxID versary procee.dlng’
an ECF user will
RAHEE Ll also receive e-mail
Address 2 Address 3 notification of
City State Zip events in the related
County v Country main bankruptcy
case.
Phone Fax
E-mail
Party text
Role in Bankruptcy Case | Creditar v
- - Add all attorneys, aliases and cotporate parents
[ Aftornesy... ][ Aligg... ][ Corparate parent.. ][ Raview.. |, e . c]ick:'ngstrhe Subnﬁtbuttonr.p B
[ Submit ][ Cancel ][ Clear ]
Figure 2
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Review You can review the aliases, attorneys and corporate parents added. An alias, attorney
or corporate parent can be removed from the case at this point by removing the checkmark from
the box to the left of the name.

Once done with the plaintiff (party) information page, click on the Submit button. If you are
done adding plaintiffs to the case, click on the End plaintiff selection button.

Search for a corporate parent

Search for a corporate parent Business name
Business name | |:>
Search Clear
Corporate Parent search results

[No person found.

[ Create new corparate parent ]

!

Figure 1

Corporate Parent Name

Part Charles

Add Corporate Parent ] [ Cancel Corporate Parent ] [ Clear ]

STEP 5 You will now need to search for and add a defendant. Follow the section Searching
for a Party above. Remember, you can select from the list if the information displayed matches
the party record displayed in the pop-up.

If the defendant is the debtor in the bankruptcy case, you should add the debtor’s attorney as the
attorney for the defendant. Search for and add the party’s attorney from the bankruptcy case.

Once you are done adding all the defendants to the case, click on the End defendant selection
button.
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Open Adversary Case

Primary nature of suit

Patty code (TS saiaPar ¥ none =
Rule 23 (class Second nature of suit
. n o
action) none v
Third natwre of suit
Jury demand | Mone v
none v
Fowrth nature of suit
Demand ($000)

none hd

Fifth nature of suit
none v

State law | n +

STEP 6 Enter in the information requested from this page. When selecting the Jury demand
option, this is selected from your standpoint. If you are representing the plaintiff, then select
Plaintiff from the drop down.

On the Demand ($000), the ECF system will read the amount in thousands of dollars. For a
demand of $5,000.00, enter in “5” -- entering in 5000 will be read as $5,000,000.00.

You have the ability to select up to five natures of suit. List the order of the natures with the
most important listed at the top. If the complaint includes a 727, select that nature of
suit first.

Once done with this screen, click on [Next].

STEP 7 The Fee screen informs you that a fee will be due at the end of the filing. It also in-
forms you that if you are representing the debtor as the plaintiff, to type WAIVE in the receipt
box. If you are representing the trustee in the case as the plaintiff, you may defer the fee by typ-
ing DEFER in the receipt box. If you represent neither, leave the receipt box blank.

STEP 8 On the same screen is the PDF document attachment. Figure 3

File Upload

Attaching a PDF File to ECF

Lagk in: | |25 Casswark v OF e E-
CM/ECEF requires a_PD_F_document to y () 04-20450.bxt <% Dunder308 pdf
support the electronic filing that you are (D) [£] 06-20003 bt TECLIPSE_3_PAGE pdf
performing. You will now attach the MyRecont | 06-20019.bxt Tdtotion to Dismiss.
document you have prepared. This docu- Documents || E) 06-20202 txt NewAllCase. doc
. y prep : e [£] ne-z0z61 kxt T NewalCase.pdf
ment is the same document that you L‘B =435 M Risk Assesment _Feb 06_pdf 5 NoticeWithdraw pdf |
WOUld have pl’inted to paper and then Deskiop .ﬁ.dditionalnttchment.pdf -'f_anges fFrom MewallCase, pdf
brought into the clerk’s office and filed at *“”—F“‘”gs'd“ Zpocmartgage.pef g
the counter. Now, you are simply print- Y & AFiing.dor 0t |
ing to an electronic file and will upload y D'J Fcasconey  Open with Acrabat 7.0 <:|
- i .
the document to support the filing. Y DAEEE 1 Case work,  Print t
[Z] pebtorz.Ty  Lock file with Folder Lack
=3 (] Debtors. Ty o
To attach a document to the ECF system, Jjﬂ 2) Debtord, Ty o —ombine in Adabe Actobat. . |
b u Computer Sran For Winice
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Click on the Browse button. This will present the file upload window. Navigate to the folder/
location of where your document is stored.

The court requests that before you attach your file to this filing, that you preview the document
to ensure that the document that you are attaching to the filing is the correct one. This can be
done by right-clicking on the file and then selecting Open or Open with Acrobat from the context
menu (see figure 3 previous page). Once you are sure that this is the correct document, close the
document in Acrobat and then click on Open to attach the document to the filing. Click on
[Next].

STEP 9 You will get a warning concerning submitting this screen commits this transaction,
and that is the only item on the page -- disregard this warning and click on [Next].

This is the last page prior to submitting your filing to the court. Up to this point, the only thing
that you have submitted at this time are any parties that you created for this case. You can use
the browser’s back button to review previous pages to ensure that they have been filled out cor-
rectly and contain the desired information. If you make no changes to the pages, you can then
use the browser’s forward button to return to this page. If you make a change to a page, you will
then need to use the [Next] button at the bottom of each page until you return back to this page.
Once you are satisfied with this filing, click on the [Next] button to submit and commit this fil-

ing.

Figure 4 is the Notice of Electronic Filing. This is notification that an adversary proceeding has
been filed. Along with this page a pop-up window will appear informing you that a fee is owed
and will need to be paid (see section 2.2). On the NEF, you will find the date and time when the
event was filed. The case number is given as a hyperlink, which will take you to the PACER
log-in screen and then the docket sheet for the case. If you click on the document number hyper-
link, you will be taken to the PACER log-in screen and then to the submitted document.

Two important items are located at the bottom of the NEF page. The first is a listing of all regis-
tered ECF users who are parties to the case. All ECF users in the case will receive E-notification
of all events which occur within the case. This constitutes legal notification for registered ECF
users.

The second item is a listing of non-ECF registered parties who may need to be noticed manually.

The NEF for an adversary
proceeding has two parts. The
first part is the notification for [rme folowing transaction was received from Johnson, Jared entered on 10/19/2006 at 9:14 4]
the adversal’y proceeding, Case Name: Bannock Telecom v. Carlson

Case Number: 06-02080

The second section is the sum- [Pocnment Number: 2

mons for the adversary pro-  |nocket Text:

CEEding. ClleIng on the SUM- |suarnons Tssued Summons Tssued (Tohnson, JTared)

mons Issued hyperlink will
launch Acrobat and display the
summons. The summons is
two pages, with the Certificate [P6-02080 Notice will be electronically mailed to:
of Service on the second page. i
Print this summons and serve it on the appropriate parties. For more information Figure 4
concerning the auto issuance of the summons, please see section 5.4 Issuance of

Summons.

[Motice of Electronic Filing

[The following document(s) are associated with this transaction:
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5.4 Issuance of Summons

Upon completion of filing an adversary case, the Notice of Electronic Mailing (NEF) will include an additional section
for the summons. This section is located at the lower portion of the NEF. The user may select the Summons Issued
hyperlink upon completion of filing a new adversary case, or the summons entry that is entered on the adversary case
docket, to access the issued summons (see figure 1).

Information, such as the lead case, plaintiff, defendant, address of the clerk’s office and attorney for plaintiff, is ex-
tracted from the case and inserted on the summons form, shown in Figure 2. The second page of the summons is pro-
vided for return of service. The user simply prints the summons to be served from the NEF or the docket.

The summons is viewable for ten (10) days from the filing of the adversary proceeding. The summons expires after ten
(10) days but may be re-issued upon request. (see next page for how to request a reissuance of summons)

The answer deadline for the automatic summons is calculated from the date the adversary case is filed. If service
is not provided within the deadline period, a manual summons can be prepared by the Court.

usa
801-111-2345

LEAD ATTORNEY
Filing Date # Docket Text
1041972006 1 | (14 (Becovery of monew'property - other)): Complaint by Jared Tohnson, Bannock Telecom, Wike Carlson on behalf’

of Bannock Telecom aganst Mike Carlson. Fee Amount $250 (Johnson, Jared) (EQD: 10/13/2006)

1041972006 2 | Summons Issued Summons Issued (JTohnson, Jared) (EOD: 1041920063
Figure 1
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LS. Bankruptey Court — District of Utah

In re:
Bankruptcy Case
No. (6-20202
JOHNATHAN CANTERVILLE
Debtor
Adversary

Proceeding No. (6-02050
BANNOCK TELECOM

Plaintiff
V.
JOHNATHAN CANTERVILLE

Defendant
SUMMONS IN AN ADVERSARY PROCEEDING

YOU ARE SUMMONED and required to file a motion or answer to the complaint which is attached to this summons with the clerk of
the bankruptcy court within 30 days after the date of issuance of this summons, except that the United States and its offices and
agencies shall file a motion or answer to the complaint within 35 days.

Address of Clerk
Clerk, U.S. Bankruptey Court
District of Utah
Frank E. Moss Courthouse
350 South Main Street #3010, Salt Lake City

At the same time, vou must also serve a copy of the motion or answer upon the plaintiff's attorney.

