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Slide 3 - Objectives 

 

Slide notes 

In this lesson you will practice filing a Notice of Appearance and Request for Notice. You will navigate menus and screens in CM/ECF. You will locate and 
select the correct event and then add the party to the case. Next you will associate a PDF document. To begin the lesson, click CONTINUE. 
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Slide 4 - Slide 4 

 

Slide notes 

After you have successfully logged into CM/ECF, menus for each category of action are displayed on a blue menu bar at the top of the screen. To file a 
Notice of Appearance, click Bankruptcy. 
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Slide 5 - Bankruptcy category selection 

 

Slide notes 

A list of Bankruptcy Events displays on this screen. Your court’s list may differ from what is shown here. In this example, the Notice of Appearance event is 
located under the Other selection. Click Other. 
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Slide 6 - Slide 6 

 

Slide notes 

When filing a pleading in CM/ECF, you must first identify the correct case. Notice that as I enter the case number, the previously grayed out Next button 
becomes available. Another button, Find This Case, is also made available. For this lesson, click Next. 
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Slide 7 - Slide 7 

 

Slide notes 

Transition slide. 
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Slide 8 - Slide 8 

 

Slide notes 

A selection list of events displays. Your court's list of events may differ from the one shown here. To help locate the appropriate event, a text box has been 
provided that allows you to enter a key word or string of characters to match the event description. This will limit the number of events shown. Watch how 
the system reduces the number of events displayed as I type the letter "n". 
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Slide 9 - Slide 9 

 

Slide notes 

Transition slide. 
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Slide 10 - Slide 10 

 

Slide notes 

The list is now shortened to include all events containing the letter "n". As you enter each successive character, the list grows smaller, making it easier to 
find this event. Had we typed "notice of", the list would have narrowed to just four events for selection. Since our event is shown by typing just the n, we will 
select it on this screen. Click Notice of Appearance and Request for Notice. 
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Slide 11 - Slide 11 

 

Slide notes 

The event is now placed in the Selected Events list. To continue, click the scroll arrow to view the bottom of the screen to display the Next button. 
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Slide 12 - Slide 12 

 

Slide notes 

Now, click Next. 
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Slide 13 - Slide 13 

 

Slide notes 

At this point, your court may present this Joint Filing screen to you.  If you are filing with another attorney, select the Joint filing with other attorney(s) 
checkbox.  For our example, we are not filing with another attorney.  Click Next. 
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Slide 14 - Search for the party 

 

Slide notes 

A list of all parties currently on the case appears on the next screen. First Westside Bank, the creditor filing this Notice of Appearance, is not a party on this 
case. Therefore, we must add them as the filer. Click Add/Create New Party. 
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Slide 15 - Slide 15 

 

Slide notes 

A search for the filer in the database is recommended to prevent duplicate person records. You can perform a search using any of the fields displayed. 
However, the Last/Business name is required for any name search. To narrow the search, you can use a combination of fields such as First and Last 
Name. The system will respond faster if you use the Social Security Number or Individual Tax Identification Number. In the last name field, enter the full last 
name or the first few characters of the last name to search. The entire business name is stored in the Last/Business name field. Note that at least two 
characters are required for partial name searches. Watch as I type "first westside bank" in the Last/Business name field. Then, click Search. 
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Slide 16 - Slide 16 

 

Slide notes 

The creditor filer has an existing party record in the CM/ECF database. Click First Westside Bank for more details about this party. 
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Slide 17 - Slide 17 

 

Slide notes 

An information window then opens, providing you with the complete address of this party. If the creditor had not been found, or if the party's address didn't 
match, you would click the Create new party button and provide the information for this party. Click Select name from list. 
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Slide 18 - The Party Role 

 

Slide notes 

The Party Information screen appears with the address and other information. This address will be used for all notices. Make sure the information is 
accurate. If any of the information has been changed, it can be entered at this time. The Role of the party in this case must be selected. Click the Role drop-
down arrow. 
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Slide 19 - Slide 19 

 

Slide notes 

A list of party role types appears. Click Creditor (cr:cr). 
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Slide 20 - Slide 20 

 

Slide notes 

Click Submit. 
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Slide 21 - Slide 21 

 

Slide notes 

The creditor, First Westside Bank, is now a party on the case. Click Next. 
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Slide 22 - Slide 22 

 

Slide notes 

In this lesson, Heather J. Walker is the filing attorney. If you were the attorney filing this pleading, your name would appear following "represented by." An 
association must be created between the creditor, First Westside Bank, and the attorney, Heather J. Walker. Click the check box. 
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Slide 23 - Slide 23 

 

Slide notes 

Click Next. 
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Slide 24 - Select the PDF document. 

 

Slide notes 

The process of associating the correct PDF document with this docket entry begins on this screen. Click Browse.    
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Slide 25 - Slide 25 

 

Slide notes 

Navigate to the location on your computer where your PDF file is stored.  For our example, click the Notice of Appearance PDF file.   
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Slide 26 - Slide 26 

 

Slide notes 

While our example does not simulate opening the PDF document, it is always a good idea at this point to verify that the selected file is the correct PDF 
document you want associated with this event.  Click Open to associate this document with this transaction. 
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Slide 27 - Slide 27 

 

Slide notes 

The full path to the PDF document now appears in the Filename field.  If you are attaching additional supporting documents, click the Yes radio button next 
to the Attachments to Document prompt. For our example, there are no additional documents to attach. Click Next. 
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Slide 28 - Docket text 

 

Slide notes 

The Docket Text generated by this docket entry displays for your examination. Your court may allow you to add more detail to the docket text through a text 
box as shown here. It is very important that you review the docket entry to ensure its accuracy. If anything is incorrect, click Bankruptcy on the Menu bar to 
abort this filing and start over. Click Next to proceed. 
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Slide 29 - Slide 29 

 

Slide notes 

This screen displays the final docket text as it will appear on the docket sheet, and you are informed that once this screen is submitted, no further 
opportunities to cancel or modify this transaction are allowed. The docket text is acceptable for our example. Click Next to finish filing this pleading. 
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Slide 30 - Notice of Electronic Filing 

 

Slide notes 

This Notice of Electronic Filing is the verification that the filing has been sent electronically to the court's database. It certifies that the Notice is now an 
official court document. It is suggested that this page be printed and retained as a record of the filing. Copies of this notice are immediately e-mailed to all 
participant CM/ECF users who have subscribed to this service. Click the CONTINUE button. 
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Slide 31 - Summary 

 

Slide notes 

During this simulation you navigated menus and screens, located and selected the correct event, and added the party filing the notice to the case. You then 
associated a PDF document. You may use the playback controls or Menu options to move to previous screens or you may exit this module by clicking the 
EXIT button. 

 


