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CM/ECF DOCKETING/FILING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

This docketing procedure provides step by step instructions for the filing of a new
Adversary case and Summons Request.

Step 1 Click on the Adversary hyperlink on the blue CM/ECF Main Menu
Bar.
Step 2 Click on Open a Case-Adversary Proceeding. (See figure 1)

z )
UE F Bankruptcy + Adversary . Query + Reports . Utilities . Logout ?

Adversary Events

Appeal
MotionsiApplications

ObyResp/Original Answers

Open & Case - Adversary Proceeding
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Figure 1

Step 3 The Case Information Screen appears. The case type defaults to “ap”
and the Complaint box defaults to “y”. The current date also
appears. Leave this screen at the defaults. If you are filing a Notice

of Removal, change the Complaint box to “n”. Click next (See figure
2)

= =
UEC F Bankruptcy . Adversary . Query = Reports . utilities . Logout '?
Open Adversary Case

Case type -
Date filed 7/8/2004

Complaint ,E
Next| Clear

Figure 2
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Step 4 The Related Case Screen appears. Insert the related Bankruptcy
Case number in the Lead case number field. Select the association
type in the drop down box. If the adversary being filed is not a
dischargeability complaint or an objection to discharge then simply
select related adversary. Click next. (See figure 3)
EEC F Bankruptcy Adversary Query  + Reports Utilities Logout
Open Adversary Case
Lead case number W
Association type |Dis:hargeabi\ity ofa Deht j
Figure 3

Step 5 The Case Assignment screen appears. This screen only confirms the
divisional office and Judge assignment based on the lead bankruptcy
case number you just entered. Confirm this information is correct.
Click next.

Step 6 The Search for a Party screen appears so that the parties involved in
the cause of action can properly be added to the case. Conduct
general searches of the Court’s database according to the Attorney
Style Guide located on the Court’s website. Click search. (See figure
4)

EECF Bankruptcy Adversary Query = Reports Utilities Logout
Open Adversary Case
Search for a party
SSN | TaxTd |
Last/Business name IW
Figure 4
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Remember to conduct a general search. If the party entered is not
found, it will be necessary to create and add the new party to the
general database. Click “Create New Party”. (See figure 5)

Search for a party
SSIV |

Last/Business name
Search | Claar

[Party search results

TaxId |

No person found.

Create new party

Figure 5

It is recommended that addresses not be added for parties other than
debtors. Be sure to select a party “role” type in the drop down box
for each party you enter. Click on the attorney box and search for
yourself in order to associate yourself with the plaintiff as filer of the
complaint. You will never have to add yourself to the database if a
proper search is done. Always search and enter the plaintiff(s) first
then enter defendants. Do not add defendant’s attorney even if you
know who that is. They will be added when and if they answer the
complaint. Continue adding parties until all parties to the action have
been added to the case. Click submit. (See figure 6)

EEC F Dankruphcy utilithes  + Logout ?‘-—
[Party Information
Last name [Warner Brothers. Inc. Firse name |
Middle name [ Generation [ Tie [
s maime T [
Office: | Address 1 |
Address 2 | Address 3 |
ciy [ State [ zn[
Comey [ ] Couney [
Phone [ Fas[
Ewat [
ProSe [no | Role [Flaintt [acpt) =]
Party text |
Aoy | Ains | eew. | A onere bt
Subrd | Cancel | Cloas |
Figure 6
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Step 9 The Adversary Statistical screen appears. Complete required

information by reviewing and selecting appropriate action in each
drop down box. Click next. (See figure 7)

.
Reports  +  Utiities +  Logout Ly )
Open Adversary Case

Party code [US.nota Party inthe cass |
Nature of suit|426 (Dischargeability 523) |
Origin [originel procseding 7]
Transfer date l—
Rule 23 (class action) m
Jury demand lm
Demand 8000)[

Figure 7

Step 10 The Browse screen appears. Retrieve the PDF document you are

filing (Complaint or Notice of Removal) through this screen.

Step 11 Describe the relief sought by typing in the white text box which

appears on the next screen. Click next. (See figure 8)

EE F Bankruptcy . Adversary . Query

=
Reports . utilities . Logout ?
Open Adversary Case

[Describe Relief Being Sought:| [To Determine Discharg

COURT PERSONNEL ONLY: DOCKET SUMMONS ISSUED EVENT. ADD THE OBJDSC FLAG TO LEAD CASE IF 727 COMPLAINT.

ATTORNEYS: DO NOT FORGET TO DOCKET SUMMONS REQUEST EVENT AND ATTACH PROPOSED SUMMONS(ES).

M Clear

Figure 8
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Step 12 The Financial Information Screen appears. This screen gives you
information about the filing fee and instructions on how to pay the
fee. Review and click Next. (See figure 9)

| _SE

Open Adversary Case

]
Bankruptcy . Adversary . Query + Reports . Utilities . Logout o_

- ATTORNEY FILERS - AFTER YOU ACCEPT YOUR FINAL DOCKET TEXT, AN INTERNET CREDIT CARD PAYMENT SCREEN
[DISPLAYS.