. = . B
Flgure 2 UECF Bankruptey Adversary

Adversary Events

Anzwers. .

Appeal

Complant & Sumimons
STEP 1 Click on Notices/Other under Adversary Motions

Wotices/Other €——
Open an Adversary Proceeding
Order Upload for Adversary

HOW TO REQUEST RE-ISSUANCE OF SUMMONS

STEP 2 Enter the Adversary case number

STEP 3 Select the event “Request for Reissuance of
Summons (NO IMAGE)

= " = sary - s - s -
UE C F Bapkruptey = Adversary Query Reports = Utilities Search  Logout

inti File a Noti
STEP 4 Select party (plaintiff) e a Notice
B Office: 2 (Salt Lake i) Lead Case: 2-08-bk-20021

STEP 5 Click next until receiving your Notice of Elec- | g wiT
tronic Filing (NEF). The court will then reissue the Start syping o find ancthes eveas. Told doven Ctl 1o add addiional hems
summons the same day the request is made. i :

e Events (chek to select svents) Selected Events (chek to remow

IMAGE)

Motice of Panties’ Planning Mesting ~ [Request for Reizsuance of Summeons (MO
Motice to Take Daposition

Pending Bill of Costs

Pending Defaul Cedificate

Praecipe

Propusied Findingss of Fact and Conehasions of Liss (Ni

[ Judae’s zignature)

f Hearing (Gamishments Oalyl)
2 of Surnmons (NO IMAGE)

um of Judgrend

of Intent

Stipulation for Dismissal

Tl Bt

‘Withdrawal of Incorrectly Filed Documant (no image) »
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6.0

Filing a Matrix &
Updating Creditors

This section will look at events that are commonly performed when
dealing with the creditor matrix within a case.

This chapter will cover:

Creating a Creditor Matrix
Uploading a Creditor Matrix File
Adding Creditors to an Existing Case
Editing a Creditor Matrix

U.S. Bankruptcy Court District of Utah 62 July 14, 2009
Help Desk: (801) 450-3443



6.1 Creating a Creditor
Matrix

A creditor matrix contains the names and addresses of creditors. Local rule requires the matrix be provided within
two days of filing the petition. The creditor matrix MUST be in ASCII format, usually a .txt file, before it can be suc-
cessfully uploaded to the CM/ECF database. Most third-party case software creates and may even load the matrix in the
correct format

4] std matrix.txt - Notepad

File Edit Format Help

00-01298

Ford Motor Credit
7843 Henry Ford way
Dearhorn MI 35723

williamsburg Finance Inc.
1776 Colonial Ave.
Richmond wa 15378

Thomaswille Furniture
450 w Post Road
Philadelphia PA 16439

Mid-atlantic Investments
673 Capital states Blvd
PhiladeTphia Pa 16438

Morthwest Mutual Investments Bank
P.O. BOx 26354
west Haven MI 30471-6354

Great Pacific Trade Co.
456 SE Caliber st
Portland OR 98364

Do not include any special char-
acters in your text document.
Characters, such as # % & *, etc.,
are considered illegal and may
cause the upload to fail.

Creditor Matrix Specifications:

e  The case number MUST be the first line of the matrix, in standard (Y'Y-
NNNNN) format with the hyphen, and separated from the creditor list by a
blank line.

e The name and addresses of each creditor must be five lines or less.

e  Each line may contain no more than 40 characters, including blanks.

o Names and addresses should be left justified (flush against the left margin,
no leading blanks).

o “Attention” lines should be placed on the second line of the name/address.

o City, state and ZIP codes MUST be on the last line.

o Nine digit ZIP codes must be typed with a hyphen separating the two
groups of digits.

o  All states must be two-letter abbreviations.

e Each creditor must be separated by at least one blank line.

e Do not include page numbers, headers, footers, etc.

After creating the creditors list in any word processing application
(even Word Pad or Notepad, that comes with Windows) you will need to save it
as an ASCII text file. Click on File on the Menu bar and then select Save (or
Save as)

Enter the File Name then with the Save window up, select the File
Type that you will be saving the file as. (See Figure 1). If you are using Word-
Perfect select ASCII DOS Text or for Word select the .txt option. Then click on
the Save button to save the document in the proper format.
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=X Wu:url:IF'erfec:t B/7/8/9/10  « | Last modified: Any Tin

=] AMSIWindaws Text rS
Z] ASCINDOS) Delimited Test
E} ﬂSEII [DEIS] Genenc Word Processaor | N

EEN

DlsplayWnte 4 EI
Dizplayiarite 4.2
Dizplayiarite 5.0
=] EDGAR v

WordPerfect

nAre: Matriz, doc j

e a5 type: Woard Document (*,doc)

Ward Document (¥, doc) =
5E Web Page (*.htm; *.html) ]
TACER Dn:u:umenl: Template {* dotk)

Word

Figure 1
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6.2 Uploading a Creditor
Matrix

If your third-party software does not load the matrix file, you will need to upload the file to the ECF system.

To upload a creditor matrix file, click on the Creditor Maintenance hyperlink under the Bank-
ruptcy Events.

STEP 1 Click on the Upload a Creditor Matrix file hyperlink.

STEP 2 The Case Number screen appears. Enter the case number in the standard (YY-
NNNNN) format, using the hyphen. Click on the [Next] button to continue.

STEP 3 You will now need to upload your creditor matrix file. Upload your matrix file, which
is a text file, just as you would any other PDF file (see Section 4.2 Attaching a PDF Docu-
ment). Once you have entered the correct file path to your txt file, click on the [Next] button.

STEP 4 The Add Creditors screen will appear next (see figure 1below). If the total number
of creditors entered is not the same as the total number of creditors on the submitted matrix, click
on the browser’s back button and research the error. If the total number of creditors displayed is
correct, click on the [Submit] button.

The Creditor Receipt screen displays. This screen is your receipt/confirmation that the creditor
matrix has been uploaded successfully to the case.

You can click on the Return To Creditor Maintenance Menu and repeat steps 5 though 8 if you
have additional matrixes to upload.

Add Creditor(s)

Total Creditors Entered &

Submit I

Figure 1
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6.3 Adding Creditors to a
Case Through Docket
Events

An ECF user can add creditors to a case, through the following events:

e Notice of Appearance of Counsel and Request for Notice (see section 7.3 for complete instructions)
Creditor Request for Notice (See section 7.2 for complete instructions)

Amended Schedule (fee)

Amended Matrix (fee)

Amended Matrix and Amended Schedules (fee)

The above events you select will depend on whether you represent the debtor or the creditor. Debtor counsel is required
to pay a fee for adding new creditors to schedules D, E, or F or the matrix so the counsel for the debtor should choose
the fee events when necessary and attach the appropriate documents.

During the event docketing, a screen is presented to allow the filer to add a party to the matrix.
To add a new creditor, place a checkmark in the add new creditor box. Click on [Next].

At this point,
you will be ] e . )
adding your “ase 06-20261 already contains creditors!
creditor to the
matrix.
1 Add new creditor(s)
Nex
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The next screen is presented to add a new creditor. Enter in the name and address for your credi-
tor party. Use the enter key to insert a line break. You can add as many creditors as you want,
simply separate the creditors by a break. You may also enter creditor information by performing
a copy and paste function from Word, WordPerfect, Open Office or other word processing appli-
cations. After entering your creditor information, click on the [Next] button.

Name may ba 50 characters. Address may ba b lings, 40 charactars sach.
Mare than one craditor may be entered. Separate credifors with a blank line.

Name and Address

Creditor type | Creditor ¥

Creditor committee & o O Yes

Mt Clear
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4

Editing a Creditor Matrix

This section will discuss how to edit a matrix.

You may have occasion to edit an address of a creditor that is already on the matrix. The steps below outline the
procedure for editing a creditor.

=

To Edit a Party Address:

STEP 1 Select the Creditor Maintenance category from the main Bankruptcy menu. Then
select Edit Creditors.

STEP 2 Enter the case number and the party search criteria. It is recommended that you leave
the “Enter name of creditor” field blank then click [Next] (figure 1). By leaving the field blank,
you will then be presented with a complete list of creditors that exist in the case (figure2). If you
are working in a large case with a large number of creditors, you can enter in a whole name or
the first few letters in the “Enter name of creditor” field to return your desired creditor.

Bankruptcy ~ Adversary ~ Query Reports ~ Utili]

Edit Creditor(s})
- By leaving the “Enter name of
Case naber |05-201 D1| Find This Case CredItOI‘" f|e|d blank then C|ICkIng
Enter name of creditor — (on [Next], CM/ECF will bring up
a complete list of creditors in the
Mext case.
Figure 1

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

Case number 08-20101 Edward Carl Price
@ Edit Creditor

 CAPITAL ONE BANEK PO BOX 5166 NORCROSS, GA 300041 -13314

CAFITAL OME BAME PO BOx 51558 NORCRL GA, 300091 -13319

Chase Equipment Leasing 1234 West 500 South Salt Lake City, UT 841071 - 1330

Chase Equipment Leasing PO Box 154 Sal Lake City, UT 84101 - 14286

krnight Adjustment Bureau 404 East 4500 South #4-34 Murray, UT 84107 - 13308

TAFFY BAR & GRILL123WEST 4115 S0UTH ETE 1284 WEST JORDAMN, UT 84084 -13320

YWaszatch Professional Recovery, LLC Acct# Andrews 1203 C/O Hughes and Morley. PC 21 East 300 Morth - 13265
YWasgatch Professional Recowery, LLC ACCT # Andrews 1203 G0 Hughes § Morley, PC 21 East 300 North - 13335

Figure 2
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STEP 3 If you left the Enter Name of Creditor field blank, you will get a drop-down field with the
entire creditor list available. Select your creditor from the list and click on [Next].

