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Welcome 

Slide notes: Welcome to the Training Module on Opening an Adversary Case. 
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Navigation 

Slide notes: Displayed are the Navigation Instructions for this module.  

Before you begin the lesson, please read the instructions regarding Navigation, Playback Controls, Closed Captioning and Audio. 

If you are unable to see the playback control bar at the bottom of the screen, press the F-11 key. This may resolve the problem.  

Click the Start button when you are ready to begin. 
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Objectives 

Slide notes: These are the objectives for this exercise.  Take a few moments to review them, then click Continue. 
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Before you Begin 

Slide notes: Before you begin, your complaint should include: 

The Bankruptcy Case number, Adversary Proceeding Cover Sheet (Form B104), and the Summons with the top portion filled  

out. 
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Adv 1st Screen 
Slide notes: From the Main Menu bar, select Adversary. 
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Slide 6 
Slide notes: The Adversary Events screen displays.  Select Open AP Case. 
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Slide 7 
Slide notes: The Open Adversary Case screen displays.  Click the Office drop-down arrow. 
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Slide 8 

Slide notes: A list of divisional offices displays.  For this exercise, you will open an Adversary case related to the Helen Archer bankruptcy case filed 
in Los Angeles.   
Select Los Angeles. 
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Slide 9 
Slide notes: Click the Case type drop-down arrow. 
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Slide 10 

Slide notes: mp stands for Miscellaneous Cases and ap for Adversary Proceeding.  The Central District of California does not use the mp  

option.   

Select ap. 
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Slide 11 
Slide notes: The Date filed defaults to today's date.  Click the Complaint drop-down arrow. 
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Slide 12 

Slide notes: The option n for no is selected when filing another type of proceeding such as a notice of removal. 
Since you are filing a Complaint, select y for yes. 

 

 

 



ADV_OpenCase_A_102408_Atty Thursday, November 06, 2008

 

Page 13 of 36 

Slide 13 
Slide notes: Click Next. 
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Slide 14 

Slide notes: The Add Associated Cases screen displays. In the Lead case number field, type the bankruptcy case number as instructed,   

then press your Enter key. 
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Slide 15 
Slide notes: Select the Association Type drop-down arrow. 
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Slide 16 
Slide notes: A list of options displays.  For this exercise, select Adversary. 
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Slide 17 
Slide notes: Click Next. 
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Slide 18 

Slide notes: A verification screen displays with the Division, Judge, and lead Bankruptcy Case number your Adversary case will be  

associated with.   

If this information is incorrect, stop. Re-start the filing process by selecting Adversary from the Main Menu bar.  

Do not use your back button on your browser.  

For this exercise, the information displayed is correct.  Click Next.  
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Slide 20 

Slide notes: The Search for a plaintiff screen displays.  Type in the Plaintiff's name as instructed. 
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Slide 21 
Slide notes: Click Search. 

 

 

 



ADV_OpenCase_A_102408_Atty Thursday, November 06, 2008

 

Page 21 of 36 

Slide 22 

Slide notes: The Party search results screen displays with a list of companies containing the name ACME.   

The plaintiff, ACME Card Services, is not listed in the CM/ECF data base.  Click Create New Party.  
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Company Name 
Slide notes: The Plaintiff Information screen displays. Type the plaintiff's name and address as instructed on screen. 
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Slide 24 
Slide notes:  
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4th Fl 
Slide notes:  
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City 
Slide notes:  
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State 
Slide notes:  
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Zip 
Slide notes:  
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County 
Slide notes:  
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Slide 30 
Slide notes:  
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Ph. Number 
Slide notes:  
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Fax 
Slide notes:  
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e-mail 
Slide notes:  
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Party Text 

Slide notes: The Party text field is not used in this district.  Press your Tab key. 
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Role in BK case. 
Slide notes: Click the Role in Bankruptcy Case drop-down  arrow. 
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Slide 36 
Slide notes: For this exercise, the plaintiff, ACME Card Services, is a Creditor.  Select it. 
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Instruction 

Slide notes: Next, add all attorneys, and aliases before clicking Submit.  Any corporate parent information will be added by court staff. CM/ECF does 
not yet recognize you as the attorney for the plaintiff on this Adversary.   

If you do not add yourself as the attorney for the plaintiff, your client will be identified as pro se on this case.   
To add yourself, the click Attorney.  

 



ADV_OpenCase_B_102408_Atty Thursday, November 06, 2008

 

Page 1 of 34 

 

Plaintiff Atty Info. 

