ADV OpenCase A 102408 Atty Thursday, November 06, 2008

Training Module on
Opening an Adversary Case

Click here for
Closed Captioning.

Welcome

Slide notes: Welcome to the Training Module on Opening an Adversary Case.
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Navigation Instructions: Each screen contains specific instructions to follow that
mimic the actual software. Follow the instructions to progress through the lesson.

Playback Controls: Playback controls, located at the bottom of the screen, may
be used to move back or to rewind to the beginning of the lesson. The playback
controls also include a Pause/Play toggle button. If you pause the lesson, click the
Pause/Play button again to resume.

Closed Captioning: Click the CC button in the playback controls to toggle the
closed captioning feature on or off.

Audio: Click the Speaker button to toggle audio on or off.

Exitthe Lesson: To exit the lesson, click the X in the playback controls or the
upper right corner of the lesson window.

Begin the Lesson: Click the Start button when you are ready to begin.

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

After completing this module you will be able to:

Overview and Objectives

Select the proper Adversary event to open a new Adversary case.

File wour complaint in the proper Divisional Office.

Create a "new party" in CW/ECF.

Add yourself as the attorney for the Plaintiff.

Select the correct Defendant.

Upload the complaint correctly and in the proper format.

Flag your Adversary case to prevent Debtor's discharge (if applicable).

Reviews and print a Motice of Electronic Filing, or "NEF" indicating the Adversary
Complaint was filed.

Click here.

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:
Your complaint should also include:
# The Bankruptcy Case number.
» Adversary Proceeding Cover Sheet (Form B104).

s The Summons with the top portion filled out
(i.e. Plaintiff(s) name, Defendant(s) name, Bankruptcy Case number).

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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b

Onfine . Search
Manual DocEvents

‘ F Bankruptcy + |Adversary |+ Query = Reports « Utilities « * Logout

Select Adversary

U.S. Bankruptcy Court
Central District Of California

Official Court Electronic Document Filing System

=%% Attention CM/ECF Users ***

Los Angeles Division (only) cases that were closed January 21, 2001 or prior can be accessed
through the
Los Angeles PACER archive Svstem.

Should vou have anv questions, please contact the ECF Help Desk at (213) 894-2365.

@'] Done ® Internet

Adv 1st Screen
Slide notes: From the Main Menu bar, select Adversary.
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Onfine Search

Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents

= Logout

@'] https: ffecf-train.cach.uscourts.gov fcgi-bin/DisplayMenu, pl?AdversaryEvents 8 Internet

Slide 6
Slide notes: The Adversary Events screen displays. Select Open AP Case.
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Search S

( : o Online
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

Open Adversary Casel

(it San Fernando Valle n

Casetype |ap ¥
Date filed §72008 Click the Office drop-down arrow.

Complaint |y v

€] Done ® nternet

Slide 7
Slide notes: The Open Adversary Case screen displays. Click the Office drop-down arrow.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Office | San Fernando \-’aII
. San Fernando Vallel]
C
asetpe Los Angelss
Date filed |Riverside
Santa Ana

Santa Barbara

Complaint Select Los Angeles.

You will open an Adversary case related to the
Helen Archer bankruptcy case filed in Los Angeles.

€] Done ® nternet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

= Logout

Open Adversary Case

Office |{Ni3 v

Case type | ap q
Date filed §/7/2
Complaint [y Click the Case Type drop-down arrow.

€] Done ® nternet

Slide 9
Slide notes: Click the Case type drop-down arrow.
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‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « I(:::EI - Sea::ts » Logout
Open Adversary Case
Office |Lp v
Case type | ap
Date filed [SLY
Complaint |7
. H Select ap.
€] Done ® nternet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

= Logout

Open Adversary Case

Office | Los Angeles A

Case type |&]

Date filed 37 s

Complaint |y

Click the Complaint drop-down arrow.

€] Done ® nternet

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

( : o Online
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

Open Adversary Case

Office | Los Angeles A
Casetype |ap ¥

Date filed 572008

Complaint | |

Selecty

€] Done ® nternet

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.
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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Office | Los Angeles A
Casetype |ap ¥
=yte filed 872008

mplaint ﬁ v

Clear

Click Next.

€] Done ® nternet

Slide 13
Slide notes: Click Next.
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Search S

( : o Online
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

Open Adversary Case

- - Type Bankruptcy Case Number 07-11364
Then press your Enter key.

Member case number

ILend case |1umher| |

Association type ;’-‘A,cl\,.'ersary
Type case number correctly, then prass Enter key.

Mext

€] Done ® nternet

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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Search S

( : o Online
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

Open Adversary Case

Add Associated Cases

Member case number
Lead case number | (7-11364 m

Clickthe Association Type drop-down arrow.

€] Done ® nternet

Slide 15
Slide notes: Select the Association Type drop-down arrow.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Add Associated Cases
Member case number

Lead case number |(7-11364

Association type | Adversary

Consolidated
Jaintly Administer
Related

Select Adversary.

€] Done ® nternet

Slide 16
Slide notes: A list of options displays. For this exercise, select Adversary.
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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Add Associated Cases
Member case number

her |(07-11364
vpe v

Click Next.

€] Done ® nternet

Slide 17
Slide notes: Click Next.
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Onfine Search

CF Bankruptcy . Adwversa » Query = Reports - Utilities « Manual vents

= Logout

Open Adversary Case

Case is assigned to Los Angeles Division, Ju.
ased on the lead Bankyuptey case 2:07-bk-1

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

Do Not
Use the back button on your browser.

B Internet

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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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Type name correcthy,
then press Tab key

Search for a plaintiff

Last/Business mmel

First Name

Middle Name Type ACME,

th Tab k
on press Tab oy

€] Done ® nternet

Slide 20

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

Open Adversary Case

Search for a plaintiff

S5N

Last/Business name ACME

Click Search.

« Adwversary

TaxId

@;‘] Opening page https: ffecf-train.cach.uscourts, govjcgi-bin/AddPar ty pl? 763647201

« Query = Reports - Utilities »

Onfine Search

Manual © DocEvents Logout

B Internet

Slide 21
Slide notes: Click Search.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Search for a plaintiff

58N TaxId
Last/Business name
First Name

Middle Name

Party search resuy

Plaintiff ACME Card Services is not listed.