[YOU WILL HAVE THE ABILITY TO PAY THE FILING FEE NOW VIA THE INTERIVET.

I[F YOU ARE FILING AN APPLICATION TO DEFER THIS FEE OR, YOU ARE EXEMPT FROM PAYING THIS FEE, CALL THE INTAKE
IDEPUTY AT THE CLERK'S OFFICE IMMEDIATELY.

[For instructions on how to make Internet Credit Card payments, click on the yellow question mark ahove.

[Fee: $150.00

et Clear

Figure 9
Step 13 The next screen requires no data input. Click Next.

Step 14 The Final Text window appears. Review the entry before submitting
for filing to be sure there are no errors. You will have no further
ability to correct the transaction after you submit. If the entry is
correct click Next. (See figure 10)

= ]
UEC F Bankruptcy . Adversary . Query Reports . Utilities . Logout ?
Open Adversary Case

Docket Text: Final Text

Complaint To Determine Dischargeability of a Debt filed by Warner Brothers, Inc. against Uma
Thurman (Filing Fee: § 150.00 ) {Shark, Joe)

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

Clearl

Figure 10
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Step 15 The Summary of Current Charges Screen pops up on top of the
Notice of Electronic Filing Screen. Make a decision to “Pay Now” or
“Continue Filing”. For this exercise, we will click “Pay Now”. (See

figure 11)

G Lectronic Payrent - Microsolt Intermet Laplarer

Summary of current charges:

Date Incurred Dieseription
2004-06-24 Matice of Appeal(04-100883-fm) [appeal ntcapd]
171520 (245 003

2004-077-08

115530 Complaant(D4-0T208-frm) [eonp.cenp ( 130,00}

Pay Now Continug Filing [

Amount

£255.00

$ 150,00

Tatal: §
405,00

=100

Reports

filed on TiE2004

Dorument Number: 30

[Docket Text:
Complomt To Determmie Dischingeabdity of a Debt Gled by Wamer Brothers,

[The Bllowing & are 1ated with thae

[Dorument deseription: Mam Document
(Original filename:FT4752-s1gned pdf
[Electronic document Stamp:

36407 A6 b 2044 Te03catte a3405cd 1 22037 Sackaltdabeditoccl )]
[Drocument description:Iam Document

Utllitles.

Tnc. aggmst Trna Thurenan (Filing Fee: § 150 00 ) (Shark, Toe)

STAME bkectStamp [D=98E230274 [Date=7072004] [FleMumber=76332-0] [1
%1 d%2fch 31 3ar38d 3300 3pd77 | d2alacA2aabdl diddaach cfb 69800370 3 9TH T

[Original flename:N 752 signed pdf =l
Figure 11
Step 16 The next screen allows you to input your credit card information to

pay the charges that have not been paid up to this point. Enter that

information and click Submit Payment. (See figure 12)

[ttt Pormt Coia st et S &

¥ Piease do not enter
dashes or spaces
B
Total:
Card Type
Card Numbar,
Expiration Date:

Byt pihwacy smd pratecrins,
e bt ke e baes i arcrypled unieg 178 bt S5

S on TR004

Figure 12
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Step 17 You will see the payment processing for a few seconds. Once the
transaction is completed a screen appears telling you that it was
successful. Click Close Window.

Step 18 After the payment window is closed the Notice of Electronic Filing
Screen appears in full and you will see that your filing entry has been
completed. Return to the Blue Main Menu Bar to continue filing
other documents or click Logout. (See Figure 13)

Open Adversary Gase

1.5, Bankruptey Court
Western District of Texas
Riotice of Blectromc Filing

[The following transaction was recemved from Shark, Toe entered on TIR2004 &t 11:55 AM CDT and Bed on TRR2004
Case Name: Warner Brothers, Inc. v. Thurman

Caye Number: (401 208 -fren

Document Number: |

Cage Name: Tlena Thugenam

Cavie Number: 04- 10088 -fren

Dacument Namber: 50

Docket Texs:
{Complant To Determine Dischargeabiny of a Debt fled by Wamer Brothers, Inc. aganst Uma Thuman (Fing Fee: § 150.00 ) (Shark, Joe)

The following dociament(s) are associated with this transaction H

Document deseription:Mam Document

Original filename: 17752 signed pdf

{Electronic document Stamp:

STAMP bkeciStamg_[D=388230274 [Date=1/82004] | FieMumber=76332-0] [1
bd0dfddaachebbb98ec 3T 3T TH T
T Sasbad S GedB6ec01]]