Slide notes: The Search for attorney screen displays.  You may enter your Bar number or Last name. 

Type the name displayed on screen, then click Search. 
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Slide 2 

Slide notes: The Attorney search results screen displays.  If your name does not appear in the Results Box, click Create new attorney. 
For this exercise, select from the list of names, One, Attorney. 
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Slide 3 

Slide notes: The Person Address pop-up window displays with your information. 

Click the Close button.  
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Slide 4 

Slide notes: Click Select name from list. 
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Plaintiff Address 

Slide notes: The Attorney Information screen displays.  

If you modify or change your address here, you must also file a Change of Address for all pending cases. 

Do not change your e-mail address in this screen, otherwise your new e-mail will update for this one Adversary case only.  You  

must contact the ECF Help Desk by e-mail to request your mailing address and/or e-mail address change globally in the CM/ECF  

system.  
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Slide 6 

Slide notes: For this exercise, the information is correct and you are the Lead Attorney. 
Click Add attorney. 
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Slide 7 

Slide notes: "The Office is blank" warning pop-up displays.  You may enter the name of your law office or leave blank. 

For this exercise, click OK. 
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Review 

Slide notes: The Plaintiff Information again displays.  The Plaintiff does not have an Alias. 

Click Review.  
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Slide 9 

Slide notes: Displayed are the parties you have associated with this Adversary Proceeding.  Confirm this information, then click Return to  

Party Screen.  
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Slide 10 

Slide notes: The Plaintiff Information again displays.   

The Cancel button is inoperative. You may click Clear to remove the information and enter it again. 

For this exercise, the information is correct.  Click Submit. 
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Slide 11 

Slide notes: The Search for a plaintiff screen again displays to allow you to continue adding parties.  There are no other Plaintiffs in this  

case. 

Click End plaintiff selection. 
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Defendant Info 

Slide notes: The Search for a defendant screen displays.  The defendant in this exercise is the debtor, Helen Archer. 

Enter the defendant's name as instructed. 
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Slide 13 

Slide notes: Click Search 
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Slide 14 

Slide notes: The Party search results screen displays.  Note it is not proper to type any information into CM/ECF in all CAPS. 

From the list of debtors with similar names, select Archer, Helen as instructed.  
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Slide 15 
Slide notes: The Person Address pop-up window displays.  This is the correct Helen Archer. Click the Close button. 

 

 

 



ADV_OpenCase_B_102408_Atty Thursday, November 06, 2008

 

Page 16 of 34 

Slide 16 
Slide notes: Click Select name from list. 
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Slide 17 

Slide notes: The Defendant information screen displays.  Any information you add will be displayed and accessible to the public on the CM/ECF 
docket.  
Click the Role in Bankruptcy Case drop-down arrow. 
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Slide 18 
Slide notes: Select Debtor. 
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Slide 19 
Slide notes: Never add the attorney for the defendant.  When the defendant or their counsel file an answer, the court will add the attorney information.  
There are no aliases for the defendant in this exercise.  Click Submit. 
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Slide 20 
Slide notes: The Search for a defendant screen again displays to continue adding defendants.  There are no other defendants to this Adversary 
proceeding.  Click End defendant selection. 
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Party Code 
Slide notes: The statistical information screen displays.  Click the Party code drop-down arrow. 
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Slide 22 

Slide notes: Select 3 - United States is not a Party. 
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Rule 23 
Slide notes: Click the Rule 23 (class action) drop-down arrow. 
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Slide 24 
Slide notes: This adversary proceeding is not a Rule 23 (class action). Select N for no. 
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Jury Demand 
Slide notes: click the Jury demand drop-down arrow. 
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Slide 26 
Slide notes: There is no jury demand by the plaintiff and/or the defendant.  Select None. 
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Copy of Demand $$ 

Slide notes: Click in the Demand in thousands field.  The smallest number you may enter is 1 which equals $1,000. 

For this exercise, enter the number 2 (for $2,000).   
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Slide 29 
Slide notes: Click the State law drop-down arrow. 
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Slide 30 

Slide notes: If State law is applicable such as in cases of removal, select y.  If unsure, select u. 
State law is not applicable in this case.  Select n. 
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Primary Nature of Suit 
Slide notes: Click the Primary nature of suit drop-down arrow. 
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Slide 32 

Slide notes: One of the causes of action in this case is a 727 Objection/revocation of discharge.  This cause of action must always be  

selected as the primary nature of suit in order for CM/ECF to automatically flag the main bankruptcy case and this adversary  

proceeding to prevent a discharge.   