ACME Financial
Acme Credit Co

Acme Creditor ]
Acme Fumigation Click here.
Acme Inc v

Select name from list ] [ Creatgich@exparty ]

Click Create New Party
{to add plaintiff, ACME Card Services, to the CMIECF data base)

€] Done ® nternet

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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Search
DocEvents

= Logout

Plaintiff Information

Last name I I First name
Middle ]
name Type ACME Card Services using upper and lowsr case letters.
SSN Then press your Tab key.
Office ———
Address 2 Address 3
City State Zip
County A4 Country
Phone Fax
E-mail
Party text
Role in Bankruptey Case 3
B : — Add all attorneys, aliases and corporate parants
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Review before clicking the Submit button
[ Submit ] [ Cancel ] [Clear]
€] Done ® nternet

Company Name
Slide notes: The Plaintiff Information screen displays. Type the plaintiff's name and address as instructed on screen.
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.
Manual

( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « DocEvents Logout

Plaintiff Information

Lastname |ACME Card Services First name |
) Type 1234 Pine Ave
Middle Generation
name Then press your Tab key.
55N 222-11-1234 Tax ID
Office Address1 | |
Add 2 Add 3
ress ress Type address correctly, then press Tab key.
City State Zip
County A4 Country
Phone Fax
E-mail
Party text

Raole in Bankruptey Case b

Add all sttornsys, altases and corporats parsnts

[ Attorney ] [ Alias ] [ Corporate parent ] [ D before clicking the Submit button.

[ Submit ] [ Cancel ] [Clear]

€] Done ® nternet

Slide 24
Slide notes:
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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

Manual © DocEvents

Plaintiff Information
Lastname | ACME Card Services First name

Middle Title
name

Type Fourth FI

S8N 22 Then press your Tab key.
Office 234 Pine Ave
Address 2 I Address 3
city || ﬁ = Zip
Type address correctly, then press Tab key.
County - U
Phone Fax
E-mail
Party text
Raole in Bankruptey Case b

. G T Add all sttornsys, altases and corporats parsnts
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Review before clicking the Submit button

[ Submit ] [ Cancel ] [Clear]

€] Done ® nternet

4th FI
Slide notes:
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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

Manual © DocEvents

Plaintiff Information

Lastname | ACIME Card Senvices First name
Middle Generation Title
name
55N Tax ID
Type Los Angeles
Office Then press your Tab key.  Fess 1 1234 Pine Ave
Address 2 |Fourth FI €55 3
Cit}'l | State Zip
County -
Type name of City correctly, then press Tab key.
Phone Tax
E-mail
Party text

Raole in Bankruptey Case b

s, alizzes and corporats parsnts
the Submit button.

] [ Review Add sl attomn

[ Attorney ] [ Alias ] [ Caorporate parent before click

[ Submit ] [ Cancel ] [Clear]

€] Done ® nternet

City
Slide notes:
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Bankruptcy -«

CF

Plaintiff Information

Lastname | ACME Card Senices

Middle
name

55N 22211-1234
Office
Address 2 |Fourth Fl
City |Los Angeles
County w
Phone

E-mail

Party text

Raole in Bankruptey Case

Adversary

Search
DocEvents

Onfine .
Manual

« Query = Reports - Utilities »

First name

Generation Title

TaxID
sddress1 [T Type CA
Address1 12 Then press your Tab key.

Address 3

State | I Zip

= Logout

Country

? Type state correctly, then press Tab key.

Fax

W

] [ Alias ] [ Caorporate parent

[ Attorney

s, alizzes and corporats parsnts

Add all attomsys,
the Submit button.

before click

| [Reiew

[ Submit ] [ Cancel ] [Clear]

@'] Done

B Internet

State
Slide notes:
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CF

Plaintiff Information

Lastname | ACME Card Seni

Middle
name

58N
Office
Address 2 |Fourth Fl
City |Los Angeles
County

Phone

E-mail

Party text

Raole in Bankruptey Case

Bankruptcy -«

Adversary

ices First name
Generation

222111234 TaxID
Address 1

Address 3

State

« Query = Reports - Utilities »

Search
DocEvents

Onfine

Manual * = Logout

Title

Type 90012
Then press your Tab key.

1234 Pine Ave

CA

Type Fip Code correctly, then press Tab key. j

Fax

[ Attorney ][Alias ][

Caorporate parent

| [Reiew

s, alizzes and corporats parsnts

Add all attomsys,
the Submit button.

before click

[ Submit ] [ Cancel ] [Clear]

@'] Done

B Internet

Zip
Slide notes:
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CF

Plaintiff Information

Lastname | ACME Card Senices

Middle
name

55N
Office
Address 2 |Fourth Fl

City |Los Angeles

County —

Bankruptcy -«

Search
DocEvents

Onfine

« Query = Reports - Utilities » Manual

Adversary
First name

Generation Title

Tax ID

S RERE LY

| Gccner )

Address 1 | 1234 Pine Ave
Address 3
CA

State Zip (90012

Country

Phone
Click the County drop-down arrow.
E-mail
Party text
Raole in Bankruptey Case b
B : — Add all attorneys, aliases and corporate parants
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Review before clickine Hhe Submit button

[ Submit ] [ Cancel ] [Clear]

@'] Done

B Internet

= Logout

County
Slide notes:
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Colusa it Onlfine Search
EComra Costa * Adversary - Query - Reports « * Manual ° DocEvents Logout
Del Morte
Plaintiff Ir El Dorado
Last name |Fresno First name
i Glenn
Middle | Hymboldt Generation Title
name \jyperial
§5N [Inyo 34 TaxID
Kermn
Office Kings Address 1 1234 Pine Ave
Lake

Address 2 |Lassen Address 3

Los AnaiaE.,
City |Madera State  |CA Zip |90012

Marin

County [\fariposa Select Los Angeles County. ry

Mendocing

Merced

IModoc

Mono

onterey

Napa

Party text Nevada “

Phone Fax

E-mail

Raole in Bankruptey Case b

A ornevs, aliases corporats parsnts
] [ Review Add all attorneys, aliases and corporate parants

[ Sllomey ] [ alizs ] [ Cogasapan before clicking the Submit button.