If you entered something into the Enter Name of Creditor field, then you will get that creditor in the
edit creditor drop down list. Click on [Next].

STEP 4 Edit the record as necessary and select [Submit] to submit changes (figure 3).

Case number 06-20261 Steven Craigson

Name may be 50 characters. Address may be 3 lines, 40 characters each
NorthWest Mutual Investments Bank
P.0O. Box Z6354

WMest Haven MI 36471-6354
[Name and Address |

Creditor type | Craditar w
Creditor committee & o O Tes

Figure 3
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7.0

Filing Documents to
ECF

This section will provide instruction on commonly-filed documents
and demonstrate the various screens presented in ECF

This chapter will cover:

e Debtor Events

o Creditor’s Request for Notice

e Notice of Appearance and Request for Notice
o Amended Matrix and Schedules
e Motions

e Multi-Part Motions

e Objection to a Motion

e Notice of Hearing

e Withdrawing a Document

o Uploading Orders

e Proofs of Claim

e Notices from the Court

e Docketing Reminders

U.S. Bankruptcy Court District of Utah 72 July 14, 2009
Help Desk: (801) 450-3443



7.1

Debtor Events

The debtor events category has been created to allow you, as a debtor’s counsel, to bypass a
number of steps when filing events to ECF. The primary step excluded is the party list and the
need to select a party or add a party, because it is assumed that you are filing on behalf of the
debtor.

If you are not filing for a debtor, DO NOT use the debtor events category.

The majority of the events in this category should follow the steps below:

STEP 1 Click on Debtor Events under the Bankruptcy category.

STEP 2 Add your case number, using the YY-NNNNN number format. Click on [Next].

STEP 3 Click on [Next] on the warning screen. Again, make sure that you are filing for a
debtor.

STEP 4 Select an event from the event list. Click on [Next].
STEP 5 Browse and select your document. If you selected an item that does not require a PDF
document (no image), you will not need to upload a document. Once you have up-

loaded your PDF document, click on [Next].

STEP 6 Verify your final docket text and make any adjustments 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 you select an event that refers to another document, you will need to place a checkmark in the
Refer to Existing Event(s) checkbox (figure 1) when uploading your PDF document.

You will get a screen with a number of document categories (see Figure 2). This list will help
you to find the related document by selecting what type (or category) the document may be un-
der. You may select all categories by selecting the “select all categories” button. By selecting
one (or more) categories you are able to minimize your search for the related document

After selecting one or more categories or the “select all categories” , click [Next].

Now select the appropriate event that you wish to create an association to by clicking on the box
that corresponds to the event. If there is more than one possibility, click on the document num-
ber hyperlink to view the image associated with that motion. To view an image you will be
taken to the PACER login screen and charges will apply.

Once you have selected the event, click on [Next] to continue with your filing.
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Debtor Events Lists

20 Largest Unsecured Creditors

Abate (Motion)

Abate and Objection to Motion to Dismiss (Motion)
Affidavit/Declaration

Amended Chapter 13 Plan

Amended Document

Amended Matrix (FEE)

Amended Matrix (No Fee)

Amended Matrix and Amended Schedules (COMBINEDFEE)
Amended Schedules (FEE)

Amended Schedules (No Fee)

Amended Schedules | & J

Amended Statement of Social Security Number(s)

Amended Voluntary Petition

Application for Compensation by Attorney/Debtor(s)(Ch13 only)
Certificate of Service

Ch 11 Final/Summary Rpt & Acct

Change of Address

Chapter 13 Plan

Chapter 13 Statement of Current Monthly and Dis. Income
Chapter 7 Means Test

Credit Counseling Agency Briefing Certificate (Prefiling)
Debtor's Certification of Status of Domestic Support Payments
Debtor's Election of Small Business Designation

Declaration Re Claims Review

Declaration/Affidavit Re: Tax Returns

Disclosure of Compensation of Attorney for Debtor

Domestic Support Matrix

Electronically Paid Fee

Electronically Paid Fee - INSTALLMENTS ONLY

Equity Security Holders

Final Installment Fee Payment (Chapter 13) (FEE)

Final Installment Fee Payment (Chapter 7) (FEE)

Final Installment Fee Payment (Individual Chapter 11) (FEE)
Financial Management Course Certificate Form B23
Objection to Dismissal and Motion to Abate

Motion to Abate and Objection to Motion to Dismiss (Motion)
Motion to Convert to Chapter 13

Motion to Incur Debt

[iRefer to existing event(s)?

[ext | Clear |

Figure 1

Figure 2

Notice of Commencement of Case

Notice of Consent to Substitute Counsel

Notice of Voluntary Conversion to Chapter 7 (FEE)(Genaty)
Notice to Individual Consumer Debtor

Notice/Schedules Per Rule 1019 (use when converting 13 to 7)
Objection

Objection to Claim

Objection to Dismissal

Payment Advices/Evidence of Payment and/or Certification
Presumption of Undue Hardship

Reaffirmation Disclosure Statement

Rebuttal of Presumption of Abuse

Recision of Reaffirmation Agreement and Notice of Hrg
Response

Response/Objection

Statement in Support of Reaffirmation Agreement
Statement of Financial Affairs and Schedules

Statement of Intentions

Statement of Social Security Number(s)

Verification and Request for Discharge

Verification of Chapter 13 Plan

Withdrawal of Document (no image)

Withdrawal of Document (with image)

Select the category fo which your event relates.

Lanswer i
appeal

auditar

bap

crmp

court

crditcrd

genaty

generic

misc -

Filed

Select All Categories

to

Documents to

Mext
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79 Add Creditors

Creditor Request for Notice

This section addresses filing a Creditor Request for Notice. This event will allow you to add a creditor to the matrix.
There are two options when filing a Creditor Request for Notice: Creditor Request for Notice and Creditor Request for
Notice (NO IMAGE). By selecting the “NO IMAGE” option, users will not be asked to upload a PDF document. Users
will be presented with a screen to upload a PDF document when using Creditor Request for Notice.

STEP 1 Click on the Other category under Bankruptcy events.
STEP 2 Enter in the case number for the case that you are requesting notice. Click on [Next].
STEP 3 Select Creditor Request of Notice from the events box. Click on [Next].

STEP 4 Since you are not a party to the current case, click on the add/create new party hyperlink. Search for the
party that you are representing. Refer to Section 4.1 Searching, Creating and Adding a Party.

STEP 5 You will be returned to the “select the party” screen with your new party highlighted at the top of the party
list. Click on [Next].

STEP 6 If you are not set as the attorney representing the party, you will get this screen asking if you, as an attorney,
want to be the representative for this party. If you do, place a checkmark in the box “party represented by”. Click on
[Next].

STEP 7 At this point, you will need to upload the creditor request for notice document that you have created and con-
verted to a PDF. Refer to Section 4.2 Attaching a PDF Document.

STEP 8 In order to add the creditor you must check the box Add new creditor(s) (see figure 1).

Figure 1
“ase 06-20261 already contains creditors!
1 Add new creditor(s}
Nex
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The next screen allows you to add new creditors to the matrix (see figure 2). To add a new creditor, you will enter the
name and address for your creditor party. Use the enter key to insert a line break. You can add as many creditors as
you want. Simply separate the creditors by a line break. You can enter creditor information by performing a copy and
paste function from Word, WordPerfect, Open Office or another word processing application.

Figure 2

Name may be 50 characters. Address may be 5 lines, 40 characters sach.
Mare than ane creditar may be entered. Ssparate creditors with a blank line.

Name and Address

Creditor type | Craditor w
Creditor committee & o O Yes

et Clear

When you have finished with the creditor’s name and address with either the common creditor or a creditor that you
have entered, click on the [Next] button.

This is the final docket text creation screen. You will no longer have the ability to edit the docket text freely. You can
modify the docket text by selecting items from the drop down menu as well as adding text to the text field. Once you
are finished with modifying the docket text, click on [Next].

This is the final docket text screen, the last screen prior to submitting the creditor request for notice to the court.
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7.3

Notice of Appearance
and Reqguest for Notice

The Notice of Appearance and Request of Notice is one of the few events that allow you to add a party to an existing
case. You will add your party and then assign yourself to represent that party. You will be presented with the opportu-
nity to add your party to the matrix as well as to the case..

There are two different versions of this event -- one with a PDF document and one without. The “with image” event
will present the screen to attach a notice if you elect to do so.

To file a Notice of Appearance and Request for Notice, click on the Notices hyperlink under the
Bankruptcy events.