Otherwise, the debtor may receive a discharge through an automated process before your adversary proceeding has  

completed.  
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Slide 33 
Slide notes: Click the Secondary nature of suit drop-down arrow. 

 

 

 



ADV_OpenCase_B_102408_Atty Thursday, November 06, 2008

 

Page 33 of 34 

Slide 34 
Slide notes: Select 65 (Dischargeability - other). 
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Slide 35 
Slide notes: There are no other causes of action to this proceeding. Click Next.  
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Slide 1 
Slide notes: A series of questions display.  Click the Charge to Estate drop-down arrow.  
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Slide 2 

Slide notes: Is the complaint being filed by the Trustee or Debtor in Possession acting for the benefit of the estate? 
For this exercise, select No. 
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Slide 3 
Slide notes: Click Next.  
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Slide 4 
Slide notes: Click the Fee Not Required drop-down arrow.  
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Slide 5 

Slide notes: Is the complaint being filed by the Debtor, Debtor in Possession acting for the benefit of an individual, U.S. Government, U.S. Trustee or 
Child Support acting for Creditor?  For this exercise, select No. 
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Slide 6 
Slide notes: Click Next.  
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Slide 7 
Slide notes: The Select the .pdf document screen displays.  Click Browse. 
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Slide 8 

Slide notes: The system automatically navigates to your computer and the Choose File pop-up window displays. 

Notice the file extension of each document.  The .pdf file extension means the complaint is in Portable  
Document Format. Right-click over the file name. 
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Slide 9 
Slide notes: From the drop-down menu, select Open with Acrobat. 
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Slide 10 
Slide notes: Verify you are selecting the correct complaint.  Also verify the Adversary Proceeding Cover Sheet Form B104 and the Summons are 
included with this document, then click the Close button. 
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Slide 11 
Slide notes: Click Open. 
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Slide 12 

Slide notes: A link to the pdf document located on your computer populates the Browse field.   
For this exercise, you have no documents to attach to the complaint. Click Next.  
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Slide 13 

Slide notes: The Fee screen displays showing the amount now due for opening an Adversary Case and filing the complaint.  

Click Next.  
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Slide 14 
Slide notes: Click Next.  
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Slide 15 

Slide notes: The Docket Text screen displays.  Modify as appropriate.  
For this exercise, leave blank and click Next.  
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Slide 16 

Slide notes: The Final Docket Text screen displays.  This screen allows for a final review of information that will display on the court docket.   

Review the information carefully for accuracy.   
If your complaint includes an objection or revocation of discharge, ensure it is first in your nature of suit (as in this example). 
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Slide 17 

Slide notes: If typos or other errors are discovered, Do Not use the back button on your  

browser as this will not work properly.  Select Adversary from the Main Menu bar to restart the filing process.   

If errors are discovered after submitting this screen, contact the ECF Help Desk for assistance. 

For this exercise, accept the information as correct by clicking Next. 
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Slide 18 

Slide notes: The Electronic Payment screen displays prompting you to pay the fee due.  Click Pay Now. 
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Pay.gov 
Slide notes: For detailed instruction on how to pay filing fees online, view the Training Module on Pay.gov after completing this module. 

 

 

 



ADV_OpenCase_C_102408_Atty Thursday, November 06, 2008

 

Page 20 of 23 

NEF screen 

Slide notes: Once the filing fee online payment transaction is completed, the Notice of Electronic Filing, or "NEF,"screen displays.  

This screen provides a receipt of the filing of the complaint and opening of the Adversary Proceeding in CM/ECF.  The Adversary case number and 
Bankruptcy   number,  date and time of filing, Document Number and Docket Text display.   
Scroll down.  
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Slide 21 

Slide notes: The "NEF" also indicates the parties who will receive an electronic mailing and the parties who will not receive an electronic  

mailing of the notice. 

 

Use the Print option in your browser to Print and attach a copy of this Notice to your courtesy and/or chambers copy you will  
submit to the court. Also keep a copy of this Notice for your records. 
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Summary 

Slide notes: You should now be able to do the items on this list.  Click Continue to proceed to the Required Quiz. 
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Exit 

Slide notes: This concludes the training module. 

You may use the playback controls to view this module again or proceed to the training module on Pay.gov.  

You may also view and/or download the CM/ECF Procedures and Rules by clicking the info button on this screen. 

If you have further questions, contact the ECF help desk between the hours of 9am and 4pm.  

Close this module by pressing the Enter key on your keyboard. 
  

 