[ Submit ] [ Cancel ] [Clear]

€] Done ® nternet

Slide 30
Slide notes:

Page 29 of 36



ADV OpenCase A 102408 Atty Thursday, November 06, 2008

( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « DocEvents Logout

.
Manual

Plaintiff Information

Lastname | ACME Card Services First name
Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 |1234 Pine Ave
Address 2 |Fou Address 3
Type 213-555.5555
City [Los| Then press your Tab key. State  |CA Zip |90012
County | Los™A 4EIES hd Country
Pllouel | Fax
E-mail
Type phone number correctly, then press Tab key. ]
Party text
Raole in Bankruptey Case b
B : — Add all attorneys, aliases and corporate parants
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Review before clickine Hhe Submit button
[ Submit ] [ Cancel ] [Clear]
€] Done ® nternet
Ph. Number
Slide notes:
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( : S Onfine Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
Plaintiff Information
Lastname | ACME Card Services First name
Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 | 1234 Pine Ave
Address 2 |Fourth Fl Address 3
City |Los Angeles State  |CA Zip (90012
County | Los Angeles v Country
Phone [213-555-5555 Fax || | Press Tab key
E-mail
For this exercise, leave Fax field blank
Press your Tab key.
Party text
Raole in Bankruptey Case b
[ Attorney ] [ Aliag ] [ Corporate parent ] [ Bedicn Add all attorneys, aliases and corporate parants (ICD"Dd;BlDDXD)
- Ll - P P s before clicking the Submit button. (%1688; V1357)
[ Submit ] [ Cancel ] [Clear]
€] Done ® nternet
Fax
Slide notes:
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Bankruptcy

CF

Plaintiff Information

Search
DocEvents

Onfine .
Manual

« Query = Reports - Utilities »

« Adwversary

Lastname | ACME Card Services First name
Middle Generation Title
name
55N 222-11-1234 TaxID
Office Address 1 | 1234 Pine Ave
Address 2 |Fourth F
City [Los Ang E-mail field is not used in the district. 012
County | Los Ang Leave blank and press your Tab key.
Phone |213-5554
[—nmill| I
Fress Tab key
v

Raole in Bankruptey Case

[ Attorney ][Alias ][

Caorporate parent

s, alizzes and corporats parsnts

Add all attomsys,
the Submit button.

before click

| [Reiew

[ Submit ] [ Cancel ] [Clear]

@'] Done

B Internet

= Logout

e-mail
Slide notes:

Page 32 of 36




ADV OpenCase A 102408 Atty Thursday, November 06, 2008

( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Plaintiff Information

Lastname | ACME Card Services First name
Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 |1234 Pine Ave
Address 2 |Fourth Fl Address 3
City |Los Zip (90012

County [LOZ  party text field is not used in this district.
Phone (213

Leave blank and press yourTab key.

Press Tab key

E-mail

Party text I | I Click Box

Raole in Bankruptey Case b
B : — Add all attorneys, aliases and corporate parants
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Review before clickine Hhe Submit button
[ Submit ] [ Cancel ] [Clear]
€] Done ® nternet

Party Text
Slide notes: The Party text field is not used in this district. Press your Tab key.
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S Online Search
‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
Plaintiff Information
Lastname | ACME Card Services First name
Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 | 1234 Pine Ave
Address 2 |Fourth Fl Address 3
City |Los Angeles State  |CA Zip (90012
County | Los Angeles v Country
Phone |213-555-5555 Fax
E-mail
Party text
Role in Bankruptey Case _
[ Attorney ] [ Alias ] [ Caorporate parent ] [ Revig — - I
[ Submit | [ Cancel | [ Clear | Click the Role in Bankruptey Case
drop-down arrow.
€] Done ® nternet

Role in BK case.
Slide notes: Click the Role in Bankruptcy Case drop-down arrow.

Page 34 of 36



ADV OpenCase A 102408 Atty

Thursday, November 06, 2008

Onfine .
Manual

« Query = Reports - Utilities »

Bankruptcy - Adwversary

CF

Plaintiff Information

Lastname | ACME Card Senices

First name

Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 |1234 Pine Ave
Address 2 |Fourth Fl Address 3
City |Los Angeles State  |CA Zip (90012
County | Los Angeles v Country
Phone |213-555-5555 Fax
E-mail
Party text

Select Creditor.

Raole in Bankruptey Case

4 all attornays, aliases and corporats parants
ore clicking the Submit button.

Alias Credit&
Debtor
Other.-"l‘lot Applicable
Trustee

J.5. Trustee/Bankruptcy Administrator

@'] Done

Search

DocEvents

B Internet

= Logout

Slide 36
Slide notes: For this exercise, the plaintiff, ACME Card Services, is a Creditor. Select it.
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CF

Plaintiff Information

Lastname |ACME Card Services

Middle

E-m:

Click here.

Bankruptcy - Adwversary

First name

« Query = Reports - Utilities »

name Generation Title
55N 222.11-1234 Tax ID
Office Address 1 |1234 Pine Ave
Address 2 |Fourth Fl Address 3
Ci p 90012
Coun
Phaoi

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

Search
DocEvents

Onfine

Manual * = Logout

Atk I[ Alias ]l Caorporate parent

(=

Submi

Click Attorney.

B Internet

@'] Opening page https: /fecf-train.cach.uscourts. govjcgi-bin/AddParty. pl?9 156 74473

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.
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CF Bankruptcy + Adversary = Query + Reports « Utiities « =2, B

Manual DocEvents Logout

Search for an attorney

Type attorney last name One.
Pl |

Last name I I
Type correctly, then click Search.

Then click Search-

Click here for
Closed Captioning.

@:I Done  Internet

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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CF

Search for an attorney

BarId

Last name

Attornev sea m

T |

Une

Select One, Attorney.

Bankruptcy - Adwversary

Onfine Search

* Query - Reports - Utiities - Manual © DocEvents

= Logout

Select name from list

] |I Create new attorney ]I

B Internet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Search for an attorney

CEE

B

Click the Close button.