STEP 1 Enter the case number in the standard format (Y'Y-NNNNN) including the hyphen.
Click on the [Next] button.

STEP 2 Select Notice of Appearance of Counsel and Request for Notice. For this example, we
will select No Image. Click on the [Next] button.

STEP 3 The Select a Party Screen appears. Chances are, since you are filing a Notice of Ap-
pearance, your party is not a party to the case. To add your party, click on the Add/Create New
Party hyperlink. Refer to Section 4.1:Searching, Creating and Adding a Party to a Case.

After you have completed the party information screen, click on the Submit button. Your new

party should be highlighted at the top of the party box (figure 1). Click on the [Next] button to

add this party to the case and continue with the filing. NOTE: See step 5 for to add your party
to the mailing matrix.

Select the Party:

Canterton Morgage and Finance, [Creditar
Craigson, Steven [Debtar] (7356)

tiller, Diavid L. [Trustee] (386)

tountain Marine Sales, [Creditor] (7384)
United States Trustee, [U.3. Trustee] (397)

Figure 1
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The following attornew/party associations do not exist for this case.
Flease check which associations should be created for this case:

iv! Canterton Mortgage and Finance, (cricr) represented by JTohnzon, Jared(aty)

Figure 2

STEP 4 At this point, you will need to set yourself as the attorney representing the party that
you have just added to the case. This is done by placing a checkmark in the box labeled
“...represented by ...” (figure 2). After checking the box assigning you to the party, click on the

Next button.

At this point, there is a blank screen. Click on the Next button.

Case 08-20101 already contains creditors!

To avoid duplicate creditors, please checl the matiix to see if your party

already exists before checkmg the " Add new creditor(s)” option below.

[0 Add new ereditor(s)

Figure 3

STEP 5 This is where you can add your party to the matrix (figure 3). To add a new creditor,
place a checkmark in the “Add new creditor” box. Click on Next.

The next screen will be for the new creditor(s) (figure 4). Enter in the name and address for your
creditor party. Use the enter key to insert a line break. You can add as many creditors as you
want. Simply separate the creditors by a line break. You can enter creditor information by per-

forming a copy and paste function

from Word, WordPerfect, Open

Oﬁl(_:e O_I’ other word pr09e55|ng Nawe may be 50 characters. Address may be 5 lines, 40 characters each.

applications. After entering your Maore than one creditor may be entered. Separate creditors with a blank fne.

creditor information, click on the | '

Next button. Name and Address

Creditor type | Creditor >
Creditor committee & No O Tes
. Mext Clear
Figure 4
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Notice of Appearance and Request for Notice

STEP 7 This is the final docket text creation screen (figure 5). You can modify the docket text
by selecting items from the drop down menu as well as adding text to the text field. Once you

are finished with modifying the docket text, click on Next.

This is the final docket text screen, the last screen prior to submitting the creditor request for

notice to the court.

Docket Text: Modify as Appropriate.

kAttention!! Submitting this screen commits this tvansaction. You will have no further opportunity to modify this subn

i¥ | Notice of Appearance of Counsel and Request for Notice . | Filed by
1 on behalf of Chesterfield Mortgage and Fmance (Johmson, Jared)

Figure 5
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Notice of Appearance and Request for Notice
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7 4 Amended Matrix and
Schedules

There may come a time when you will need to amend either the case’s matrix and/or its schedules. There are two
categories in which to find these amended events -- under Debtor Events or Other.

There are a number of amended matrix and schedule events:

e Amended Matrix and Amended Schedules (COMBINED FEE) : Use this event when filing both an
amended matrix (adding creditors) and schedules combined. This will incur one fee for both documents.

e Amended Matrix (FEE) : Use when filing the amended matrix only and you are adding creditors. This
event will incur a fee.

e Amended Matrix (No Fee) : Use when editing matrix information only

e Amended Schedules (FEE) : Use when you are amending schedules D, E, and F and adding creditors. This
event will incur a fee.

e Amended Schedules | & J

e Amended Schedules (No Fee) : Use when filing amended schedules that do not involve adding a new
creditor to schedules D,E, and F.

When using the combined Amended Matrix and Amended Schedule event above, your PDF document that is attached
should include the schedule being amended and an amended matrix identifying the new creditor. (see Section 3.3:
Combining PDF Documents)

If a case requires an amended schedule, oftentimes the Summary of Schedules (Form 6) has also changed. An
amended summary page should also be included in the documents you attach, and the figures on the summary screen
(figure 4) should be updated to reflect the new figures.

To file an amended matrix and or schedule, you can select either the Debtor Events or the Other
events under the Bankruptcy Events.

STEP 1 Enter the case number (YY-NNNNN) for the case that you are amending the matrix/
schedule. Click on the Enter button.

STEP 2 You will now need to upload you document to the ECF system. (refer to Section 4.2
Attaching a PDF Document). Once done attaching your file, click on the Next button.

STEP 3 If your filing incurred a fee, this page will inform you of the fee. Click on the Next
button.

STEP 4 You have the ability to add creditors to the case matrix (see Figure 1). If you do not
enter the new creditors here, they will not be added to the matrix. To add a new creditor, place a
checkmark in the add new creditor box. Please read the bolded text which advises you to check
the existing matrix to avoid duplication of creditors. Click on Next.

The next screen will be for the new creditor (see figure 2). Enter the name and address for your
creditor party. Use the enter key to insert a line break. You can add as many creditors as you
want. Simply separate the creditors by a line break. You can enter creditor information by per-
forming a copy and paste function from Word, WordPerfect, Open Office or other word process-
ing applications. After entering your creditor information, click on the Next button.
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] i o . . Figure 1
Case 08-20108 already contains creditors!

To avoid duplicate creditors, please check the matrix to see if yowr party
already exists before checking the " Add new creditor(s)” option below.

[ Add new creditor(s)

STEP 5 If you are filing amended schedules, you will now get the Summary of Schedules
screen (see figure 4). Fill out the amounts on the page according to the amended documents.
This information is found on Schedules, Form 22 (Means Test), Form 6 Summary of Schedules
and Summary of Statistical Liabilities. Change only those fields that have changed due to the
amending of the schedules. If a field does not change, do not change the amount. If the amend-
ment does not change any of these figures, you may bypass this screen.

STEP 6 Click on the check box or boxes to reflect what is being amended. (see figure 3)
STEP 7 You will get the Final Docket Text modification screen. Modify the text as needed to
clarify the filing. Click on the Next button. You now have the final docket text as it will appear

on the docket. Click on the Next button if you are satisfied with this filing.

You will now get the Notice of Electronic Filing indicating
that you have filed your Amended event.

Select all that apply:
omey(s) added
Name ey be 50 characters, Address may be 3 lines, 40 characters sach. ereditors added

Mare than ane creditar may be entered. Separate creditors with a blank fine, [ domestic support creditor(s) added
‘ | Oereditor address(es) addediupdated

[ dollar figures amended

[Name and Address [(ereditors moved from one schedule to another
Oproperty addedfamended

Cexemptions addedfamended

[ statement of affairs amended

[Obudget amended
i " Oaddfamend codebtor(s) (Schedule H)
Creditor type | Craditor v
i el [addfamend contractsfleases (Schedule G)
(Creditor conittee © No O Tes
Next | | Clear
Figure 3
Figure 2
SUMMARY OF SCHEDULES
Report the totals from Schecules A, B, D, E,F, 1,1, Fom 22, and Nondischazgeable Debt in the boes provided.
NAME OF SCHEDULE/FORM ASSETS LIABILITIES OTHER
4 - Real Property
B - Personal Property Flgure 4
D - Creditors Holding Secured Claums
E - Creditors Holding Unsecured Prionity Clamms
F - Creditors Holding Unsecured INonpriority Claims
Average Income (from Schedule I, Line 16)
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Motions

See Section 1.3 for
instructions on how
to use the Search
feature to find your
event. Events fol-
lowed by a (fee) will
require payment of
charges on a credit
card account. See
docket events list on
CM/ECF

To file a motion or application, click on the Motions/Applications hyperlink under Bankruptcy
Events or Motions hyperlink under the Adversary Events.

STEP 1 Enter the case number in the standard format (Y'Y-NNNNN) including the hyphen.
Click on the [Next] button.

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

The filer must select an event that coincides with the document 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 actions in a case, such as schedule effects and
deadlines or the entering of an order so it is important to use the correct event. If you are un-
certain what event to use, call the court for instructions.

STEP 3 At the select party screen,
select the movant that you represent.
Highlight your party and click on the

Select the Party:

. bountain Marine Salas, AddiCreate New Party
[Next] button. If the movant is not Craigsan, Steven [Debtar] (7356)
listed on the case party list, add your | |Miller, David L. [Trustee] (386) f
party by Clicking on the Add/Create United States Trustee, [ULS. Trustee] (397) .
New Party link. Refer to Section Click here

4.1: Searching, Creating and Add- | | | If your party is not here

ing a Party to a Case, for instruc-

tions if necessary. Next

STEP 4 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 Jared Johnson is not currently shown as counsel of record for
Mountain Marine Sales. 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]. NOTE: Not selecting the association
will have ECF noticing implications. No email will be sent if you do not make a representation.