A9 14926cb 31302 3Bd3ef 3003277 14Ba0
36d0eTd69eb 25 ckb Te0 Teadeai0
Dovument deseription: Mz Docurens
WOriginal filename:}752-sumed o4 |
Kloctronic dacument Stamp: 2]
STAMP bkecStammp_ID=53E8230274 [Date=T/2/2004] [FileMurmber=T6400-0] [3

=TTt

T055eTd2e 306 5dec 242542 7739047 Te 0 TS To0MabE44TT 3360 1 6053 farc i ad Th2S
2828504622549 17260ca5T #a ebde SA2 5B 0aSbaeDechbc T20166a3])

10401208 frm Naotice will be electronically mailed vo:
04-0120%-frm Notice will not be electronically mailed to:
Joe Shak

HOE Oak Glen

San Angelo, T 76909

04- 10088 [ Notice will be electronically mailed to:
[Loretta A Sugarphien  tina_warren@nowh useourts gov
04- 10053 -frm Notice will not be electronically mailed to:
[E.obm B, Cheatham

004 Lovisma

H500 One Shell Square

flew Ordeans, LA 70133

[Pat Fitzgerald

100 Congress Avenus

[Shate 1100
Hustin, T 73701

=TT

Figure 13
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Step 19 File the Summons Request. Click Adversary on the CM/ECF Main

Menu Bar. Select the Summons Request/Served... category. (See
figure 14)

= C 2
UE F Bankruptcy . Adversary . Query « Reports . Utilities  + Logout ?

s dversary Events

Appeal
Moetions/Applications
ObyResp/Original Answers

Open & Case - Miscell us Proceeding
Open & Case - Adversary Proceeding
Other

Summone Reauests/Served, Counterclaim, Crp, ete
Order Upload

Figure 14
Step 20 Enter the Adversary Case Number. Click Next.

Step 21 Select Summons Request from the drop down menu. Click Next. (See
figure 15)

=
Bankruptcy . Adversary . Query o Reports . utilities  « Logout ?

04-01208-firm Warner Brothers, Tnc. v Thurman

Adversany Summaons Served
Caormnplaint

Counterclaim

Crassclaim

Intervenor Camplaint

Figure 15
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Step 22 Select the party requesting the summons as the party filer. Click
Next. (See figure 16)

o
Bankruptcy . Adversary . Query + Reports utilities  + Logout ?

Complaint/Summons:
04-01208-frm Warner Brothers, Inc. v. Thurman

Select the Party:
Add/Create New Party
Figure 16
Step 23 Select the party the summons is o be issued upon. Click Next. (See
figure 17)

z —.
UECF Bankruptcy . Adversary +  Query + Reports . Utilities  + Logout ?
Complaint/Summons:

04-01208-frm Warner Brothers, Inc. v. Thurman

[Please select the party that this filing i against

Select the Party: OR Select a Group:

Thurrman. Uma [Defendant] AddCreate New Party
“Warner Brothers. Inc., [Plaintif] & Wo Group
4l Defendants
€ All Plaintifs
" All Parties
MNext Clear
Figure 17
Step 24 The Browse for a Document Screen appears. Upload the Summons

PDF document.
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Step 25 The Summons Information Screen appears. Enter the number of
summonses requested and whether or not this is the initial issuance
request or a re-issuance request. Click Next. (See Figure 18)
EECF Bankruptcy . Adversary Query =+ Reports . Utilities Logout
Complaint/Summons:
04-01208-frm ‘Warner Brathers, Inc. w. Thurman
Type INumber of Summons(es) Requested: |1
Type Issuarnce er Reissuance: |lssuance
M Clear
Figure 18
Step 26

The Modify Text Screen appears. Review your entry to confirm it
reads properly. Click Next. (See figure 19)

EEC F Bankriptey . Arherrsiiry

Respiorts Logot

Complaint'Summons:
0101 208 frm Warner Brothars Inc v Thurman

Docket Text: Modily as Appropriati.

&l Request for Isuance of Sunmmons{es) by Joo Shurk o hehalf of Warner Brothers, Inc. - 1
sunumons{es) requested on Uma Thorman (Shark, Joe)

Figure 19
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Step 27 The Final Docket Text Window screen appears. This is the last
opportunity to review before submission. Confirm that the entry is
correct before clicking Next. (See figure 20)
EECF Bankruptcy Adversary Query - Reports . Utilities Logout ? 7}

Complaint'Summons:

04-01208-frm Warner Brothers, Inc. v. Thurman

Docket Text: Final Text
Request for Issuance of Summons{es) by Joe Shark on behalf of Warner Brothers, Inc. - 1 summons

(es) requested on Uma Thurman (Shark, Joe)

Attention!! ing this screen its this tr You will have no further opportunity to modify this

submission if you continue.

Clear

Figure 20
Step 28

The Notice of Electronic Filing Screen appears concluding your entry.

Return to the CM/ECF Main Menu Bar to continue filing documents
or click Logout.
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