One, Twa

Select name from list

é 8 Internet

€] Done ® nternet

Slide 3
Slide notes: The Person Address pop-up window displays with your information.

Click the Close button.
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Slide 4

Search for an attorney

BarId

Last name

Attorney search results

Click here.

One, Twa

CF Bankruptcy + Adwversary = Query » Reports - Utilities «

I Select arraniom list ] [ Create new attorney

Click Select name from list.

@'] Done

Onfine Search

Manual © DocEvents Logout

B Internet

Slide notes: Click Select name from list.
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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

.
Manual DocEvents
e ot

Attorney One Bar Id:12345 Bar Status:Unbnown

Office Address 1 125 South Main Street|
Address 2 Address 3
City |Covina State |CA
Zip (91724 Country
Phone |(213) 123-4567 Fax |(213) 1234568
II-mail aoneattorney@yahoo.com Il.ead attorney | yes ¥
il o 4 A4 ntbmnsns au s sl nbs e ass hastbam ba esben o

Add attorney
Do Not change e-mail address here,
otherwise your new e-mail will update for this one Adversary case only.

You will not receive proper electronic notification on any other cases.

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.

€] Done ® nternet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Attorney Information

Attorney One Bar Id:12345 Bar Status:Unbnown

Office Address 1 |125 South Main St
Address 2 Address 3
City |Covina State |CA
Zip | 91724 Country
Phone |{213) 123-4567 Fax |(213) 123-4568
Em Click here. am Lead attorney [yes (v

Click ¢ d attorney or Cancel attorney button to return to
Addiiattamn ey [ Cancel attorney ] [ Clear ] the Party screen and add other attorneys, add aliases, o
subamit all information for this party.

]

Click Add attorney.

@'] Opening page https: {fecf-train.cach.uscourts, govjcgi-bin/AddParty. pl? 225008625 8 Internet

Slide 6

Slide notes: For this exercise, the information is correct and you are the Lead Attorney.
Click Add attorney.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents

Attorney Information

Attornev One  Bar Id:12345 Bar Status:Unlnown
[ osice | adaress1 [125 Soutn Main st |

Address 2 | | Address 3 | |
City |Co\;ina | State

, e
E-mail |anneattorney@yahoo com | Lead attorney [

Microsoft Internet Explorer

! E Warning: The Office is blank.
L

refum o
Lo

[ Add attorney ] ’ Cancel attorney ] ’CIear] [(Llig
submi]

Click OK.

Click here.

= Logout

€] Done ® nternet

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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Thursd

ay, November 06, 2008

Bankruptcy -«

SECF
Plaintiff Information

Lastname |ACME Card Services

Middle

name

55N 22211-1234
Office
Address 2 |Fourth Fl
City |Los Angeles

County | Los Angeles b

Phone

E-mail

Party text

Raole in Bankruptey Case Creditor

Adversary

First name
Generation
TaxID
Address 1
Address 3
State
Country

Fax

« Query = Reports - Utilities »

Onfine .
Manual

Title

1234 Pine Ave

CA Zip 90012

Click Review.

[ Attorney Caorporate parent

J|[ Aias |

I .

fore clicking the Submit button.

I Submit ] [ Cancel ] [Clear]

@'] Opening page https: {fecf-train.cach.uscourts. govjcgi-bin/Dispatch. pl? 76364720 11

Search

DocEvents Logout

4 all attornays, aliases and corporats parants

B Internet

Review

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

Click Review.
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EECF Bankruptcy « Adversary + Query « Reports « Utiities « : Soarch + Logout

Manual * Docivents

[Review attornevs, aliases, corporate parents or afﬁliaresl
ACME Card Services |

i to remove from list

[Attornevs added:
One, Attorney
125 South Main Street
Covina, CA 91724

Aliases added:
Jone added.
Corporate parents / affiliates added:

None added. Click hers.

I Return toiffgdy screen I Clear ]

| Click Return to Party screen.

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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Thursday, November 06, 2008

Role in Bankrantev Caze | Creditor

[1 Click Submit. [

s

Caorporate parent

| [Reiew

Add all sttornsys, altases and corporats parsnts
before clicking the Submit button.

@'] Opening page https: {fecf-train.cach.uscourts. govjcgi-bin/Dispatch. pl? 76364720 11

EECF Bankruptcy + Adwversary = Query » Reports - Utilities « I(:::EI - Dos-t‘;;r::ts
Lastname |ACME Card Senices First name
Middle Generation Title
name
55N 222.11-1234 Tax ID
Office Address 1 |1234 Pine Ave
Address 2 |Fourth Fl Address 3
City |Los Angeles State  |CA Zip (90012
County | Los Angeles v Country
Phone |213-555-555 Fax
E-mail
Party text

B Internet

= Logout

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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Thursday, November 06, 2008

CF

Open Adversary Case

Search for a plaintiff

S5N

Last/Business name

First Name

Middle Name

Bankruptcy

« Adwversary

TaxId

Search || Clear L

End plainifEselection ]

Click here.

Click End plaintiff selection.

« Query = Reports - Utilities »

Onfine Search

Manual © DocEvents Logout

B Internet

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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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case
Type last name, Archer

Search for a defendant Then press Tab key.

S5N T

Last/Business name :

First Name

ﬁ}ype name correctly, then press Tab key.

Middle Name

€] Done ® nternet

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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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search

Manual © DocEvents Logout

Open Adversary Case

Search for a defendant

S5N TaxId

Last/Business name | Archar Type first name correctly, then click Search.

First Name

Middle Name

| Type first name Helen.

Then click Search.

B Internet

Slide 13

Slide notes: Click Search
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Search for a defendant

58N TaxId
Last/Business name
First Name

Middle Name

Search || Clear

|Arched HELER
Arche “Hele

Arc
Arc Select Archer, Helen
[T S Note:

[[_Selects It is not proper to type this information into CM/ECF in all CAPS.

€] Done ® nternet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Search for a defendant

SSN | | Taxma | |

Last/Business name l:l

Middle Name ] _J
A https://ecf-train.cacb.uscourts.gov - Person Ad... gg !J

arty search results
|Archer. HELEM Peter  »

Click the Close button.