STEP 5 Add your supporting PDF documentation.

Attaching a PDF File to ECF

If you have selected an event which requires a document to be attached to your filing, click on
the browse button to attach your document (refer to Section 4.2 Attaching a PDF Document)
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You can quickly search
through a listing of items by
rel Click your selection, or use arrows to highlight it and press Enter typlng the f| rst few |ette rs of
i Selected Events (click to remove events) the |tem you are |00|(Ing for |n
Court Registry (Motion) a particular box. Example: If
Relief Fram Stay (FEE) (Motlon)_ . " .
Relief frarn Co-Debtor Stay (Motion) yOU are Searchlng fOI’ Re“ef
Relief from Stay as to Child Support Creditor (Motion) from Stay" Slmp|y type |n
ol ! .

“rel”” and you will be taken to

items that begin with “rel”..

- . . , . Figure 1

The following attorneyparty associations do not exst for this case.
[Flease check which associations should be created for thus case:

[ Mend ] [ Clear ]

Figure 2

Coversheets/Separator Sheets

In the past, separator pages with tabs were used or the attorney would include exhibit informa-
tion on the top or bottom of the exhibit pages themselves. The ECF preferred method to attach
exhibits to a motion is to include a regular 8.5 x 11 sheet of paper as a separator page with Ex-
hibit X (exhibit letter) appearing in the center of the page. This will allow the court staff to
search the document for the exhibit and also make it very easy to identify one exhibit from an-
other.

Remember: Exhibits should be combined with motions and appear as one document, unless they
exceed the 2MB size limit.

STEP 6 Verify your final docket text and make any additions necessary in the boxes provided .
This text will be displayed on the Notice of Electronic Filing and on the docket sheet.

Make sure that your entry is accurate and click on the [Next] button, committing the
transaction.

Docket Text: Modify as Appropriate.
| ~ | Motion for Relief From Stay | . Fee Amount: $150, Filed by
Mountam Marine Sales (Jolhnson, Jared)

kAttention!! Submitting this screen commits this transaction. Yon will have no further opportunity to modify this su

ot
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[.0 Multi-Part Motions

ECF will allow you to docket motions together, such as filing a “Motion for Relief from Stay, or in Alternative, Ade-
quate Protection.”

This is a review of previous section 7.5: Motions with an additional step for selecting more than one motion.

STEP 1 Enter the case number in the standard format (Y'Y-NNNNN) including the hyphen.
Click on the [Next] button.

STEP 2 Highlight the first motion that you are filing (see figure 1). Now, hold down the

You cannot use <Ctrl> key and scroll down to your next motion. Click on that motion. Release the <Ctrl>
the *“hot key” key and click on the [Next] button.

option described

in Section 7.5, STEP 3 At the select party screen, select the movant. Highlight your party and click on the
when selecting [Next] button. If the movant is not listed on the case party list, you will need to add your
multiple events. party by clicking on the Add/Create New Party link. Refer to Section 4.1: Searching,
Select the first Creating and Adding a Party to a Case, for instructions if necessary.

motion, then use

the scroll bar. STEP 4 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 Jared Johnson is not currently shown as counsel of
record for Mountain Marine Sales. 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]. NOTE: Not selecting
the association will have ECF noticing implications. No e-mail will be sent if you do not
make a representation.

It is important to select the ap-
propriate event to match your

pleading A multi-part motion | Start typing to find another event. Hold down Chrl to add additional tems.
can be critical when the events Available Events (click to select events) Selected Events (click to remove events)
Refund Filing Fee (Motion) # | |Relief Fram Stay (FEE) (Motion)

you _SE|E(_)t can have a profound Reinstatemnent of Retiree Benefits (Mation) Relief from Co-Debtar Stay (Mation)
or differing effect on the case. Reject Lease or Executory Cantract

Such as a Motion to Dismiss or
in the Alternative a Motion to
Convert the Case. The order
that is entered will greatly af-

5 "y
Remove Debtor as Debtor in Possession
Remove Professional

fect the case and you want both Remove Trustes
of these motions to be clearly Reopen Case - Chapter 11 (FEE) (Motion)

Reopen Case - Chapter 12 (FEE) (Mation)
expressed on the dO_CI(Et S_h_eet Reopen Case - Chapter 13 (FEE) (Motion)
and on the electronic notifica- Reopen Case - Chapter 7 (FEE) (Motion)
tion that will emanate from Request far Certification of Direct Appeal b
each entry. Next

Figure 1
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Figure 2

The following attorney’party associations do not exst for this case.
[Please checlk which associations should be created for this case:

[ Mountain Marine Sales, (crcr) represented by Johnson, JTared(aty)
[ Mext ] [ Clear ]

STEP 5 Add your supporting documentation.

Attaching a PDF File to ECF

If you have selected an event that allows for a document to be attached to your filing, click on
the browse button to attach your document (refer to Section 3.2 Attaching a PDF Document).

STEP 6 Verify your final docket text and make any additions necessary in the boxes provided .
This text will be displayed on the Notice of Electronic Filing and on the docket sheet.

Docket Text: Modify as Appropriate.

~ | Motion for Adequate Protection .| orinthe alternative

~ | Motion for Relief From Stay . Fee Amount: $150, Filed by
Mountam Marine Sales (Johmson, Jared)

pAttention!! Submitting this screen comunits this transaction. You will have no further opportunity to modify thas sulby

Nex

Coversheets/Separator Sheets

In the past, separator pages with tabs were used or the attorney would include exhibit information on the top or bottom
of the exhibit pages themselves. The preferred method to attach exhibits to a motion is to include a regular 8.5 x 11
sheet of paper as a separator page with Exhibit X (exhibit letter) appearing in the center of the page.

This will allow the court staff to search the document for the exhibit and also make it very easy to identify one exhibit
from another.

Remember: Exhibits should be combined with motions and appear as one document, unless they exceed the 2MB
size limit.
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Objection to Motion

This section will cover filing an objection to a motion. When filing an objection, you generally reference a document
that already exists on the docket sheet. This is a procedure used in a number of other events.

To file an objection or a response, click on the Objection/Response hyperlink under Bankruptcy
Events.

STEP 1 Enter the case number in the standard format (Y'Y-NNNNN) including the hyphen.
Click on the [Next] button.

STEP 2 Click on the drop-down menu and select the type of document that you are filing (see
figure 1 below). Once you have selected your type, click on [Next].

STEP 3 At the select party screen,

oo Select the Party:
select the movant. Highlight your S

party and click on the [Next] button. hountain Marine Sales [Creditar AddiCreate Mew Party
H H Craigson, Steven [Deltar] (7356)

If the r_novant is not listed on the case | | ol (Trictos] (366) ?

party list, add your party by clicking | | United States Trustee, [U.5. Trustee] (397)

on the Add/Create New Party link. Click here

Refer to Section 4.1: Searching,
Creating and Adding a Party to a
Case, for instructions if necessary.

If your party is not here

STEP 4 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 Jared
Johnson is not currently shown as counsel of record for Mountain Marine Sales. 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].

Figure 1

Figure 2

File an answer to a pleading

08-20101 Edward Car] Price

Type: bk Chapter: 13w

Judge: WTT Assets: y

Case Flag PetFeeDue, 35, 341Noticed, DebtEd, ReaftId3hp

Offce: 2 (Salt Lake City)

Start typing to find an event.
Selected Event

[The following attorney/party associations do not exist for this case.
Please checl which associations should be created for this case:

Available Events (click to select an event)

Arnended Answer
Answer to Section 304 Petition

Objection to Confirmation of Plan

Objection to Debtar's Claim of Exemptions
Objection to Mation to Dismiss and Mation to Abate
Objection to Professional Fees

Reply

Response

Clear
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This box must be checked to refer-
ence an existing document

Referencing an Existing Document

/

At this point, you will need to create an association to the previ- I Refer to existing event(s)?

ously filed document. The following steps will help you select the
right document and create a link to that document that will appear

in the final docket text. Select the pdf document (for example: CA19%ev501-21 pdf).

Filename
Browse...

IAttachments to Document: & Mo O Yes

STEP 5Place a checkmark in the checkbox on the screen shown
in figure 2, and click on the [Next] button.

STEP 6 You will now need to attach your supporting document.

Refer to Section 4.2 Attaching a PDF Document if needed. Mext

STEP 7 You will get a screen with a number of document types
(see Figure 3). This list will help you to find the related document by trying to guess what type
(or category) the document may be under. By selecting one (or more) categories you are able to
minimize your search for the related document. By holding down the [Ctrl] or [Shift] keys you

can select more than one category. We suggest the select all document types by clicking on the

Select All Categories button.

Figure 2

After selecting the category you think your document is under, click [Next].

STEP 8 Now select the appropriate motion/application that you wish to create an association.
Click on the box that corresponds to the motion (see Figure 4). If there is more than one possi-
bility, click on the document number hyperlink to view the image associated with that motion to
verify your selection. To view an image you will be taken to the PACER login screen and
charges will apply.