Click here.

Archer, Helen
Archer, Helen
Archer, Helen
Archer, Helen b

Select name from list

£ | Done é 8 Internet

€] Done ® nternet

Slide 15
Slide notes: The Person Address pop-up window displays. This is the correct Helen Archer. Click the Close button.
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Thursday, November 06, 2008

Search for a defendant

58N
Last/Business name
First Name

Middle Name

Archer, Helen
Archer, Helen
Archer, Helen
Archer, Helen Ann
Archer, Helen Anna

CF s

« Query = Reports - Utilities »

Select amkoafrom list

Create new party

|

@'] Done

Click Select name from list.

Onfine . Search
Manual DocEvents

= Logout

B Internet

Slide 16
Slide notes: Click Select name from list.
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EECF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

Manual © DocEvents

Defendant Information

Helen Archer S5N:imoem-2360

Office Address 1 1225 Spring St
Address 2 Address 3
City |Los Angeles State CA Zip |90012
County | Los Angeles A Country
Phone Fax
E-mail

[

Role in Bankruptey Case

[ Attorney ] [ Alias ] [ Corporate parent ] [ Reviel e
Click the Role in Bankruptcy Case
[ Submit ] [ Cancel ] [Clear] drop-down arrow.
€] Done ® nternet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual vents

= Logout

Defendant Information

elen Archer SSNimoem-2866

Office Address 1 1225 Spring St
Address 2 Address 3
City |Los Angeles State CA Zip |90012
County | Los Angeles A Country
Phone Fax
E-mail
Party text

Forthis exercise,
Select Debtor.

Role in Bankruptey Case

ttornevs, aliases and corporate parents
clicking the Submit button.

Credit) ¢
Debtor
Other.-"l‘lot Applicable
Trustee

.S Trustee/Bankruptcy Administrator

€] Done ® nternet

Slide 18
Slide notes: Select Debtor.
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EECF S Onlfine Search
O Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

| Defendant Information |

Helen Archer S5N:imoem-2360

Office Address 1 1225 Spring St
Address 2 Address 3
City |Los Angeles State CA Zip |90012
Cao
PI Never
. Add the attorney for the defendant.
When the defendant or their counsel file an answer, the
Party court will add the attorney information.
Rolein]
I ﬁttcrne--_“ Alias l[ Corparate parent ] [ Bede Add all attornsys, aliases and corporate parsnts
- 2 . before clicking the Submit button.
I Sictbpait I'U Cancel ] [ Clear ]
Cli Click here.
€] Done ® nternet

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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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Search for a defendant

S5N TaxId
Last/Business name
First Name

Middle Name
Click here.

End defenpiamselection

Click End defendant selection.

€] Done ® nternet

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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S Online Search
CF Bankruptcy + Adwversary = Query » Reports - Utilities « Manual i Logout
Open Adversary Case
Party i Primary nature of suit
el 3 U.S. not a Pai n none A
Rule 23 ]
(elass |n Click the Party code 3
action) drop-down arrow.
Jury [
demand Mone W none 3
Demand Fourth nature of suit
(S000) none w
State Fifth nature of suit
n ¥
law nane v
S >
€] Done ® nternet

Party Code
Slide notes: The statistical information screen displays. Click the Party code drop-down arrow.
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Thursday, November 06, 2008

Open Adversary Case

Primary nature of suit
Party :

code | 3 U.S. not a Party

Rule 23 |1 U.S. is a Plaintiff
(elass [2 U.S. is a Defendant
none

action) ERUESIITIEREET

f suit

Jury — : Third maturaof cnit
demand Select 3 U.S. not a Party.
Demand e
(S000) nane
State Fifth nature of suit
| n ™
law none

<
@'] Done

CF Bankruptcy + Adwversary = Query » Reports - Utilities «

Onfine Search

Manual © DocEvents Logout

B Internet

Slide 22

Slide notes: Select 3 - United States is not a Party.
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Thursday, November 06, 2008

Bankruptcy

« Adwversary

CF

Open Adversary Case

Primary nature of suit

Party
code * || none
Rule 23 Second nature of suit
(elass
action) - nane
Jury Click the RUIE 23 rd nature of suit
demand NS {ClﬂSS ﬂCtICI'I'I} e
Demand Fourth nature of suit
(S000) none
State Fifth nature of suit
|n ¥
law

none

<
@;‘] Done

« Query = Reports - Utilities »

Onfine .
Manual

Search

DocEvents Logout

B Internet

Rule 23
Slide notes: Click the Rule 23 (class action) drop-down arrow.
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Thursday, November 06, 2008

Open Adversary Case

Party
code
Rule 23
(elass
action) |

3U.S. not a Party

demand

Demand
(S000)

State
law

<
@;‘] Done

CF Bankruptcy - Adwversary

Primary nature of suit
none

Second nature of suit
none

Third nature of suit
noneg

Fourth nature of suit
noneg

Fifth nature of suit
noneg

« Query = Reports - Utilities »

Onfine Search

Manual © DocEvents Logout

B Internet

Slide 24

Slide notes: This adversary proceeding is not a Rule 23 (class action). Select N for no.
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‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « I(:::EI - Sea::ts » Logout
Open Adversary Case
Party Primary nature of suit
code | 3 V.5 notaParty % || none A
Rule 23 Second nature of suit
(class [ | nane v
action)
Jury N Third nature of suit
demand |- 2" none e
Demand ) 2
(S000) click the Jury demand v
State [ drop-down arrow.
law [ -
< >
€] Done ® nternet

Jury Demand
Slide notes: click the Jury demand drop-down arrow.
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Thursday, November 06, 2008

Open Adversary Case

Primary nature of suit

Party
code | 3 V.5 notaParty % || none
Rule 23 Second nature of suit
(elass |n » none
action)
Jury Third nature of suit
- | Mone w
demand e

h nature of suit

(S000) AT nong
State Fifth nature of suit
law MY
aw none

Select None.

<
@;‘] Done

Bankruptcy + Adwversary = Query » Reports - Utilities «

Onfine Search

Manual © DocEvents Logout

B Internet

Slide 26

Slide notes: There is no jury demand by the plaintiff and/or the defendant. Select None.
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Thursday, November 06, 2008

Open Adversary Case

Party

code | 3 V.5 notaParty % || none
Rule 23

(elass |n »

action) none

CF Bankruptcy - Adwversary

« Query = Reports - Utilities »

Primary nature of suit

Second nature of suit

Type 2, then press Enter key.

Jury
demand
Demand Fourth nature of suit
[S 00 U) noneg
State

taw 1 Type 2 {for $2,000), the press your Enter key.

@ [Oo not type additional 000s]

<
@;‘] Done

Onfine Search

Manual © DocEvents Logout

B Internet

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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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
Open Adversary Case
Partr Primary nature of suit
code | 3 U.S notaParty % ||none A
Rule 23 Second nature of suit
(elass |n »
. none v
action)
Jury N 7 Third nature of suit
demand |- 2" none e
Demand P Fourth nature of suit
State Fifth nature of suit
law L1 nong hd
Click the State law
[ drop-down arrow.
< >
€] Done ® nternet

Slide 29
Slide notes: Click the State law drop-down arrow.
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Thursday, November 06, 2008

CF

Open Adversary Case

Partr Primary nature of suit
code | 3 U.S notaParty % ||none
Rule 23 Second nature of suit
(elass |n » none
action)
Jury Third nature of suit
d - | Mone v
emand none
Demand Fourth nature of suit
(S000) nane

State Fifth nature of suit
I

law none

Selectn.

<
@;‘] Done

Bankruptcy + Adwversary = Query » Reports - Utilities «

Onfine Search

Manual © DocEvents Logout

B Internet

Slide 30

Slide notes: If State law is applicable such as in cases of removal, selecty. If unsure, select u.

State law is not applicable in this case. Select n.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Party Primary nature of suit
code | 3 V.5 notaParty % || none
R“li 23 7 Second nature of suit
n . B ;
ﬂ[:ﬁifs none Click Primary nature of suit
Jurv Third nature of suit erp-dC‘Wn arrow.
" | Nane v
demand none -
Demand Fourth nature of suit
(S000) nane -
State 7 Fifth nature of suit
law none &
J >
€] Done ® nternet

Primary Nature of Suit
Slide notes: Click the Primary nature of suit drop-down arrow.
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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

Manual © DocEvents

en Adversary Case

Primary nature of suit

arty
code |3 V.5 notaParty % || none A
e23 none
lass [n ¥ 01 (Determination of remaved claim or cause)
tion) 02 {Other (e.g. other actions that would have been brought in state court if unrelated to bankruptcy))
11 (Docaunne of monmdnronodie RA9 turnoune of neonodid
JurE MNane v L i i
1an Select 41 (Objection [ revocation of discharge - 727(c),(d),(e))
1and as the primary nature of suit.
000) 12
e

tate [ 70
law

727 cause of action | Clickhere. actual fraud)

must always be selected as the an) _
pl‘imal'y nature of suit. ep property settlement/decree)

priority tax claims)
Otherwise, the debtor may receive a discharge [uciary. embezzlement, larceny)
malicious injury)
through an automated process before
your adversary proceeding has completed.

|S5 (SIPA Case - 15 US C. TBaaa et seq )

<
@'] Done

B Internet

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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S Onfine Search
‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
en Adversary Case
arty Primary nature of suit
code | 3 U.S. not a Party Al 41 (Objection / revocation of discharge - 727(c),(d),[e
€23 Second nature of suit
lass | n ¥
tion) none
- Third nature of suit
U e v
mand none
; Fourth nature of suit Click the Second nature of suit
none drop-down arrow.
Fifth nature of suit
n
none v
< 4
€] Done ® nternet

Slide 33
Slide notes: Click the Secondary nature of suit drop-down arrow.
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CF Bankruptcy + Adwversary = Query » Reports - Utilities « Onfine Search Logout

Manual © DocEvents

en Adversary Case

Primary nature of suit

JUS notaParty |41 (0bjection / revocation of discharge - T27(c).(d).(e)} -
Second nature of suit

n«
none hd

) nane

None - 01 (Determination of removed claim or cause)
02 (Other {e.g. other actions that would have been brought in state court if unrelated to bankruptcy))

2 11 (Recovery of money/property - 842 turnover of property)

12 (Recovery of money/property - 547 preference)
13 (Recovery of money/property - 548 fraudulent transfer)
now 14 (Recovery of money/property - other)
i 21 (Validity, priority or extent of lien or other interest in property)
31 (Approval of sale of property of estate and of a co-owner - 363(h))

51 (Revocation of confirmation)
61 (Dischargeability - 523({a)(5). domestic support)
62 (Dischargeability - 523

esentation, actual fraud)

53 (Dischargeability - 5 Click here.
64 (Dischargeability - (AT_UIVOTCE7SER PIOpeny Setlement/decree)

65 (Dischargeability -
66 “Dischargeability - 523(a){1).(14).(14A) priarity tax claims)
rzlement, larceny)

Select 85 (Dischargeability - other). vl

B; |S:|h0rd|nat|0n .of cla|m or interest)

91 (Declaratory judgment)

S5 (SIPA Case - 15 U.S.C. 78aaa et.seq.)

< E

€] Done ® nternet

Slide 34
Slide notes: Select 65 (Dischargeability - other).
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

en Adversary Case

) Primary nature of suit
JUS notaParty |41 (0bjection / revocation of discharge - T27(c).(d).(e)} -

7 Second nature of suit
! 65 (Dischargeability - other v

Third nature of suit

" Mone v
none w

Fourth nature of suit

%)

none oy

Fifth nature of suit

none v
Clear
Click Next.
< 4
€] Done ® nternet

Slide 35
Slide notes: There are no other causes of action to this proceeding. Click Next.
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Manual DocEvents Logout

CF Bankruptcy + Adversary = Query + Reports « Utiities « =2, B

A =)

So Se
mm s the complaint;being filed by the (1) Trustee or (1) Debtor in Possession acting for the benefit of the estate?

—

° Click the CHARGE TO ESTATE
drop-down arrow.

Click here for
Closed Captioning.