Once you have selected the motion, click on [Next] to continue with your filing.

eI LFE LHLEEU
Select the categary fo which your event relates. elect the categ Using the shift key, clicking and
bap 2 court dragging, or clicking on the Se-
cm crditcrd lect All Categories button
auditar m genaty
bap croitcrd gene <
cmp : misc
gro;itrlrd [ SelectAll Categories Eenaiﬁ E motion
qenaty mis notice o
generic arder It is important to
misc notice make the asso-
Filed o order v utility ciation with the
Docwunents to 5 P | FHilad pIe_adlng, to
which, you are
Mext T objecting or re-
sponding, in or-
Figure 3 der to have the

ual document types

Using the Ctrl key to select individ-

matter properly
addressed.
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Objection to Motion

STEP 9 Verify your final docket text and make any additions necessary in the boxes provided.
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
will commit the transaction, displaying the NEF (Notice of Electronic Filing).

Belect the appropriaie eveni(s) to which your eveni relates:

08/16/2005 3 Motion to Abandon Description of Property: Gold color Filed by Harp E. Eagle
{Tohnson, Jared)

[ 08/16/2005 4 Motion to Abandon. Deseription of Property Hope Filed by Roger G. Segal
{Tohnson, Jared)

[0 0%/06/2005 5 Iotion to Abandon. Description of Property Mest Filed by 4. Bald UTE Eagle
{Tohnson, Jared)

[ 10/11/2005 8 Application to Froceed in forma pauperis Filed by 4. Bald UTB Eagle , Harp E.
Eagle (tramcm, ) {Terminated)
[0 10/11/2005 10 Motion to Impose Automatic Stay Filed by 4 Bald UTB Eagle , Harp E. Eagle

{tratncm, )
et
Figure 4
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Notice of Hearing

/.8 Hearing Presets

Hearing presets, also known as self-calendaring, is a procedure whereby attorneys and trustees can select certain pre-
defined hearing dates in CM/ECF. This procedure is a way to make available specific hearing dates for ECF attorneys

and trustee filers without having to contact the court.

Hearing presets will be defined by each chamber based on individual criteria. Generally, Judges will make chapter 7
and 13 presets available for non-evidentiary 5-10 minute hearings. All other matters which do not fit into the preset
criteria will still require a phone call to the scheduling clerk at (801) 524-6627.

STEP 1. Check the AVAILABLE PRESET REPORT in CM/ECF to find an available hearing

date for the appropriate Judge. The report can be found under the Reports menu option in CM/ECF.

Bankruptcy . Adversary +  Query

Reports

utilities

Available Chamber Presets
AIWayS Please Note: The slots, shown below, may not be awailable if you delay filng your notice of hearing. We recommend you
Check the docket your notice of hearing as soon as possible. Certain presets are restricted by case, chapter and or Trustees
b f Chambers of Judge Boulden, Judith 4
repo rt efore Preset Guidelines: Available Chapter 7 and 13 presets for non-evidentiary, 5 minte hearings. If you need time for longer
dOCketi ng heatings or heatings that are not clearly defined below, contact the scheduling clerk at 201-524-6627
Ou r nothe FPreset Date & Time | Available Slots  Tune Alloted Types of Hearings Restrictions
yf h R May 12 2008, 9:00 am & 5 mins Ivotions for Relief - 5 minutes | Chapter 7 Only
O . earlng as Chambers of Judge Clark, Glen E.
g u |de I | neS, Preset Guidelines: A veilable Chapter 7 and 13 presets for non-evidentiary, 5 minute hearings. If you need time for longer
I t d hearings or hearings that are not clearly defined below, contact chambers at 801-524-6549,
SI0%s, an Preset Date & Ti sailably 18I0 Ty f Hearing; Restricti
types of eset Date & Time vailat JTome  Types of Hearings e
. . b for Relief - 5 in:
hearings will May 19 2008, 900 am 12 Sumins  [Aetons for Relleh- 3 miaute N/a Tip: A date calculator
fluctuate Tune 12 2008, 11:00 am 3 Smins | Objections to Claims MiA tool to h9|p calculate hear-
P— ing dates is located at the
<+——| bottom of the available
April v | [29 2008
preset report page.
Please Mote: Today is not included in the caleulation. Please refer to Fed. R, Bankr, P, 0006(g).
STEP 2. Insert the preset date into your notice of hearing and prepare the document for ECF

filing. Because of the nature of presets, it is important that you docket your notice of hearing

IMMEDIATLEY to ensure that your selected preset date is not used by another filer.

» THINGS TO REMEMBER WHEN USING SELF-CALENDARING (HEARING PRESETS)

" do not meet the preset guidelines

" a preset with restrictions which do not apply to your case

ne  Select preset hearings based on the appropriate judge assigned to the case h
»e  Select preset hearings which fit the type of hearing and length of hearing listed in each judge’s guide- n
lines. Do not set any hearings which are anticipated to last longer than the time specified for the preset or &
»e  Review all preset restrictions such as case or chapter specific preset and/or trustee only. DO NOT select n

“e  When selecting preset date, DOCKET YOUR NOTICE OF HEARING IN CM/ECF IMMEDIAT-

»e  Check chamber’s guidelines frequently for updates

" LEY. DO NOT DELAY the docketing of the notice of hearing. The docketing of the notice of hearing
" actually confirms the selection of the slot with chambers and sets your hearing on the calendar. Be aware
" of presets with less than 2 slots, as they could be selected by another user. Prompt docketing will ensure &
" your time slot. If you have selected a preset which is no longer available during the docketing of your =
n notice of hearing, you must immediately stop and reselect a new preset or contact chambers. n
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7.8.1 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 notice of hearing, they are actually setting a matter on the chambers calendar. Incorrect entries can have a
dramatic effect on chambers.

You will need to contact chambers to get a hearing date OR for some matters you
can use the Court’s hearing presets. For more information hearing presets, see sec-
tion 7.8.1

To file a Notice of Hearing , click on the Notices hyperlink under Bankruptcy Events.

STEP 1 Enter the case number in the standard format (Y'Y-NNNNN) including the hyphen.
Click on the [Next] button.

STEP 2 Click on the drop-down menu and select the type of document that you are filing.
Highlight Notice of Hearing if this is the first notice relating to the motion. If you are amending
or rescheduling a previously filed notice select Notice of Hearing (Amended/Rescheduled). Once
you have selected your event, click on [Next].

STEP 3 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 4.1: Searching, Creating
and Adding a Party to a Case, for instructions if necessary.

STEP 4 A case verification screen will appear next. This screen is displayed to allow you to
confirm your case number and name of debtor. Click on [Next] to continue.

STEP 5 Hearing Information screen will display again, it is very important to enter the infor-
mation 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

When filing an Amended | ) 2104 directly into this field, see figure 1 below.

Notice of Hearing, do
not link the hearing event

to the previous hearing, J
link to the motion being
heard. Hearing Information
If you have filed a pr evi- In 01:d¢.ar t‘f enter a hearing date/time/location, you must obtain prior approval from the
. . . presiding judge.
ous hearing notice with Contact the Chambers of Judge Boulden.
the court and you don’t
select Amended/ |Please select a previously created calendar event J
Rescheduled, When |t|S Heam]g Date: Calendar Hear]_ng Time: c AMe PM
appropriate, the previous
hearing may not be cor- Location: | i
rectly removed from the
calendar. Confirmation Hearing Information
. IIn arder tn enter a hearine date/time/location. van must ahtain nriar annroaval from the =
Figure 1 &= Dosuners:Dore e
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Most previously created calendar events created on the chambers calendar for this case will ap-
pear. In the example, shown in figure 2, only one hearing was scheduled on the court’s calendar
for 7/30/03 at 9:00AM. If this is the hearing that is scheduled for the pleading you are now en-
tering, simply 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 stop the docket process and check with the
scheduling clerk to verify it is the same matter. If the hearing date and time are not in the drop
down list please contact chambers. (Judge Thurman and Judge Boulden: 801-524-6627, Judge
Clark: 801-524-6549)

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.

07/30/2003 - 09:00 AM - Motion For Relief From Stay Filed By Jefferson C. Camp (Paul, Colton) J

Please select a prewously created calendar event

Location: | i

Confirmation Hearing Information

Tn arder tn enter a hearine date/time/lacation. von must nhtain nrior annroaval frnm the

9 =B=| [Dacument: Dons e

Figure 2

DO NOT change the location
information that is automati-
cally placed in this box!

After you have highlighted the previously scheduled event, the Hearing Date, Hearing Time and

Location fields will be populated automatically (see figure 3).

The location field will display the US Bankruptcy Court or St. George Courtroom.
DO NOT change the location of the hearing.

Contact the Chambers of Tudge Thurman.

Figure 3 |05/03/2008 - 09:00 AM - Test v
Hearing Date: |05/03/2008 m Hearing Tine: |09:00 ® A3 OPM
Location: | US Bankruptoy Court hd
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Notice of Hearing

STEP 6 After selecting the hearing, scroll down to the bottom of the hearing screen where you
will see all documents still active in the case. Click on the box that corresponds to the motion/
application for which you are noticing the hearing (see figure 5). Click on [Next]

ISelect docicer enrries which are ro be associared with the above schedule(s).
Filing Date 2 Docket Text
[ 10/17/2006 First Meeting of Creditors & Notice of Appomtment of Interim Trustee J. Kevin
Bird with 341(a) meeting to be held on 11/27/2006 at Provo City Library
Objections for Discharge due by 01/26/2007.
= 10/13/2006 L Chapter 7 Vohmtary Petition, Statement of Financial Affairs and Schedules Fee
Amount Filed by Roger Le orange (traincm, )
= 10/23/2006 2 Notice of Appearance and Request for Notice Filed by Jared Johnson on behalf of
Mountain Marine Sales (Johnson, Jared)
10/23/2006 3 Motion for Relief From Stay . Fee Amount: $150, Filed by Mountain Marine Sales
{(Johnson, Jared)
(Next) (Clear)
Figure 5

STEP 7 Browse and attach your supporting documentation (refer to Section 4.2 Attaching a PDF
Document)

STEP 8 Verify your final text for the correct hearing date, time and document association that
appears in the final text. If the date and time are not correct at this point. You must use the back
button and go back to the Hearing screen to make any corrections.

Docket Text: Modify as Appropriate.

"’! Notice of Hearing (related document(s):[3] Motion for Relief From Stay) Filed by Jared
Johnson on behalf of Mountain Marine Sales Hearing scheduled for 10/30/2006 at 09:00 AM at US Bankruptey Court. (Johnson, Jared)

A ttention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you continue.
(Next) (clear)
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7.9 Uploading Orders

Orders can be uploaded under both the bankruptcy and adversary categories within CM/ECF. You must use the cor-
rect upload event under the correct category:

e To file a bankruptcy order, you must use the Pending Order Upload under the Bankruptcy Events;

e To file an adversary order, you must use the Order Upload for Adversary Events.

To upload your order, click on the CM/ECF heading which is appropriate for your order. For the
purposes of this manual, we will file an order to a bankruptcy case. Click on the Pending Order
Upload hyperlink under Bankruptcy Events.

STEP 1 Enter the case number for the case that you are uploading the order to, use the Y'Y-
NNNNN format. Click on [Next].

STEP 2 The next screen that comes up will ask you for a document number that you will be
relating this pending order to. If you do not know the document number, go ahead and click on
[Next]. If you know the document number, enter it into the box click on [Next]. Jump to
Step 5.

STEP 3 If you don’t know the document number, you will need to search for the related docu-
ment. Select the category that the related document falls under. Refer to Section 7.7 Objection
to Motion: Referencing an Existing Document for instructions on how to link a document.
After selecting the document category and/or filing out the filling or documents range, click on
[Next].

STEP 4 Select the document that you are referring to by clicking on the checkbox to the left of
the document. If the document that you are searching for is not listed, go back one page and
change your search criteria. You can only select one document to reference per elec-
tronic order. If this is a hearing concerning multiple motions/actions, you need to
select one related item only.

After selecting the document, click on [Next].

STEP 5 The screen shown in figure 1 allows you to select the order type from the drop down
menu. You will need to enter a hearing date into the hearing date field if you have set a hearing

Coversheets/Separator Sheets

In the past, separator pages with tabs were used or the attorney would include exhibit information on the top or bottom
of the exhibit pages themselves. The ECF preferred method to attach exhibits to a motion is to include a regular 8.5 x 11
sheet of paper as a separator page with Exhibit X (exhibit letter) appearing in the center of the page. This will allow the
court staff to search the document for the exhibit and also make it very easy to identify one exhibit from another.

Remember: Exhibits should be combined with motions and appear as one document, unless they exceed the 2MB size
limit.

July 14, 2009 95 U.S. Bankruptcy Court District of Utah
Help Desk: (801) 450-3443



STEP 5 The screen shown in figure 1 allows you to select the order type from the drop down-
menu. You will need to enter a hearing date into the hearing date field if a hearing has been set.
Select hearing held or hearing scheduled as your order type. Attach the required PDF order docu-
ment (refer to Section 4.2 Attaching a PDF Document).

This is the last screen prior to submitting the order to chambers. The final docket text field is
included in the middle of the screen (see figure 1). This text can be enhanced to clarify this filing
event, however do not remove any pre-populated text. Click next to continue.

You will receive the “electronic” notice that the filing has been submitted (below). This a track-
ing number used by chambers, it is not the docket number. You can look at the uploaded docu-
ment by clicking on the numbered hyperlink (967.PDF below). The document number shown on
the notice will not match the document number in the docket.

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 (Step 1).

Upload a Single Order

ICase Number: 06-20256

ICase Name: Roger Le orange

Related Document Number: 3

IRelated Document Description: Motion for Relief From Stay
Order Type iv!

Hearing Date Examples: 03/19/2002 or 03/19/02

File to Upload |C\Documents and Settings\johnsonjitty Docun| (Browss__ )

Pending Ozder related documents(s):[3]
Docket Text |mocicn for Relief From Szay  Filed by:

(max 255 chars) | (Jshnsen, Jered)

[Note: You can only upload files with a .pdf extension. If vou use Adobe Acrobat Writer version 3 or 4 to convert orders to pdf, vour orders should be prepared using the
ICourier, Helvetica, or Times New Roman font (regular, bold, italic, and bold italic). If you use Adobe Acrobat Writer version 5, your orders should be prepared using the
A rial, Courier, or Times New Roman font (regular, bold, italic, and bold italic). Other fonts will not process correctly through the court's noticing center.

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

(Mext) (Clear)

Figure 1 The pending order does receive a docket
number however it is not displayed on this
electronic notice.

Upload a Single Order
The new pdf file 967 .pdf was uploaded and routed to Chambers folder successfully on 10/23/2006 — 4:06 PM

Order Type: Motion for Relief from Stay

Case Number: 06-20256

ICase Name: Roger Le orange

Related Document Number: 3

Related Document Description: Motion for Relief From Stay

Do it again
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710 Notice of
Endorsement

Notice of Endorsement is a no image event. It is simply a virtual entry of your endorsement of a document that cur-
rently exists on a case docket. An example would be a stipulation or pending order filed by opposing counsel or by a
trustee. If asked to endorse the stipulation or order, you would file a Notice of Endorsement and in doing so, reference
the document, thereby “endorsing” the stipulation or order.

To endorse a stipulation or order, select Notices under Bankruptcy Events.
STEP 1 Enter the case number (YY-NNNNN) . Click on the next button.
STEP 2 Select Notice of Endorsement (NO IMAGE). Click on the next button.

STEP 3 The select a party screen appears. 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].

STEP 4 Select All Categories click on [Next] Reference your pleading to an existing document.
It is important that you specify the document that you are endorsing. click on [Next].

STEP 5 Verify the final text and that the correct association to the document, being endorsed,
exists. Click on [Next] to commit the filing.

There is no Document Number displayed on the Electronic Notification. The text will exist on
the docket sheet but no document number is assigned and no image will exist for this entry.
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/.11

Withdrawing a
Document

This event is one you may use quite frequently to withdraw a motion or to correct an error, so it is important that you
understand how to file this event. You may withdraw a document or action by filing a Notice of Withdrawal of Docu-
ment (no image) or (with image) You may do so by filing a Notice of Withdrawal of Document found in the Notices

category.

As mentioned in Section: 1.3 Docket Events, 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 op-
tion of attaching a pleading to your withdrawal entry or filing a text entry. Text events do not receive a document num-
ber on the docket sheet.

NOTE: A Voluntary Conversion, Notice of Appeal, Petition or Complaint cannot be withdrawn without first

seeking Court approval.

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.

To file a Notice of Withdrawal of Document, click on Notices under the Bankruptcy Events.

STEP 1 Enter the case number in the standard format (YY-NNNNN) including the hyphen.
Click on the [Next] button.

STEP 3 Select the event that matches the document type you are filing and click on [Next].
There are several events available to withdraw a document. The events listed on the next page
describe the options available in the Notice category.

STEP 4 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].

STEP 5 Reference your pleading to an existing document. It is important that you specify the
document that you are withdrawing so that deadlines and/or motions can be properly terminated.

STEP 6 Browse and attach your supporting documentation using the procedure in Section 4.2:
Attaching a PDF Document.

STEP 7 Verify the final text and that the correct association to the document, being withdrawn,
exists. Click on [Next] to commit this transaction.

e Figure 1 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 number is assigned and no image will exist for this entry.
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District of Utah
Notice of Electronic Filing

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

filed on 7/2/2003

Case Name: Paul Robert McKnight
Case Number: 02-20107

Document Number:

Docket Text:

Withdrawal of Document (related document(s):[39] Motion to Defer Discharge) Filed by mmbaty
on behalf of Paul Robert MeKnightimmbaty, )

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

02-20107 Notice will be electronically mailed to:

Figure 1

o If you are withdrawing a claim previously filed, select Notice of With-
drawal of Claim.

o If you wish to correct a document filed in error, you may choose Notice of
Withdrawal of Incorrectly Filed Document.

e You may select Withdrawal of Document (No Image) to indicate the with-
drawal with a text event on the docket sheet.

o Select Withdrawal of Document (With Image) if you wish to attach a PDF
document to your filing.

o Withdrawal of Objection to Confirmation (No Image) if you are with-
drawing an objection to confirmation by text entry.

o Withdrawal of Objection to Confirmation (With Image) if you wish to at-
tach the supporting PDF document.

o Withdrawal of Objection by IRS is reserved for use by the Internal Reve-
nue Service.

o Withdrawal of Objection by USTC is reserved for use by the Utah State
Tax Commission.
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712 Proof of Claims

When a proof of claim is filed by a creditor, a claim is recorded on the claims register.