@:I Done  Internet

Slide 1
Slide notes: A series of questions display. Click the Charge to Estate drop-down arrow.
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Onfine . Search
Manual DocEvents

Bankruptcy + Adwversary = Query » Reports - Utilities «

= Logout

Open Adversary Case

"HARGE TO ESTATE: Is the complaint;heing filed by the (1) Trustee or (2) Debtor in Possession acting for the benefit of the estate? I

Select No.

€] Done ® nternet

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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S Online Search
‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
Open Adversary Case
: Is the complaint;being filed by the (1) Trustee or (2) Debtor in Possession acting for the benefit of the estate?
ik
Click Next.
€] Done ® nternet

Slide 3
Slide notes: Click Next.
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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

! s the complaint being filed by the (1) Debtor, (2) Debtor in Possession acting for the benefit of an individual, (3) United
United States Trustee, or (5) Child Support acting for Creditor?

Y

Click the FEE NOT REQUIRED drop-down arrow.

B Internet

Slide 4
Slide notes: Click the Fee Not Required drop-down arrow.
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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

FEE NOT REQUIRED: Is the complaint being filed by the (1) Debtor, (2) Debtor in Possession acting for the benefit of an individual, (3) United
States Government, (4) United States Trustee, or (5) Child Support acting for Creditor?

Select No.

€] Done ® nternet

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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S Online Search
Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout
Open Adversary Case
E NOT REQUIRED: Is the complaint being filed by the (1) Debtor, (2) Debtor in Possession acting for the benefit of an individual, (3) United
'nited States Trustee, or (5) Child Support acting for Creditor?
No |
Click Next.
€] Done ® nternet

Slide 6
Slide notes: Click Next.
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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

(for example: C: 199cv}'—31-31.

ErTm

the pdf document

Attachments to Document: & No O Ves
Click Browse.

€] Done ® nternet

Slide 7
Slide notes: The Select the .pdf document screen displays. Click Browse.
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——— Online . Search
|1| [g| fanual DocEvents

= Logout

( Look in: |L'f).2dversar}' - & BB

2 = ACME_B-104.pdf Click here. mmons.pdf
" (i} ACME_ComplaintRe_ard| «".doc
g‘h-'ﬂecerd o= ACME_CorieirBRe _Archer pdf

TELTETE = ACME_summons_Re.

Click ACME_ComplaintRe_Archer.pdf.

e - )

@ = ACME_SummansS
8- 104.paf
Desktop T CACardServices_
. T CalifCardservices
‘j @_] CaliforniaCardSer

- Z CaliforniaCardServices_Complaint. pdf
oedms T CaliforniaCardServicesB-104,pdf
- @_] Complaint
EJ)B Z Complaint. pdf
My.Computer Z F7004-1_Summons. pdf
T Helen Archer_SummonsSer\-'e

< | >

My Networke File name: || j \C)DL'
Places
Flescftyos: |4l Files () I

I an actual filing, you will Right-click you mouse.

My D

€] Done ® nternet

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

|E|r5__<| tanual © DocEvents

( Look in: | ) Adversary ﬂ

& cf B

Online

T ACME_B-104.pdf

o summans. pdf

e

. @_] ACME_ComplaintRe_archer.doc
My Recent

4
| T e —
| - Select
e Z ACME_summons|
|: ?]_ pELU NS Open with Am0%t 7.0.7
: e-104.pcf Print
Dty T CACardServices)

= CalifCardservice " Combine in Adobe Acro

@_]Califurnia(:ardSe Scan for Viruses.,..

Click here.

Select Open with Acrobat
{your version may vary).

 californiaCardse

Search Logout

D nt
[l Z CaliforniaCardse N Netiare Copy...
- @_] Complaint. doc Open With »
- Z Complaint. pdf
Wy Computer L F7004-1_Summg SN Te '
" Helen Archer_su Cut
™ < Copy 3
My Metwork File name: I Create Shortcut j Cpen |
Places Delete
Files of type: [ Rename - Cancel
Properties
€] Done ® nternet

Slide notes: From the drop-down menu, select Open with Acrobat.
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pmepmmOnfine =~ Search
lﬁ] fanual DocEvents
( ¥2 Adobe Acrobat Professional
File Edit Wiew Document Comments Tools Advanced Window Help
= = Click the Close button.
UNITED STATES BANKRUPTCY COURT
CENTERAL DISTRICT OF CALIFORNIA
10
11
- Inore: Verify
HELEN ZRC
13 s Proceeding Cover Sheet Form B104
» * The Summons
ACME CARD . . .
15 are included with the complaint.
- TY OF
18 EBT AND UBJECTION TU DISCHARGE
- Vs : PURSUANT TO 11 U.S.C. §523 AND §727
HELEN LRCHER :
18 :
Defendant. )
13 s
€] Done ® nternet

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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My Recent

Documents

e - )
|

My Documents

My Computer

Wy Network
Places

( Look in: | ) Adversary ﬂ

& cf B

|E|r5__<| tanual © DocEvents

T ACME_B-104.pdf

@_] ACME_ComplaintRe_archer.doc

P ACHE_Conglantie_Avcher paf]

Z ACME_summons_ReArcher. pdf

Z ACME_SummonsServedOnDefendant. pdf
8- 104.paf

Z CACardServices_SSE_reArcher.pdf

Z CalifCardservices_summaons_Redrcher,pdf
@_] CaliforniaCardServices_Complaint. doc
Z CaliforniaCardServices_Complaint. pdf
T CaliforniaCardServicesB-104,pdf

@_] Complaint. doc

Z Complaint. pdf

Z F7004-1_Summons. pdf

Z Helen Archer_SummonsServed.pdf

o summans. pdf

Online Search

Logout

ick here.

< | Clic

1]
File name: |.-'l.C|'v'| E_ComplaintRe_Archer.pdf j I Chele®nx
Files of type: | Al Files (-

B
Click Open.

@ Done

B Internet

Slide 11
Slide notes: Click Open.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Select the pdf document (for example: C: 18%cv301-21pdf).
Filename

C:\Documents and Settings\beacham'\Ded| Browse..
) NoO Yes

Artachments to Document:

Click here.

Click Next.

€] Done ® nternet

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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Search

( : o Online
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Fee: 5230

€] Done ® nternet

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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Onfine Search

‘ F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Click Next.

€] Done ® nternet

Slide 14
Slide notes: Click Next.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Docket Text: ﬁotliﬂI as Appropriate.)
Complaint by ACME Card Services against Helen Archer. Fee Amount 3250

Nature of Suit: (41 (Objection / revocation of discharge - 727(c).(d).(2))) (65
(Dj = One, Attorney)

Click Next.

€] Done ® nternet

Slide 15

Slide notes: The Docket Text screen displays. Modify as appropriate.
For this exercise, leave blank and click Next.
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( : o Online Search
F Bankruptcy + Adwversary = Query » Reports - Utilities « Manual © DocEvents Logout

Open Adversary Case

Docket Text: Final Text I

her. Fee Amount $250 Nature of Suit: (41
)).}65 (Dischargeability - other])) (One,

(Objection / revocation of discharge - 727(c),(d
Attorney)

Artention!! Submitting this screen commi If \',ro|,.||‘ Complamt II'ICIU.CI?S a_n qb]ectlon elr Ilevocatl'?n of
submission if you continue. discharge, ensure it is first in your nature of suit

(as in this example).

@'] Opening page https: {fecf-train.cach.uscourts. govjcgi-bin/Dispatch. pl? 10435334971 8 Internet

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

Open Adversary Case

Docket Text: Final Text
Complaint by ACME Card Services against Hel

Attorney)

« Query = Reports - Utilities »

CF Bankruptcy » Adwversary

(Objection / revocation of discharge - 727(c),(d] Use the back button on Ll browser.

Arttention!! Submitting this screen commits this transa
submission if you continue.

Select Adversary to re-start the filing process.

Onfine Search

Manual © DocEvents Logout

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

B Internet

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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. Online Search
‘ F Bankruptcy - Adversary = Query » Reports » Utilities - Manual © DocEvents Logout
~
Electronic Payvment
The Bankruptcy Court for the Central District of California requires pavment of fees at the time a
document is filed. Your account access has been blocked. as our records indicate that the fees for
e transaction listed below have not been paid. To unblock vour account vou must pay the fees due
v clicking on the [ Pay Now | button below.
If vou believe this message is in error and it is during normal business hours (i.e. Monday through
ridav from 9:00 am. to 4:00 p.m.. excluding Federal Holidays). vou mayv contact the
CF Support Center at (213) 894-2365 for assistance. If vou require assistance outside
of normal business hours, vou mayv send an email to ECF support(@ cach.uscourts.gov and a staff
ember will contact vou the next business dav.
Summary of current charges:
Date Incurred Description Amount
2008-08-07 18:44-03 Adversary case 2:0 5230
Total: S 250.00
w

Slide 18

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

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.
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Onfine . Search
Manual DocEvents

1.5, Bankruptcy Court Click here.

Central District Of California

ptcy + Adversary -+ Query -« Reports - Utilities - » Logout

Open Adversary Case

Motice of Electronic Filing

The following transaction was received from One_ Attorney entered on 872008 st 10 PDT and filed on 8
Case Name: ices v. Archer

Case Number:

Document Number:

Click the seroll bar

Case Number:

Document Number: 20

Docket Text:
Adversary case 2:08-ap-01237. Complamt by ACME Card Services against Helen Archer. Fee Amount 5230 Nature of Suit: (41 {Objection

vocation of diccha.rge - 727 (Dischargeability - other)) (One, Attomey)

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

ocument description:Main Document

Original filename:C: Documents and Settings beacham Desktop' Adversary ACME_ComplaintRe_Archerpdf
lectronic document Stamp:

[STAMP bhecfStamp_ID=1106018562 [Date=8/7/2008] [FileNumber=182825-0]

[387ef678cdald2471a085444460382ad 20403005605 ec7T6fc33abT dbd%5c 7518 8ase
Gbdf368202d883c5c0b086c2df11d16bb1403 d6406ad06fE 2 a2 68 0ba])

ocument description:Main Document

Original filename:C: Documents and Settings beacham Desktop' Adversary ACME_ComplaintRe_Archerpdf
lectronic document Stamp:

[STAMP bkecfStamp_ID=1106218352 [Date=3/7/2008] [FileNumber=182825-0 b

5] none =) 8 Internet

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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SECF

Attomey
Attorney One
Attorney One
Attorney One

JTason M Fund

2:07-hk-11264-VZ Notice will be electronically mailed to:
five attorney
attornevone@vahoo com, testdeorder@hotmail com
ecfattvtesting
oneattorney@vahoo com, testdeorder@hotmail com

jrund@ stlawyers.com

Bankruptcy - Adwversary

zmail.com

{vahoo.com, testieorder@hotmail com

Cvnthia Lewis
233 E Temple St.

Los Angeles, Ca 90012

Mortzage Company Inc
210 Sunset St
Los Angeles, CA 80012

Tohn Smith
oe Smith & Johnson
255 E Temple St

Los Angeles, Ca 90012

Tohn Smith

Los Angeles
Main St.
Los Angeles, Ca®

2:07-bk-11364-VZ Notice will not be electronically mailed to:

United States Trustee (LA)

« Query = Reports - Utilities »

Search
DocEvents

Onfine

Manual * = Logout

B Internet

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
You should now be able to:
s Select the proper Adversary event to open a new Adversary case.
e File your complaint in the proper Divisional Office.
s Create a "new party™in CM/ECF.
s Add yourself as the attorney for the Plaintiff.
o Select the correct Defendant.
e Upload the complaint correctly and in the proper format.
s Flag your Adversary case to prevent Debtor's discharge (if applicable).

s Review and print a Motice of Electronic Filing, or "NEF" indicating the Adversary
Complaint was filed.

Click Continue to proceed to the Required Quiz.

COMTIMUE

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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ECF Help Desk (213) 894-2365
ECF_support@cacb.uscourts.gov
9:00 a.m. to 4:00 p.m. M-F (excluding federal holidays)

Click Box
(100 x 100}
(:90; ¥:306)

To access CM/ECF Procedures and Rules click here (uuiniony

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.
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