To file a claim for a claimant, click on the File Claims hyperlink under the Bankruptcy Events.

STEP 1 Enter the case number for the case. You may search for the creditor or leave the name
of creditor field blank, and receive a complete list of creditors for that case. The preferred
method is leaving the creditor field blank unless dealing with a very large case. Click on the
[Next] button.

STEP 2 Depending on the search method used above, the creditor return (figure 1) will show
your requested creditor in the dropdown, or all the creditors. If all the creditors are returned,
select your creditor from the list. Notice that the creditor’s address is also included in the line.

STEP 3 Click on the creditor for which you are going to file a proof of claim. If your creditor
does not exist, please file a Creditor’s Request For Notice (see section 7.2). After clicking on the
creditor, a pop-up window will appear showing the creditor’s address and claims filed on behalf
of the creditor (see figure 2). Click Yes, if it is the correct creditor, click No if the address needs
to be edited or if you have selected the wrong creditor. If the address is wrong, you can click on
the Edit Creditor hyperlink to edit the creditor record (Section 6.3: Adding Creditors to an
Existing Case and Section 6.4:Editing a Creditor Matrix)

STEP 4 The proof of claim screen is displayed (figure 2). (Enter the information on the claim

screen which matches your claim pdf Image:)

e [f this claim amends or duplicates a previous claim, indicate the number in the appropriate
fields. Click ‘Find’ to locate previous claim number.

e The Filed By fields allow you to indicate attorney, creditor, debtor or trustee.

e Enter the data from the document in the appropriate Amount Claimed fields. Do not enter

Figure 1 )
Figure 2

] Jutb.uscourts, govfogi-bindclaimlist, pl?3586, 13301
;L NO ASSET ! govfegi-bin/ B

Claims filed on behalf of creditor

Select a Creditor for Claim Chase Equipment Leasing
1234 "West 500 South

Caze 06-20261: Steven Craigson Salt Lake Cltf;' T 84101
: Ford Motar Credit- 7643 Henry Ford YWay Dearborn M| 35723 -10573 v

Edit Creditor &3

Is this the correct creditor?

Add Common Creditor

o
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Figure 2

Proof Of Claim Information For

13301 - Chase Equipment Leasing
1234 West S00 South
Salt Lake City, UT 84101

Cose Mumber: 08-20101 Amends Claim #: Filed By:
ase Skmbes. Ve Creditor  »
Last Date To File: Diate Filed: 09/1%/2003

Last Date To File{Gowt):

| Amount Claimed
Unsecured Secured Prionty ‘ Tnlnown ‘ Total (Display Only)

|Desc:ription: ‘
|Remark_s: ‘

Amend options: O Clear all Amounts

the “$” or commas in the dollar amount fields.

e Type additional information in the Description and Remarks fields, if necessary. Any infor-
mation concerning Arrears and Value of Collateral must be entered in Description
and/or Remarks if they appear on your claim.

e Use the “Clear all Amounts’ if you need to start over or have entered the wrong claim infor-
mation

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

STEP 4 Add your supporting documentation using the procedure in Section 4.2 Attaching a
PDF Document.

NOTE: There is no final docket text nor warning that clicking on next will submit this filing. BE
WARNED: This is the last screen prior to submitting the filing. Be sure that everything is cor-
rect before clicking on the Next button.

(&
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7.13

Notices Used by
the Court

There are three events that were created for use by court staff to identify an entry which contains errors or is
missing fees. The Clerk’s Notice of Possible Error will produce an Electronic Notification, and will be sent to
ECF filers in the case. The Clerk’s Notice of Adjusted Entry is a “private” entry which is only viewable by the
court. It will simply make a note on the court docket sheet, notice will not be sent to ECF filers in the case.

The third QC event is the notice of fees due and will be sent to ECF filers in the case.

Clerk’s Notice of Possible Error: (Text only event)

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 filing a withdrawal or amendment,
or other corrective action.

Clerk’s Notice of Adjusted Entry: (Text only event)

This notice will be used to make a notation or clarification on the docket sheet that an ad-
justment was made to an entry and describe what changes were made.

This is a Private Entry.

Clerk’s Notice of Fees Due: (Notice mailed to Attorney)

If you receive a Clerk’s Notice of Fees Due, an event requiring a fee may have been filed
without proper fee payment. It is possible that the ECF user selected an incorrect event from
the list or occasionally, a filer enhances an entry to add an additional event. To pay a fee on-
line, select the Other category, then Electronically Paid Fee —xxxx. Where xxxx is the
amount due on the clerk’s notice.
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7 14 Docketing
Reminders

Here are a number of docketing issues and questions which frequently arise.

e New Cases: Verify your information before submitting a new case to the court. Common
mistakes made on new cases are: name differs on entry submitted from the petition image,
no alias information entered in the system but appears on the petition, and incorrect chap-
ter entered.

e Duplicate case filed: If you filed a case but did not receive an NEF (Notice of Electronic
Filing) check the cases report (or query) to see if it was completed.

¢ Notice of Hearing (Amended/Rescheduled): If you are amending or rescheduling a hear-
ing, 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.

e 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. This will enable the
court to enter the hearing date when the order is signed. The rule at the court is if you are
shortening time for a hearing or make mention of a hearing in your motion, we use the Expe-
dite Hearing event. Motion to Shorten or Extend Time may be used for other motions such
as Extend Time to File Statements and Schedules.

e Signature or /s/: Make sure that you include the /s/ to all areas where a signature would
normally appear. This includes a certificate of service. Also type the name of the person
signing the document along with the /S/.

e Motion to Withdraw Document vs. Notice of Withdrawal of Document: If you elect to
withdraw a previously 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 is your 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 with-
draw your document you may do so by using the Withdrawal of Document under the Notice
category. The system was modified to give you the option to withdraw your document with-
out having to attach a PDF image.

e Multiple Motions: When filing multiple motions, consider whether you will 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 select that event for the system to request pay-
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ment for the event.

e Enhancing Final Text: You are able to enhance the final text on events to clarify a filing,
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 seriously affect your case. For exam-
ple, if you are filing a Motion to Dismiss Case and enhance the final text by adding or Mo-
tion to Convert, because both of these motions change the case dramatically it is advisable to
use two separate events. (See also Multiple Motions above).

e 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 obvious, others have been modified
to create specific tasks. Some events were created to facilitate deadline reports, fee require-
ments, 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 system.

e Fee Events: If you select an event that has a fee attached, the system will request that you
pay the fees each time you make a filing. Events with a fee (listed in section 1.3) will show
(fee) next to the event. The court has a 24-hour period in which to pay your fees. For every
8-hour period that you have outstanding fees, you will receive an email from the court re-
minding you of your outstanding fees. After 24-hours has passed without payment, your
ECF account will be locked. You will have access to the Internet Payments Due Hyperlink,
Simply pay your fees and your account will be unlocked.

e Amended Schedules and Amended Matrix Fee Event. Since the court does not charge a
filer the fee twice if these events are filed together, a event was created so that you will only
be charged the one fee for both. If you select these events separately you will be charged a
fee for each.
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8.0

System Troubleshooting
and Help Section

This section is intended to provide electronic filers with helpful tips
and inform users of issues that have arisen. Hopefully this informa-
tion will be helpful to users should you experience similar issues.
The court web site is also a great resource for information and up-
dates. The web address is www.utb.uscourts.gov.

We strongly suggest you use the browsers recommended by the Ad-
ministrative Office for the Court’s ECF system. Using any other
browser may decrease the effectiveness of electronic filing.
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Clearing the Cache for Web Browsers

In order to speed up web browsing, web browsers are designed to download web pages and store
them locally on your machine in an area called “cache”. When you visit the same page for a second
time, the browser speeds up display time by loading the page locally from cache instead of download-
ing everything again. This sometimes results in less than current versions of web pages being dis-
played.

Also, these cache files aren’t always automatically deleted and can cause computer lock-ups or
unusual behavior. If you believe that you have a less than current version of a page or are experienc-
ing problems with your computer, the cache is probably to blame. Please follow the steps below to
clear the cache in your browser.

The directions vary depending on whether you use Firerfox or Internet Explorer as your web
browser.

Internet Explorer

e  On the top of your screen in the pull-down menus click Tools

Then select Internet Options.

A dialogue box will appear with tabs, Click on the General tab

Under the Browsing History section, click on the Delete button.

The Delete Browsing window will come up. Click on the Delete Files button within the Tempo-
rary Internet Files section. Confirm the deletion.

e Click on Close when done. Then OK.

Firefox 2.x

e Click Tools and select the option "clear private data..Ctrl+Shift+Del."”

e The clear private data window will appear.

e Select the cache and browsing history from the list of items and click the button "clear private
data now."

e Exitand relaunch the browser.
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